


 



Version 7.63 

Information in this document is subject to change without notice and does not represent a commitment 
on the part of Data Pro Accounting Software, Inc.  The software described in this document is furnished 
under a license agreement or nondisclosure agreement.  The software may be used or copied only in 
accordance with the terms of those agreements.  The purchaser may make one copy of this software 
for backup purposes.  No part of this manual or other materials included with the package, may be 
reproduced or transmitted in any form or by any means electronic or mechanical, including 
photocopying and recording for any purpose, other than the purchaser’s personal use, without the 
written permission of Data Pro Accounting Software, Inc. 

© 1985-2023 Data Pro Accounting Software, Inc. 

Data Pro Accounting Software is a trademark of Data Pro Accounting Software, Inc. 

No investigation was made into the common-law trademark rights of any word.  Every effort was made to 
capitalize or highlight, in some manner, any word with current registrations. 

All companies, products, addresses, and persons contained herein are intended to be completely fictitious 
and are designed solely to document and exemplify the use of Data Pro Accounting Software, Inc.’s 
products.

Page i 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This page intentionally left blank. 

Page ii 



TABLE OF CONTENTS 
 
Description                      Page 
CHAPTER  1 INTRODUCTION ............................................................................................... 1-1 

ACCOUNT ORGANIZATION...........................................................................................................1-1 
MULTI-DEPARTMENTAL REPORTING......................................................................................1-3 

1.  Individual and Combined Income Statements .............................................................................................. 1-3 
2.  Complete Individual and Combined Reporting ............................................................................................ 1-3 

DEBITS AND CREDITS.....................................................................................................................1-4 
FUND ACCOUNTING WITH AUTOMATIC INTERFUND BALANCING................................1-4 
GENERAL LEDGER SYSTEM INTEGRATION ...........................................................................1-6 
DATA FILE DESCRIPTIONS ...........................................................................................................1-7 
PREPRINTED FORMS.......................................................................................................................1-8 
MASKED FIELDS...............................................................................................................................1-8 
IMPORTING G/L TRANSACTIONS FLOWCHART....................................................................1-9 

CHAPTER  2 SET UP AND MAINTENANCE ........................................................................ 2-1 
GENERAL OVERVIEW.....................................................................................................................2-1 
Navigation Tools ...................................................................................................................................2-6 
COPY AN EXISTING COMPANY (GL0503) ..................................................................................2-6 
GENERAL LEDGER CONFIGURATION (GL0415) .....................................................................2-8 

Master Configuration......................................................................................................................................... 2-9 
Transaction Types............................................................................................................................................ 2-10 
Batch Entry Configuration............................................................................................................................... 2-12 
Fund Accounting ............................................................................................................................................. 2-13 

SET UP ACCOUNTS.........................................................................................................................2-14 
Inquiry Mode (GL0400) .................................................................................................................................. 2-15 
Add Mode (GL0401) ....................................................................................................................................... 2-17 
Change Mode (GL0402).................................................................................................................................. 2-21 
Delete Mode (GL0403).................................................................................................................................... 2-22 
Copy Mode (GL0404) ..................................................................................................................................... 2-22 

COPY RANGE OF ACCOUNTS .....................................................................................................2-23 
IMPORT ACCOUNTS (GL0601).....................................................................................................2-25 

Fixed Length ASCII Files................................................................................................................................ 2-26 
Variable Length ASCII Files ........................................................................................................................... 2-27 
Comma Delimited *.PRN Files ....................................................................................................................... 2-27 
File Import Modules Overview........................................................................................................................ 2-27 
Sample Import Chart of Accounts File ............................................................................................................ 2-30 

RENAME GL ACCOUNT NUMBER .............................................................................................2-34 
SET UP ACCOUNT BUDGETS (GL0420) .....................................................................................2-36 

1) Prior Year Period Budgets........................................................................................................................... 2-38 
2) Prior Year Annual Budgets ......................................................................................................................... 2-38 
3) Prior Year Period Actuals............................................................................................................................ 2-38 
4) Prior Year Annual Actuals .......................................................................................................................... 2-38 
5) Re-Calc Based on YTD Actuals.................................................................................................................. 2-38 

ENTER ACCOUNT BUDGETS (GL0421) .....................................................................................2-39 
ENTER CHANGE BUDGETS (GL0423) ........................................................................................2-40 
EXPORT ACCOUNT DATA TO EXCEL ......................................................................................2-41 
IMPORT ACCOUNT DATA FROM EXCEL ................................................................................2-42 
PRINT BUDGET REPORT (GL0422).............................................................................................2-43 
ARCHIVE/RESTORE BUDGETS (GL0424) .................................................................................2-45 
SET UP FINANCIAL STATEMENTS ............................................................................................2-46 

Inquiry Mode (GL0425) .................................................................................................................................. 2-48 
Add Mode (GL0425) ....................................................................................................................................... 2-48 

Page iii 



 TABLE OF CONTENTS (continued) 
 
Description                      Page 

Change Mode (GL0426).................................................................................................................................. 2-54 
Delete Mode (GL0427).................................................................................................................................... 2-56 
Copy Mode (GL0428) ..................................................................................................................................... 2-56 

SPECIAL CONSIDERATIONS FOR FINANCIAL STATEMENT SETUP ..............................2-57 
Balance Sheet .................................................................................................................................................. 2-57 
Statement of Cash Flows ................................................................................................................................. 2-57 

EXPORT FINANCIAL STATEMENTS (GL0429) ........................................................................2-57 
IMPORT FINANCIAL STATEMENTS (GL0430) ........................................................................2-59 
SET UP RECURRING JOURNAL ENTRIES................................................................................2-61 

Add Mode (GL0406) ....................................................................................................................................... 2-62 
Change Mode (GL0407).................................................................................................................................. 2-65 
Delete Mode (GL0408).................................................................................................................................... 2-65 
Copy Mode (GL0409) ..................................................................................................................................... 2-66 

SET UP CONSOLIDATION ENTITIES.........................................................................................2-66 
Add Mode (GL0410) ....................................................................................................................................... 2-66 
Change Mode (GL0411).................................................................................................................................. 2-68 
Delete Mode (GL0412).................................................................................................................................... 2-69 
Copy Mode (GL0413) ..................................................................................................................................... 2-69 

PERFORM CONSOLIDATION (GL0414) .....................................................................................2-69 
SET UP DEPARTMENT ALLOCATIONS ....................................................................................2-71 

Add Mode (GL0431) ....................................................................................................................................... 2-71 
Change Mode (GL0432).................................................................................................................................. 2-73 
Delete Mode (GL0433).................................................................................................................................... 2-73 
Copy Mode (GL0434) ..................................................................................................................................... 2-73 

START NEW FISCAL YEAR (GL0418).........................................................................................2-74 
BRING BALANCES FORWARD (GL0419)...................................................................................2-76 
MAINTAIN GENERAL LEDGER FILES (GL0417) ....................................................................2-77 
MAKE COMPLETE DATA BACKUPS .........................................................................................2-79 

CHAPTER  3 ENTER TRANSACTIONS ................................................................................. 3-1 
RECORD JOURNAL ENTRIES (gl0101) .........................................................................................3-1 

Transaction Type ............................................................................................................................................... 3-2 
Journal Line Items ............................................................................................................................................. 3-2 

POST RECURRING JOURNAL ENTRIES (gl0102) ......................................................................3-4 
SET UP BATCHES..............................................................................................................................3-5 

Add Mode (GL0104) ......................................................................................................................................... 3-6 
Change Mode (GL0105).................................................................................................................................. 3-16 
Delete Mode (GL0106).................................................................................................................................... 3-16 
Copy Mode (GL0111) ..................................................................................................................................... 3-17 

IMPORT NEW BATCHES (GL0603) .............................................................................................3-18 
Fixed Length ASCII Files................................................................................................................................ 3-19 
Variable Length ASCII Files ........................................................................................................................... 3-19 
Comma Delimited *.PRN Files ....................................................................................................................... 3-19 
File Import Modules Overview........................................................................................................................ 3-20 

PRINT BATCH EDIT REPORT (GL0107).....................................................................................3-22 
POST BATCHES (gl0108).................................................................................................................3-26 
REMOVE COMPLETED BATCHES (gl0109) ..............................................................................3-27 
POST INTEGRATION FILES (GL0103)........................................................................................3-28 
IMPORT TRANSACTIONS (GL0602) ...........................................................................................3-30 

Fixed Length ASCII Files................................................................................................................................ 3-32 
Variable Length ASCII Files ........................................................................................................................... 3-32 
Comma Delimited *.PRN Files ....................................................................................................................... 3-32 

Page iv 



TABLE OF CONTENTS (continued) 
 
Description                      Page 

File Import Modules Overview........................................................................................................................ 3-33 
Sample Import Transactions ............................................................................................................................ 3-35 

EXPORT TRIAL BALANCE TO TURBOTAX (GL0120) ...........................................................3-37 
CHAPTER  4 PRINT REPORTS............................................................................................... 4-1 

STANDARD FEATURES FOR REPORTS ......................................................................................4-1 
CTRL+O  (Output Options)............................................................................................................................... 4-1 
Font Attributes................................................................................................................................................... 4-2 
Report Print Options .......................................................................................................................................... 4-2 
Displayed Report Options.................................................................................................................................. 4-3 
Range of Accounts............................................................................................................................................. 4-3 
Data Record Retrieval........................................................................................................................................ 4-3 
Report Sorting Preference.................................................................................................................................. 4-3 
Masking (Wildcards) ......................................................................................................................................... 4-4 
Period to Report On........................................................................................................................................... 4-4 
Cancel the Print Job........................................................................................................................................... 4-4 

SUMMARY TRIAL BALANCE (GL0201) .......................................................................................4-4 
WORKING TRIAL BALANCE (GL0216)......................................................................................4-11 
ACCOUNTANT'S TRIAL BALANCE (GL0217) ..........................................................................4-15 
BALANCE SHEET (GL0202)...........................................................................................................4-19 
INCOME STATEMENT (GL0203)..................................................................................................4-31 
NEED REPORTSUPPORT SCHEDULES (GL0204) ....................................................................4-50 
SUPPORT SCHEDULES (GL0204).................................................................................................4-51 
STATEMENT OF CHANGES (GL0205) ........................................................................................4-58 
STATEMENT OF CASH FLOWS (GL0215) .................................................................................4-64 
RATIO ANALYSIS (GL0206) ..........................................................................................................4-69 
GENERAL LEDGER REPORT (GL0207) .....................................................................................4-77 
TRANSACTION JOURNALS (GL0208).........................................................................................4-81 
CHART OF ACCOUNTS (GL0209) ................................................................................................4-85 
ACCOUNT MAINTENANCE REPORT ........................................................................................4-89 
FINANCIAL MAINTENANCE (GL0211) ......................................................................................4-91 
FINANCIAL ALIGNMENT (GL0212)..........................................................................................4-100 
RECURRING ENTRIES (GL0213) ...............................................................................................4-107 
CONSOLIDATION ENTITIES (GL0214) ....................................................................................4-109 

CHAPTER  5 PERFORM ANALYTICAL GRAPHS ............................................................... 5-1 
ACCOUNT BALANCES BY MONTH (GL0301).............................................................................5-1 
COMPARATIVE ACCOUNT BALANCES (GL0302) ....................................................................5-2 

MTD or YTD..................................................................................................................................................... 5-2 
Bar Graph or Pie Chart .............................................................................................................................. 5-2 

INDEX............................................................................................................................................ 1 
  

Page v 



  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This page intentionally left blank. 
 

Page vi 



General Ledger User Manual 
 

CHAPTER  1     INTRODUCTION 
A simplified definition of a General Ledger is the accumulation of all financial transactions into one consolidated set 
of books. Normally, these transactions are summarized by account.  The Infinity POWER General Ledger system 
expands on this simple definition to bring you the “core” of your accounting and financial reporting needs.  

This system provides you with your primary financial and managerial accounting reports as well as audit trails in 
both Journal (transaction date order) and Ledger (account order) format. Multi-departmental and/or profit center 
reporting, as well as multi-company consolidated reporting, is also provided.  

The General Ledger system also provides Fund Accounting procedures. Interfund Balancing is used to balance 
funds (portions of the chart of accounts broken down to facilitate a particular fund or department) when transac-
tions are entered and the General Ledger distribution (journal entries, integrations from subsidiary modules, etc.) 
crosses between one or more funds.  

The system will automatically make the adjusting entries to balance each fund affected. This is accomplished 
through the structural set up of the Chart of Accounts. There are certain accounts that are mandatory to make the 
Fund Accounting system function properly.  

Since the General Ledger system acts as the “core” of your accounting system, it provides an interface with all In-
finity POWER modules. Therefore, it allows total automation of your entire accounting information flow.  

ACCOUNT ORGANIZATION 
Information in the General Ledger system is organized by specific “accounts.” These accounts correspond to the 
General Ledger accounts on the chart of accounts that you use in a manual bookkeeping system. These accounts are 
utilized to organize and summarize all of your company's financial transactions into specific categories. Generally 
speaking, the categories are as follows:  

I. Balance Sheet Accounts  

A.  Assets  

1.   Current Assets (cash, accounts receivable, etc.)  
2.   Non-current Assets (buildings, land, machinery, etc.) 
3.   Other Assets (marketable securities, intangible assets, etc.) 

B.   Liabilities  
1.  Current Liabilities (accounts payable, current portion of long term debt, accruals, etc.)  
2.  Long term debt (mortgages, long term loans, etc.) 

C.   Equity  

1.   Owners equity (owner's investment, stock, etc.) 
2.   Retained earnings (net profit brought over from Income Statement) 

II. Income Statement Accounts  

A.   Income (sales revenue, etc.) 

B.   Expenses  

1.   Cost of sales (expenses directly attributed to manufacture and/or sale of goods) 
2.   Expenses (other cost of operations)  
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III.  Statement of Cash Flows Accounts  

This report requires that your “cash” be reconciled into three broad categories:  
• Operating Activities  

• Investing Activities  

• Financing Activities  

 
A.  Operating Activities  
Operating Activities include all transactions and other events that are not defined as investing or financing 
activities. Operating Activities generally involve producing and delivering goods and providing services. 
Cash flows from operating activities are generally the cash affects of transactions and other events that en-
ter into the determination of net income.  
This category includes a summarization of the net income derived from your current period profit/loss, 
non-cash outlays, and changes in operating assets and liabilities.  Net Income is the current period profit 
and/or loss from operations. Summarizing all of the accounts that are set up in your Income Statement de-
rives this amount.  
Non-cash outlays are expenses in which the business has not paid out cash, but have reduced profitability 
of the company. An example of this would be “depreciation” which reduces profits without any money 
being spent.  
Changes in Operating Assets and Liabilities mostly include Balance Sheet accounts that are used in the 
day-to-day operations of the company. Generally, this would include most of your “short term” assets and 
liabilities. Typically, these are accounts that will be affected most by day-to-day operations.  

B. Investing Activities  
Investing Activities include making and collecting loans, acquiring and diposing of debt or equity instru-
ments and property, plant and equipment and other productive assets. That is, assets held for, or used in the 
production of goods or services by the company (other than materials that are part of the company's inven-
tory).  

C. Financing Activities  
Financing Activities include obtaining resources from owners and providing them a return on, and a return 
of, their investment; borrowing money and repaying amounts borrowed, or otherwise settling the obliga-
tion; and obtaining and paying for other resources obtained from creditors on long term credit. 
When the company has a “cash flow” into the business relative to a specific account or category, it will be 
reflected on this report as a positive number. Accounts or categories that have used cash and created a 
“cash outflow” during this period will reflect negative amounts.  
Normally, your accounts should be organized numerically within the above categories.  The General 
Ledger system allows you unlimited accounts per company; with a twenty (20) character (alpha/numeric) 
account number for each account. You may use from one to all twenty characters in the account number (3 
to 10 characters is normal). 
Whatever account number length you choose, be certain to use that length consistently throughout a single 
company's chart of accounts to ensure the proper order of accounts in your data files.  
For instance, numbers 3, 200, and 1000 would be listed as follows:  

1000 
200 
3  
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To organize these numbers properly in your data files, you should enter them as 0003, 0200, and 1000. The 
result would be:  

0003 
0200 
1000  

MULTI-DEPARTMENTAL REPORTING 
The General Ledger handles Multi-Departmental reporting very effectively. Two methods are available. You should 
select your method based on the level of reporting requirements as follows:  

1.  Individual and Combined Income Statements  
This method, referred to as the “Profit Center” method, allows you to organize your account numbers so that part 
of the number indicates the profit center. When you print an Income Statement, and you are prompted for the ac-
count “mask,” you may then specify which profit center(s) to include.  

For instance, suppose the following accounts are in your Chart of Accounts:  

 500-00    Sales  

 500-01    Sales - Profit Center #1  

 500-02    Sales - Profit Center #2  

 600-00    Cost of Sales  

 600-01    Cost of Sales Profit Center #1  

 600-02    Cost of Sales - Profit Center #2 

 700-00    General and Administrative Expenses  

 700-01    General and Administrative Expenses - Profit Center # 

 700-02    General and Administrative Expenses - Profit Center #2  

   

To receive an Income Statement for profit center #1 or #2, you would specify an account mask of “01” or “02” re-
spectively. If a complete Income Statement (for all profit centers) is needed, the account mask will be blank.  

2.  Complete Individual and Combined Reporting  
 

This method, referred to as the “Separate Entity” method, allows you to set up each department as a separate 
“company” with its individual chart of accounts. This allows for individual reporting. Transactions that require dis-
tributions across departments, or between departments, may be handled through the special “Intercompany Trans-
action” option when recording journal entries.  

Your combined departmental reporting needs may be handled through the special consolidation feature, which con-
solidates several charts of accounts and balances into one new entity. You may then print any, or all, financial re-
ports on the new entity.  
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DEBITS AND CREDITS 
Since the invention of that common denomination of exchange called money, man has tried to accurately track the 
uses of that money and value of his belongings based on money. Through the years of evolution in the accounting 
profession, a very important principle was noticed. When transferring monetary increments between different finan-
cial classifications (accounts), some kind of system of checks and balances was necessary to reduce human error.  

The invention of Debit and Credits, used in “balanced books,” was one of the primary tools created to provide 
these checks and balances. Unfortunately, for the non-accountant, these Debits and Credits can be very confusing. 
The following rules will provide some guidance on the definition of debits and credits.  

1)  Debits are handled as positive numbers; Credits are handled as negatives.  

2)  Debits and Credits are not intrinsic increases or decreases in value. The effect of a Debit or 
Credit depends upon the category of account. 

3)  The following categories are increased by a Debit (decreased by a Credit).  

• Asset 

• Expense 

4)  The following categories are increased by a Credit (decreased by a Debit).  

• Liability 

• Equity 

• Income  

The General Ledger system uses a “balanced books” method of recording journal entries. This means that when-
ever you enter a journal entry, the total amount of debits must equal the total credits before you can validate. You 
may also utilize the “Batch Journal Entry” updating method from within the General Ledger module or use the 
normal “On-Line” method. If you prefer, you may optionally turn off the “balanced book” method requirements, 
although we do not normally recommend this procedure for daily processing.  

Recognizing that the relationship between debits and credits can sometimes be confusing, we have developed an 
“intelligent prompt” screen for entering dollar amounts. As dollar amounts are entered to an account through Initial 
Set Up or Journal Entry procedures, the system will indicate whether the account balance is being increased or de-
creased (based on the account category of the selected account.) The system will guide you as to whether a particu-
lar account should be debited or credited.  

The General Ledger system also provides you with the ability to process either normal twelve (12) (month) periods 
or thirteen (13) (user definable) periods, whichever method suits your business better.  

FUND ACCOUNTING WITH AUTOMATIC INTERFUND BALANCING 
The General Ledger system provides the capability of Fund Accounting. This method of accounting is normally 
used in “Non-Profit Organization” types of businesses. Fund Accounting is established by having a chart of ac-
counts to represent each function a company may have. Although this chart of accounts is only a portion of the en-
tire Chart of Accounts, it is separated in that each section has its own Retained Earnings and Interfund Balancing 
accounts.  

Therefore, there must be a strict consistency on the structure of your Chart of Accounts. All Retained Earnings ac-
count numbers must be exact, except for the prefix or Fund Designation characters. This is also true with the Inter-
fund Balancing accounts. Each section of the chart of accounts operates as a unique function. When transactions oc-
cur, either directly in the General Ledger or through posting integration files from subsidiary modules, the system 
will automatically create entries to balance all funds involved.  
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The General Ledger system is very flexible in regards to the number of characters you can use to distinguish a 
“fund.” However, the “fund digits” must be defined as the prefix of the Chart of Account number. In the General 
Ledger Master Configuration, you can tell the system how many characters to assign as the “fund” identifier.  On 
the following pages, you will find a conceptual overview and examples on Infinity POWER's Fund Accounting op-
erations.  

An example of a Chart of Accounts designed to work with the Fund Accounting operations is shown below:  

A000000000     MAIN FUND 
A011001000     Cash In Bank 
A011009000     Interfund Balancing 
A011201010     Accounts Receivable 
A012001000     Accounts Payable 
A012101000     FICA Tax Payable 
A012102000     Withholding Tax - Federal 
A012103000     Withholding Tax - State 
A012109000     State/Local Sales Tax 
A012113000     Accrued Insurance 
A013502000     Retained Earnings 
A013503000     Transfers To and From Funds 
A014001000     Income 
A017001000     Wages and Salaries 
A017200000     Payroll Taxes 
A018103000     Supplies 
A018202000     Communications 
A018400000     Occupancy Costs 
A018500000     Purchase & Maint. - Equipment 
A018700000     Travel & Transportation 
A019400000     Miscellaneous Expenses 
 

B000000000     FUND #1 
B011001000     Cash In Bank 
B011009000     Interfund Balancing 
B013502000     Retained Earnings 
B014001000     Income 
B017001000     Wages and Salaries 
B017200000     Payroll Taxes 
B018103000     Supplies 
B018202000     Communications 
B018400000     Occupancy Costs 
B018500000     Purchase & Maint. - Equipment 
B018700000     Travel & Transportation 
B019400000     Miscellaneous Expenses 
C000000000     FUND #2 
C011001000     Cash In Bank 
C011009000     Interfund Balancing 
C013502000     Retained Earnings 
C014001000     Income 
C017001000     Wages and Salaries 
C017200000     Payroll Taxes 
C018103000     Supplies 
C018202000     Communications 
C018400000     Occupancy Costs 
C018500000     Purchase & Maint. - Equipment 
C018700000     Travel & Transportation 
C019400000     Miscellaneous Expenses  
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In this example, the Fund Designation is the first character of the Chart of Account number (A,B,C). This example 
also shows that the Main Fund has assets, liabilities, equity, income and expense accounts, while the other funds 
mostly contain income and expense type accounts.  

However, this is only an example. You may have a full chart including all account types within each fund.  An ex-
ample of a check transaction illustrates how this process works. The entries that will be created by a transaction and 
the automatic entries the system creates for interfund balancing are also shown.  

Below are the debits and credits for a Check Entry for supplies, entered into the system through the Record Journal 
Entries option.  

 

Account Description Debit Credit 
A011001000    Cash in Bank  100.00 
B018103000    Supplies 100.00  

 

The General Ledger would make the entry above regardless if you were using the Fund Accounting operations.  

However, in addition to the entries above, the entries shown below are produced automatically by the system to 
handle the interfund balancing.  

 

Account Description Debit Credit 
A011009000    Interfund Balance  100.00 
B011009000     Interfund Balance  100.00 

 

Whenever an entry is made that crosses a fund (one leg of the transaction is from one fund and the other leg of the 
transaction is from a different fund) the system will automatically produce entries using the Interfund Balancing ac-
count to balance that fund.  These Interfund Balancing entries can be seen and printed on the Transaction Journal 
Reports and the General Ledger Report.  

GENERAL LEDGER SYSTEM INTEGRATION 
The General Ledger system integrates with all Infinity POWER modules. The integration is provided in either 
summarized or detailed form.  Depending on how the Master Configuration is defined, transactions may be posted 
directly to the General Ledger automatically or may be performed by you on demand; daily, weekly, or monthly by 
using the Post Integration File Option.  

The following outlines the integration:  

• Each Infinity POWER module will create a General Ledger integration file (assuming the module 
is specified as interactive with General Ledger and the “Automatically Post Integration Files” op-
tion is not turned on in the Master Configuration.).  

• This file will be updated as transactions are entered within the module.  

• At any time, you may select the option to update General Ledger from your other modules. Based 
on your choice, the General Ledger system will either summarize all transactions by General 
Ledger account and post the summarized journal entry, or post all journal entries in detail from the 
integration file. After the update, the General Ledger system clears the integration file and pre-
pares for new transactions.  

• If you are utilizing the Fund Accounting operations, the system will automatically create entries to 
balance all funds involved in the transaction process. These entries can be seen by printing the 
Transaction Journals or the General Ledger Report.  
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• If the “Automatically Post Integration Files” option is turned on in the Master Configuration, all 
journal entries being created from each subsidiary module (such as Accounts Payable, Job Cost 
Main Module, Payroll and others) will be posted immediately to the General Ledger as each trans-
action is completed. 

• If a subsidiary module, such as Accounts Receivable, utilizes a Sales Code that has an incomplete 
setup whereby there is no offsetting General Ledger account number to be used in the direct post-
ing option, the offset will automatically be posted to the Suspense Account.  Users should rou-
tinely print the Summarized Trial Balance (YTD) to insure there is no balance in the Suspense ac-
count.  If there is, auditing should begin immediately on this account to correct the entries not only 
in the General Ledger but all affected subsidiary modules. 

DATA FILE DESCRIPTIONS 
The General Ledger module utilizes the following nine (9) data files:  

  1)  Master Configuration File 
  2)  General Ledger Account File 
  3)  Transaction File 
  4)  Recurring Journal Entry File 
  5)  Consolidation Entity File 
  6)  Financial Statement File 
  7)  Financial Statement Detail File 
  8)  Overhead Batch File 
  9)  Detail Batch File  
 

The following is a brief description of each of these files:  

 

File Name Description 
Master Configuration File 
(filetype: GL00) 
(filename: coGL0.dbf, 
where “co” is the company 
number) 

This file contains configuration information such as default accounts and 
journal descriptions.  

General Ledger Account 
File 
(filetype: GL01) 
(filenames: coGL1dy.dbf 
and coGL1dy.mdx, where 
“dy” is the year) 

These files contain the chart of accounts.  

Transaction File 
(filetype: GL02) 
(filenames: coGL2dy.dbf 
and coGL2dy.mdx, where 
“dy” is the year) 

These files contain the information pertinent to all journal entries that 
have been posted.  

Recurring Journal Entry 
File 
(filetype: GL04) 
(filenames: coGL4.dbf and 
coGL4.mdx) 

These files contain complete information for all recurring Journal En-
tries.  

Consolidation Entity File 
(filetype: GL05) 
(filenames: coGL5.dbf and 
coGL5.mdx) 

These files contain all information pertinent to each consolidation entity. 
However, once an entity has been consolidated, it creates its own data 
files with the consolidated entity number in place of “co” in the filename. 
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Financial Statement File 
(filetype: GL06) 
(filenames:  coGL6.dbf and 
coGL6.mdx) 
 

These files contain the overhead information for each financial statement 
set up in the system.  

This information consists of description, titles, sub-titles, footnotes, 
decimal usage and chaining preferences. 

Financial Statement Detail 
File 
(filetype: GL07) 
(filenames:  coGL7.dbf and 
coGL7.mdx) 

These files contain the detail lines entered for the coding of the financial 
statements and are attached to the overhead information in the Financial 
Statement File.  

Overhead Batch File 
(filetype: GL10) 
(filenames: coGLA.dbf and 
coGLA.mdx) 

These files contain overhead information for each batch entry, such as 
batch number, description, and default journal number.  

Batch Detail File 
(filetype: GL11) 
(filenames: coGLB.dbf and 
coGLB.mdx) 

These files contain each transaction line for all batches.  

 
PREPRINTED FORMS 
The General Ledger module requires no special preprinted forms for any of the reports generated by the system. All 
reports print with all appropriate headings and formats on regular white paper.  

MASKED FIELDS 
This following field may be “Masked” when generating reports from the system:  

General Ledger Account Number  
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IMPORTING G/L TRANSACTIONS FLOWCHART 
 
This section covers the processing flow for the different types of transaction processing in the General Ledger sys-
tem. 

Record Journal Entries Flowchart 
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Set Up Batches Flowchart 
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Importing Batches Flowchart 
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Posting G/L Batches Flowchart  
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Posting Recurring Journal Entries Flowchart  
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Post Integration Files Flowchart 
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Importing G/L Transaction Flowchart 
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CHAPTER  2     SET UP AND MAINTENANCE 
This chapter will provide you with a step-by-step procedure for the initial set up and maintenance of your General 
Ledger files. When you select this menu option, a complete list of choices will be displayed as shown on the follow-
ing screen: 

 

GENERAL OVERVIEW 
Once you have installed your module(s) and reviewed the System Overview, (Chapter 1), you are ready to set up 
your master General Ledger files from scratch.  Select the “Systems” option from the Menu Bar. Then, select the 
“System Administrator” option. Then, select the “Start up from Scratch” menu option as shown on the following 
screen. 

“Start Up From Scratch” is utilized to set up your initial General Ledger and any other integrated accounting mod-
ule data files for a particular company. This procedure is performed only once. Thereafter, your data files may be 
packed or re-indexed through the General Ledger option “Maintain General Ledger Files.” 
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Once this option is selected, the following screen will appear showing a listing of all accounting modules that have 
been installed on your computer system.   
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This is an automated utility designed to simplify the process of creating all of the data files for each accounting 
module throughout the system.  Users may choose to “Select All” accounting modules by <clicking> on this button 
which will check all modules and make them ready for processing.  Otherwise, you may <click> on the “Clear All” 
button to undo your selections.  The “Invert” button will reverse the order of all current selections. 

Additionally, you may use your mouse to manually <click> on each module to <click> it on or off to be included in 
the startup process.  Remember, modules such as Purchase Order require Accounts Payable to function.  Sales Order 
Entry requires Accounts Receivable and Time Sheet Entry requires the Payroll data files.  Point of Sale and Ac-
counts Receivable share common files which is why it is so noted on the screen. 

This step must be done for each company for which you intend to process data.  To begin, <click> on the “Start” 
button.  The following screen illustrates how the screen will change when the process is completed.   

 
 
<Click> on the “Close” button when done and then return to “Systems” and select the “General Ledger” module 
to continue with the configuration functions to be described from here. 

The General Ledger system allows you the ability to custom configure your Chart of Accounts, Budgets, Financial 
Statements and more. Careful planning should be given when deciding on how to organize your Chart of Accounts 
because the account numbers will be used in sorting and retrieving accounts and grouping accounts on the financial 
statements.  
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When the system creates data files from scratch, the following data files are created:  

File Name Description 
Master Configuration File 
(filename: coGL0.dbf) 
 

This file contains your Master Configuration, Transaction Types, and 
Default Account Numbers.  

General Ledger Account 
File 
(filenames: coGL1dy.dbf 
and coGL1dy.mdx) 
 

These files contain the main Chart of Accounts for your company, the 
account balances and budgets for each month of the year, and the prior 
year's ending balance.  

Transaction File 
(filenames: coGL2dy.dbf 
and coGL2dy.mdx) 
 

These files contain each transaction entered into the General Ledger. This 
file is used when printing the Transaction Journals and the Audit Trails.  

Recurring Journal Entry 
File 
(filenames: coGL4.dbf and 
coGL4.mdx) 

These files contain the transaction information for the Recurring Journal 
Entries that may be automatically posted to the General Ledger on a pe-
riodic basis.  

Consolidation Entity File 
(filenames: coGL5.dbf and 
coGL5.mdx) 
 

These files contain the company numbers and percentages that can be 
consolidated by the General Ledger to produce a consolidation company 
from which financial statements may be printed.  

Financial Statement File 
(filenames:  coGL6.dbf 
and coGL6.mdx) 
 

These files contain the overhead information for each financial statement 
set up in the system. This information consists of description, titles, sub-
titles, footnotes, decimal usage and chaining preferences.  

Financial Statement Detail 
File 
(filenames:  coGL7.dbf 
and coGL7.mdx) 
 

These files contain the detail lines entered for the coding of the financial 
statements and is attached to the overhead information in the Financial 
Statement File.  

Overhead Batch File 
(filenames: coGLA.dbf 
and coGLA.mdx) 
 

This file contains the batch numbers, description, and default journal 
number for all batches in your system.  

Detail Batch File 
(filenames: coGLB.dbf 
and coGLB.mdx) 
 

This file contains all of the transaction entries for each batch in your sys-
tem.  

NOTE 
Attempting to execute this option after these files have already been set up will 
result in a warning message that will not permit you to execute this option again.  

This option, does not add any records to these files, it simply creates the data files. In the following options you will 
have the choice to either set up your General Ledger entirely from scratch or copy either the Sample Company file 
formats or another company's format as they already exist.  

Once the files are created, <click> on the “Close” button to return to the Menu Bar. 
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NAVIGATION TOOLS  
Within this module there are numerous references to navigation.  The following navigation buttons are defined for 
reference when used through this chapter. 

 
 

Navigation Button Function 

 
Selects the first record. 

 

 
 

Selects the previous record. 

 
Selects the next record. 
 

 
 

Selects the last record. 

 
 

Scroll view. Selects a specific record from a list. 

 
 

Creates a record. 

 

 
 

Modifies the current record. 

 
 

Deletes the current record. 

 
 

Creates a record based on the current record. 

 
 

Maintains notes for this record. 

 
 

Displays record timestamp information. 

COPY AN EXISTING COMPANY (GL0503) 
From the “Set Up and Maintance” Menu Bar, the last choice at the bottom is an option that will allow you to copy 
the information from another company's data files or from the default company “SYS” that is included with the 
General Ledger system. This is an optional feature, but it is very useful when several companies' files must be set up 
or when you have had little experience in setting up general ledgers.  

It is highly recommended that you at least copy the Financial Statement Format files. These include the Balance 
Sheet, Income Statement and Statement of Cash Flows. This will provide a good example to work with when setting 
up your financial statement formats.   
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After selecting this option, a screen will appear displaying the following three choices:  

• Chart of Accounts 

• Financial Statement Formats 

• Recurring Entry File 
 

You may select the individual files to copy or choose to copy all of the data files by <clicking> on each one of the 
three choices.  

 
 
After selecting which files to copy, you will be asked for the company number to copy the files from. A pull down 
box contains a list of existing companies that you have already set up or “SYS” to copy the files from the default 
company.  

NOTE 
You must have already selected the option, “Start Up From Scratch” before 
this option can be executed.  

Once the copy procedure is completed, the system will send a message back saying that the procedure has been suc-
cessfully completed. <Click> on the “Close” button to exit from this screen. 
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GENERAL LEDGER CONFIGURATION (GL0415)  
This option allows you to change the default General Ledger configuration. This includes changing the default ac-
count numbers, transaction types, determining whether or not you will be using Intercompany processing, configur-
ing the batch file entry and the set up of Fund Accounting defaults. 

A default configuration is already built into your General Ledger module. However, you may prefer to change this 
configuration to meet your company's specific requirements. If you decide to assume the default values, please re-
view them carefully before you begin processing.  

After selecting this option, a screen will appear displaying the following four folders:  

• Master Configuration 

• Transaction Types 

• Batch Entry  

• Fund Accounting  

 
 
As you proceed to select each option, enter all required changes by simply positioning the cursor where the change 
is required or assume the default values and <click> on the “OK” button to save your changes.  

The default values include account numbers, which are coordinated to the default company. If you wish to use your 
own internal account numbers, these default account numbers must be changed to match the account numbers you 
will be using.  
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Master Configuration 
The Master Configuration screen will display the seven data items necessary for configuring your General Ledger 
defaults. 

Retained Earnings  
Account 

Default: 35000  

This is the account number, which will be used by the system when you 
close the General Ledger file for the year and start a new year. The net in-
come will be calculated and that value will be posted to this account. 
NOTE:  If you are utilizing the Fund Accounting operations, it is impera-
tive that the Retained Earnings account number is entered in the Master 
Configuration as a standard. Every Retained Earnings account, for each 
fund must match the format of the account number, as it is entered here.  

Suspense Account Default: 99900  

This account will hopefully never be used by the system. However, if for 
some reason, one of the other default account numbers cannot be found in 
the General Ledger Account File during processing, the amount will be 
posted to this account.  This will enable you to later add the account, 
which was not found, and then adjust the accounts correctly through a 
normal journal entry.  

If this account (99900) is not found in the General Ledger Account File 
when it is needed, the system will create the account with the description 
“ERROR ACCOUNT.” 

Intercompany Account Default: 08100  

This account is used during Intercompany processing. If you will not be 
doing any processing between two or more companies, this account may 
be left blank. When entering a journal entry, you may select different 
companies with different account numbers to debit or credit (if you have 
turned on the Intercompany processing feature).  

The journal entry itself must balance to zero before validating; but the 
amounts posted to each company may not balance. To keep each com-
pany's Chart of Accounts in balance, the Inter-company account will be 
used to post the necessary offsetting debit or credit. 

Allow Intercompany 
Processing 

Default: OFF 

The General Ledger has the ability to process between companies while 
posting transactions. If this option is turned “on,” while entering a journal 
entry you will be asked for the company number on each leg of the entry.  
If you only have one company, or do not need to post to multiple compa-
nies at the same time, this option should be turned “off.” This will reduce 
the number of questions you must answer during the posting process. 

Allow Descriptions on 
Each Journal Entry Leg 

Default: ON  

The General Ledger will allow you to enter a separate description for each 
“leg” (Account Number and Debit or Credit) of a journal entry. This will 
provide a more detailed audit trail of transactions that have been entered. 
If this option is turned “off,” the program will skip over the description 
question on each leg of the entry, which will speed up the entry process. 
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Allow Out Of Balance 
Journal Entries 

Default: OFF 

The General Ledger will normally not allow you to validate a journal en-
try until it is in balance (e.g., Debits equal Credits). However, there may 
be instances in which an out of balance transaction might be useful. To 
post a one-sided entry, you would turn this option “on,” record a journal 
entry and turn this option “off.”  If this option is turned “off,” the program 
will not allow an out of balance journal entry. If this option is turned 
“on,” the program will not check the entry to verify that it is in balance.   

Automatically Post Inte-
gration Files 
 
 
 
 

Default: ON 

The General Ledger will allow direct posting of all journal entries from 
the various subsidiary modules (i.e. Accounts Payable, Job Cost Main 
Module, Payroll, etc.) as each transaction is entered into the system when 
this option is <clicked> to ON.  This is for real time posting to the General 
Ledger. If users would prefer to have their entries post to an Integration 
File which may be reviewed before the integration is posted to the General 
Ledger, this option should be <clicked> OFF. 

 

NOTE 
It is strongly recommended that you leave the option turned to “Allow Out of 
Balance Journal Entries” to “OFF.”  

As you proceed to select each option, enter all required changes by simply positioning the cursor where the change 
is required or assume the default values and <click> on the “OK” button or the “Apply” button to save your 
changes.  

Transaction Types 
The General Ledger system can track up to twenty different transaction types or journals. These may include 
Checks, Deposits, Sales, etc.  Instead of limiting you to three or four “Catch All” types of journals such as General 
Journal or Check Register, the system allows you to create up to twenty (20) different journals and describe them as 
you see fit.  

Therefore, if “Cash Disbursements Journal” sounds better to you than “Check Register,” then you have the 
flexibility to change it. When entering a journal entry, the system will ask you for a transaction type, which must be 
one of the types defined in this option. There is no requirement that all twenty transaction types be defined. The sys-
tem does, however, require that at least one transaction type be set up to post all transactions through.  

The other accounting modules include an option to define the General Ledger Journal Number (transaction type) for 
any transactions posted to General Ledger from that module. The number used in the other modules should corre-
spond to the appropriate journal you designate in this option.  

This option will allow you to define or change the transaction type description and the default balancing account for 
each of the twenty journals. The balancing accounts are used by your system to allow quick balancing of a journal 
entry by <clicking> the “Auto Balance” button during the “Record Journal Entries” and “Set Up Batches” op-
tions.  The default values include the journal descriptions that are normally used. The default account numbers are 
those from the default company for General Ledger.  

To modify an existing Journal or to name one of the additional journals, simply <click> on the journal number and 
then <click> on the “Modify” button.  

Chapter 2         Set Up and Maintenance     Page 2-9 



General Ledger User Manual 
 

 
 
A screen will appear and prompt you for the Journal Name and the default account number.  

 

 
 
While your cursor is positioned on the default account number field, you may press the Down Arrow (F2 by de-
fault) to gain access to the account listing. You may choose to search for accounts by account number or descrip-
tion. 
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Batch Entry Configuration 
The entry screen for Batch Processing can be configured to your preference by turning each of these data items off 
or on.  

 
 
The following describes the effect each of these items has on the batch entry screen.  

Allow Transaction Type Default: ON 

This data item defines the transaction type or number that the transaction 
line will be posted to. If this item is turned “off,” the line will be posted 
to the default transaction type of the batch. 

Allow Description Default: ON 

This data item contains a thirty (30) character description of the transac-
tion line. If this item is turned “off,” the description will default to the 
description of the batch. 

Allow Transaction Date Default: ON 

This data item contains the transaction date of the transaction line. If this 
item is turned “off,” the date will default to the current system date. 

Allow Transaction  
Number 

Default: ON 

This data item contains a ten (10) character transaction number of the 
transaction line. If this item is turned “off,” the transaction number will 
be left blank. 

Allow Reference Number Default: ON 

This data item contains a five (5) character reference number of the 
transaction line. If this item is turned “off,” the reference number will be 
left blank. 

Allow Accounts Payable Default: ON 

This data item specifies to the system that you will be entering "after-
the-fact" Accounts Payable entries in the Batch Processing Options. 
This default must be turned on if you wish to utilize the Batch Processing 
feature which allows the entry of Accounts Payable transactions. 
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Allow Payroll Default: ON 

This data item specifies to the system that you will be entering "after-
the-fact" Payroll entries in the Batch Processing Options. This default 
must be turned on if you wish to utilize the Batch Processing feature 
which allows the entry of Payroll transactions. 

Allow Payroll Hours Entry Default: ON 

This data item can only be accessed if you have turned on the option to 
"Allow Payroll". This indicates whether or not you want the system to 
ask for the quantity of hours during the entry of Payroll. These quantities 
will print on the "Batch Edit Report" for verification of an employee's 
hours worked during a Payroll cycle. 

It is important to turn this option on if you wish to use the Personal Time 
Tracking feature which will automatically deduct the appropriate amount 
of hours (Vacation, Sick, Personal, etc.) from an Employee's master file. 
These hours will also be updated in a Department's Historical Master File 
if you are running a departmentalized payroll system. 

 
As you proceed to select each option, enter all required changes by simply positioning the cursor where the change 
is required or assume the default values and <click> on the “OK” or the “Apply” button to save your changes.  

Fund Accounting 
The Fund Accounting Configuration screen will display two data items necessary for configuring your General 
Ledger to operate with Fund Accounting principles.  
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Main Interfund Account This is the account number, which will be used by the system to create 

balancing entries. These entries are made by transactions, which are en-
tered, and the entries cross funds. Each “fund” must contain this chart of 
account number, in respect to that fund's designation character.  

For example, if you have configured the system to use a one (1) character 
fund designator, and you have three (3) funds (A,B,C), you must have an 
Interfund account number assigned to each fund.  

The format of that chart of account number must be consistent. There-
fore, you may have Interfund accounts set up like A011009000, 
B011009000, C011009000. Where the “A” fund is your Main Fund, it 
is the account number that should be defined in this field.  

# of Digits Designating 
Fund 

This data item defines how many characters in the Chart of Account 
number are to be assigned as the “Fund Designator.” The Chart of Ac-
count number may be up to twenty (20) characters (alpha/numeric). The 
Fund Designation must be left justified in the account number. Therefore, 
you are assigning the first so many characters for the Fund Designator.  

For more information on Fund Accounting, please refer to the “Fund 
Accounting with Automatic Inter-fund Balancing” in Chapter 1.  

As you proceed to select each option, enter all required changes by sim-
ply positioning the cursor where the change is required or assume the de-
fault values and <click> on the “OK” or the “Apply” button to save 
your changes.  

 

When you are done making your Master Configuration selections, select the “OK” button and you will return to the 
Menu Bar. 

SET UP ACCOUNTS 
This section discusses the ways to set up (or create), modify, delete, and copy General Ledger account numbers. 
Each of the accounts in your Chart of Accounts has a number assigned to it. This number can be up to twenty (20) 
characters (alpha/numeric). It is normally three to ten (10) characters.  

The numbering sequence is user-definable, but should be well planned to insure easy retrieval of accounts and for 
reporting purposes. Chapter 1 of this manual describes how to organize your account numbers the most efficiently.   

Select the “Set up and Maintenance” option from the Menu Bar. Then, select the “Set Up Accounts” option. A 
screen will appear with several processing options. From this screen, you may choose to “navigate” either through 
the Menu Bar or by <clicking> on the first set of buttons. You will have the choice of going to the first record in the 
file, the next record, the previous record, the last record or a specific record in the file (which can be based on a 
search routine).  You are automatically in “Inquiry” mode when you select this option.  

You may add “notes” to any General Ledger Account that may be viewed on the screen for additional information 
or planning. This may be done when viewing an inquiry, adding a new account, changing an existing account or 
copying an account.  

By <clicking> on the Note Pad Button, a screen will appear that will allow you to add or review free-form notes.  
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If you are adding a new record, navigation is not required. <Click> on the “Create a New Record” button or choose 
the “Operation” option from the Menu Bar and then “Add.” A screen will appear with the current data and time. 
You will be prompted for a description of fifty (50) characters which is used as part of the display when selecting to 
review existing notes. Each note recorded has up to ten (10) lines of fifty characters each which may be used for 
your free-form notes.  

Once notes are added to the file, they can be reviewed at any time by accessing the account through an inquiry mode 
or a change mode and then <clicking> on the Note Pad Button. Once this screen is displayed you will have the tool 
bar navigation options to select the first detail record, select the next record detail, select the previous record detail,  
select the last record in the detail list or search through the detail records. You may then view the notes for this re-
cord. 

If you have set up User-Definable Fields in either the Windows Character-based or UNIX products, you will be 
able to view and change data information in these fields. By <clicking> on the “User Fields” button, you will ac-
cess an additional screen of data fields. If you are in an Inquiry Mode, then you will be able to view these fields. If 
you are in a Change or Copy Mode, you will be able to modify the information in these fields. You must make sure 
that your General Configuration options are set up to allow access to User-Definable Fields. 

Inquiry Mode (GL0400) 
The “Inquiry” mode provides a quick look at Month-To-Date and Year-To-Date account balances compared to 
their budgets. A variance is displayed indicating whether it is favorable or unfavorable. A favorable account vari-
ance is one that is under budget. An unfavorable account is one that is over budget. The system automatically adjusts 
for certain account type exceptions such as Sales and Assets, where it would be favorable to be over budget and un-
favorable to be under budget.  

Once the account has appeared on the screen, you may review the account information. This information includes 
the account number, description, account type, contra flag, status and the Month-To-Date and Year-To-Date actual, 
budgets and variances. 
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The “Periods” button will allow you to view actual and budget amounts for each individual period for this account 
number. 

 
 
The “View Details” button will allow you to view the detail year-to-date journal entries for this specific account 
number. 
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While in “Inquiry” mode, you may choose to view the individual periods by <clicking> on the “Periods” button. 
Once this information is displayed on the screen you will have the option to view the first detail record, page up the 
detail list, page down the detail list, view the last record in the detail list, view a specific detail record based on text 
or view a specific detail record based on a line number. When you select to view by either a record based on text or 
a record based on a line number, enter the appropriate information (either text or a line number) and <click> on 
“Close.”   The system will highlight the nearest match to your input. 

Add Mode (GL0401) 
This option allows you to set up new accounts in your General Ledger Account File.  After initial set up, any 
changes to the account balances should be made through the “Transactions” option in order to maintain an audit 
trail. If you are adding a new record, navigation is not required. <Click> on the “Create a New Record” button or 
choose the “Operation” option from the Menu Bar and then “Add.” 
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The first screen will be used to define the account description, the account type, whether or not it normally maintains 
a contra balance, status and the balance at the beginning of the year.  The “Periods” screen is a scrolling screen, 
which maintains the account balance and budget amount for each month of the year.  

The following is an explanation of each of these data items:  

Account # This is a twenty (20) character (alpha/numeric) number. 
Description This is a thirty (30) character description of the account which will be displayed 

on all reports and financial statements.  
Account Type This type is used by the system to determine whether it is normally a debit or 

credit balance account, where it belongs on the financial statements, and how 
the accounts should be grouped when printing the Statement of Changes and 
Ratio Analysis reports.  

The following is a list of the fifteen predefined types:  

 CA - Cash 
 CA - A/R 
 CA - Inventory 
 CA - Mkt Securities 
 CA - Other 
 Fixed/Other Assets 
 Current Liabilities 
 Long-Term Liab. 
 Equity 
 Income / Sales 
 Cost of Sales 
 Operating Expenses 
 OpExp - Depr/Amort 
 Other Expenses 
 Other Income  

CA and OpExp are abbreviations for Current Assets and Operating Ex-
penses, respectively.  This account type (along with the Contra Balance) will be 
used by the system whenever an amount needs to be posted to an account.   The 
system will determine whether a debit balance or credit balance is normal; or 
whether you are increasing or decreasing the account balance. 
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Contra Balance <Clicking> on this field lets the system know whether the normal balance of 
this account is contrary (opposite) to this type of account.  For instance, Accu-
mulated Depreciation is a contra balance to Non-Current Assets. This means it 
does not maintain the same type of normal account balance, as do other ac-
counts that would be grouped in this particular category of accounts. 

Account Status This defines the status of this account. The following is a list of the five status 
types:  

Normal 
Stat Account 
Heading Only 
Inactive Temp 
Inactive Perm 
 
All transaction entry options within the Infinity POWER products will not al-
low transaction posting to an account unless the status is either “Normal” or a 
“Stat Account” status type. The “Stat Account” type can only be posted to if 
the “Allow Out-Of Balance” journal entries is turned “on” in the General 
Ledger Configuration.  The “Heading Only” status is used to define a chart of 
account as a descriptive heading only.  

The “Inactive Temp” status is used to temporarily inactivate an account so that 
no journal entries can be posted to that account. This may be changed at a later 
date to a “Normal” status and entries may then be accepted.  

The “Inactive Perm” status is used to permanently inactivate an account. The 
“Start New Year” and “Bring Balances Forward” options will not bring an 
account into the new year if the account is set to this status type and the ac-
count's balance is zero.  

Beginning Balance This data item contains the balance of the account at the beginning of the fiscal 
year. Make sure that all Income Statement accounts have a zero balance at the 
beginning of the year.  Before entering the Beginning Balance, notice the dis-
play field in parenthesis that is either reading “Debit balance normal” or 
“Credit balance normal.” This is a reference that the system creates from the 
account type that you have defined for this account.  

NOTE 
If you are entering beginning balances for accounts that normally have a 
“debit balance” (Asset, Liability), the amount entered should be positive. If 
you are entering beginning balances for accounts that normally have a “credit 
balance” (Equity, Liability), the amount entered here should be preceded with 
a minus (-) to make the amount negative.  

<Click> on the “Save” button to validate the first screen of information. While in “Add” mode, you may choose to 
add individual period information by <clicking> on the “Periods” button.  
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This screen is a scrolling window, which contains the balance of the account and the budget amount for each period 
of the year. You will also see the total year Actual Balance and Budget Amount.  Once this screen is displayed you 
will have the tool bar navigation options to select from. You may choose the first detail record, select the next record 
detail, select the previous record detail, page up the detail list, page down the detail list, select the last record in the 
detail list, select a specific detail record based on text or select a specific detail record based on a line number. When 
you select by either a record based on text or a record based on a line number, enter the appropriate information (ei-
ther text or a line number) and <click> on “OK.” 

When you choose to select a specific record in the file, by <clicking> on the Binocular button, you may search for 
that record by account number or description. <Click> on either of the choices and enter the information you want to 
search on. Once you have found the record you wish to be displayed, you may either double <click> on it or just 
highlight it and <click> on “Save.” 

The dollar amounts that are entered here should be the net change in the account during the specific period. For the 
Income Statement accounts, the amount should be either the amount of sales or income or the amount of expenses 
for the period.  

For the Balance Sheet accounts, the amount should be the change in the balance of the account during that period. 
Keep in mind that if you are using the 13 Period Processing method, the period numbers listed on the right of the 
scrolling screen are normally representative of the month of the year. When using the 13 Period method, these 
numbers now represent the fiscal period numbers of the year (Periods 1 through 13).  

The General Ledger includes an additional set of options designed to allow the entry of budgets from a separate set 
of options. There are several advantages to using these various options, but most importantly, they provide a mecha-
nism that allows for budget set up and changes without having other users in an option where account balances are 
maintained.  

Therefore, if security is a concern, the options to set up and change accounts should be defined in the Advanced Se-
curity module and other users should only be allowed to make budgeting changes through the options to “Set Up 
Account Budgets.” The “Set Up Account Budgets” options will directly affect the dollar amounts in the budget 
fields found in this option.  As they are changed in the “Set Up Account Budgets” option, they will automatically be 
changed here.  

The dollar amounts found in the budget fields, by period, will be used in budget comparison reports for the Balance 
Sheet and Income Statement. Therefore, whatever number is currently found in these fields will be used in the print-
ing of these reports.  
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The “Archive / Restore Budgets” option allows for the movement of budget numbers for use in printing the various 
budget comparison reports. Every time a budget is restored using this option, the budget amount for each field found 
in this option in Advanced Security will possibly be changed. Therefore, consideration should be given to defining 
the “Archive / Restore Budgets” option as well.  

Results:  

coGL1dy.dbf - General Ledger Account File 
- All Account Information set up 
- Beginning Year Balance set up 
- Period Balances and Budget Amounts updated  

Change Mode (GL0402) 
This mode allows you to change all information for any account. After initial set up, any changes to the account bal-
ances should be made through the “Transactions” option in order to maintain an audit trail. If you have made any 
mistakes during this set up process, you may return to the “Set Up Accounts” option to change any information you 
have already entered.  

First, you must navigate to the record you wish to change. You may find a record using the navigation tool bar or 
<click> on the “Navigation” option on the Menu Bar and then the appropriate navigation option.  

 
 
If you are changing a record, <click> on the “Modify the Current Record” button or choose the “Operation” option 
from the Menu Bar and then “Change.” Make the changes required and <click> on the “Save” button to save your 
changes or <click> on the “Cancel” button to cancel the changes made. 

While in “Change” mode, you may choose to change individual period information by <clicking> on “Periods” 
button. This screen is a scrolling window, which contains the balance of the account and the budget amount for each 
month of the year. You will also see a message which tells you the total year Actual Balance and Budget Amount.  

Once this screen is displayed you will have the tool bar navigation options to select the first detail record, select the 
next record detail, select the previous record detail, page up the detail list, page down the detail list, select the last 
record in the detail list, select a specific detail record based on text or select a specific detail record based on a line 
number. When you select by either a record based on text or a record based on a line number, enter the appropriate 
information (either text or a line number) and <click> on “Save.” 
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When you choose to select a specific record in the file, you may search for that record by account number or de-
scription. <Click> on the either of the choices and enter the information you want to search on. Once you have 
found the record you wish to be displayed, you may either double <click> on it or just highlight it and <click> on 
“OK.” 

Once you have navigated to the correct detail line, you may make the changes necessary. You may use the operation 
tool bar options to clear data in current field, insert a detail line before the current detail line, delete the current detail 
line and save for pasting (cut), delete current detail line and shift all subsequent detail lines up one line, copy a detail 
line for subsequent pasting, and paste a previously cut detail line. 

When all changes are made, <click> on the “Save” button to validate your changes to this screen. You will then be 
returned to the previous screen. Again, <click> on the “Save” button to validate this record. 

Results:  

coGL1dy.dbf - General Ledger Account File 
- Account Information updated 
- Beginning Year Balance updated 
- Period Balances and Budget Amounts updated  

Delete Mode (GL0403) 
This mode allows you to delete an account.  You cannot, however, delete an account, which has a balance in any of 
the twelve or thirteen periods or a beginning year balance. Even though all balances are zero, you should not delete 
any account that has had any transactions posted to it during the current period.  

First, you must navigate to the record you wish to delete. You may find a record using the navigation tool bar or 
<click> on the “Navigation” option on the Menu Bar and then the appropriate navigation option. This option allows 
you to delete accounts that you may have entered by mistake, or you no longer want. <Click> on the “Delete the 
Current Record” button or choose the “Operation” option from the Menu Bar and then “Delete.” This will place 
you into the “Delete” mode, then <click> on “Save” to validate your deletion of this record. 

Results:  

coGL1dy.dbf - General Ledger Account File 
- Account Information marked for deletion  

Copy Mode (GL0404) 
This mode allows you to set up new accounts by copying existing ones.  This option is very useful when setting up 
similar accounts for different departments, profit centers, or renumbering accounts. When using this option, the sys-
tem provides a quick method of setting up accounts that are very similar. Many companies use departmental or 
profit center reporting and need, for example, similar expense accounts for each department. Using this option, the 
accounts can be set up once and then copied to each department.  

First, you must navigate to the record you wish to copy from. You may find a record using the navigation tool bar or 
<click> on the “Navigation” option on the Menu Bar and then the appropriate navigation option. <Click> on the 
“Create a Record Based on the Current Record” button or choose the “Operation” option from the Menu Bar and 
then “Copy.”  

You will notice all the information, except for account number, will be copied to a new record. Enter the new ac-
count number for this record.  At this point you may choose to edit any of the information or <click> on the  “Save” 
button to validate, which will then add it to the file.  
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Results:  

coGL1dy.dbf - General Ledger Account File 
- All Account Information set up 
- Beginning Year Balance set up 
- Period Balances and Budget Amounts updated  

COPY RANGE OF ACCOUNTS 
This option allows you to set up a range of new accounts by copying existing ones.  This option is very useful when 
setting up similar accounts for different departments, profit centers, or renumbering accounts. When using this op-
tion, the system provides a quick method of setting up accounts that are very similar. Many companies use depart-
mental or profit center reporting and need, for example, similar expense accounts for each department. Using this 
option, a range of accounts can be set up and then copied to each department. Particularly when there are dozens if 
not hundreds of accounts involved, this option can be a real time saver for the user. 

In the following screen shots, follow the sequence as we look at the first shot which illustrates a scrolling screen 
showing the current listing of accounts that are departmentalized.  Currently, there are five income groups in place 
and let’s assume that we would now like six.   

 

 
 

First, you must enter a Beginning and Ending Range of Account Numbers to copy. In this case, we specified the two 
roofing revenue accounts.  However, it could have easily been two hundred accounts in the range.  You will then 
need to enter the “Mask” of the account number range that you are copying and then the “Mask” of the new range 
of account numbers. In this example, the third position is the roofing department’s code which is the number five in 
the third position of the Account Mask field of the General Ledger Account Number.  In the “Change Mask” field a 
six was entered to create the new department.  <Click> on the “OK” button to begin the process. 
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On the following screen, you will notice all the information, except for account numbers, were copied to the new 
range of records. To change any pertinent information on these new account numbers, including the new account 
description which is now identical to the original account(s) that were copied, you may do so by accessing the “Set 
Up Accounts” option and select the “Change” mode. 

 
 

Results:  

coGL1dy.dbf - General Ledger Account File 
- All Account Information set up 
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IMPORT ACCOUNTS (GL0601) 
The File Import options allow you to bring information into the appropriate modules from text, or ASCII files. 
Word processors, spreadsheets, databases, or many other types of programs may create these text files. This option 
is designed to allow you to import GL Accounts directly into the General Ledger module. The Chart of Accounts 
will be updated as if processed through the normal “Add” mode in the Set Up Accounts menu option from within 
the General Ledger system.  

When you select the option to “Import Accounts” from the “Set Up and Maintenance” section of the Menu Bar, a 
new screen will appear.  

 
 
At this point, you may choose to print the standard map file or create a map file on the hard drive to modify. To print 
the map file, <click> on the “Print Map” button. To create a map file in the program directory, <click> on the 
“Create Map” button. This will print out the format in which this option is looking for information to be organized. 

If the import file is a comma-delimited file, the data can be variable length, but must be in the specified order. If the 
import file is a fixed length ASCII file, it must have a logical record length of 249 bytes, and have the following 
field lengths.  

Description Type Position Length 
Action # CHAR 1 1 

GL Account # STRING 2 20 

Description STRING 22 30 

Account Type CHAR 52 2 

Contra (0=NO, 1=YES) CHAR 53 1 

Budget 1 DOUBLE 55 15 

Budget 2 DOUBLE 70 15 

Budget 3 DOUBLE 8;5 15 

Budget 4 DOUBLE 100 15 

Budget 5 DOUBLE 115 15 

Budget 6 DOUBLE 130 15 
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Budget 7 DOUBLE 145 15 

Budget 8 DOUBLE 160 15 

Budget 9 DOUBLE 175 15 

Budget 10 DOUBLE 190 15 

Budget 11  DOUBLE 205 15 

Budget 12 DOUBLE 220 15 

Budget 13 DOUBLE 235 15 

 
If it is not in this format, you will encounter errors during the import process or not be allowed to continue at all.  
The File Import features allow for the importing of “text” file information into the Infinity POWER program. This 
includes the ability to import Master File information, such as Charts of Accounts, Customer Names and Addresses, 
Employees, Vendors, etc. as well as “transaction” information for those master files, such as invoices and credit 
memos, journal entry updates, etc.  

These “text” files may be created by a wide range of sources, which may include word processors, spreadsheets, 
databases, or other types of accounting programs. These sources may also include other computer systems that util-
ize different operating systems and functions, such as mainframes, minicomputers, or various types of PCs.  

After printing or creating the map file, you will then be prompted for three (3) data items.  

1) Import File Format 
2) Import File Name 
3) Process Import File 

The “Import File Format” is prompting you to select the type of file you will be using during the import process. 
There are three choices:  

1) Fixed Length (ASCII) 
2) Variable Length (ASCII) 
3) Comma Delimited (.PRN) 

These three choices are described below.  

Fixed Length ASCII Files 
Fixed Length ASCII “text” Files are those files in which each data field starts on a specific number of characters 
from the start of each record. There should be no separators between data fields and each record should be the exact 
same length. The program recognizes each record by the number of characters that is expected per record. There is 
no Carriage Return/Line Feed sequence necessary to separate records.  

For example:  

1 11125 Cash In Bank - Can 1    0     0     0     0     0     0     0     0     0     0      0       0       0 

1 68500 Lodging Expense 12  0 100 200 300 400 500 600 700 800 900 1000 1100 1200  
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Variable Length ASCII Files 
Variable Length ASCII “text” Files are those files in which each data field starts on a specific number of characters 
from the start of each record and each record is separated by a Carriage Return/Line Feed sequence {CR}{LF}.  
There should be no separators between data fields. The program recognizes each record by the Carriage Return/Line 
Feed sequence, which allows for other data to be in the file.  

For example:  

1 11125 Cash In Bank - Can 1    0     0     0     0     0     0     0     0     0     0      0       0       0 {CR}{LF} 

1 68500 Lodging Expense 12  0 100 200 300 400 500 600 700 800 900 1000 1100 1200 {CR}{LF} 

Comma Delimited *.PRN Files 
Comma Delimited *.PRN “text” files are those files in which text type data fields are enclosed in double quotes (“), 
and all data fields are separated by commas (,). The text files must contain the information for one record on a single 
line of the file. Each line, or record, must be terminated by a Carriage Return/Line Feed sequence {CR}{LF}.  

For example, a transaction import should look like this:  

1,"11125","Cash In Bank - Can",1,0,0,0,0,0,0,0,0,0,0,0,0,0,0{CR}{LF} 

1,"68500","Lodging Expense",12,0,100,200,300,400,500,600,700,800,900,1000,1100,1200{CR}{LF} 

<Click> on one of the three choices to define the type of file you will be using.  You will be prompted to enter the 
name of the file to be imported. You may use any name consistent with Windows naming structures. You will have 
the option to browse for your import file, which may be located anywhere on your hard drive or any network you 
may be attached to. 

Next, you will be prompted as to whether the system should print an audit trail first before starting the import proc-
ess. It is highly recommended that you <click> on this option. It is selected by default. This will allow you to see if 
there are any discrepancies within your “import” file.  

The system will first print an audit trail of what will be imported into the Infinity POWER accounting module. 
Upon completion of this report, you will be prompted whether or not to go ahead and process the import of data. If 
there are any discrepancies that make your import file incompatible, the Infinity POWER import options will not 
allow the information to update the system. This audit trail would then serve to assist you in correcting any prob-
lems.  

Once you have answered these three questions, <click> on the “Start” button to begin the process and the system 
will begin to either print the audit trail first or go ahead and perform the “import” process based upon your answer. 
If you have chosen to print the audit trail, the system will display the printer option screen for you to choose your 
method of output. 

The screen will then reflect the number of transactions that have been posted to the system as it goes through the 
import process. Once it completes the “import” process, the system will return you to the screen and if there are ad-
ditional files to import, you may <click> on the “Next” button, otherwise, <click> on the “Close” button to return 
you to the Menu Bar.   

Below is a more comprehensive description of how Import Modules work within the Infinity POWER.  

File Import Modules Overview 
Because the concept of transferring information from one system or program to another via “text” interface files is 
more technical than the normal operation of most word processors or the Infinity POWER modules, this documen-
tation must assume that the reader has some understanding of the terms and concepts explained here. Otherwise, you 
may want to work with your reseller or consultant regarding the actual implementation and use of these modules 
with your Infinity POWER programs.  
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The ability of importing information into the Infinity POWER modules provides the user with several benefits.  

• They allow the rapid conversion and setup from other computer based accounting systems, with-
out the manual re-keying of information that is normally required.  

• They allow the batch entry of transactions processed in other specialized or custom software pro-
grams. This may even include updates from Infinity modules running at different locations or on 
different network or UNIX fileservers.  

• They allow the update of the accounting system files from remote transaction processing sites.  

Please note that the Infinity POWER programs do allow for the exportation of all accounting reports to text files. 
The formats of these standard Infinity POWER reports, however, are not compatible with the use of any of the In-
finity POWER File Import options. The order in which information is sent to “text” files and their format do not 
correspond to the formats that the File Import Modules require.  

The Infinity POWER Report Writer program, however, does provide the user with this ability to organize informa-
tion from the various Infinity POWER programs into the formats required by the File Import options. The text files 
that contain the information to be imported must be in one of three forms:  

1) Fixed Length ASCII Records 
2) Variable length ASCII Records 
3) Comma Delimited Text 

These three types of files are discussed earlier in this section. For all three types of text files, the format of the data 
must be accurate for the import options to read the correct information. Each field, or data item, must be in the cor-
rect order across the line, or record, and in the correct format depending on the type of text file.  

Each of the import options allow you to print a transaction journal as the import is being performed. This provides 
an audit trail of the information being updated into your data files. This report will also indicate if the import of a 
record was not performed due to errors encountered in the importation process.  

Some of the import file structures allow you to specify “action numbers.” These “action numbers” tell the system 
whether you want the information being imported to be added, changed, or deleted. The action numbers are listed 
below.  

1 = Add Record to file 
2 = Change record in file 
3 = Delete record in file 
4 = Add record if it doesn't exist, otherwise change it 

Some of the transaction import file structures require a field called “Cont? (0=NO,1=YES).” This field indicates to 
the import programs whether or not the transaction is continued in the next record.  For example, in the Accounts 
Receivable Transaction import, there may be several lines of detail on an invoice that is being imported. Each line 
should be placed in a separate record of the text file with a “1” for YES to indicate that the transaction is continued. 
The last line should contain a “0” for NO indicating the end of the transaction.  

For each transaction-related import, there are certain fields that are required and used by the system to verify the va-
lidity of the information being imported. These fields are marked in the field definition section with a asterisk (*).  

For each type of import that you wish to perform, the import text file must contain all of the fields specified for that 
particular import option. Any text fields that are blank will overwrite existing fields in the data files. Also, numeric 
fields that are blank will be considered as zero.  To allow the import of only a subset of the import structure, you 
must have a custom “MAP” file created. This will allow you, for example, to only update the retail price in Inven-
tory without affecting, or requiring, any other fields.  

You may obtain or create custom import “MAP” files one of two ways. You may first <click> on the “Create 
Map” button at the point in the program when you have selected the “import” option. The result is to produce a 
“XXXXXX.map” file in the program directory. The “Xs” in this file name represent the actual name of the Infinity 
POWER option within the program (e.g., GL0601.MAP).   The “XXXXXX.map” file is used by the import option 
to override the default layout of the import transaction file. 
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By using file editing tools such as EDIT under DOS, Notepad under Windows or “vi” under UNIX, you may create 
a customized import record layout. Whenever a “XXXXXX.map” file is created, it overrides the default predefined 
import record layout.  

Items can be deleted entirely from the record layout file or moved from one position to another. If a field is not 
specified in an import file, that field may be deleted from the record layout file.   

NOTE: “Key Value” fields must be present in the import file and cannot be deleted from the record layout file. 
“Key Value” fields are those fields that are designated with an asterisk (*) in the documented import record layouts. 
You may also have customized “MAP” files created for you by calling the Data Pro Support Services group at 
727-803-1550.  
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Sample Import Chart of Accounts File 
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RENAME GL ACCOUNT NUMBER 

This option was designed to allow a user to modify existing General Ledger Account Numbers in all applicable 
fields. The following pages will describe the changes that will take place during normal processing when this menu 
option is executed.  

NOTE 
Although this option will perform a series of “record locks” as necessary as 
it goes through all of the integrated files as it “renames” all of the appropriate 
transactions, records, and notes attached to the master records,, this function is 
not designed to be run by multiple users at one time.  More importantly, be-
fore you proceed to use this option, make sure that all other accounting users 
are logged out of the entire accounting system before you proceed.  Other-
wise, users may receive “record locked” error messages during the process-
ing of this function or during their normal transaction processing.  If they do 
not read the screen and follow proper instructions, incomplete updates may 
occur and invalidate your intended efforts and jeopardize new accounting 
transactions.   

ALWAYS MAKE SURE TO HAVE A COMPLETE DATA BACKUP 
PRIOR TO RUNNING THIS OPTION! 

For instance, many users may desire to rename a single account number which has a great deal of history or transac-
tions posted to it over time.  This would only be possible with a special function like this with a unique capability to 
update all of the files where the General Ledger number has been updated.  The following section provides a listing 
of the files that will be updated once this menu option has been selected and the account numbers defined. 

NOTE 
You MUST perform the Rename function for each fiscal year you want the 
rename to be applied. 

When you choose this menu option and enter the Old Account # and New Account #, the following screen will 
appear:  Notice that the Old Account # field allows users to <click> on the down arrow to select from the existing 
Chart of Accounts.  Once selected, you may then enter the new account number in which you want to convert.  The 
section of the screen below will display a “Processing Log” of the various files in all of the related accounting 
modules and the number of records in each file that have been affected by the change.  
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When done, the screen will state “Processing Completed” and you may <click> on the “Close” button to return to 
the menu.   

The following files will be updated with the new information:  

File Name Fields Modified 
GENERAL LEDGER 
GL00 (xxxGL0.dbf) General Ledger Configuration File 
 

DFLACT 
FUNDACT 
INTERCO 
RETAIN 
SUSPENSE  

GL01 (xxxGL1dy.dbf) General Ledger Account File 
 

ACCOUNT  

GL02 (xxxGL2dy.dbf) General Ledger Transaction File
 

ACCOUNT  

GL04 (xxxGL4.dbf) General Ledger Recurring Journal 
File 
 

ACCOUNT  

GL11 (xxxGLB.dbf) General Ledger Batch Detail File 
 

GLNUM  

ACCOUNTS PAYABLE 
AP00 (xxxAP0.dbf) Accounts Payable Configuration File
 

GLAP 
GLCASH 
GLDISC 
GLRP  
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File Name Fields Modified 
AP01 (xxxAP1dy.dbf) Accounts Payable Vendor File 
 

DFLTGL  

AP02 (xxx.AP2.dbf) Accounts Payable Open Item File 
 

GLACC  

AP03 (xxxAP3dy.dbf) Accounts Payable Transaction 
File 
 

GLACC  

AP07 (xxxAP7.dbf) Account Payable Recurring Expense 
File 
 

GLAC  

AP10 (xxxAPA.dbf) Accounts Payable Detail Batch Files
 

GLACC  

PURCHASE ORDER 
PO00 (xxxPO0.dbf) Purchase Order Configuration File 
 

GLACCR 
GLDEP 
GLDISC 
GLTAX  

PO02 (xxxPO2dy.dbf) Purchase Order Detail File 
 

GLACC  

PO04 (xxxPO4.dbf) Batch Purchase Order File 
 

GLACCT  

ACCOUNTS RECEIVABLE 
AR00 (xxxAR0.dbf) Accounts Receivable Configuration 
File 
 

GLAR  

AR07 (xxxAR7dy.dbf) Accounts Receivable Sales Code 
File 
 

GLASSET 
GLCOS 
GLSALES  

CHECK RECONCILIATION 
CR01 (xxxCR1.dbf) Bank Account File 
 

GLAP 
GLCASH 
GLDISC 

SET UP ACCOUNT BUDGETS (GL0420) 
This section discusses the ways to set up (or create), change, or archive/restore budgets. It also covers how to print 
the Budget Report, which is used to verify all information input into this option against the current actual figures for 
each account. 

All accounts in the General Ledger Chart of Accounts have the ability to keep a budget amount by each fiscal period 
(month) for each fiscal year. These budget fields normally may be set up or changed through the options to “Set Up 
Accounts” found under the “Set Up and Maintenance” area of the system.  

The primary benefits of the following options are to allow changes to these budget amounts without requiring access 
to sensitive options such as “Set Up Accounts” where other information such as actual account balances are stored. 
Additionally, options such as “Set Up Account Budgets” provide automated tools designed to allow forecasting and 
projection budgets based on historical and actual figures.  

Combined with the ability to maintain multiple budgets for various forecasting reasons, these tools make for greater 
system security and better capability in budgeting a company's performance.  
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NOTE 
Before attempting to use any of these options, you should proceed to the op-
tion to “Archive/Restore Budgets.” This option is designed to allow you to 
save the current budget should you make any accidental or unwanted changes. 
If you do not archive the current budget, once changes are implemented, you 
will have to manually enter all corrections to restore the files to their original 
status.  

This option allows you to set up the account budgets for a “range” of accounts. This includes the ability to create 
new budgets based on prior year's period or annual budgets or based on a prior year's period or annual actual 
amounts. It is necessary to have prior year's files available to access this option. 

The use of this option provides the user with the ability to create new budgets using a wide range of formulas and 
prior history as tools to create these new budgets. This provides excellent capabilities in using accurate historical 
data in providing a better look at future projections.  

When this option is selected, the beginning and ending account number range will be prompted for.  

 
 
<Click> on the Beginning Account Number field and <click> on the down arrow (F2 by default) to gain access to 
the account listing. You may choose to search for accounts by account number or description. Once you have se-
lected the Beginning Account Number, <click> on the Ending Account Number field and <click> on the down ar-
row (F2 by default) to gain access to the account listing to choose your ending number. 

The “Budget Basis Types” criterion provides five choices that may be used in calculating a new budget.  
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Each of these choices is discussed below:  

1) Prior Year Period Budgets 
By selecting this option, the system will look at the prior year's General Ledger data files and use each period's 
budgets as the amounts to be used in the new budget. This is generally a good starting point for new budgets if 
things have not changed dramatically from year to year. For companies with seasonal fluctuations in their business, 
this option more accurately reflects those adjustments or “trending” throughout the year.  

When this option is selected and validated, it will print an audit trail report showing previous budget, prior year 
budget, and the new budget information.  

2) Prior Year Annual Budgets 
By selecting this option, the system will look at the prior year's General Ledger data files and use the total budget 
from the prior year and divide by the number of fiscal periods in a year (12 or 13) to create a flat allocation amount 
to be used in the new budget, for each period. When this option is selected and validated, it will print an audit trail 
report showing previous budget, prior year budget, and the new budget information.  

3) Prior Year Period Actuals 
Using this option will look at the prior year's General Ledger data files and use the actual amounts from each period 
to be used as the budget amount for each new period in the new budget. This provides an excellent means to create 
new budgets based on accurate historical numbers on a period by period basis. When this option is selected and 
validated, it will print an audit trail report showing previous budget, prior year actual, and the new budget informa-
tion.  

4) Prior Year Annual Actuals 
This option will look at the prior year's General Ledger data files and use the annual amounts for each account and 
divide by the number of fiscal periods in a year (12 or 13) to create the amounts to be used in the new budget. When 
this option is selected and validated, it will print an audit trail report showing previous budget, prior year actual, and 
the new budget information.  

5) Re-Calc Based on YTD Actuals 
This option will allow the user to re-calculate the current budget based on the Year-To-Date Actuals. This provides 
the ability to adjust the current budget's remaining period budgets based on the actual amounts that have been gener-
ated in all of the prior periods (months) prior to the current period. The benefit of this feature is to allow for changes 
that may have not been foreseen in the prior fiscal period or year when budgeting was originally done.  

The formula that the system uses for calculating these budget amounts is described here.  

1.  Add the actual amounts for all of the periods so far this year, through the prior period (based on system 
date). Therefore, if the current system date is July 15th, the prior period would be June.  

2.  Divide by the number of periods so far.  
3.  Multiply this number by the percentage amount of increase or decrease specified in data item #2 below.  
4.  This replaces the current and remaining period's budgets with this value.  

The “Percent Change” allows the user to enter a percentage amount that will be used in conjunction with the 
Budget Basis Type, which specifies the basis for this year's budget. Once the basis of the budget has been deter-
mined, this option allows automated adjustments to be made on a percentage up or down method.  
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For instance, if you had decided to use “Prior Year Period Budgets” as the basis of this new budget, you may want 
to adjust it upward by an additional ten percent. To do so, simply enter “10” as a positive number and the system 
will take the prior year numbers and add ten percent (10%) to create the new budget.  

To decrease budget amounts, place a minus sign (-) in front of the percentage number entered into this field. When 
this option is selected and validated, it will print an audit trail report showing previous budget, current year actual, 
and the new budget information.  

Next, the “account number mask” may be specified if the use of specific groups of accounts, such as departments, 
is desired.  

When you have completed entering the information, <click> on the “OK” button to proceed. The Output Options 
screen will appear and prompt you for your designated output device. Choose your method of output and <click> on 
the “OK” button to continue. 

ENTER ACCOUNT BUDGETS (GL0421) 
This option allows you to enter the budget amounts of a specified account. A single period's budget may be modified 
or the whole year's budget for the account that is selected. When this option is selected, a new screen will appear 
prompting for the entry of the single account number that is to be budgeted.  

 
 
<Click> on the Account Number field and then press the down arrow (F2 by default) to gain access to the account 
listing. You may choose to search for accounts by account number or description. 

Once the account has been specified, the description of the account will appear at the top of the screen. The existing 
budgets for each fiscal period will be displayed in a scrolling screen. The navigation tool bar will allow the user to 
move to future or prior periods as desired. The “New Budget” amount will automatically be the “Current Budget” 
amount. The system will not change these amounts since it may only be a specific period's budget that should be ad-
justed and not the rest of the year.  

It is extremely important to note the default type of balance at the top right of the screen under the budget balances. 
The system will display the format that is normal for each account by stating one of two choices:  

(Normal Balance Debit) 
(Normal Balance Credit)  
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If the system is stating that the current account selected has a “Normal Balance Credit,” then any budget amount 
should be entered with a minus sign (-) in front of the amount entered. Otherwise, you will not receive the correct 
result.  

When a number is entered into the “New Budget” field that is different than the “Current Budget,” the “Change 
Budget” field will automatically display the “net change” in budget amounts. Verify this amount is the amount of 
change that you expect as you enter these numbers into the system. If it does not look proper, it may be that the ap-
propriate sign was not entered as part of the budget amount.  

Continue to change these amounts until you reach the end of the screen or you may <click> on the “Save” button to 
store the adjustments as the new “Current Budget” for the specified account.  

Additionally, an audit trail report will be sent to the selected output device called the “Enter Account Budget Regis-
ter” which will display the current status of the affected account's budgets. This includes the account number, de-
scription, the normal balance type for the account, its current, new and change budget amounts for each fiscal pe-
riod. Therefore, the results of all adjustments may be reviewed before continuing to the next account.  

This option is different than the “Enter Change Budgets” option in that it allows for the entering of each account's 
period budget amount and will automatically calculate the net change. The following option works in a reverse 
manner, it allows for the entry of the amount of change, and re-calculates what the new budget amount will be.  

ENTER CHANGE BUDGETS (GL0423) 
This option allows you to enter the budget changes of a specified account. It is designed to allow the entry of the 
amount to be changed and will re-calculate the new budget amount automatically. When this option is selected, a 
new screen will appear prompting for the entry of the single account number that is to receive a change in its budget.  

 
 
Enter the account number or press the down arrow (F2 by default) to gain access to the account listing. You may 
choose to search for accounts by account number or description. 

Once the account has been specified, the description of the account will appear at the top of the screen. Once this has 
been done, the account's current budget amounts will be automatically displayed. The existing budgets for each fis-
cal period will be displayed in a scrolling screen. The navigation tool bar will allow the user to move to future or 
prior periods as desired.  
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The “New Budget” amount will automatically be the “Current Budget” amount. The system will not change these 
amounts since it may only be a specific period's budget that should be adjusted and not the rest of the year. The cur-
sor will default to the middle column “Change Budget” and will prompt for the amount of dollar change to be 
added or subtracted from the “Current Budget” amount.  

It is extremely important to note the default type of balance at the top right of the screen under the budget balances. 
The system will display the format that is normal for each account by stating one of two choices:  

(Normal Balance Debit) 
(Normal Balance Credit)  

If the system is stating that the current account selected has a “Normal Balance Credit,” then any budget amount 
should be entered with a minus sign (-) in front of the amount entered to increase the budget amount. A positive 
number will subtract from the “Current Budget” amount. If an account has “Normal Balance Debit,” then the op-
posite is true.  

When a number is entered into the “Change Budget” field, the “New Budget” field will automatically display the 
“recalculated budget amount” of the change. Verify this amount is the final budget amount you expect as you en-
ter these numbers into the system. If it does not look proper, it may be that the appropriate sign was not entered as 
part of the budget amount.  

Continue to enter these change amounts until you reach the end of the screen or you may <click> on the “Save” but-
ton to the save any changes and store the adjustments as the new “Current Budget” for the specified account. Ad-
ditionally, an audit trail report will be sent to the selected output device called the “Change Budgets Register” 
which will display the current status of the affected account's budgets. This includes the account number, descrip-
tion, the normal balance type for the account, its current, new and change budget amounts for each fiscal period. 
Therefore, the results of all adjustments may be reviewed before continuing to the next account.  

This option is different than the previous option in that it allows for the entering of each account's change budget 
amount and will automatically calculate the new budget. The previous option works in a reverse manner, it allows 
for the entry of the new budget amount and re-calculates what the net change amount will be.  

EXPORT ACCOUNT DATA TO EXCEL 
This option allows you to export actual and budget data from the General Ledger to an Excel Spreadsheet and save it 
in an “xls” format. This will give you the option of working with your accounting data in a spreadsheet format. You 
may manipulate the budget data as you wish within Excel, but you must maintain the cell column structure.  

NOTE 
This option will only work if you have Microsoft’s Excel program. 

When this option is selected, the beginning and ending account number range will be prompted for.  The “Account 
Number Mask” may be specified if the use of specific groups of accounts, such as departments, is desired.  

The “Export File” is the name you wish to give to this report. It will have the file extension of “xls” as it is creating 
a formatted Excel Spreadsheet file.  
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The data exported will be in titled columns and will be actual and budget information for the current year and the 
prior year. This is based on your system date when you export the information.  The account number cells when ex-
ported are treated as “text” so the numeric account numbers won’t be reformatted by Microsoft Excel, which is the 
default behavior of the program.  

Once you have created the “xls” file, you can then load your Excel program and open this new file. In Excel, you 
can make changes to the budget figures as desired and then import those changes using the “Import Account Data 
From Excel.” 

IMPORT ACCOUNT DATA FROM EXCEL 
This option allows you to import budget data into the General Ledger from an Excel Spreadsheet that was originally 
created from the “Export Account Data To Excel” option. This will give you the option of working with your ac-
counting data in a spreadsheet format and then importing new budget information from that spreadsheet.  

NOTE 
This option will only work if you have Microsoft’s Excel program.  Although 
budget data will be imported to the General Ledger, all “actual” information 
will be preserved. 

When this option is selected, the system will prompt you for an Import File name. You may <click> on the 
“Browse” button to search for this file. The system is looking for a file with an “xls” file extension. 
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The “Import File” is the name you gave to the Excel Spreadsheet file. It will have the file extension of “xls” as it 
was created as a formatted Excel Spreadsheet file.  

The data imported into the Infinity POWER General Ledger, will be any budget information changed for the cur-
rent year and the prior year. This is based on your system date when you import the information. Because the Infin-
ity POWER General Ledger allows for you to have up to 26 budgets, this operation will update the current budget 
that is active at the time this procedure is executed. 

PRINT BUDGET REPORT (GL0422) 
This option prints a report of the budget amounts for a range of accounts. It is also designed to include the Current 
Actual amounts by period and shows the variance of budget verses actual amounts. 

When this option is selected, the beginning and ending account number range will be prompted for. All accounts in 
the chart of accounts may be selected by pressing HOME for the first record and END for the last. Otherwise, a 
smaller range of accounts or a single account may be specified. Next, the “sort by” and “account number mask” 
may be specified if additional sorting or use of specific groups of accounts, such as departments, is desired.  

Once this screen is validated, a report will be sent to the printer. This includes the account number, description, 
normal balance type for the account, its current budget, current actuals and variance for each fiscal period. The re-
port will only show the current and prior fiscal periods. The totals of each column will be printed at the bottom of 
each column reflecting the current Year-To-Date results. This provides a quick mechanism to determine how well an 
account is performing against its budget amount.  
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Budget Report 
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ARCHIVE/RESTORE BUDGETS (GL0424) 
This option allows you to either archive or restore your current budget amounts for variable budget reporting needs. 
When this option is selected, a window will appear displaying two choices.  

 
 
The first option is designed to allow for the saving of current budgets while the second option is designed to allow 
for the retrieval of other budgets.  

The use of multiple budgets is quite a powerful tool. Each account in the General Ledger's chart of accounts is capa-
ble of maintaining one current budget amount, by fiscal period. These budget amounts are used when printing cer-
tain reports such as the Budget Comparison Report for either the Balance Sheet or Income Statement.  

This option is designed to allow for the convenient establishment of the “current budget” to be used when printing 
these types of reports. Obviously, a company would want to establish its normal operating budgets so that it knows 
how it is progressing according to plan throughout the year.  

However, it may also be very convenient to generate “future budgets or projections” based on current and past ac-
tivities. These “what if” type of changes would normally impact the current budgets and make it confusing for the 
company's management to determine where they really stand at a given point in time.  

That's why these options are very useful. The General Ledger module will allow for the creation of up to twenty-six 
(26) different budgets per company, per fiscal year. Once a new budget has been created, it may be “Archived” and 
assigned a budget number so that it may be “Restored” at a future time and used for analysis purposes.  

Therefore, once you have created your original budget that you want to keep, make sure to archive it using this op-
tion immediately so that it may be referred to or called up again should someone make unwanted or accidental 
changes.  

When you are ready to archive the current budget, select “Archive.” You will then need to define the Budget Set in 
the space provided. The valid choices will be a number from (1-26). Once a valid number has been specified, 
<click> on the “Archive” button. When this is done, the system will send all of the current budget amounts to a 
“text file” using the following naming structure.  
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GLB??YY.CO  

The “??” in this filename represents the budget number that has been specified. The “YY” in this filename repre-
sents the fiscal year of the file (e.g., 2006). The “CO” in the filename represents the company number. If the budget 
number assigned was “1” for the year 2006 for the sample company “INS,” the actual filename would be:  

GLB0106.INS  

The reason this is significant is the file that is created is a “text file.” It may be imported into a wide range of other 
applications including spreadsheets such as Microsoft's Excel or Lotus 1-2-3, databases or word processors. There-
fore, if more elaborate formulas are required to create the number for each period's budgets, other external software 
tools may be used in conjunction with this option.  

If you select this option and the file already exists, a new window appears on the screen. It will say:  

Do you wish to delete the existing budget set? 

<Click> on “Yes” only if you are sure that you want to overwrite the budget amounts already stored in this file. As a 
reminder, this option should be used before entering any new “changes” to existing budgets. Therefore, if an error 
occurs, you may recover easily and resume as before.  

The “Restore” option is used to call up one of the twenty-six possible budgets for current use. Like the “Archive” 
option, it will simply prompt for the “Budget Set” to restore from. The valid choices are a number from (1-26).  

Once the budget set number has been entered, <click> on the “Restore” button. The system will then change all 
current budgets for each account based on the new budget set. All “Budget Comparison Reports” will now use 
these current budget amounts in their reports for comparison.  

SET UP FINANCIAL STATEMENTS 
This option allows you to set up (create), change and export/import unlimited formats of the Balance Sheet, Income 
Statement and Statement of Cash Flows reports. The formats of these financial statements are user-definable. The 
system will allow you to define such things as titles, subtitles, footnotes, decimal rounding, chaining preferences, 
account groupings and if required, an account “mask” may be defined by specific section, as well as where to place 
totals and subtotals.  
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You may add “notes” to any Financial Statement that may be viewed on the screen for additional information or 
planning. This may be done when viewing an inquiry, adding a new account, changing an existing account or copy-
ing an account.  

By <clicking> on the Note Pad Button, a screen will appear that will allow you to add or review free-form notes. If 
you are adding a new record, navigation is not required. <Click> on the “Create a New Record” button or choose 
the “Operation” option from the Menu Bar and then “Add.” A screen will appear with the current data and time. 
You will be prompted for a description of fifty (50) characters which is used as part of the display when selecting to 
review existing notes. Each note recorded has up to ten (10) lines of fifty characters each which may be used for 
your free-form notes.  

Once notes are added to the file, they can be reviewed at any time by accessing the account through an inquiry mode 
or a change mode and then <clicking> on the Note Pad Button. Once this screen is displayed you will have the tool 
bar navigation options to select the first detail record, select the next record detail, select the previous record detail,  
select the last record in the detail list or search through the detail records. You may then view the notes for this re-
cord. 

If you have set up User-Definable Fields in either the Windows Character-based or UNIX products, you will be 
able to view and change data information in these fields. By <clicking> on the “User Fields” button, you will ac-
cess an additional screen of data fields. If you are in an Inquiry Mode, then you will be able to view these fields. If 
you are in a Change or Copy Mode, you will be able to modify the information in these fields. You must make sure 
that your General Configuration options are set up to allow access to User-Definable Fields. 

Inquiry Mode (GL0425)  
The “Inquiry” mode provides a quick look at the summary and detail portions of the criterion and code that produce 
the final financial statement. Once the format has appeared on the screen, you may review the header and detail in-
formation. This information includes the description, type of statement, title, subtitle, footnotes, signed percent, 
decimal preferences, chained to report, as well as the detailed lines that accumulate and store totals based on crite-
rion entered. 

While in “Inquiry” mode, you may choose to view the detail lines by <clicking> on the “Detail” button. Once this 
information is displayed on the screen you will have the options to view the first detail record, page up the detail list, 
page down the detail list, view the last record in the detail list, view a specific detail record based on text or view a 
specific detail record based on a line number. When you select to view by either a record based on text or a record 
based on a line number, enter the appropriate information (either text or a line number) and <click> on “Close.” 

Add Mode (GL0425) 
This mode allows you to set up (create) financial statement formats for the Balance Sheet, Income Statement and 
Statement of Cash Flows. You may create several variations for each type of financial statement. There is no limita-
tion on the number of financial statement formats you may create. 

NOTE 
To understand the organization of the financial statements it is recommended 
that you use the option “Copy Existing Company's Files” to copy the Finan-
cial Statement formats to use as an example to work from. For a further ex-
planation of the Balance Sheet, Income Statement and Statement of Cash 
Flows, refer to Chapter 1, “Account Organization” of this manual. 

This mode allows you to add new Financial Statements formats to your General Ledger system. The first data screen 
defines the type of statement, titles, subtitles, footnotes, signed percent, decimal usage and chaining preferences. The 
second data screen “Detail” is a scrolling window, which is where the actual format of the report is defined.  
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If you are adding a new record, navigation is not required. <Click> on the “Create a New Record” button or choose 
the “Operation” option from the Menu Bar and then “Add.” Enter the Financial Statement Number that you wish to 
assign. This number can be up to ten (10) characters (alpha/numeric).  

The following is an explanation of each of these data items:  

Description This is a thirty (30) character (alpha/numeric) description on this Finan-
cial Statement format.  

Type This defines the statement type.  
Balance Sheet 
Income Statement 
Statement of Cash Flows 

Title The title of the report may be anything you want, up to forty (40) charac-
ters.  

Subtitle The subtitle is a forty (40) character title that will print immediately un-
der the title.  

Footnotes The two lines of footnotes, fifty (50) characters, will print on the bottom 
of each page of the financial statement.  The subtitles and footnotes may 
contain special codes to tell the system to print certain dates. Using these 
codes enable you to set up the financial statements one time, and not 
have to re-edit the format every time the fiscal period or year changes.  

Below are a list of the special codes and what the system will print in its 
place.  

 @D - Current System Date 
 @F - First Day of Current Year 
 @M - First Day of Current Month 
 @DL - Corresponding Date Last Year 
 @FL - First Day of Last Year 
 @ML - First Day of Month Last Year 
 @MASK - Specified Account Number Mask* 
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* This shows you which profit center or division you have masked on 
when printing a report. No mask indicates that the report reflects the en-
tire company. 

AllowSigned % <Click> on this item to allow negative percentages to print on the finan-
cial statements.  

# Decimals This is a number (-1 through 5) which defines the number of decimal 
places you wish to print for dollar amounts on this financial statement 
format.  

By using a “-1”, the system will utilize the default decimal rounding for 
the printed variation of the financial statement selected. This is usually 
two decimal places, except for the “Comparative Year” versions of the 
Balance Sheet and Income Statement. Due to spacing considerations on 
the width of the page, the system automatically formats these versions of 
the reports with zero decimal places.  

Chain To This is the number of the Financial Statement format that will automati-
cally follow the current statement format when you select the option to 
“Print Balance Sheet” or “Print Income Statement.” This feature is 
particularly useful when you have several financial statement formats 
that you wish to have printed all together, such as income statements by 
department.  

 
<Click> on the “Detail” button to access the detail portion of the financial statement set up. A scrolling screen will 
appear with the detail lines of the financial statement. Line types give you the ability to define which account bal-
ances are grouped, where totals are placed, and many other report formatting features. For each line of data that is 
entered, there are several data items. These items will be turned off or on depending on the line type that is entered.  
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The following is a list of each of the line types and a description of how to use the type.  

 
Heading The Heading is a forty (40) character field that may be placed anywhere 

on the report. It is mainly used as a heading for major sections of the re-
port, such as Assets, Liabilities, etc. There are three data fields that are 
available for this line type. The data fields available are as follows:  

1) Description. This is a forty (40) character field where you may enter 
the heading that you want printed.  

2) Reverse Sign. This field has a special purpose for Heading line types. 
If you wish to force a page break before this heading is printed, <click> 
on this field. Otherwise, leave it unchecked. 

3) Center. This field allows you to center the heading on the report page. 
Simply <click> on this field to center or leave unchecked to left justify.  

Group Heading The Group Heading is very similar to the heading, but it normally pre-
cedes a small group of accounts, such as Current Assets or Operating 
Expenses. When this type is used, the group total is zeroed and then each 
account that is printed will be accumulated until a Group Total type is 
selected. The available data fields are the same as those asked for in the 
Heading line type except for the field Reverse Sign that is not active. 

Detailed Accounts This line type allows you to include all accounts within a particular ac-
count range on your Financial Statement. Each account that has a balance 
will be printed in detail. There are four data fields that are available when 
this line type is selected. The data fields available are as follows:  

1) Description Placing a [P] using a capital “P” within the braces, anywhere on the 
“Description” line, will cause a calculation to determine Percentages 
based on the stat accounts that are being used in this area of the financial 
statement and place the percentage on this line. This particular feature is 
available on the Comparative Month/Year Statement only.  

Placing a [R] using a capital “R” within the braces, anywhere on the 
“Description” line, will cause a calculation to determine Ratios based on 
the stat accounts that are being used in this area of the financial statement 
and place the ratio on this line. This particular feature is available on the 
Comparative Month/Year Statement only.  

Placing a [B] using a capital “B” within the braces, anywhere on the 
“Description” line of the financial statement setup line which indicates 
the values to be printed are the ending Balance Sheet balances.  

Placing a number, zero (0) through five (5), within the braces, anywhere 
on the “Description” line, will cause the system to use that number of 
decimal places on the dollar amounts for that specific account or range of 
accounts.   This is an optional comments field which describes the ac-
count range represented by this line type. Three additional features may 
also be entered into this field. They provide additional formatting flexi-
bility within the system.  

2) Tab Type This field specifies the column alignment for dollars.  

First Column 
Second Column 
First - Underline 
Second - Underline 

The Tab setting “First Column” is about 15 characters away from the 
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right margin of the report. Tab setting “Second Column” is all the way 
to the right margin. This allows you to offset the totals and subtotals to 
make the report easier to read.  

The only time these tabs will be used will be on the Normal Balance 
Sheet.  

Tab settings of “First - Underline” and “Second - Underline” have the 
same column positions as First Column and Second Column, respec-
tively. However, these settings will print a double underline under the 
dollar column.  

3) Reverse Sign This data field instructs the program whether or not to reverse the sign of 
the dollar figures being printed.  

This is a valuable tool for displaying credit balance accounts as positive 
numbers. Normally this should be <clicked> “on” for the Liability and 
Equity section of the Balance Sheet, the Income/Revenue section of the 
Income Statement, and all the accounts on the Statement of Cash Flows. 

4) Beginning Account and 
Ending Accounts 

These two fields are the beginning and ending accounts, which specify 
the range of accounts to include for this line type. These accounts do not 
have to be actual account numbers. 

It is recommended that whenever possible, you enter a beginning account 
lower than your actual beginning account and an ending account higher 
than your actual ending account for this range. This will enable you to 
add future accounts without having to change the format of the financial 
statement. 

Summary Accounts The Summary Account type is very similar to the Detailed Account 
type for the Tab Type, Reverse Sign and Beginning and Ending Ac-
count fields. The Summary Account type will print a one-line summary 
of all the accounts specified in the range and print the data entered in 
the Description on the Financial Statement.  

If you would like to summarize multiple account ranges into one line, 
you may specify several Summary line types with a description field 
starting with an asterisk (*). The last Summary line type should have a 
description without an asterisk (*). This last line description will print on 
the Financial Statement and include the sum of all preceding Summary 
line type account ranges.  

Group Total The Group Total is an easy way to print a total or subtotal of account 
groups. Normally, a group will consist of one or more Summary and/or 
Detailed line types. These groups typically consist of account categories 
like Current Assets, Non-Current Assets, Current Liabilities, Long-Term 
Debt, etc. The total printed will display the sum of every line printed 
since the last group heading was printed.  

There are three data fields available when this line type is selected. The 
data fields available are as follows:  

Description This is the description of the total printed on the Financial Statement. 
Tab Type This field specifies the column alignment for dollars.  

The following choices for this field can be reviewed by <clicking> on the 
arrow:  

First Column 
Second Column 
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First - Underline 
Second - Underline 

 

The tab setting “First Column” is about fifteen (15) characters away 
from the right margin of the report. Tab setting “Second Column” is all 
the way to the right margin.  

This allows you to offset the totals and subtotals to make the report easier 
to read.  

The only time these tabs will be used will be on the Normal Balance 
Sheet.  Tab settings of “First - Underline” and “Second - Underline” 
have the same column positions as First Column and Second Column, 
respectively. However, these settings will print a double underline under 
the dollar column.  

3) Reverse Sign. This data field instructs the program whether or not to 
reverse the sign of the dollar figures being printed. This is a valuable tool 
for displaying credit balance accounts as positive numbers.  Normally 
this should be <clicked> “on” for the Liability and Equity section of the 
Balance Sheet, the Income/Revenue section of the Income Statement and 
all the accounts on the Statement of Cash Flows. 

Running Total There are nine “on-going” totals that may be used to summarize groups 
of accounts or other totals or subtotals. Each time Detailed or Summary 
line types are printed, the amounts printed are added into all nine running 
totals. This line type allows you to print the values accumulated in these 
total fields.  

By using this line type in coordination with the Clear Total line type, you 
may add several levels of totaling to your Financial Statements. The data 
fields allowed are the same as the Group Total line type, with the excep-
tion of the Total Level. This level is the total level number (1-9) that you 
wish to print. 

This line type is normally used to print such totals as Total Assets, Total 
Liabilities & Equity, Gross Profit, Net Income after Operation Expenses, 
etc. 

Clear Total The Clear Total will enable you to clear a specific total level so that it 
may be re-used as the next subtotal or total. The running totals all start at 
zero at the beginning of the report, but are not cleared again until this 
type is used. The only field allowed is the Total Level that is to be 
cleared.  

A typical place to use this line type is before printing the Liabilities & 
Equity portion of the Balance Sheet. Normally, you would want to zero a 
running total level to accumulate an amount for Total Liabilities &  
Equity.  

Stat Accts There are several Income Statement Report types that calculate and print 
percentages. These percentages are normally calculated as a percent of 
the total income. Each time the Income Statement is printed, the system 
will first accumulate the values in all Income type accounts. These values 
include current period, year-to-date, current budget and year-to-date 
budget. The values for the prior year will also be accumulated, if neces-
sary.  

The Stat Account type provides the ability to override the default per-
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centage calculations and specify the actual accounts to accumulate. For 
example, this would enable you to generate an Income Statement that re-
ports each value as a percentage of gross profit, net income, or any other 
statistical value you may have available in your chart of accounts.  

There are three data fields available when this line type is selected.  

1) Description. This field is used as a comment field for the accounts 
being included. However, if more than one Stat Account line type is 
needed to accumulate the necessary values, an asterisk (*) as the first 
character of the description will provide an accumulation of multiple Stat 
Account types.  

If the first character of the Description field is not an asterisk (*), the 
Stat Account values will be zeroed first.  

2 & 3) Beginning and Ending Account. These fields allow you to spec-
ify the exact range of accounts to be accumulated.  

Set Act Mask This line type will allow you to set an account “mask” to be used to de-
fine specific accounts to be grouped together within a range of accounts. 
This will be very helpful for chart of accounts that have been designed to 
have the department or cost center defined as the prefix of the chart of 
account number.  

Once an account mask has been defined in the Financial Statement for-
mat, it will continue to be used until another account mask has been 
specified.  If a section of your format requires masking, set an account 
mask before you define an account range on a Summary or Detailed Ac-
count Line. Before you start a new section, either define a new mask or 
define a blank mask.  

 
When the entire report has been set up, <click> on the “Save” button to save the detail record and return you to the 
first screen. <Click> on the “Save” button to save your new record. 

Results:  

coGL6.dbf - Financial Statement File 
coGL7.dbf - Financial Statement Detail File 
- New Records added  

Change Mode (GL0426) 
This mode allows you to make changes to the information on an existing Financial Statement Format. First, you 
must navigate to the record you wish to change. You may find a record using the navigation tool bar or <click> on 
the “Navigation” option on the Menu Bar and then the appropriate navigation option.  

If you are changing a record, <click> on the “Modify the Current Record” button or choose the “Operation” option 
from the Menu Bar and then “Change.” Make the changes required and <click> on the “Save” button to save your 
changes or <click> on the “Cancel” button to cancel the changes made. All of the fields in a Financial Statement 
Format can be changed through this option.  

After completing any changes to the first screen, <click> on the “Detail” button to proceed to the second screen. 
Once this screen is displayed you will have the tool bar navigation options to select the first detail record, select the 
next record detail, select the previous record detail, page up the detail list, page down the detail list, select the last 
record in the detail list, select a specific detail record based on text or select a specific detail record based on a line 
number. When you select by either a record based on text or a record based on a line number, enter the appropriate 
information (either text or a line number) and <click> on “Close.” 
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When you choose to select a specific record in the file, you may search for that record by financial statement number 
or description. <Click> on the either of the choices and enter the information you want to search on. Once you have 
found the record you wish to be displayed, you may either double <click> on it or just highlight it and <click> on 
“OK.” 
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Once you have navigated to the correct detail line, you may make the changes necessary. You may use the operation 
tool bar options to clear data in current field, insert a detail line before the current detail line, delete the current detail 
line and save for pasting (cut), delete current detail line and shift all subsequent detail lines up one line, copy a detail 
line for subsequent pasting, and paste a previously cut detail line. 

When all changes are made, <click> on the “Save” button to validate your changes to this screen. You will then be 
returned to the previous screen. Again, <click> on the “Save” button to validate this record. 

Results:  

coGL6.dbf - Financial Statement File 
coGL7.dbf - Financial Statement Detail File 
- Changes to Financial Statements saved  

Delete Mode (GL0427) 
This option allows you to delete any Financial Statement Format. To delete a Financial Statement Format, you must 
navigate to the record you wish to delete. You may find a record using the navigation tool bar or <click> on the 
“Navigation” option on the Menu Bar and then the appropriate navigation option.  

This option allows you to delete accounts that you may have entered by mistake, or you no longer want. <Click> on 
the “Delete the Current Record” button or choose the “Operation” option from the Menu Bar and then “Delete.” 
This will place you into the “Delete” mode, then <click> on “Save” to validate your deletion of this record. 

Results:  

coGL6.dbf - Financial Statement File 
coGL7.dbf - Financial Statement Detail File 
- Specified Financial Statement Format deleted  

Copy Mode (GL0428) 
This option allows you to set up a new Financial Statement by copying from an existing financial statement format. 
The ability to copy Financial Statement Formats makes setting up similar Financial Statements quick and accurate.  

First, you must navigate to the record you wish to copy from. You may find a record using the navigation tool bar or 
<click> on the “Navigation” option on the Menu Bar and then the appropriate navigation option. <Click> on the 
“Create a Record Based on the Current Record” button or choose the “Operation” option from the Menu Bar and 
then “Copy.”  

You will notice all the information will be copied to a new record. The system will prompt you to enter the financial 
statement number for this record.  At this point you may choose to edit any of the information or <click> on the 
“Save” button to validate, which will then add it to the file.  

Results:  

coGL6.dbf - Financial Statement File 
coGL7.dbf - Financial Statement Detail File 
- New Financial Statement Format added 
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SPECIAL CONSIDERATIONS FOR FINANCIAL STATEMENT SETUP 
The following sections describe special consideration when setting up financial statements. 

Balance Sheet 
It is required that the Net Income figure that was calculated on the Income Statement appears on the Balance 
Sheet. This is achieved by using a Summary Line Type (type 4) in the Equity Section of the Balance Sheet. The 
range of accounts for this Summary Line Type will be the first and last account numbers used in the Income State-
ment set up.  This will allow the Balance Sheet to recalculate the Net Income amount each time the report is printed 
and provide accurate and up-to-date information.  

Statement of Cash Flows 
Within the setup of the Statement of Cash Flows report, headings and summary account types should be created for 
each of the three main categories: Operating Activities, Investing Activities and Financing Activities. In review-
ing the printout of the report, you should find that when the company has a “cash inflow” into the business relative 
to a specific account or category, it will be reflected on this report as a positive number. Accounts or categories that 
have used cash and created a “cash outflow” during this period will reflect negative amounts.  

After you have set up the three categories and summarized them by each group, a running total of these three groups 
should then be created on the report. It is called “Increase (Decrease) in Cash Equivalents.” In the financial state-
ment maintenance option, you will create this amount by using a running total of the three previous groups. 

Next, a line should be added to the report for the beginning cash balances for the period. This should be labeled as 
“Cash and Cash Equivalents at Beginning of Period.” This line must include a command in the description field 
that is entirely unique to this report. Without this command, your setup of this report will not calculate correctly.  

At the end of the description line you must place a “[P]” to tell the system to look at the prior period's ending bal-
ances for the range of accounts you have specified. Then it will reverse the sign (plus or minus) of this balance so 
that the report will mathematically calculate correctly.  

Finally, a line should be created at the bottom of the report which reflects the ending cash balances for the period. 
This should be labeled as “Cash and Cash Equivalents at End of Period.” 

If this is set up correctly, this amount will reflect the total of the “Increase (Decrease) in Cash Equivalents” and 
“Cash and Cash Equivalents at End of Period.” This ending balance should match the sum total of your cash ac-
counts found in the Balance Sheet.  

EXPORT FINANCIAL STATEMENTS (GL0429) 
This option allows you to export a financial statement format to a single file, which may be imported into another 
system. It also allows you to export your financial statement formats to another directory or another medium for safe 
individual backup of each format.  

NOTE 
Keep in mind that under normal “data” backup execution, these financial 
statement format files may not be included. Therefore, take special precau-
tions to include these files in your daily backup procedure.  

This option is used to share financial statement formats including Balance Sheets, Income Statements and State-
ments of Cash Flow with other users with the same chart of accounts structure.  This option creates a file, which 
contains all of the specified financial statement format information.  
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This file is in a format, which is recognizable to the “Import Financial Statements” option, described later in this 
chapter.  When you select this option, you will be asked to enter the Financial Statement number that you wish to 
export.  

 
 
<Click> on the Financial Statement field and then press the Down Arrow (F2 by default) to gain access to the state-
ment listing. You may choose to search for statement formats by number or description. Once you have selected the 
financial statement format, the system will ask you for the name of the export data file to be created. You may spec-
ify any valid data path (drive assignment and subdirectory) and file name or you may use the “Browse” button to 
search for an existing file you wish to overwrite. 

Example: 

C:\REPORT\INCOME.FMT 

If you specify either an improper file name or an invalid data path, the system will display a warning, “Invalid Path 
Name.” If you specify a file name, which already exists, the system will ask if you wish to overwrite the existing 
file. When the new file is created the old file is deleted. To be on the safe side, don't overwrite a file if you don't 
know what it is.  

Once you have specified a valid file name the system will perform the export. The system will return with a message 
that lets you know the export was successful. Now, you may do whatever you like with this self-contained financial 
statement format. After the export is complete, <click> on the “Cancel” button to return to the Menu Bar.  

Results:  

- Export File created with specified Financial Statement Format  

IMPORT FINANCIAL STATEMENTS (GL0430) 
This option allows you to import a financial statement format from a single file, which was generated by another In-
finity POWER General Ledger system or stored on another medium as a backup. This option is primarily used to 
share financial statement formats with other users. It allows you to use operational financial statements that were 
created by other users or created on another Infinity POWER General Ledger system.  

This option “imports” a data file, which contains all of the specified financial statement format information. This 
file must be in a format, which was created by the “Export Financial Statements” option, described earlier in this 
chapter.  When you select this option, the system will ask you for the name of the data file to be imported.  
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You may specify any valid data path (drive assignment and subdirectory) and a filename or <click> on the 
“Browse” button to browse for the file.  

Example: 

C:\REPORT\INCOME.FMT 

 
 
If you specify either an improper filename or invalid data path, the system will display a warning, “Import File Not 
Found.” If you specify a filename that contains a financial statement format which already exists, the system will 
alert you that this format exists and will allow you to replace it, if you so desire.  After the import is complete, the 
system will prompt you for the next financial statement format to import. To exit this option, <click> on the “Can-
cel” button. 

NOTE 
All financial statement formats contain General Ledger Chart of Account 
Numbers. If your chart of accounts differ from the originating source of the 
import file, it may be necessary to make changes to the format in the “Set Up 
Financial Statements” option or add the corresponding account numbers in 
the “Set Up Accounts” option.  

Results:  

coGL6.dbf - Financial Statement File 
coGL7.dbf - Financial Statement Detail File 
- New Financial Statement Format added  

SET UP RECURRING JOURNAL ENTRIES 
This section discusses the ways to add, change, delete, and copy recurring journal entries. Each of the recurring en-
tries needs to be assigned a number. It is recommended that the numbers be assigned in such a way that allows 
grouping the entries that are normally posted at the same interval (monthly, quarterly, annually) together.  
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You may add “notes” to any Recurring Journal Entry that may be viewed on the screen for additional information or 
planning. This may be done when viewing an inquiry, adding a new account, changing an existing account or copy-
ing an account.  

By <clicking> on the Note Pad Button, a screen will appear that will allow you to add or review free-form notes. If 
you are adding a new record, navigation is not required. <Click> on the “Create a New Record” button or choose 
the “Operation” option from the Menu Bar and then “Add.” A screen will appear with the current date and time. 
You will be prompted for a description of fifty (50) characters which is used as part of the display when selecting to 
review existing notes. Each note recorded has up to ten (10) lines of fifty characters each which may be used for 
your free-form notes.  

Once notes are added to the file, they can be reviewed at any time by accessing the account through an inquiry mode 
or a change mode and then <clicking> on the Note Pad Button. Once this screen is displayed you will have the tool 
bar navigation options to select the first detail record, select the next record detail, select the previous record detail,  
select the last record in the detail list or search through the detail records. You may then view the notes for this re-
cord. 

If you have set up User-Definable Fields in either the Windows Character-based or UNIX products, you will be 
able to view and change data information in these fields. By <clicking> on the “User Fields” button, you will ac-
cess an additional screen of data fields. If you are in an Inquiry Mode, then you will be able to view these fields. If 
you are in a Change or Copy Mode, you will be able to modify the information in these fields. You must make sure 
that your General Configuration options are set up to allow access to User-Definable Fields. 

Add Mode (GL0406)  
The “Set Up Recurring Journal Entries” option allows you to set up journal entries, which remain constant over 
time and require posting periodically. Recurring Entries are entries such as rent, depreciation, loan payments, etc. If 
you are adding a new record, navigation is not required. <Click> on the “Create a New Record” button or choose 
the “Operation” option from the Menu Bar and then “Add.” 

This mode allows you to add new Recurring Journal Entries into your General Ledger system. The first screen will 
be used to define the type of transaction, its description, and transaction number. The following is an explanation of 
each of these data items:  
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NOTE 
Before setting up your Recurring Journal Entries, we suggest that you organ-
ize them in such a way that you can simply input ranges of entry numbers 
when posting. In other words, entries you wish to post at the same time should 
be grouped together numerically. For example, if you have ranges of journal 
entries which are posted on a specific day each month, you may want to set up 
the first 2 characters in the Entry number to be the day of the month, you will 
be using it on.  

Recurring Entry Enter the journal entry number that you wish to assign. It may be up to 
five (5) characters (alpha/numeric). 

Transaction Type This defines the transaction type of the journal entry. These transaction 
types are those you have set up in the “General Ledger Configuration” 
option such as Check Register or General Journal.  

Description This is a thirty (30) character (alpha/numeric) description of the journal 
entry. This will be printed on all transaction journals and audit trails.  

Transaction Number This is the actual transaction number that will be assigned to the journal 
entry. It can be up to five characters (alpha/numeric). 

 
<Click> on the “Recurring Transactions” button to enter the detail information for this journal entry.  

 
 
The transaction screen allows up to ten (10) lines of data containing the company, account number, description and 
amount. If the Intercompany feature is not turned “on” in the “General Ledger Configuration,” the program will 
skip over the company question.  Also, if the option to “Allow Descriptions on Each Journal Entry Leg?” is turned 
“off,” the program will skip over the description field.  

Within the “Record Journal Line Items” option there is a button to easily reverse the debit and credit entries of the 
journal entry.  Users get immediate feedback on the impact on which direction an account’s entry will be taking dur-
ing the posting of a Journal Entry.  This feedback allows users to know whether they are increasing an account’s 
balance or decreasing an account’s balance without having to have extensive knowledge of Debits and Credits.  It 
automatically recognizes the normal sign on the accounts.  You can easily switch from debit to credit side by select-
ing the plus/minus button. 
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The following describes each of the data fields on the scrolling input screen:  
Company (If Intercompany 
Processing is turned on) 

This is the company number of the company to debit or credit. You may 
change the company by <clicking> on the arrow and the available 
choices will appear. The company number entered must exist on the cur-
rent data drive.  

Account This is the account number that will be either debited or credited. Press 
the Down Arrow (by default F2) to gain access to the account listing. 
You may choose to search for accounts by account number or descrip-
tion.  

Transaction Line Descrip-
tion (If option is turned on) 

This is a description, which will be assigned to this leg of the recurring 
journal entry. By default it automatically stores the main description en-
tered from the initial screen. You may choose to overwrite each descrip-
tion on each transaction leg. 

Amount The cursor will now be placed in the amount column. Enter the appropri-
ate dollar amount and press TAB to go to the next line of detail. Please 
note that to the right of the amount column you will see either “(Inc)” or 
“(Dec).” This is a helpful message to indicate whether you are increasing 
or decreasing the account (based on the account type and contra bal-
ance).  

 
You will notice that the amount entered is also summarized below the tool bar into Total Debits and Total Credits 
and the amount needed to balance the journal entry.  

Notice that on the bottom left side of the screen, there is a button that allows you to “Auto Balance.” If there is a 
default account set up for the transaction type you are using, the program will use this account for the necessary 
debit or credit to balance the journal entry. In this case, <click> on the “Auto Balance” button at the account num-
ber field.  

If there is no default account set up for this transaction type, you must enter the balancing account number. Then, at 
the amount filed, you may <click> on the “Auto Balance” button to balance the journal entry. When you have fin-
ished your recurring journal entry, and you are in balance, <click> on the “Save” button to save your journal entry 

NOTE 
You cannot save a recurring journal entry that is out of balance unless you 
have set the option “Allow Out Of Balance Journal Entries” in the “General 
Ledger Configuration” to “on.”  

Please note that the description you input for the journal entry will also be the 
description you may search by when editing or posting these entries. You may 
have up to 10 “legs” per Recurring Journal Entry.  

Example: 

Suppose that on the 15th of each month your company pays two loan payments and three company car pay-
ments. You could set up your journal entry numbers to be:  

15-01 
15-02 
15-03 
15-04 
15-05  

Then on the 15th of every month you would simply select the option to “Post Recurring Journal Entries” and 
input 15-01 as the beginning entry number and 15-05 as the ending entry number. All five journal entries will 
be automatically posted. 
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Results:  

coGL4.dbf - Recurring Entries File  
- New Records added  

Change Mode (GL0407) 
This mode allows you to make changes to the information on an existing Recurring Journal Entry. All the fields in a 
Recurring Journal Entry can be changed through this option.  First, you must navigate to the record you wish to 
change. You may find a record using the navigation tool bar or <click> on the “Navigation” option on the Menu 
Bar and then the appropriate navigation option. If you are changing a record, <click> on the “Modify the Current 
Record” button or choose the “Operation” option from the Menu Bar and then “Change.” Make the changes re-
quired and <click> on the “Save” button to save your changes or <click> on the “Cancel” button to cancel the 
changes made. 

After completing any changes to the first screen, <click> on the “Recurring Transactions” button to proceed to the 
detail lines. Once this screen is displayed you will have the tool bar navigation options to select the first detail re-
cord, select the next record detail, select the previous record detail, page up the detail list, page down the detail list, 
select the last record in the detail list, select a specific detail record based on text or select a specific detail record 
based on a line number.  

When you select by either a record based on text or a record based on a line number, enter the appropriate informa-
tion (either text or a line number) and <click> on “OK.” When you choose to select a specific record in the file, you 
may search for that record by account number or description. <Click> on either of the choices and enter the informa-
tion you want to search on. Once you have found the record you wish to be displayed, you may either double 
<click> on it or just highlight it and <click> on “OK.” 

Once you have navigated to the correct detail line, you may make the changes necessary.  You may use the opera-
tion tool bar options to clear data in current field, insert a detail line before the current detail line, delete the current 
detail line and save for pasting (cut), delete current detail line and shift all subsequent detail lines up one line, copy a 
detail line for subsequent pasting, and paste a previously cut detail line. 

When all changes are made, <click> on the “Save” button to validate your changes to this screen. You will then be 
returned to the previous screen. Again, <click> on the “Save” button to validate this record. 

Results:  

coGL4.dbf - Recurring Entries File  
- Changes to Recurring Journal Entry saved  

Delete Mode (GL0408) 
This mode allows you to delete any Recurring Journal Entry. First, you must navigate to the record you wish to de-
lete. You may find a record using the navigation tool bar or <click> on the “Navigation” option on the Menu Bar 
and then the appropriate navigation option.  

This option allows you to delete accounts that you may have entered by mistake, or you no longer want. <Click> on 
the “Delete the Current Record” button or choose the “Operation” option from the Menu Bar and then “Delete.” 
This will place you into the “Delete” mode, then <click> on “Save” to validate your deletion of this record. 

Results:  

coGL4.dbf - Recurring Entries File  
- Specified Recurring Journal Entry deleted  
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Copy Mode (GL0409) 
This option allows you to set up new Recurring Journal Entries by copying existing ones. The ability to copy Recur-
ring Journal Entries makes setting up similar Recurring Entries quick and accurate.  First, you must navigate to the 
record you wish to copy from. You may find a record using the navigation tool bar or <click> on the “Navigation” 
option on the Menu Bar and then the appropriate navigation option.  

<Click> on the “Create a Record Based on the Current Record” button or choose the “Operation” option from the 
Menu Bar and then “Copy.” You will notice all the information will be copied to a new record.  

The system will prompt you to enter the new journal entry number for this record.  At this point, you may choose to 
edit any of the information or <click> on the “Save” button to validate, which will then add it to the file.  

Results:  

coGL4.dbf - Recurring Entries File 
- New Recurring Entry added  

SET UP CONSOLIDATION ENTITIES 
This section discusses the ways to set up (create), change, delete, and copy General Ledger Consolidation Entities. 
You may add “notes” to any Consolidation Entity that may be viewed on the screen for additional information or 
planning. This may be done when viewing an inquiry, adding a new account, changing an existing account or copy-
ing an account.  

By <clicking> on the Note Pad Button, a screen will appear that will allow you to add or review free-form notes. If 
you are adding a new record, navigation is not required. <Click> on the “Create a New Record” button or choose 
the “Operation” option from the Menu Bar and then “Add.” A screen will appear with the current data and time. 
You will be prompted for a description of fifty (50) characters which is used as part of the display when selecting to 
review existing notes. Each note recorded has up to ten (10) lines of fifty characters each which may be used for 
your free-form notes.  

Once notes are added to the file, they can be reviewed at any time by accessing the account through an inquiry mode 
or a change mode and then <clicking> on the Note Pad Button. Once this screen is displayed you will have the tool 
bar navigation options to select the first detail record, select the next record detail, select the previous record detail,  
select the last record in the detail list or search through the detail records. You may then view the notes for this re-
cord. 

If you have set up User-Definable Fields in either the Windows Character-based or UNIX products, you will be 
able to view and change data information in these fields. By <clicking> on the “User Fields” button, you will ac-
cess an additional screen of data fields. If you are in an Inquiry Mode, then you will be able to view these fields. If 
you are in a Change or Copy Mode, you will be able to modify the information in these fields. You must make sure 
that your General Configuration options are set up to allow access to User-Definable Fields. 

Add Mode (GL0410) 
This mode allows you to set up (create) new Consolidation Entities. Consolidation Entities represent the accumu-
lated financial information from one or more companies combined for financial reporting.  Consolidation Entities 
are an optional feature of this system. 

Consolidated financial reporting can be a very valuable tool to companies that have various percentages of owner-
ship, such as partnerships, joint ventures, or investments. In addition, this consolidation feature can be a valuable 
tool for summarizing the total financial position of a parent company by the consolidation of its subsidiaries.  

In essence, the consolidation process takes the trial balance information for each company specified within a Con-
solidation Entity and accumulates this information into a new “company.” To access this “new” company, you must 
have created all of the data files as part of the normal start up process.  This “new” company must be created in the 
same fashion, as a standard company would be set up. You must initiate the files with the “Start up from Scratch” 
option and “Set Up Financial Statements” before you can process a consolidation.  
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Normally, the easiest way to handle this is to simply import an existing company's Financial Statements and modify 
the new company with any necessary changes.   

This new company is treated just like any other company within your General Ledger System. Therefore, you may 
print all financial reports and even post journal entries or specify a new financial statement format for this new com-
pany.  

NOTE 
Each time the consolidation process is performed for this new company, the 
accounts will be cleared and then re-created from the companies defined as its 
entities. If adjusting journal entries must be made, these must be done after all 
consolidations have been performed for the fiscal year.  

Each Consolidation Entity may consist of 20 companies, which may even be other consolidation created companies. 
Each company may be brought into the Entity at various percentages of ownership. This allows you to specify what 
percent of the account balances should be included in the consolidation. For instance, a 60%/40% Joint Venture 
could be reported with one Entity specifying 60% ownership and another Entity specifying 40%.  

Remember that all companies should be operating under the same fiscal year. In other words, the “Last Month” for 
each company should be the same. Otherwise, you will be combining information into “fiscal periods” that may 
look the same, but aren't. This would be particularly inaccurate if one company were using the normal 12-month 
(period) processing method while another company was set up using the 13 period processing method. You would 
not be seeing accurate comparisons of dollar amounts and time periods.  

If you are adding a new record, navigation is not required. <Click> on the “Create a New Record” button or choose 
the “Operation” option from the Menu Bar and then “Add.” This mode allows you to add new Consolidation Entity 
into your General Ledger system.  
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The following is an explanation of each of these data items:  

Consolidation Entity 
Number 

This is the new company number associated with this Consolidation En-
tity. This is also the number of the company that will be used at the time 
of consolidation.  
NOTE: DO NOT set up a Consolidation Entity with the same number as 
an active company (a company that you actually post daily transac-
tions to). When you execute the “Perform Consolidation” option, the 
system deletes the chart of account information in the consolidated entity 
company and recreates it with the new consolidation figures. Likewise, 
do not start any of your companies with the letters “co” since they are 
used by the system when performing the consolidation function.  Firms 
not using the consolidated feature may do so at their discretion. 

Description This is the description of the Consolidated Entity, which may optionally 
be used to select this Entity.  

Company Number This is the company number of each of the companies to be included in 
the consolidation. 

Percentage of Ownership This is each company's consolidation percent into the new Consolidation 
Entity. Ranging from 999% to .001%. If you wish to consolidate all of 
the company's information into this consolidation entity, you define the 
percentage to be 100%.  

NOTE 
The system allows you to specify a percentage above 100% specifically for 
conversions to other currencies.  This allows you to process your general 
ledger, and all other modules, in one currency and then consolidate one com-
pany into another based on a percentage that reflects the current exchange 
rate. After you have entered the above information you may validate the new 
Consolidation Entity by <clicking> “Save”.  

When you have finished entering the information defining your Consolidating Entity, <click> on the “Save” button 
to save your record. 

Results:  

sysGL5.dbf - Consolidation File 
- New Consolidation Entity created  

Change Mode (GL0411) 
This mode allows you to change information on any existing Consolidation Entity. First, you must navigate to the 
record you wish to change. You may find a record using the navigation tool bar or <click> on the “Navigation” op-
tion on the Menu Bar and then the appropriate navigation option.  

If you are changing a record, <click> on the “Modify the Current Record” button or choose the “Operation” option 
from the Menu Bar and then “Change.” Make the changes required and <click> on the “Save” button to save your 
changes or <click> on the “Cancel” button to cancel the changes made. 

Results:  

sysGL5.dbf - Consolidation Entity File 
- Changes stored for the Consolidation Entity  
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Delete Mode (GL0412) 
This option allows you to delete any Consolidation Entity. You may delete any consolidation entity any time you 
wish. First, you must navigate to the record you wish to delete. You may find a record using the navigation tool bar 
or <click> on the “Navigation” option on the Menu Bar and then the appropriate navigation option.  

This option allows you to delete entities that you may have entered by mistake, or you no longer want. <Click> on 
the “Delete the Current Record” button or choose the “Operation” option from the Menu Bar and then “Delete.” 
This will place you into the “Delete” mode, then <click> on “Save” to validate your deletion of this record. 

Results:  

sysGL5.dbf - Consolidation Entity File 
- Specified Consolidation Entity deleted  

Copy Mode (GL0413) 
This option allows you to set up new Consolidation Entities by copying existing ones. The ability to copy Consoli-
dation Entities makes setting up similar Entities quick and accurate. First, you must navigate to the record you wish 
to copy from. You may find a record using the navigation tool bar or <click> on the “Navigation” option on the 
Menu Bar and then the appropriate navigation option.  

<Click> on the “Create a Record Based on the Current Record” button or choose the “Operation” option from the 
Menu Bar and then “Copy.” You will notice all the information will be copied to a new record. The system will 
prompt you to enter the new consolidation entity number for this record.  At this point, you may choose to edit any 
of the information or <click> on the “Save” button to validate, which will then add it to the file.  

Results:  

sysGL5.dbf - Consolidation Entity File 
- New Consolidation Entity created  

PERFORM CONSOLIDATION (GL0414) 
This option allows you to combine several companies, at varying percentages of ownership, into one Consolidation 
Entity.  

NOTE 
The Consolidation Entity must already be set up to perform this option.  
 

When you select this option, you will be prompted to select the Consolidation Entity to process. You can press the 
Down Arrow (F2 by default) to gain access to the consolidation entity listing. You may choose to search for enti-
ties by number or description. To begin the process, <click> on the “Start” button. 
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After you start the consolidation process, the screen will display each company being processed. If a company is not 
found, a message will print indicating that this company is not included in the consolidation. After the consolidation 
is complete, you may press the “Close” button to return to the Menu Bar where you may change the company by 
selecting “File” and then “Company” or by pressing the F4 key to the newly consolidated entity and print any re-
ports that you desire. The consolidation process will combine accounts in the new entity based on account numbers, 
therefore a consistent numbering system for each company's chart of account is recommended.  

The chart of accounts do not have to be identical, you simply need to verify that all identical account numbers spec-
ify the same account.  For instance, you wouldn't get accurate consolidated financial information if account number 
10000 represented “Cash in Bank” in one company and “Depreciation Expense” in another.  

During consolidation, all account description, account type, and contra balance information will be taken from the 
first account used with a specific account number. All subsequent account number matches will consolidate dollar 
balances only.  

Example:  

Suppose your company purchases 35% of another company. You will be maintaining the records of this sub-
sidiary as well as your parent company.  In order to give a complete financial picture to your Board of Direc-
tors, the subsidiary's financial statements must be combined with the parent company's. Simply set up a con-
solidation entity that will consolidate 100% of the parent company's financial statements with 35% of the sub-
sidiary's.  

Again, keep in mind that all companies that are being consolidated must have the same Month of Year End. 
Otherwise, this could cause information to be distorted or be inaccurate. 

Results:  

ceGL1dy.dbf - General Ledger Account File (where “ce” is the company number specified by the Consolida-
tion Entity) 
- Consolidation Entity contains newly calculated consolidated trial balance amounts  
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SET UP DEPARTMENT ALLOCATIONS 
This section discusses the ways to add, change, delete, and copy department allocations. Each of the allocations de-
fined are based on a General Ledger account number. When entries are posted to this account number from any 
source or subsidiary accounting module, the General Ledger system will look to this file and verify if that account 
number has been defined as having an allocation. If the system finds a department allocation, it will post detailed 
journal entries to the accounts defined under that department’s allocation. The journal that will show these entries is 
the journal from which the source entry originated. 

You may add “notes” to any Department Allocation that may be viewed on the screen for additional information or 
planning. This may be done when viewing an inquiry, adding a department allocation, changing an existing depart-
ment allocation or copying a department allocation.  

By <clicking> on the Note Pad Button, a screen will appear that will allow you to add or review free-form notes. If 
you are adding a new record, navigation is not required. <Click> on the “Create a New Record” button or choose 
the “Operation” option from the Menu Bar and then “Add.” A screen will appear with the current date and time. 
You will be prompted for a description of fifty (50) characters which is used as part of the display when selecting to 
review existing notes. Each note recorded has up to ten (10) lines of fifty characters each, which may be used for 
your free-form notes.  

Once notes are added to the file, they can be reviewed at any time by accessing the account through an inquiry mode 
or a change mode and then <clicking> on the Note Pad Button. Once this screen is displayed you will have the tool 
bar navigation options to select the first detail record, select the next record detail, select the previous record detail, 
select the last record in the detail list or search through the detail records. You may then view the notes for this re-
cord. 

If you have set up User-Definable Fields in either the Windows Character-based or UNIX products, you will be 
able to view and change data information in these fields. By <clicking> on the “User Fields” button, you will ac-
cess an additional screen of data fields. If you are in an Inquiry Mode, then you will be able to view these fields. If 
you are in a Change or Copy Mode, you will be able to modify the information in these fields. You must make sure 
that your General Configuration options are set up to allow access to User-Definable Fields. 

NOTE 
This option requires a new file to be created to store the Department  
Allocation information. If you have upgraded from a previous Infinity 
POWER version, please be sure to run the POWER Upgrade Utility before 
attempting to use this option. 

Add Mode (GL0431) 
This option allows you to set up allocations, which remain constant over time and will automatically be taken into 
effect when posting to the General Ledger occurs and these departments are utilized. You may define up to ninety-
nine (99) allocations per General Ledger account. 

This mode allows you to add new Department Allocations into your General Ledger system. The first screen will be 
used to define the Department Allocation main account.  
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Next, <click> on the “Allocations” button and the detail screen will appear.  

 
The following is an explanation of each of these data items on the allocation screen:  

Department Enter a valid General Ledger account number or press the F2 key to pop-
up a scrolling list of available account numbers. This account number 
specifies the automatic distribution of journal entries based on a percent-
age that affects the main account. 

Description This field is automatically filled with the description of the General 
Ledger account number selected as the Department. 

% Allocation This field requires a percentage amount to be defined that will be used in 
calculating the correct amount when distributing this Department Alloca-
tion. Each time an account is added to the allocation list, the “Total % 
Allocation” amount is updated at the top of the screen. The Total % Al-
location cannot exceed 100%. 
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After you have entered the above information you may validate the new Department Allocation by <clicking> the 
“Save” button. 

Results:  

coGLC.dbf – Department Allocation File 
- New Department Allocation created  

Change Mode (GL0432) 
This mode allows you to change information on any existing Department Allocation. First, you must navigate to the 
record you wish to change. You may find a record using the navigation tool bar or <click> on the “Navigation” op-
tion on the Menu Bar and then the appropriate navigation option.  

If you are changing a record, <click> on the “Modify the Current Record” button or choose the “Operation” option 
from the Menu Bar and then “Change.” Make the changes required and <click> on the “Save” button to save your 
changes or <click> on the “Cancel” button to cancel the changes made. 

Results:  

coGLC.dbf – Department Allocation File 
- Changes stored for the Department Allocation  

Delete Mode (GL0433) 
This option allows you to delete any Department Allocation. You may delete any Department Allocation any time 
you wish. First, you must navigate to the record you wish to delete. You may find a record using the navigation tool 
bar or <click> on the “Navigation” option on the Menu Bar and then the appropriate navigation option.  

This option allows you to delete entities that you may have entered by mistake, or you no longer want. <Click> on 
the “Delete the Current Record” button or choose the “Operation” option from the Menu Bar and then “Delete.” 
This will place you into the “Delete” mode, then <click> on “Save” to validate your deletion of this record. 

Results:  

coGLC.dbf – Department Allocation File 
- Specified Department Allocation deleted  

Copy Mode (GL0434) 
This option allows you to set up new Department Allocations by copying existing ones. The ability to copy Depart-
ment Allocations makes setting up similar allocations quick and accurate. First, you must navigate to the record you 
wish to copy from. You may find a record using the navigation tool bar or <click> on the “Navigation” option on 
the Menu Bar and then the appropriate navigation option.  

<Click> on the “Create a Record Based on the Current Record” button or choose the “Operation” option from the 
Menu Bar and then “Copy.” You will notice all the information will be copied to a new record. The system will 
prompt you to enter the new Department Allocation number for this record.  At this point, you may choose to edit 
any of the information or <click> on the “Save” button to validate, which will then add it to the file.  

Results:  

coGLC.dbf – Department Allocation File 
- New Department Allocation created 
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START NEW FISCAL YEAR (GL0418) 
This option starts up the General Ledger files for each new fiscal year. Before executing this option, you should 
make multiple copies of the old year's files for archival purposes.  

When you start the files for a new fiscal year, three operations occur.  

• New coGL1dy.dbf, coGL1dy.mdx, coGL2dy.dbf and coGL2dy.mdx files are created for the 
new year.  

• The Income Statement account balances are cleared in the new year.  

• Net Income is booked into the Retained Earnings account established in the “General Ledger Con-
figuration.” 

NOTE 
If you are utilizing the Fund Accounting operations, the option to “Start 
New Fiscal Year” will book the Net Income into the Retained Earnings ac-
count for each individual fund established in your Chart of Account structure. 
After you create the files for the new year, you may process in both years si-
multaneously. After you are ready to close the previous year, you should se-
lect the “Bring Balances Forward” option to update the new year's begin-
ning account balances. 

To select this option, you will go to “Systems” from the Menu Bar and select “System Administrator.”  The fol-
lowing screen illustrates where to locate this option. 

 
 

Before selecting this option you should make several backups of the old year for archival purposes before starting 
the new year.  You must also be in the last fiscal period (month) of the year before you can execute this option. 
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If you are in any other period or month other than the last fiscal period of the year, the system will not allow the user 
to select any modules to “Start New Year’s Files.”  Therefore, if you are looking to create 2007 data files as the 
new year, the old year is 2006 and your date should be set to a day in the last fiscal period of 2006.  If you are pre-
pared to begin data files for the new fiscal year, you may choose the “Select All” button which will highlight all 
Registered Systems.  Or, you may choose the “Clear All” button to undo your choices.  The “Invert” button re-
verses the choices currently selected on the screen. 

You may also take your mouse and <click> on each accounting module one by one to specify which module(s) to 
select for this function.  It is not uncommon for many users to be prepared to begin certain data files for the new fis-
cal year such as General Ledger and Accounts Payable while holding back on certain modules such as the Sales Or-
der Entry module.  This would allow users to continue processing orders in the prior fiscal year to allow additional 
sales to get on the books or to complete orders prior to starting the new order file for the new year.  Once this file is 
started, only outstanding orders will be transferred to the new fiscal year. 

General Ledger, however, is one module whereby users may create new data files for the new fiscal year and con-
tinue to process in both the prior and new fiscal years and the same time.  Once postings are made to the prior fiscal 
year, the option to “Bring Balances Forward” into the new year is run to bring all adjusted balances current. 

Select the module(s) to Start New Year’s Files for and <click> on the “Start” button.  The program will create the 
new year's data files. The system will show a message next to each module stating “System already started.”  The 
bottom of the screen will show “Processing Completed.” 

<Click> on the “Close” button to return to the Menu Bar. 
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Make certain before executing this option that the current system date is set to the LAST DAY OF OLD YEAR. 
The old year is the year just completed. Therefore, if you are looking to create 2007 data files as the new year, the 
old year is 2006.  

Results:  

New coGL1dy.dbf and coGL2dy.dbf created  

BRING BALANCES FORWARD (GL0419) 
This option brings balances forward from the old fiscal year into the current fiscal year. Net income from the previ-
ous year will be automatically added to the beginning balance of the Retained Earnings account.  You may execute 
this option as often as you wish.  

You should execute this option if you have made changes to the prior year's General Ledger files after this year's 
files have already been created.  The only data that is affected by executing this option is the beginning year's bal-
ances for each account. The year ending account balances for all Balance Sheet accounts will be brought forward 
without modification.  

The Net Income calculated from the sum of all Income Statement accounts will be added to the beginning year's 
balance for your Retained Earnings account established in “General Ledger Configuration.” Make certain before 
executing this option that the CURRENT SYSTEM DATE IS SET TO NEW YEAR and that both the current 
year's and prior year's data files are located on the current data path.  

Example:  

Suppose you have already started processing in the new year (2007) and you need to make an adjusting entry in 
an account for last year (2006).  

1.   Post all integration files in the current year (2007.) 
2.  Press F3 and change the system date to the date of last year you need to process in (12/31/2006.) 
3.  Post any necessary transactions (including all integration files.) 
4.  Press F3 again and return to the current year's system date. (2007)  
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5.  Execute the “Bring Balances Forward” option. 
6.  All accounting information is now current in the new year.  

 
 
To begin the process, <click> on the “Start” button. When the update has been completed successfully, <click> on 
the “Cancel” button to return to the Menu Bar. 

Results:  

coGL1dy.dbf - General Ledger Account File  
(current year) 
- Beginning year balances are updated from prior year  

MAINTAIN GENERAL LEDGER FILES (GL0417) 
This option includes both “Pack” and “Re-Index” utilities to manage your General Ledger files after a hardware or 
media failure or to remove any items marked for deletion from your data files. You should NOT rely on the “Pack” 
option to replace backups. Your backup procedures should include daily backups and weekly off-site backups.  

There are several situations in which the Pack option need be accessed.  

• Power (hardware) failure. 

• Media Error (bad disk) 

• Remove records marked for deletion 

You are then given the options to “Pack” or “Re-Index” that data file. Pack is a utility that physically removes any 
deleted records from that data file. These procedures display a “Percentage of Completion” graph on the screen 
while the files are being processed. Re-Index is a utility to rebuild the index file. It is also run automatically at the 
end of a Pack procedure.  

Before you execute the Pack option, check the file size of your General Ledger files at the operating system level. 
The system will sort the current “out of index” file into a new “indexed” file before deleting the old file.  

If you do not have enough disk space available to perform this function, an error will be generated at the time the 
system runs out of disk space. This, however, could be some time later, depending on the size of your data files.  

If your data files are 2MB in combined size, you will need at least 2.2MB in additional free space before proceeding 
with this option.  
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NOTE 
This option will only re-organize undamaged data within your files. There-
fore, you should carefully audit all information after executing this option and 
make any necessary adjustments to your data.  

The following files are available for maintenance:  

• General Ledger Account File 

• Transaction File 

• Recurring Entry File 

• Consolidation File 

• Financial Statement File 

• Financial Statement Detail File 

• Overhead Batch File 

• Detail Batch File 

You may select individual files or all files for either of these procedures. There are buttons on the right hand side of 
the screen that allow you to “Select All” files, “Unselect All” files, and “Invert Selection,” which selects those 
files that were not selected in a previous pack or re-index condition.  

There is also a button, “Details,” that provides pertinent information about that particular data file. This information 
includes the directory path and file name, the type of file, the pattern of the filename structure and the total records 
including those records marked for deletion in that data file.  

To begin the procedure of a pack or re-index, simply <click> on the “Start” button, after selecting the files you 
wish to manage.  <Click> on “Next” to refresh the screen and make another choice. 

 
 

Results:  

All records in all or specified General Ledger files will be packed or re-indexed.  
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MAKE COMPLETE DATA BACKUPS 
Make sure that as you are adding more and more information to your system that you are making complete data 
backups as you go. The file naming structure is designed to allow you to copy data files only, very quickly and eas-
ily.  We strongly recommend that the following backup procedures be followed to adequately protect your data files 
against any possible problems. Experience has shown that “careless disregard” for making adequate backups can 
literally cost you months of hard work and expense.  

Any of the following problems could destroy all or part of your accounting information.  

• Hardware Failure of any kind (such as a hard disk failure) 

• Power Failure or Fluctuations 

• Improper Execution of certain operating system commands 
 

It is recommended that you make a backup of your data files on a daily basis. This does not mean for you to con-
tinue copying over the same backup that you may have made the previous day. Instead you should consider the fol-
lowing structure.  

Create five to seven daily backup sets of disks or tape cartridges, depending on your system. The number will vary 
based on the number of days you “normally” work on your files. Mark each set with the name of the day of the 
week that it is to be used for backup purposes. For instance, disk set #1 may read Monday, disk set #2 may read 
Tuesday, etc. Only use these specific sets of disks or tapes on the days that are designated. This would mean that 
they would not be used more than once a week.  

Therefore, if a problem were to occur and you did not realize it immediately, you could at least go back as far as a 
week to find your last set of valid data files. Of course the entries made during the last week may be lost, but that is 
better than many months or years worth of input. To go a step further, we recommend that you next make four addi-
tional sets of disks or tapes. These would be your weekly master backups. Mark them accordingly with the week 
number (Week #1) and at the end of every week, make a full backup of your data files.  

Though you may have a complete daily backup for each day of the week, sometimes problems are not found within 
the week's time frame and all of those backups could be invalid. This way, you could go back several weeks at a 
time to find your last set of valid files.  

Next, you will want to go further and create a monthly master set of disks or tapes. You would mark them accord-
ingly with the name of the month of the year. At the end of every month, you would then make a complete backup 
of your data files again. This allows you to then go back several months at a time, if necessary, to review informa-
tion or to print historically dated information.  

Of course, the last set of files created should be the yearly set of files done at the end of each fiscal year for archiv-
ing purposes. It is also highly recommended that all key master file reports, journals, agings, etc. be run at this time 
for hard copy backup.  

As an additional protection for those users with tape backup systems, it is still highly recommended that floppy disk 
backups be made occasionally (at least monthly) in case a problem were to develop on the tape drive that you are 
using. Normally, you would not find out there is a problem until you needed to restore information, and that may be 
too late.  

This all may sound like a considerable amount of work and inconvenience, but consider the investment involved. 
Depending on your business, you may have anywhere from one to several hundred people working on your account-
ing processing.  

The largest true cost of a hardware failure or loss of information is not the loss of programs, disks, or even com-
puters. The largest cost is that of labor and management's time inputting your accounting information. This can liter-
ally represent thousands of man-hours over time. This is a large investment that should be safeguarded at all times.  

These programs are designed for creating and generating accounting information. Unfortunately, they have limited 
ability to protect the information created. That is entirely up to you, the user and manager, to protect your invest-
ment.  
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CHAPTER  3     ENTER TRANSACTIONS 
This section discusses the five different ways transactions may be entered into the General Ledger system. This in-
cludes recording journal entries directly into the General Ledger, posting the recurring journal entries, performing 
batch processing, posting the integration files that have been created from other modules, and file import procedures. 
These options should not be performed until after the initial set up of your General Ledger has been completed.  

 

RECORD JOURNAL ENTRIES (GL0101) 
This option allows you to enter journal entries and other transactions, such as Checks and Deposits, directly into the 
General Ledger system.  

This option allows you to record up to twenty (20) different transaction types of journal entries into the General 
Ledger system. These transaction types (journals) are defined in the “General Ledger Configuration” option. These 
types may include such things as checks, deposits, sales, adjusting entries, etc. When you select this option, the 
journal entry input screen will be displayed and you will be prompted to input the following information:  
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Transaction Type 
<Click> on the arrow, and a list of the twenty (20) journals will appear, highlight and <click> on the transaction 
type, which defines the type of the Journal Entry you are recording. These transaction types are those you have set 
up in the “Change Master Configuration” option.  The default journal type will be General Journal. 

Description This is the thirty (30) character description of the transaction. This may be a 
simple description of the entry, the “pay to” on a check, or whatever you would 
like to see on your journal reports and audit trails for auditing purposes.  

Date This is the posting date of the transaction being entered. This date may be any 
date in the current accounting year. The date will automatically default to the 
system date unless you enter a date in this field. The program will automatically 
update the correct period balances and Year-to-Date amounts.  

Transaction Num-
ber 

This is the five (5) character (alpha/numeric) transaction number to be included 
in the transaction. It could be an internal control number such as a batch number 
or the data operator's initials. This is provided to allow companies that have a 
unique transaction posting number to include that number with each transaction. 

Reference/Check # This is the ten (10) character (alpha/numeric) reference number to be included 
in the transaction. This reference number is the primary document number for 
items such as check number, invoice number, or any other type of internal con-
trol number, such as Journal Entry numbers. <Click> on the “Journal Line 
Items” button to continue to the detail portion of the journal entry. 

Journal Line Items 
The Journal Line Items screen allows fifty (50) lines of data containing each company, account number, amount, 
and description. If the Intercompany feature is turned “off,” the program will skip over the company question.  Also, 
if the option to “Allow Descriptions on Each Journal Entry Leg?” is turned “off,” the program will skip over the 
description question.  

Please note that if you need to post transactions that require more than 50 legs of a journal entry, you should use the 
option “Set Up Batches” which allows you to input up to 500 lines in each batch.  

The following describes each of the data fields on the scrolling input screen:  

Company (If Inter-
company Processing 
is turned on) 

 

This is the company number of the company to debit or credit. You may change 
the company by <clicking> on the arrow and the available choices will appear. 
The company number entered must exist on the current data drive.  

Account Number This is the account number that will be either debited or credited. Pressing the 
Down Arrow (by default F2) to gain access to the account listing. You may 
choose to search for accounts by account number or description. Once the ac-
count number is chosen, the account description will be displayed. You may 
also attach a “Description Only” field to this journal entry. Enter a “.” to des-
ignate that this is a description only transaction line. Enter your description in 
the next field.  

Transaction Line 
Description (If 
turned on) 

This is a description, which will be assigned to this leg of the journal entry. By 
default it automatically stores the main description entered from the initial 
screen. You may choose to overwrite each description on each transaction leg. 
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Debit 
Amount/Credit 
Amount 

Based on the account type or contra, the system will position your cursor at ei-
ther the Debit or Credit position. Enter the appropriate dollar amount and press 
TAB to go to the next line of detail.  

Inc./Dec. To the right of the amount columns you will see either “(Inc)” or “(Dec).” This 
is a helpful message to indicate whether you are increasing or decreasing the 
account (based on the account type, contra balance and amounts).  

Reverse Button To the right of the Inc./Dec. column, there is a button with the +/- symbols on 
it. This button will reverse the debit and credit entries of the journal entry.  

If you click on the button, you will notice that the amount entered will reverse 
and the Debits, Credits and Out of Balance information above will change to 
reflect the change. 

 

Notice that on the bottom left side of the screen, there is a button that allows you to “Auto Balance.” If there is a 
default account set up for the transaction type you are using, the program will use this account for the necessary 
debit or credit to balance the journal entry. In this case, <click> on the “Auto Balance” button at the account num-
ber field.  

If there is no default account set up for this transaction type, you must enter the balancing account number. Then, at 
the amount filed, you may <click> on the “Auto Balance” button to balance the journal entry. When you have fin-
ished your journal entry, and you are in balance, <click> on the “Save” button to save your journal entry. Then 
<click> on “Submit” to add this record to the data file. 

NOTE 
You cannot save a journal entry that is out of balance unless you have set the 
option “Allow Out Of Balance Journal Entries” in the “General Ledger 
Configuration” turned “on.”  

This is what we will call the “On Line” method of posting to the General Ledger. Each time you submit a transac-
tion, all General Ledger accounts are immediately updated, all journals are updated, and an audit trail is printed. If 
you want the ability to reprint all of your entries and make edits before the General Ledger is actually updated, you 
need to leave this option and instead choose the “Set Up Batches” option. 

When you validate a journal entry, each account specified in the entry will be updated by its respective debit or 
credit amount within the proper fiscal period based on the Transaction Date. The Year-to-Date figures will be 
automatically updated; and the transaction will be saved into the transaction file.  

If the journal entry is posting to accounts in different companies, the balancing amount for each company will be 
posted to the “Intercompany” account specified for each company in the “General Ledger Configuration” menu 
option.  

NOTE 
If you are using the Intercompany journal entry feature, the system expects the 
chart of accounts to be consistent between companies (at least for the ac-
counts within a single journal entry). If you accidentally post a journal en-
try to an account that is non-existent, the system will post the transaction to 
the suspense account that you specify in the “General Ledger Configura-
tion” menu option.  

The system will print an audit trail of the information you have just entered and will continue to print until you exit 
this option and begin another option or exit the system entirely.  

Results:  
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coGL1dy.dbf - General Ledger Account File 
- Period actual updated 
- YTD actual updated  

coGL2dy.dbf - Journal Entry File 
- Transaction Records added  

POST RECURRING JOURNAL ENTRIES (GL0102) 
This option allows you to post your recurring journal entries into your General Ledger. You may specify which en-
tries to post.  

NOTE 
 All transactions will be posted with the transaction date equal to the current 
system date.  

This option posts the Recurring Entries that you select into the General Ledger, updates all the files and prints an 
audit trail (transaction register). You will be asked for a beginning and ending range of Recurring Entry numbers to 
post. <Click> on the Beginning Entry field and press the Down Arrow (F2 by default) to gain access to the recur-
ring entry listing. You may choose to search for entries by number or description.  Then, <click> on the Ending En-
try field and choose your ending entry in the same manner. You may also choose to post the reversals of a recurring 
journal entry. If so, <click> “on” the “Post Reversal Entries” box. 

 

 
 
<Click> on the “Start” button to start the posting process. 

Select your output device and if you choose the printer, please make sure your printer is on and ready for the Trans-
action Register to print. Each entry will be posted to the General Ledger system with the audit trail printed; the same 
as if you had entered each one manually.  

Results:  

coGL1dy.dbf - General Ledger Account File 
- Period actual updated 
- YTD actual updated  
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coGL2dy.dbf - Journal Entry File 
- Transaction Records added  

SET UP BATCHES 
This section covers the “Set Up Batches” menu option. These options allow you to add (create), change, delete, or 
copy batches to be used for updating the General Ledger module. This option allows you to make or change entries 
that can be printed out, later changed or edited, and then finally posted to the General Ledger.  

If you would prefer, the system also provides an “On Line” posting method that allows you to make each journal 
entry one at a time and immediately update the General Ledger and all other appropriate files. If this is your prefer-
ence, please go to the menu option “Record Journal Entries” from the “Transactions” option on the Menu Bar.  

For CPA, Accounting and Bookkeeping firms looking to perform Client Write-Up, this is the primary method of 
data entry.  This set of options allows a single point of data entry for General Ledger batches for GL journal entries 
and Accounts Payable transactions which can then ultimately generate 1099s at the end of the year it can also post 
Payroll transactions which may have already been manually calculated and need to be tracked to generate 941 re-
ports and print W-2s at the end of the year.  This option is capable of all of these features and designed specifically 
for these functions. 

For general users who desire the ability to setup batches so that entries may be entered and reviewed before posting, 
this option is ideal.  Up to 1000 Batches with 500 lines each may be maintained at one time. 

Add Mode (GL0104) 
This mode allows you to add new Journal Entry batches, which may be posted after your review. These Journal En-
try batches can be coded through a naming convention to specifically allow special features of “recur-
ring/reversing” batches.  

This option allows you to add new batches to your General Ledger system. Each batch must be assigned a unique 
five (5) character (alpha/numeric) number. This number will be used to sort and retrieve the batches.  If you start a 
batch number with “RE,” this will allow you to consider the entries keyed into this batch as “recurring/reversing” 
type entries. The system will only allow reversing entries on batches that strictly contain journal entries.  

If you are adding a new batch, navigation is not required. <Click> on the “Create a New Record” button or choose 
the “Operation” option from the Menu Bar and then “Add.” The first screen will be used to define the new batch 
number, batch description and the transaction type. It also displays the total debits and credits and any out of balance 
amount. Enter the new Batch Number for this batch.  
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The following is an explanation of the other two data items:  

Description This is a thirty (30) character (alpha/numeric) field for the description of the 
batch entry. This will also be the description of the transactions posted if you 
have turned “off” the option “Allow Description” in the “General Ledger Con-
figuration” option under “Batch Entry.”  

Transaction Type This is the default transaction type (journal) for this batch. All transaction en-
tries in this batch will be posted to this journal if you have turned “off” the op-
tion “Allow Transaction Type” in the “General Ledger Configuration” option 
“Batch Entry.” Otherwise, this will only be the default transaction type for the 
first transaction line entry.  

 
After entering the above data items, <click> on the “Batch Detail” button to go to the detail entry screen. This 
screen allows the entry of up to 500 lines of transaction detail.  Each of the data fields on this screen may be turned 
off in the “General Ledger Configuration” option “Batch Entry,” except for the Account Number and Amount. 
This allows you to simplify your input screen to meet your specific needs.  
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NOTE 
After entering the Batch Detail data, if you <click> the Esc key or <click> the 
Cancel button, a warning displays allowing the user to confirm they wish to 
cancel the transaction detail edits.  

 
 
The following is an explanation of each of these data fields:  

System This indicates to the system which module will be updated by this transaction 
line. The default value indicates that only General Ledger will be updated. You 
may <click> on the pull down box to choose which system you wish to post to. 
The valid choices are:  

GL (General Ledger) 
AP (Account Payable) 
PR (Payroll) 

 
GENERAL LEDGER SYSTEM: 

Type This data field is the transaction type (journal) for this transaction line. The de-
fault value will be the overhead transaction type if you are on the first line, or 
the previous transaction type if you are on any other line. You may <click> on 
the pull down box choose the appropriate Transaction Type.  

Transaction  
Description 

This data field is a thirty (30) character (alpha/numeric) description for this 
transaction line. The default description will be the overhead description, if you 
are on the first line, or the previous description if you are on any other line. You 
may also attach a “Description Only” field to this journal entry. Enter your de-
scription in this field and then on the “Account” field enter a “.” to designate 
that this is a description only transaction line.  

Date This data field is the transaction date that will be used to post this transaction 
line to all journals. The default date will be the system date, if you are on the 
first line or the previous date if you are on any other line. Keep in mind that this 
option allows each line to have its own unique posting date. You must, how-
ever, make sure that each period's (or month's) transactions are in balance.   For 
example, there are three months worth of checks to be posted into this batch. 
During the first month there are five (5) checks totaling $850, six (6) checks for 
$300 during the second month, and four (4) checks for $180 during the third 
month. Each of these checks is to reflect the day of the month in which they 
were written (August 5th, 12th, 17th, etc.). 
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All fifteen checks may be entered into one batch. However, the balancing entry 
to cash must be made through three separate line item entries, one for each 
month. This will ensure that each period (or month) is in balance.  

Do not be misled by the fact that the system will now allow you to validate a 
batch even though each fiscal period (or month), or total batch may not be in 
balance. The system will print a warning message on the Batch Edit Report 
which will inform you that the batch is out of balance, and indicate which fiscal 
periods are involved.  

If these conditions exist, you will not be allowed to post this batch to the Gen-
eral Ledger system, unless you have specified that you will “Allow Out of Bal-
ance Journal Entries” in the Master Configuration. Keep in mind that you are 
not allowed to cross fiscal years with this option. Whether you are using the 
normal calendar (months) method or 13 period processing method, you must 
stay within the same fiscal year. 

Transaction  
Number 

This is the five (5) character (alpha/numeric) transaction number to be included 
in the transaction. It could be an internal control number such as a batch number 
or the data operator's initials. This is provided to allow companies that have a 
unique transaction posting number to include that number with each transaction. 
The default transaction number will be the transaction number of the previous 
line.  

Reference/Check # This is the ten (10) character (alpha/numeric) reference number to be included 
in the transaction. This reference number is the primary document number for 
items such as check number, invoice number, or any other type of internal con-
trol number, such as Journal Entry numbers. The default reference number will 
be the reference number of the previous line.  

Account This is the account number that will be debited or credited. You may enter the 
account number of your choice or <click> on the Down Arrow to “Pop Up” a 
window from which you may scroll through the account file to choose the ac-
count needed.  If you are entering a “Description Only” transaction line, enter a 
“.” for the account number.  

Description Only lines are attached to the journal entry. They can be seen when 
printing the Batch Edit Reports and Transaction Journals. The system will 
prompt you whether to include transaction description lines on the General 
Ledger Report.  Once the account number is chosen, the account description 
will automatically be displayed in the “Description” field immediately to the 
right of the account. You may also <click> on the “Auto Balance” button to let 
the system choose the “balancing” account for you. This will be based on the 
account number set up for the transaction type of this line.  

Amount This data field is the dollar amount that will be posted to the General Ledger 
account on this transaction line. You must enter debit amounts as positive num-
bers and credit amounts as negative numbers.  You may also <click> on the 
"Auto Balance" button to let the system calculate the “balancing” amount for 
you based on the outstanding debit or credit balance in this batch entry.  

The system will display either (Inc) or (Dec) immediately to the right of the 
amount entered to indicate whether you are increasing or decreasing the ac-
count's balance.  
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ACCOUNTS PAYABLE SYSTEM: 

This option should only be selected if you are interested in keeping track of the historical vendor information. This 
would include tracking total purchases by vendor, check registers, printing of 1099s, etc. The use of General Ledger 
System, “GL” will post directly through the General Ledger input, without retaining any history in the Accounts 
Payable Vendor files. This will allow you to utilize one of the transaction registers in General Ledger to keep track 
of your Accounts Payable audit trail.  If the integration to the Accounts Payable and Payroll system is turned off in 
the Master Configuration, the “System” dropdown selection is disabled and the default system is set to “GL.” 

The following screen illustrates how a screen would be completed with vendor transaction information. 

 
 

System If you select “AP” (Accounts Payable), the "Entity ID" field will allow you to enter 
the vendor number for this transaction line or you may press the F2 key to get a scroll-
ing list of vendors. If the previous transaction line is also an Accounts Payable transac-
tion, the vendor number will default to the previous vendor number selected. After you 
have selected the vendor, you will be returned to the original screen and continue to en-
ter the transaction detail.    

Type This data field is the transaction type (journal) for this transaction line. The default 
value will be the overhead transaction type if you are on the first line or the previous 
transaction type if you are on any other line.  You may <click> on the pull down box to 
choose the appropriate Transaction Type.  

Transaction  
Description 

This data field is a thirty (30) character (alpha/numeric) description for this transaction 
line. The default description will be the Vendor Name for the vendor number that has 
been chosen.  

Date This data field is the transaction date that will be used to post this transaction line to all 
journals. The default date will be the system date, if you are on the first line or the pre-
vious date if you are on any other line. Keep in mind that this option allows each line to 
have its own unique posting date. You must, however, make sure that each period's (or 
month's) transactions are in balance.  

For example, there are three months worth of checks to be posted into this batch. Dur-
ing the first month there are five (5) checks totaling $850, six (6) checks for $300 dur-
ing the second month, and four (4) checks for $180 during the third month. Each of 
these checks is to reflect the day of the month in which they were written (August 5th, 
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12th, 17th, etc.). All fifteen checks may be entered into one batch. However, the bal-
ancing entry to cash must be made through three separate line item entries, one for each 
month. This will ensure that each period (or month) is in balance.  

Do not be misled by the fact that the system will now allow you to validate a batch even 
though each fiscal period (or month), or total batch may not be in balance.  The system 
will print a warning message on the Batch Edit Report that will inform you that the 
batch is out of balance, and indicate which fiscal periods are involved. If these condi-
tions exist, you will not be allowed to post this batch to the General Ledger system, 
unless you have specified that you will “Allow Out of Balance Journal Entries” in the 
Master Configuration.   Keep in mind that you are not allowed to cross fiscal years with 
this option. Whether you are using the normal calendar (months) method or 13 period 
processing method, you must stay within the same fiscal year.  

Transaction  
Number 

This is the five (5) character (alpha/numeric) transaction number to be included in the 
transaction. It could be an internal control number such as a batch number or the data 
operator's initials. This is provided to allow companies that have a unique transaction 
posting number to include that number with each transaction.  

The default transaction number will be the transaction number of the previous line.  
Refer-
ence/Check # 

This is the ten (10) character (alpha/numeric) reference number to be included in the 
transaction. This reference number is the primary document number for items such as 
check number, invoice number, or any other type of internal control number, such as 
Journal Entry numbers. The default reference number will be the reference number of 
the previous line.  

Account This is the account number that will be debited or credited. You may enter the account 
number of your choice or <click> on the Down Arrow to “Pop Up” a window from 
which you may scroll through the account file to choose the account needed.  If you are 
entering a “Description Only” transaction line, enter a “.” for the account number.  

Description Only lines are attached to the journal entry. They can be seen when print-
ing the Batch Edit Reports and Transaction Journals. The system will prompt you 
whether to include them on the General Ledger Report.  Once the account number is 
chosen, the account description will automatically be displayed in the “Description” 
field immediately to the right of the account.   You may also <click> on the "Auto Bal-
ance" button to let the system choose the “balancing” account for you. This will be 
based on the account number set up for the transaction type of this line.  

Amount This data field is the dollar amount that will be posted to the General Ledger account on 
this transaction line. You must enter debit amounts as positive numbers and credit 
amounts as negative numbers. You may also <click> on the "Auto Balance" button to 
let the system calculate the “balancing” amount for you based on the outstanding debit 
or credit balance in this batch entry. The system will display either (Inc) or (Dec) im-
mediately to the right of the amount entered to indicate whether you are increasing or 
decreasing the account's balance. It is possible that one check may need to be distrib-
uted to several account numbers. If this is the case, each account number is distributed 
to as a separate batch entry line with the same Vendor, Date and Check number.   Please 
note that this is true for all transactions, regardless of the system that you are posting to. 
For every item that utilizes a separate General Ledger account number, there should be 
a separate line in the batch.   It is very important, however, that the credit entry to cash 
be entered using “GL” for the data item SYSTEM. Cash is always the offset to the 
General Ledger type entries.    

The net amount of the check that will be posted to the vendor's historical information 
and the Accounts Payable check register is the sum of all batch entries to the same ven-
dor, with the same check number and date, in sequence.  
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PAYROLL SYSTEM: 

If you select “PR” (Payroll), the system will provide you with the data items that are needed to enter the payroll 
transaction information. All information entered will be placed in the data items on the main batch entry screen for 
this transaction line.  

 
You will not be allowed to post the previous screen until all items completely balance, unless the Master Configura-
tion option “Allow out of Balance Journal Entries” is <clicked> “on”.  Obviously, that is not highly recommended. 
But, the key to batch processing is that you may return to this batch and continue to make adjustments until the 
transaction is satisfactory and ready for posting. 

The following screen illustrates the detail lines shown when a Payroll System item is used. 
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Entity ID This data item contains the employee number for the payroll check that is being 
entered. You may enter the employee's number or press the F2 key to scroll 
through the employee file to make your selection. The employee's name will be 
displayed immediately below this field to verify your selection.  

Reference Number This data item contains the actual check number of the payroll check. If the pre-
vious batch entry line is a Payroll transaction for the same employee, this item 
will default to the previous check number. If this transaction is for the next se-
quential check number, you may <click> on the "Set Ref No" button to have 
the system automatically increment the next check number into this field for 
you. This option will allow you to continue to auto-increment the check number 
regardless of the system you are posting to (e.g., AP or PR). This is useful for 
those companies who use the same checking account for both their Accounts 
Payable and Payroll transactions.  

Date This data item contains the date of the payroll check being entered. If the previ-
ous batch entry line is a Payroll transaction for the same employee, this item 
will default to the previous check date.  

 

Override  
This question determines the level of detail and flexibility you want to use with the Payroll module. This question 
specifies to the system whether or not you wish to assume the default employee pay information set up in each em-
ployee’s master file. This includes information such as their default hours, pay rate, special pay types, number of 
weeks worked, etc.  

If most of your employees are salaried or do not have changes from pay period to pay period, then, typically, you 
would <click> off this check box. If you <click> on Off, the system will then display their default payroll informa-
tion in the scrolling screen below. This would also include their default pay calculation in the “Net Check” field 
directly below this question.  

Press TAB to continue. At this point, the cursor will move directly to the detail lines and allow you to make changes 
to the dollar amounts for this particular paycheck. A line(s) for hours, any default special pay types, FIT, FICA, and 
Weeks Worked will be displayed.   If no changes are required, or you have made all of your necessary edits, <click> 
on the "Save Detail" button and then “Save” to save your changes. The system will automatically insert each line 
of this Payroll entry as a line item into the current batch.  

Again, each leg of the entry that utilizes a separate General Ledger account number will have its own line in the 
batch. You may then proceed to enter any additional batch information. If you decide to make edits to any line con-
nected to a single Payroll check, the system will automatically return to the “Pop Up” screen where the check in-
formation was entered.  

You may then make any necessary changes as discussed. The system will then insert all lines into the batch when 
you are completed. This process verifies that you will view all detail lines for a check and that the “Net Check” 
amount matches what you should be posting.   If you <clicked> “on” “Override” option the system will now allow 
you to edit the entire pay check information for this employee. You may add additional lines of detail, allocate to 
different departments (if you have this feature turned on), charge different Worker's Compensation Classes (if 
turned on) or change the net amounts of any line.  

Once you have specified (Y)es to this question, the cursor will move to the top of the scrolling window below. The 
following section describes each data item that may be edited for each Payroll check.  

Type 
This data item contains the type of the payroll entry being made. You may choose from the valid types are:  

1)   Hours 
2)   Special Pay 
3)   FIT 
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4)   FICA 
5)   State 1 
6)   State 2 
7)   Local 1 
8)   Local 2 
9)   Weeks Worked 

They are described in the following section:  

1) Hours This type indicates that you are entering the actual salary or wages for the employee 
and the number of hours worked. You will be allowed to allocate to a specific depart-
ment (if departmentalization is turned on), enter the Day category and number of 
hours (if hours are turned on), specify the worker's compensation class (if worker's 
compensation is turned on), and the amount of the salary or wages.  

Depending on which options are turned on in your configuration, the cursor will move 
from left to right across the screen, stopping at the next field that is available for edit-
ing. The first field for editing is “Department” You may enter the department that 
you wish to allocate time to, if this feature is turned on. Your departments must be 
configured in the After-The-Fact Payroll module prior to utilizing this option.  

You may enter the Department Number or press “F2” to “Pop Up” a scrolling screen 
to choose departments from. Once you have selected the department, the cursor will 
move to the “Pay” category field. This field allows you to enter the type of pay for 
this line. This would include the selection of regular time hours verses overtime, vaca-
tion, personal, etc.  

 

You may enter the Pay category or <click> the down arrow to “Pop Up” a scrolling 
screen to choose pay types from. Once you have selected the pay category, the cursor 
will move to the “Hours/Weeks” field. This field allows you to enter the amount of 
hours for this line. You can not access this field unless, you have turned on the option 
“Allow Payroll Hours Entry” in the Batch Entry Configuration of General Ledger  

The cursor will then move to the “WC Code” field if you have this option turned on. 
Your Workers' Compensation Classes must be configured in the  
Payroll module prior to utilizing this option. You may enter the Workers' Compensa-
tion Code or press “F2”to “Pop Up” a scrolling screen to choose a Worker's Compen-
sation Codes from.  
Once you have chosen the Workers' Compensation Code, the cursor will move to the 
“Amount” field. The system will now have calculated for you the amount that should 
be in this field. This is based on the number of hours you have entered for this line, the 
“Pay Category” and the Workers' Compensation Code (if default rates are set up in 
this code).  

You have the ability to override this calculated amount and enter the amount you de-
sire. The system is designed to give you the maximum amount of flexibility in your 
data entry. Press ENTER to validate this line and the cursor will move to the next set 
of lines. Continue, to enter as many lines as necessary of “Hour” allocations before 
proceeding to the next line type. If additional lines are needed, you may press the in-
sert key to insert additional new lines to the screen.  
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2) Special Pay This type indicates that you are entering special earnings or deductions through the use 
of the special pay types. The cursor will first move to the “Code” field where you may 
enter the Special Pay type that you want to include.  

Make your entry or press F2 to “Pop Up” a scrolling screen to choose from the avail-
able Special Pay Types that you have set up in the Payroll module. These Special Pay 
types must be set up prior to utilizing this feature.  

Once you have chosen the special pay type, the cursor will move to the “Amount” 
field. Enter the amount that you want to include for this Special Pay type. Remember, 
this could be a code such as an Earnings (Bonus) or Deduction code (Insurance).  

Depending on whether it is an addition to the Employee's pay or a deduction, enter the 
number in the amount field with the appropriate sign. This would mean that you need 
to first enter the “-” sign before the number if it is to be deducted from the Employee's 
pay.  

Press ENTER to validate this line and the cursor will move to the next set of lines. 
Continue first, to enter as many lines as necessary of “Special Type” lines before pro-
ceeding to the next line type. If additional lines are needed, you may press the insert 
key to insert additional new lines to the screen.  

3) FIT 
 

This type indicates that you are entering the Federal Income Taxes that were withheld 
on the paycheck. The system will use the default FIT Tax Table that has been set up in 
the Employee's master file.  

After-the-Fact Payroll does not do any calculations of taxes. It is accounting for the tax 
amounts manually calculated in the actual processing of the check. Enter this amount 
and the cursor will move to the next line type. (FICA) 

4) S.S. (Social  
Security) 
 

This type indicates that you are entering the amount of Social Security that was with-
held on the paycheck.  

After-the-Fact Payroll does not do any calculations of Social Security. It is accounting 
for the tax amounts manually calculated in the actual processing of the check. Enter 
this amount and the cursor will move to the next line type.  

5) Medi.(care) This type indicates that you are entering the amount of Medicare that was withheld on 
the paycheck.  

After-the-Fact Payroll does not do any calculations of Medicare. It is accounting for 
the tax amounts manually calculated in the actual processing of the check. Enter this 
amount and the cursor will move to the next line type.  

6) State 1 This type indicates that you are entering the first level of State Income Taxes that were 
withheld on the paycheck. The system will use the default SIT #1 Tax Table that has 
been set up in the Employee's master file. After-the-Fact Payroll does not do any cal-
culations of taxes. It is accounting for the tax amounts manually calculated in the ac-
tual processing of the check. Enter this amount and the cursor will move to the next 
line type.   If no state taxes are calculated, skip this option.  

7) State 2 This type indicates that you are entering the second level of State Income Taxes that 
were withheld on the paycheck. The system will use the default SIT #2 Tax Table that 
has been set up in the Employee's master file.  

After-the-Fact Payroll does not do any calculations of taxes. It is accounting for the tax 
amounts manually calculated in the actual processing of the check. Enter this amount 
and the cursor will move to the next line type.  

If no state taxes are calculated, skip this option.  
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8) Local 1 
 

This type indicates that you are entering the first level of Local Income Taxes that 
were withheld on the paycheck. The system will use the default LIT #1 Tax Table that 
has been set up in the Employee's master file.  

After-the-Fact Payroll does not do any calculations of taxes. It is accounting for the tax 
amounts manually calculated in the actual processing of the check. Enter this amount 
and the cursor will move to the next line type.  

If no local taxes are calculated, skip this option.  

9) Local 2 This type indicates that you are entering the second level of Local Income Taxes that 
were withheld on the paycheck. The system will use the default LIT #2 Tax Table that 
has been set up in the Employee's master file.  

After-the-Fact Payroll does not do any calculations of taxes. It is accounting for the tax 
amounts manually calculated in the actual processing of the check. Enter this amount 
and the cursor will move to the next line type.  

If no state taxes are calculated, skip this option.  

10) Weeks 
Worked 

This type allows you to enter the number of weeks worked that this paycheck covers. 
Since employees may be paid on different pay cycles, the number of weeks worked 
cannot automatically be assumed.  

If this type is specified, press ENTER and the cursor will move immediately to the 
field “Hours/Weeks” so that you may enter the appropriate amount of weeks worked. 
This field will allow you to enter partial number of weeks as well as whole numbers.  

Press TAB to validate this line and continue to make any necessary changes to this 
particular check.  

 

If changes are not required, or you have made all of your necessary edits, <click> on the “Save Detail” button and 
then the “Save” button to save your changes. Once you have <clicked> on “Save Detail,” the system will first cal-
culate all pay information entered and automatically insert each line of this Payroll entry as a line item into the cur-
rent batch.  

Again, each leg of the entry that utilizes a separate General Ledger account number will have its own line in the 
batch.  

The last line item for this pay check will reference Wages and Salaries for zero ($0.00) dollars. This line item is im-
portant in updating the Weeks Worked field in the employee historical information. If this line is deleted from the 
batch, the Weeks Worked field will not be updated when the batch is posted.  

The system will display either (Inc) or (Dec) immediately to the right of the amount entered to indicate whether you 
are increasing or decreasing the account's balance. To go to the next detail line, press the “TAB” key. When you 
have finished your batch entry, <click> on the “Save” button to save your journal entry. This will return you to the 
first screen. <Click> on the “Save” button to save your record. To exit this option, <click> on the “Close” button. 

NOTE   
After entering the Batch Detail data, if you <click> the Esc key or <click> the 
Cancel button, a warning displays allowing the user to confirm they wish to 
cancel the transaction detail edits. 

Results:  

coGLA.dbf - Overhead Batch File 
- Batch Entry added  

coGLB.dbf - Detail Batch File 
- Batch Detail Records added  
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Change Mode (GL0105) 
This mode allows you to change existing Journal Entry batches. If you have made any mistakes during the entry of a 
batch, or wish to add new transaction lines to an existing batch, you may choose this option.  

First, you must navigate to the batch you wish to change. You may find a batch using the navigation tool bar or 
<click> on the “Navigation” option on the Menu Bar and then the appropriate navigation option. If you are chang-
ing a batch, <click> on the “Modify the Current Record” button or choose the “Operation” option from the Menu 
Bar and then “Change.” Make the changes required and <click> on the “Save” button to save your changes or 
<click> on the “Cancel” button to cancel the changes made. 

When the batch has been selected, <click> on the “Batch Detail” button to access the detail line items of this batch. 
Once this screen is displayed, you will have the tool bar navigation options to select the first detail record, select the 
next record detail, select the previous record detail, page up the detail list, page down the detail list, select the last 
record in the detail list, select a specific detail record based on text or select a specific detail record based on a line 
number. When you select by either a record based on text or a record based on a line number, enter the appropriate 
information (either text or a line number) and <click> on “OK.” 

When you choose to select a specific record in the file, you may search for that record by account number or de-
scription. <Click> on the either of the choices and enter the information you want to search on. Once you have 
found the record you wish to be displayed, you may either double <click> on it or just highlight it and <click> on 
“OK.” 

Once you have navigated to the correct detail line, you may make the changes necessary. You may use the operation 
tool bar options to clear data in current field, insert a detail line before the current detail line, delete the current detail 
line and save for pasting (cut), delete current detail line and shift all subsequent detail lines up one line, copy a detail 
line for subsequent pasting, and paste a previously cut detail line. 

You may add additional lines by “tabbing” to the next line following the last entry of the batch. Proceed to enter as 
many additional lines as you desire, up to 500 maximum. When all changes are made, <click> on the “Save” button 
to validate your changes to this screen. You will then be returned to the previous screen. Again, <click> on the 
“Save” button to validate this record. 

NOTE 
You will not be allowed to change a batch entry that has already been posted.  

Results:  

coGLA.dbf - Overhead Batch File 
- Batch Entry updated  

coGLB.dbf - Detail Batch File 
- Batch Detail Records updated  

Delete Mode (GL0106) 
This mode allows you to delete existing Journal Entry batches. It allows you to delete Batch Entries that you may 
have entered by mistake. First, you must navigate to the record you wish to delete. You may find a record using the 
navigation tool bar or <click> on the “Navigation” option on the Menu Bar and then the appropriate navigation op-
tion.  

This option allows you to delete accounts that you may have entered by mistake, or you no longer want. <Click> on 
the “Delete the Current Record” button or choose the “Operation” option from the Menu Bar and then “Delete.” 
This will place you into the “Delete” mode, then <click> on “Save” to validate your deletion of this record. 

Make sure this is what you want to do, because once a batch is deleted, it cannot be retrieved.  

This option should NOT be used to delete batches that have already been posted. To remove batch entries that have 
been posted, select the option “Remove Completed Batches.” 
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Results:  

coGLA.dbf - Overhead Batch File 
- Batch Entry deleted 

coGLB.dbf - Detail Batch File 
- Batch Detail File deleted 

Copy Mode (GL0111) 
This option allows you to copy existing Journal Entry batches. First, you must navigate to the record you wish to 
copy from. You may find a record using the navigation tool bar or <click> on the “Navigation” option on the Menu 
Bar and then the appropriate navigation option. <Click> on the “Create a Record Based on the Current Record” 
button or choose the “Operation” option from the Menu Bar and then “Copy.”  

You will notice all the information will be copied to a new record. The system will prompt you to enter the batch 
number for this record.  At this point, you may choose to edit any of the information or <click> on the “Save” but-
ton to validate, which will then add it to the file.  

Results:  

coGLA.dbf - Overhead Batch File 
- Batch Entry Added  

coGLB.dbf - Detail Batch File 
- Batch Detail Entries Added  
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IMPORT NEW BATCHES (GL0603)  
The File Import options allow you to bring information into the appropriate modules from text, or ASCII files. 
Word processors, spreadsheets, databases, or many other types of programs may create these text files. This option 
is designed to allow you to import GL Batch Transactions directly into the General Ledger module. All journals will 
be updated as if processed as a normal transaction from within the General Ledger program.  

The chart of accounts will be updated as if processed through the normal “Add” mode in the “Set Up Batches” 
menu option from within the General Ledger system. When you select the option to “Import Batches” from the “Set 
Up and Maintenance” section of the Menu Bar, a new screen will appear.  

 
 
At this point, you may choose to print the standard map file or create a map file on the hard drive to modify. To print 
the map file, <click> on the “Print Map” button. To create a map file in the program directory, <click> on the 
“Create Map” button. This will print out the format in which this option is looking for information to be organized 
in. 

The Fixed Length ASCII file logical record length for this transaction import file is 94 bytes.  

Description Type Position Length 
Cont? (0=NO, 1=YES) CHAR 1 1 

Batch Number STRING 2 5 

Account Number STRING 7 20 

Transaction Date STRING 27 6 

Journal # (1-20) CHAR 33 2 

Description STRING 35 30 

Ref/Check # STRING 65 10 

Transaction Number STRING 75 5 

Amount DOUBLE 80 15 
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If it is not in this format, you will encounter errors during the import process or not be allowed to continue at all. 
The File Import features allow for the importing of “text” file information into the Infinity POWER programs. 
This includes the ability to import Master File information, such as Charts of Accounts, Customer Names and Ad-
dresses, Employees, Vendors, etc. as well as “transaction” information for those master files, such as invoices and 
credit memos, journal entry updates, etc.  

These “text” files may be created by a wide range of sources, which may include word processors, spreadsheets, 
databases, or other types of accounting programs. These sources may also include other computer systems that util-
ize different operating systems and functions, such as mainframes, minicomputers, or various types of PCs.  

This screen has three sections that will prompt you for three (3) data items.  

1)  Import Format 
2)  Import File Name 
3)  Process Import File 

The “Import Format” is prompting you to enter the type of file you will be using during the import process. There 
are three choices:  

1)  Fixed Length (ASCII) 
2)  Variable Length (ASCII) 
3) Comma Delimited (.PRN) 

These three choices are described in the following section.  

Fixed Length ASCII Files 
Fixed Length ASCII “text” Files are those files in which each data field starts on a specific number of characters 
from the start of each record. There should be no separators between data fields and each record should be the exact 
same length. The program recognizes each record by the number of characters that is expected per record. There is 
no Carriage Return/Line Feed sequence necessary to separate records.  

For example, an Inventory Physical Count import text file (Part Number and Quantity) should look like this:  

100 A 1111 A1 100.00 

100 B 1122 A2 250.00 

100 C 2211 A3 75.00  

Variable Length ASCII Files 
Variable Length ASCII “text” Files are those files in which each data field starts on a specific number of charac-
ters from the start of each record and each record is separated by a Carriage Return/Line Feed sequence 
{CR}{LF}. There should be no separators between data fields. The program recognizes each record by the Carriage 
Return/Line Feed sequence, which allows for other data to be in the file.  

For example, an Inventory Physical Count import could look like this:  

 100 B 1122 A2    250.00  {CR}{LF} 
 100 C 2211 A3    75.00   {CR}{LF} 

Comma Delimited *.PRN Files  
Comma Delimited *.PRN “text” Files are those files in which text type data fields are enclosed in double quotes 
(“), and all data fields are separated by commas (,). The text files must contain the information for one record on a 
single line of the file. Each line, or record, must be terminated by a Carriage Return/Line Feed sequence 
{CR}{LF}.  
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For example, an Inventory Physical Count import should look like this:  

“100 A 1111 A1”,100.00{CR}{LF} 

“100 B 1122 A2”,250.00{CR}{LF}  

“100 C 2211 A3”,75.00{CR}{LF}  

<Click> on one of the three choices to define the type of file you will be using and you will then be prompted to en-
ter the name of the file to be imported. You may use any name consistent with Windows naming structures. You 
will have the option to browse for your import file, which may be located anywhere on your hard drive or any net-
work you may be attached to. 

Next, you will be prompted as to whether the system should print an audit trail first before starting the import proc-
ess. It is highly recommended that you <click> on this option. It is selected by default. This will allow you to see if 
there are any discrepancies within your “import” file.  

The system will first print an audit trail of what will be imported into the Infinity POWER accounting module. 
Upon completion of this report, you will be prompted whether or not to go ahead and process the import of data. If 
there are any discrepancies that make your import file incompatible, the Infinity POWER import options will not 
allow the information to update the system. This audit trail would then serve to assist you in correcting any prob-
lems.  

Once you have answered these three questions, <click> on the “Start” button to begin the process and the system 
will begin to either print the audit trail first or go ahead and perform the “import” process based upon your answer. 
If you have chosen to print the audit trail, the system will display the printer option screen for you to choose your 
method of output. 

The screen will then reflect the number of transactions that have been posted to the system as it goes through the 
import process. Once it completes the “import” process, you may <click> on the “Next” button. Otherwise, 
<click> on the “Close” button to return you to the Menu Bar. 

File Import Modules Overview 
Because the concept of transferring information from one system or program to another via “text” interface files is 
more technical than the normal operation of most word processors or the Infinity POWER modules, this documen-
tation must assume that the reader has some understanding of the terms and concepts explained here.  

Otherwise, you may want to work with your reseller or consultant regarding the actual implementation and use of 
these modules with your Infinity POWER programs.  

The ability of importing information into the Infinity POWER modules provides the user with several benefits.  

• They allow the rapid conversion and setup from other computer based accounting systems, with-
out the manual re-keying of information that is normally required.  

• They allow the batch entry of transactions processed in other specialized or custom software pro-
grams. This may even include updates from Infinity POWER modules running at different loca-
tions or on different network or UNIX fileservers.  

• They allow the update of the accounting system files from remote transaction processing sites.  

Please note that the Infinity POWER programs do allow for the exportation of all accounting reports to text files. 
The formats of these standard Infinity POWER reports, however, are not compatible with the use of any of the In-
finity POWER File Import options. The order in which information is sent to “text” files and their format do not 
correspond to the formats that the File Import Modules require.  

The Infinity POWER Report Writer program, however, does provide the user with this ability to organize informa-
tion from the various Infinity POWER programs into the formats required by the File Import options.  
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The text files that contain the information to be imported must be in one of three forms:  

1)  Fixed Length ASCII Records 
2)  Variable length ASCII Records 
3)  Comma Delimited Text 

These three types of files are discussed earlier in this section. For all three types of text files, the format of the data 
must be accurate for the import options to read the correct information. Each field, or data item, must be in the cor-
rect order across the line, or record, and in the correct format depending on the type of text file. Each of the import 
options allow you to print a transaction journal as the import is being performed. This provides an audit trail of the 
information being updated into your data files. This report will also indicate if the import of a record was not per-
formed due to errors encountered in the importation process.  

Some of the import file structures allow you to specify “action numbers.” These “action numbers” tell the system 
whether you want the information being imported to be added, changed, or deleted. The action numbers are listed 
below.  

1 = Add Record to file 
2 = Change record in file 
3 = Delete record in file 
4 = Add record if it doesn't exist, otherwise change it 

Some of the transaction import file structures require a field called “Cont? (0=NO, 1=YES).” This field indicates to 
the import programs whether or not the transaction is continued in the next record. For example, in the Accounts 
Receivable Transaction import, there may be several lines of detail on an invoice that is being imported. Each line 
should be placed in a separate record of the text file with a “1” for YES to indicate that the transaction is continued. 
The last line should contain a “0” for NO indicating the end of the transaction.  

For each transaction related import, there are certain fields that are required and used by the system to verify the va-
lidity of the information being imported. These fields are marked in the field definition section with a asterisk (*).  

For each type of import that you wish to perform, the import text file must contain all of the fields specified for that 
particular import option. Any text fields that are blank will overwrite existing fields in the data files. Also, numeric 
fields that are blank will be considered as zero.  

To allow the import of only a subset of the import structure, you must have a custom “MAP” file created. This will 
allow you, for example, to only update the retail price in Inventory without affecting, or requiring, any other fields.  

You may obtain or create custom import “MAP” files one of two ways. You may first press the F9 key at the point 
in the program when you have selected the “import” option. The result is to produce a “XXXXXX.map” file in the 
program directory. The “Xs” in this file name represent the actual name of the Infinity POWER option within the 
program (e.g., AR0603.MAP).  

The “XXXXXX.map” file is used by the import option to override the default layout of the import transaction file. 
By using file editing tools such as EDIT under DOS, Notepad under Windows or vi under UNIX, you may create a 
customized import record layout. Whenever a “XXXXXX.map” file is created, it overrides the default predefined 
import record layout.  

Items can be deleted entirely from the record layout file or moved from one position to another. If a field is not 
specified in an import file, that field may be deleted from the record layout file.  

NOTE: “Key Value” fields must be present in the import file and cannot be deleted from the record layout file. 
“Key Value” fields are those fields that are designated with an asterisk (*) in the documented import record layouts.  
You may also have customized “MAP” files created for you by calling the Data Pro Support Services group at 727-
803-1550.  
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PRINT BATCH EDIT REPORT (GL0107)  
This option allows you to print an Edit Report of all selected Journal Entry batches. This report should be printed for 
each batch entry before you select the option “Post Batches.” You will then be able to verify the accuracy of the 
transactions that will be posted.  

This report provides a complete audit trail of what will be posted and flags any entries that have invalid account 
numbers or are not in the current fiscal year. It also indicates if the batch is out of balance in total or by any fiscal 
period (or month). When you select this option, the system will ask you to select the batch number to print.  

You may enter the batch number or <click> on the Down Arrow (F2 by default) to gain access to the batch listing.  

 
 
You may choose to search for batches by batch number or description. Once you have selected the Batch Number, 
you will need to define the type of report that you want to print. You may select from the following choices:  

• All Batch Entries 

• All Batch Entries (With Summary) 

• Create Client Integration File 

• After-the-fact Accounts Payable 

• After-the-fact Payroll 

By <clicking> on “All Batch Entries,” “After-the-fact Accounts Payable” and “After-the-fact Payroll” the system 
will print a detailed report showing all transaction information for this batch. By <clicking> on “All Batch Entries 
(with Summary),” the report includes summary information, an account summary will then print at the end of the 
report displaying all of the accounts that would be affected, if this batch were to be posted. The “Client Integration 
File” option is designed for those firms desiring to make adjusting journal entries for their clients, who are perform-
ing their own processing on a daily basis, with an Infinity POWER product.  

This option allows you to use the “Batch Processing” option found in the General Ledger to create a “General 
Ledger Integration File” that may be provided to clients to post into their existing General Ledger data files. This 
means that you can create adjustments for the clients General Ledger without them having to stop their normal proc-
essing. They can retain their General Ledger data files and wait to receive any necessary adjustments through this 
option.  

This option creates a file that will simply update the client's General Ledger files, not overwrite their data files. 
When this option is selected, an integration file is automatically created in the format necessary to post directly into 
the Infinity POWER General Ledger option “Post Integration Files.” When selecting “Create Client Integration 
File,” you will need to complete the prompt for the “Integration File Prefix.”  
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This is the name of the integration file that will be created by this option. If you desire to use the standard file name 
formatting structure, then enter either GL for General Ledger adjustments or the initials of the module’s journals in 
General Ledger that are being affected (e.g., AR for Accounts Receivable, AP for Accounts Payable, etc.).  

Keep in mind that you will not be affecting these module’s data files, just the General Ledger. These initials will 
simply reflect the module’s normal processing journals that may be used. For instance, if you are making an adjust-
ment for accounts that would normally use the “Sales Journal” in Accounts Receivable, you may want to use the 
initials “AR.”  Regardless of what you call this file or initial this file name, the system will automatically use the 
Journal Type designated as part of the journal entry when it is posted to the General Ledger. Therefore, even if you 
call the file name AR and the journal used within this batch is AP, the AP journal will get posted to accordingly.  

You may enter up to five (5) characters for the file name of this batch. Any combination is acceptable. However, if 
you do not use just the initials of one of the standard files names (e.g., GL, AP, AR, IM, SO, PO, PR, JC), then you 
must use the, “External Programs” when selecting the “Post Integration Files” menu option.  Otherwise, the sys-
tem will not be able to recognize the file name structure if the “Standard Accounting Modules” option is selected. 
When this option is selected, based on your file name entry, if the integration file already exists, a new window will 
appear on the screen prompting you to select from one of three choices:  

• Append to the existing file, or 

• Overwrite the existing file, or 

• Cancel the operation. 

Make your selection accordingly. The file that is created by this option will be placed in the “\power\data\” or data 
file directory specified in your Configuration for “System Paths.” 

 

Field Names: 

- Date - Account 
- Transaction Number - Account Description 
- Reference / Check Number - Debit 
- Transaction Type - Credit 
- Transaction Description - Batch Line # 
- Company  - System 
- Totals  
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Batch Edit Report  
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POST BATCHES (GL0108)  
This option allows you to post Journal Entry batches to your live General Ledger files. When you select this option, 
you will be asked for the Batch Number to post. Enter the number of the batch that you are ready to post. You may 
enter the batch number or <click> the Down Arrow (F2 by default) to gain access to the batch listing. You may 
choose to search for batches by batch number or description.  

The system will then display the number and name of the batch that will be posted. If this batch number starts with 
“RE,” the system will display the “Last Posted Date” of this journal entry batch. It will also prompt the user if they 
require the “Reversal” posting of this batch, if the batch only contains GL system journal entries.  

If you need to post the reversals of this batch <click> “Yes” to the question, “Post Reversal of this batch?” to begin 
the posting process.  

 
 
<Click> “Start” to post the batch. 

NOTE 
Make sure that you have adequate disk and transaction file space available to 
accommodate the batch transactions.  
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Results:  

coGL1dy.dbf - General Ledger Account File 
- Period Actual updated 
- YTD Actual updated  

coGL2dy.dbf - Journal Entry File 
- Transaction Records added  

coGLA.dbf - Overhead Batch File 
- Batch Entry marked as posted  

coGLB.dbf - Detail Batch File 
- Batch Detail Records marked as posted  

REMOVE COMPLETED BATCHES (GL0109)  
This option allows you to remove all Journal Entry Batch Detail for completely posted batches. This option  
performs a “housekeeping” task of freeing up disk and file space by removing batches and batch detail lines which 
have already been posted to the system. It will not remove any batches that have the naming convention necessary to 
dictate it as a “recurring/reversing” (RE) type batch.  

 
 

The system will create a temporary work file for all unposted batch detail lines and then delete the old file. Make 
sure that you have sufficient disk space available to create this temporary work file.  

Results:  

coGLA.dbf - Overhead Batch File 
- Completed Batches removed  

coGLB.dbf - Detail Batch File 
- Completed Batch Detail Records removed  
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POST INTEGRATION FILES (GL0103) 
This option allows you to update your General Ledger files from transactions posted in other programs. You may 
execute this option as often as you wish.  

Note: All transactions will be posted with the transaction date of the originating transaction.  

Each of the other modules that you may have will create an integration file from the transactions entered in those 
systems (if they are configured to be interactive with General Ledger). These integration files are named 
“xx2GL.co,” where “xx” is the system name of the other module and the “co” is the company number. For  
example, “IM2GL.INS” would indicate the Manufacturing Inventory Management module for the Sample Com-
pany, “INS.” 

This option will allow you to post these integration files into the General Ledger in detail, or summarized form by 
account. The detail format will create a transaction for every entry in the integration file. The summary form will 
summarize the integration file entries by account and then post only the summary. You may execute this option to 
post the integration files as often as desired; daily, weekly, monthly, etc.  

 
 
The Type box will prompt you to either post from Standard Accounting Modules or from External Programs. 
Choosing the “Standard Accounting Modules” option will display all the accounting modules and an option to 
post in “Summary.” 

Choosing the “External Programs” enables you to post either from some other system that is not currently a part of 
the Infinity POWER programs.  This could include a custom program or files that may have been created by the 
General Ledger system using the option “Create Client Integration Files” found in the “Batch Processing” op-
tions.  

After choosing either one of the above options, you will be asked to select which modules you wish to include in 
this posting. <Click> on each of the modules you wish to post or you may use the buttons on the right hand side of 
the screen that allow you to “Select All” files, “Unselect All” files, and “Invert Selection,” which selects those 
files that were not selected in a previous integration file posting.  

It is very important to realize the significance of this question. If you post in “Summary,” the General Ledger mod-
ule will not provide you any detail journals for the transactions that you are posting. This information, however, is 
still available in the source accounting modules. 
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NOTE 
All items that are posted in summary will appear in Journal Number 10. The 
default description for this journal is “Closing Entries.” 

The processing log window shows whether records were found in each of the selected modules. The system will first 
print an audit trail of what will be posted to your selected output device, whether summarized or detailed. This audit 
trail also includes batch totals to make sure your General Ledger is still in balance, and if there were any errors 
found when reading the integration file.  

An “X” will be printed before any account which cannot be found in the GL account file. If you elect to continue the 
posting process, these amounts will be posted to the “Suspense” account set up in your master configuration. An 
adjusting journal entry will be needed to correct this through the “Record Journal Entries” option.  

A “P” will be printed before any transaction line which cannot be posted to the current accounting year or period. If 
you are posting in detail, any date outside of the current accounting year will not be posted during this posting pro-
cedure. However, the system will post the entries in the file that correspond with the current accounting year (based 
on the system date F3) and will save all other entries back to the file for another posting procedure with the previous 
year’s date for a later time.  

Once the audit trail has been printed, a window comes up and asks you if you are ready to post the entries. The 
screen will display the message “No Errors Found” if there are no errors in the posting process. If you are ready to 
post the entries, <click> on “Yes” and the system will post the transactions to the General Ledger files and then 
clear the integration file.  

All files are updated, as they were in the “Record Journal Entries” option. This is a very important option, and 
great care should be taken to make sure that you have ample disk space and file space available before using this op-
tion.  

If errors do exist in the integration files that are attempting to be posted, the screen will display one of three warn-
ings:  

1) Suspense Account will be used. This message is telling you that an account number is found in the integration 
file that is about to be posted that does not exist in the General Ledger Chart of Accounts. As a result, if this file is 
posted, any balance will automatically be posted to the “Suspense Account Number” that has been set up in the 
“General Ledger Configuration.”  

Should this occur, you will need to first add the necessary account(s) and then make adjusting journal entries to 
move these balances out of the suspense account. The suspense account balance should always be zero if there are 
no problems. Or once posted, the adjusting journal entries should post to other account number(s) already set up in 
the chart of accounts.  

If integration to the Infinity POWER General Ledger is turned on in all integrated accounting modules, this 
should not ever occur. This option, does however, allow postings to occur from other sources that may not be able to 
perform this integrity checking for valid account numbers.  

2) Transactions out of valid period. This message will appear if you are posting in Summary or Detail, but you 
have transactions that cross fiscal years. All transactions within the current fiscal year (based on the system date F3) 
will be posted and the others will be saved back to the file for another posting routine at a later time. 

3) Transactions out of balance. This message will appear if the journal entries in this integration file are out of bal-
ance. This will not occur from normal processing with an Infinity POWER accounting module. If this has occurred, 
either the file has been corrupted or is being generated by another system that has not trapped this accounting re-
quirement.  

If this has occurred, first try to fix the problem at the source. Otherwise, the General Ledger option to “Allow for 
Out of Balance Entries” may be turned on and allow the batch to post to the General Ledger. To correct this prob-
lem, a single sided journal entry will need to be immediately made to offset such a posting.  

WARNING: This is not recommended without careful consideration and full understanding of the required proc-
esses involved.  

Results:  
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coGL1dy.dbf - General Ledger Account File 
- Period Actual updated 
- YTD Actual Updated 

coGL2dy.dbf - Journal Entry File 
- Transaction Records added  

IMPORT TRANSACTIONS (GL0602)  
The File Import options allow you to bring information into the appropriate modules from text, or ASCII files. 
Word processors, spreadsheets, databases, or many other types of programs may create these text files. This option 
is designed to allow you to import GL Transactions directly into the General Ledger module. All journals will be 
updated as if processed as a normal transaction from within the General Ledger program.  

When you select the option to “Import Transactions,” you may create a map or print the map. This will print out 
the format in which this option is looking for information to be organized in.  

 
The Fixed Length ASCII file logical record length for this transaction import file is 88 bytes.  

Description Type Position Length 
Account Number STRING 1 20* 

Transaction Date STRING 21 6* 

Journal # (1-20) CHAR 27 2* 

Description STRING 29 30 

Ref/Check# STRING 59 10 

Transaction Number STRING 69 5 

Amount DOUBLE 74 15 
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If it is not in this format, then you will encounter errors during the import process or not be allowed to continue at 
all. The File Import features allow for the importing of “text” file information into the Infinity POWER programs. 
This includes the ability to import Master File information, such as Charts of Accounts, Customer Names and Ad-
dresses, Employees, Vendors, etc. as well as “transaction” information for those master files, such as invoices and 
credit memos, journal entry updates, etc.  

These “text” files may be created by a wide range of sources, which may include word processors, spreadsheets, 
databases, or other types of accounting programs. These sources may also include other computer systems that util-
ize different operating systems and functions, such as mainframes, minicomputers, or various types of PCs.  

The import window has three boxes.  

1)  Import File Format 
2)  Import File Name 
3)  Process Import File  

The “Import File Format” is prompting you to select the type of file you will be using during the import process. 
There are three choices:  

1)  Fixed Length (ASCII) 
2)  Variable Length (ASCII) 
3)  Comma Delimited (.PRN) 

These three choices are described below.  

Fixed Length ASCII Files 
Fixed Length ASCII “text” Files are those files in which each data field starts on a specific number of characters 
from the start of each record. There should be no separators between data fields and each record should be the exact 
same length. The program recognizes each record by the number of characters that is expected per record. There is 
no Carriage Return/Line Feed sequence necessary to separate records.  

For example, an Inventory Physical Count import text file (Part Number and Quantity) should look like this:  

100 A 1111 A1 100.00  

100 B 1122 A2 250.00  

100 C 2211 A3  75.00  

Variable Length ASCII Files 
Variable Length ASCII “text” Files are those files in which each data field starts on a specific number of characters 
from the start of each record and each record is separated by a Carriage Return/Line Feed sequence {CR}{LF}. 
There should be no separators between data fields. The program recognizes each record by the Carriage Return/Line 
Feed sequence, which allows for other data to be in the file.  

For example, an Inventory Physical Count import could look like this:  

100 B 1122 A2    250.00{CR}{LF} 
100 C 2211 A3     75.00{CR}{LF}  

Comma Delimited *.PRN Files  
Comma Delimited *.PRN “text” files are those files in which text type data fields are enclosed in double quotes (“), 
and all data fields are separated by commas (,). The text files must contain the information for one record on a single 
line of the file. Each line, or record, must be terminated by a Carriage Return/Line Feed sequence {CR}{LF}.  
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For example, an Inventory Physical Count import should look like this:  

“100 A 1111 A1”,100.00{CR}{LF}  

“100 B 1122 A2”,250.00{CR}{LF}  

“100 C 2211 A3”,75.00{CR}{LF}  

 

<Click> on one of the three choices to define the type of file you will be using. Enter the name of the file to be im-
ported. You may use any name consistent with Windows naming structures. You will have the option to browse for 
your import file, which may be located anywhere on your hard drive or any network you may be attached to. 

Next, you will be prompted as to whether the system should print an audit trail first before starting the import proc-
ess. It is highly recommended that you <click> on this option. It is selected by default. This will allow you to see if 
there are any discrepancies within your “import” file.  

The system will first print an audit trail of what will be imported into the Infinity POWER accounting module. 
Upon completion of this report, you will be prompted whether or not to go ahead and process the import of data. If 
there are any discrepancies that make your import file incompatible, the Infinity POWER import options will not 
allow the information to update the system. This audit trail would then serve to assist you in correcting any prob-
lems.  

Once you have answered these three questions, <click> on the “Start” button to begin the process and the system 
will begin to either print the audit trail first or go ahead and perform the “import” process based upon your answer. 
If you have chosen to print the audit trail, the system will display the printer option screen for you to choose your 
method of output. 

The screen will then reflect the number of transactions that have been posted to the system as it goes through the 
import process. Once it completes the “import” process, the system will return you to the screen and if there are ad-
ditional files to import, you may <click> on the “Next” button, otherwise, <click> on the “Close” button to return 
you to the Menu Bar. 

Below is a more comprehensive description of how Import Modules work within the Infinity POWER.  

File Import Modules Overview 
Because the concept of transferring information from one system or program to another via “text” interface files is 
more technical than the normal operation of most word processors or the Infinity POWER modules, this documen-
tation must assume that the reader has some understanding of the terms and concepts explained here. Otherwise, you 
may want to work with your reseller or consultant regarding the actual implementation and use of these modules 
with your Infinity POWER programs.  

The ability of importing information into the Infinity POWER modules provides the user with several benefits.  

• They allow the rapid conversion and setup from other computer based accounting systems, with-
out the manual re-keying of information that is normally required.  

• They allow the batch entry of transactions processed in other specialized or custom software pro-
grams. This may even include updates from Infinity POWER modules running at different loca-
tions or on different network or UNIX fileservers.  

• They allow the update of the accounting system files from remote transaction processing sites.  

Please note that the Infinity POWER programs do allow for the exportation of all accounting reports to text files. 
The formats of these standard Infinity POWER reports, however, are not compatible with the use of any of the In-
finity POWER File Import options. The order in which information is sent to “text” files and their format do not 
correspond to the formats that the File Import Modules require.  

The Infinity POWER Report Writer program, however, does provide the user with this ability to organize informa-
tion from the various Infinity POWER programs into the formats required by the File Import options.  
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The text files that contain the information to be imported must be in one of three forms:  

1)  Fixed Length ASCII Records 
2)  Variable length ASCII Records 
3)  Comma Delimited Text 

These three types of files are discussed earlier in this section. For all three types of text files, the format of the data 
must be accurate for the import options to read the correct information. Each field, or data item, must be in the cor-
rect order across the line, or record, and in the correct format depending on the type of text file.  

Each of the import options allow you to print a transaction journal as the import is being performed. This provides 
an audit trail of the information being updated into your data files. This report will also indicate if the import of a 
record was not performed due to errors encountered in the importation process.  

Some of the import file structures allow you to specify “action numbers.” These “action numbers” tell the system 
whether you want the information being imported to be added, changed, or deleted. The action numbers are listed 
below.  

1 = Add Record to file 
2 = Change record in file 
3 = Delete record in file 
4 = Add record if it doesn't exist, otherwise change it 

Some of the transaction import file structures require a field called “Cont? (0=NO, 1=YES).” This field indicates to 
the import programs whether or not the transaction is continued in the next record.  

For example, in the Accounts Receivable Transaction import, there may be several lines of detail on an invoice that 
is being imported. Each line should be placed in a separate record of the text file with a “1” for YES to indicate that 
the transaction is continued. The last line should contain a “0” for NO indicating the end of the transaction.  

For each transaction-related import, there are certain fields that are required and used by the system to verify the va-
lidity of the information being imported. These fields are marked in the field definition section with a asterisk (*).  

For each type of import that you wish to perform, the import text file must contain all of the fields specified for that 
particular import option. Any text fields that are blank will overwrite existing fields in the data files. Also, numeric 
fields that are blank will be considered as zero.  

To allow the import of only a subset of the import structure, you must have a custom “MAP” file created. This will 
allow you, for example, to only update the retail price in Inventory without affecting, or requiring, any other fields.  

You may obtain or create custom import “MAP” files one of two ways. You may first <click> on the “Create 
Map” button at the point in the program when you have selected the “import” option. The result is to produce a 
“XXXXXX.map” file in the program directory. The “Xs” in this file name represent the actual name of the Infinity 
POWER option within the program (e.g., AR0601.MAP).  

The “XXXXXX.map” file is used by the import option to override the default layout of the import transaction file. 
By using file editing tools such as EDIT under DOS or notepad under Windows, you may create a customized im-
port record layout. Whenever a “XXXXXX.map” file is created, it overrides the default predefined import record 
layout.  

Items can be deleted entirely from the record layout file or moved from one position to another. If a field is not 
specified in an import file, that field may be deleted from the record layout file.  

NOTE: “Key Value” fields must be present in the import file and cannot be deleted from the record layout file. 
“Key Value” fields are those fields that are designated with an asterisk (*) in the documented import record layouts. 
You may also have customized “MAP” files created for you by calling the Data Pro Support Services group at 727-
803-1550.  
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Sample Import Transactions 
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EXPORT TRIAL BALANCE TO TURBOTAX (GL0120) 
This option allows you to export your General Ledger Trial Balance information to a file to be imported into the 
TurboTax ProSeries program. This operation will give you the seamless integration from your accounting data to 
the TurboTax programs. You can link your Trial Balance amounts to tax return lines within the TurboTax ProSer-
ies using a “pop-up” trial balance window that is created from this export file.  

When you select this option, you will be prompted for an export file name. This file will be in the format of a “dbf” 
file. It is important that you do not enter any other extension other than “dbf.” At this point, if you wish to place the 
file in another directory other than the current Infinity POWER program directory, you may enter the pathname 
along with the filename.   

 
 
Once the file is exported, you may enter the Turbo Tax program and import the file into your Turbo Tax program. 
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CHAPTER  4     PRINT REPORTS 
This section includes a description and sample of each report generated by the General Ledger module. The reports 
included here reflect sample information input into the sample company and only reflect an example of the way a 
company may utilize certain features within this module. 

All modules are designed to be extremely flexible in the way you may organize data and print the corresponding re-
ports accordingly. Do not assume that these sample reports reflect the only way in which these reports may be struc-
tured and/or printed. These reports may be used as a cross-reference to determine which reports you should be using 
in your daily activities or when trying to locate specific types of information.  

The equations used to calculate the amounts on the reports and how these reports are generated (through the use of 
various questions asked by the system) are discussed here. Reports illustrate the results of transactions from the op-
tions within this module or from another integrated module. Reports do not update the actual files.  

STANDARD FEATURES FOR REPORTS 
Here is a listing of some standard features, which can be utilized with all reports:  

CTRL+O  (Output Options) 
Destination - Printer Choice, E-Mail or Display 
Report Titles 
E-mail Settings - Recipient and Subject 
Font Attributes 
Report Print Options 
Displayed Report Options 
Range of Accounts 
Data Record Retrieval 
Report Sorting Preference 
Masking (Wildcards) 
Period to Report On 
Cancel the Print Job 

CTRL+O  (Output Options) 
You are able to change your Output Options (printing preference) at any time when you are within the Infinity 
POWER programs. By Pressing CTRL O, an overlay screen will appear with your available output options. You 
may choose to print to a Printer, send the report as an e-mail, or display the report on the screen. 

If you select “Printer,” this will cause the output to be generated to whichever printer device you currently have as 
“active” in the Windows operating system. You may choose to change printers by <click>ing on the “Print Op-
tions” button and select another printer that you have set up in your Windows program. Also, by choosing 
“Printer,” you have the capability of changing the title of the report you will be printing. The standard report name 
will be shown. However, if you wish to overwrite it with another title, you may do so. 

If you select “E-Mail,” this will cause the output to generate an e-mail to a specific recipient. On the Output Op-
tions screen, you will need to define the recipient of the e-mail in the “To” field. Make sure to enter their e-mail ad-
dress and not just their name. The “Subject” field is automatically assigned the name of the report you will be gen-
erating, however, if you wish to overwrite it with another subject, you may do so. 

NOTE 
Be sure you have defined your “E-Mail Host” in the Output section of the 
Configuration Settings, otherwise, this feature will not be operational.  Your 
name should be your e-mail address, not your actual name. 
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If you select “Display,” this will cause the output to generate the report to the screen. All reports are generally cre-
ated in an 80 or 132 column format.  You may size your output window both larger and smaller to allow you to view 
as much of the report on the screen at once as possible. 

If you are used to using the Windows Character-based or UNIX version of Infinity POWER, you realize that you 
may also send reports to a “text” file for a myriad of uses.  You may do the same in Windows, however, you must 
set up a “printer” type in Windows that will direct the output to the file.  Once this is done, any time you want to 
direct reports to a file, you simply select the new printer definition under Windows. 

The principal applies if you want to print any report or form as a FAX document.  Define the FAX software as a 
printer in Windows and simply redirect your output to that specific printer. 

Font Attributes 
Within the Output Options window, you can modify font attributes such as color, size, and styles for each report.  
This allows you to be creative in your report styles whether formal, informal, or classic professional, depending on 
the purpose of the report. You may choose a more informal style for internal reports, but select a more elegant style 
for a customer.  Selecting a font in the Printer Settings section affects printed reports only.  If you select Print as the 
output destination, this is the font that will be applied to the printed report. 

You can also select a font style for the display destination, independent of the Print Settings font selection. In the 
Display Settings section of the screen, <click> on the Fonts… button to open the Font window. From this window  
select different fonts, add special effects such as underlining, change the color, font style (bold, italics, bold italic, 
etc), and the font size.   When a report is selected in display output, this is the font that will be applied when the re-
port is displayed on the screen. 

NOTE 
If you send a report to print directly from the displayed output screen, (Send 
menu option or the Send to another output destination toolbar options) the 
font selected in the Printer Settings will be the font that is applied to the 
printed report, regardless of what font settings are selected for the Display 
Settings.  Font attributes are unique for Printer Settings and Display settings 
due to the fact that your printer and the Infinity POWER system may not 
support all of the same fonts. 

After selecting font attributes for either the Printer Settings or Display Set-
tings, <click>ing the corresponding Save button will make those current se-
lections the default settings. If you select different attributes between display-
ing/printing reports, you must <click> the Apply button for the new font at-
tributes to be applied. Otherwise, the selections made for the previous report 
(within the same session), will be applied to the current report. Once you log 
out of the system, the last saved printer and display settings will be applied to 
the reports when you log back into the system.  

If E-Mail is selected as the report output destination,  the actual report will be embedded within the e-mail message 
as an HTML display in a fixed Courier font so that columns will automatically adjust to align properly. 

Report Print Options  
In the Printer Settings section, <click> on the Options… button to open the Print window.  You can select the en-
tire report, the current page, or a range of pages, or a specific page to be printed.  You can also custom adjust form 
sizes by increasing or decreasing the horizontal and vertical offsets.  The horizontal offset adjusts the alignment in 
fractions of an inch.  The default offset value is set to 0.00. A positive increase will adjust alignment to the right, a 
negative value will adjust alignment to the left.  The vertical offset adjusts the alignment in fractions of an inch.  
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The default offset value is set to 0.00. A positive increase will adjust alignment down, a negative value will adjust 
alignment up. 

Displayed Report Options 
If the report output is Display, you can also use the navigation toolbar buttons to jump to another page within the 
displayed report, or <click> the # toolbar button to specify a particular page. This comes in handy to view specific 
information in a  long report, without having to navigate page by page.  

From within a displayed report, you can also send the report (current page or all pages) to print or change the output 
destination for the current page or the entire report without leaving the screen.   

By <click>ing the search toolbar button, you can also search for specified text within the displayed report.  This al-
lows you to search for any text, amounts, dates, etc, contained within the report.   

Range of Accounts  
When asked to define the range of account numbers to report on, place your cursor on the “Beginning Account #” 
field and <click> the Down Arrow(F2 by default) to gain access to the account listing. You may choose to search 
for accounts by account number or description. Once you have selected the Beginning Account Number, <click> on 
the Ending Account Number field and then <click> the Down Arrow(F2 by default) to gain access to the account 
listing to choose your ending number. 

Data Record Retrieval 
This function can be done on any indexed field in the currently active system or a field the current system is inte-
grated with. When the right mouse button is <click>ed in the field, the system will display the choices of data record 
retrieval.  

This feature is available in most options throughout the Infinity POWER system. It will simplify your retrieval of 
records when printing reports. The data record retrieval choices are listed below. 

First Record This option will allow you to select the first record in the requested file. 
Next Record This option will allow you to retrieve the next sequential record in the file, 

assuming you have already selected a record.  
Current Record This option will allow you to select the last record that was accessed. 
Scroll View This option will display a scrolling screen with all records in the accessed 

file. You may scroll through the records and select the one of your choice. 
You may also change the sorting preference and search for the record in a va-
riety of ways. 

Previous Record This option will allow you to retrieve the previous sequential record in the 
file, assuming you have already selected a record.  

Last Record This option will allow you to select the last record in the requested file. 

Report Sorting Preference  
The order in which items will print on reports. This is handled through the method in which you choose the begin-
ning and ending account range. For example, you will be given two choices when you select your beginning and 
ending account number when <click>ing the Down Arrow (F2 by default):  

Account Number 
Description 
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Instead of printing all reports in order of the account number, you may elect to print them in alphabetical order by 
the description of the account number by selecting your account range by “Description.”  

Masking (Wildcards)  
The account number mask is a field which gives you the ability to set up a specific search and have the system only 
retrieve items defined within the parameters of that search. This is very beneficial if you want to print all reports for 
a particular department or location.  

Your account number is the key to how specific information may be searched on. The account number length will be 
reflected in the mask field on your screen.  

The account number mask field would appear on your screen as:  

[                                       ] 
*1235678901234567890*  

Assuming that you were utilizing a five digit account number with the last two digits representing the department or 
location number (e.g., “03”), to print a report that would mask for a department or location you would enter the fol-
lowing:  

[        03                             ] 
*12345678901234567890*  

The areas not being masked can either be spaces or question marks. Question marks are the standard wildcard for-
mat.  

Period to Report On  
If a report is a summary type report, the information contained in the report will be inclusive of all data input during 
the date range specified at the time of selection of the report. This provides you the ability to do historical period re-
porting as well as current period reporting.  

Cancel the Print Job  
<Click>ing on the “Cancel” button during the printing of a report will cancel the print job. However, keep in mind, 
some of the report may still be in the printer buffer at the time of cancellation.  

SUMMARY TRIAL BALANCE (GL0201)  
This option allows you to print a Summary Trial Balance showing either Year-to-Date or Current Period account 
balances and will allow you to mask on specific accounts. The Current Period Trial Balance reflects the net transac-
tion activity to each account within the Chart of Accounts for the current period (month), if no items were selected 
for masking, or the net transaction activity for the accounts on which you are masking.  
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An account's balance will be zero if there has been no activity on the account or if the net amount of debits and cred-
its that have been posted to the account during the current period (month) have completely offset one another.  

The Year-to-Date Trial Balance reflects current perpetual balances of all accounts on the Balance Sheet and the In-
come Statement. Balance Sheet items are on-going balances while Income Statement balances are reset at the begin-
ning of each new fiscal year.  

Only accounts with non-zero balances will appear on this report.  

Field Names:  

- Account # (Account Number) 
- Description 
- Debit (Balances) 
- Credit (Balances) 
- Total Debits 
- Total Credits 
- Balance (Should be Zero if in balance) 
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Summary Trial Balance Report (Current Period)  
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Summary Trial Balance Report (Year-To-Date)  
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WORKING TRIAL BALANCE (GL0216)  
This option allows you to print a Working Trial Balance showing Year-to-Date, Current Quarter, or Current Month 
account balances. The Working Trial Balance is a useful report for auditing the account activity of a business. All 
accounts, including those with zero balances will appear on these reports. Total debits and credits by journal type are 
represented for each account, together with the net effect. An adjustments column has been added to provide a place 
to makes notes and/or adjustments to the individual accounts.  

 
 

An account's balance will be zero if there has been no activity on the account or if the net amount of debits and cred-
its that have been posted to the account during the current period (month) have completely offset one another.  

When you select this option, you will enter the beginning and ending account number to include on this report. You 
may select the range of accounts by number or description, which will determine the sorting preference. You may 
also define the “account mask” if desired.  You will have the following choices as the “Report Type.” 

• Current Period 

• Quarter-to-Date 

• Year-to-Date 

 

Field Names:  

- Account (Account Number) 
- Description 
- Debits (Balances) 
- Credits (Balances) 
- Net 
- Adjustments 
- Totals 
- Ending Balance  
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Working Trial Balance Report (Current Period)  
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Working Trial Balance Report (Quarter-to-Date)  
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Working Trial Balance Report (Year-to-Date)  
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ACCOUNTANT'S TRIAL BALANCE (GL0217)  
This option allows you to print an Accountant's Trial Balance showing Year-to-Date, Current Quarter, or Current 
Month account balances. The Accountant's Trial Balance is a useful report for auditing the account activity of a 
business. It is specifically designed as a working tool for those in the accounting trade to use as manual adjustments 
to the General Ledger are figured.  

When this option is selected, the system will prompt you for the “Report Type.” Your choices will be:  

• Current Period Trial Balance 

• Quarter-to-Date Trial Balance 

• Year-to-Date Trial Balance 

You will also have the option to “Include Zero Balance Accounts?” As the default, the report will not include any 
account that has a zero dollar amount based on the time period specified (e.g. current, quarter, or year to date), but 
if you wish to include them, <click> “on” this option.  

 
 

An account's balance will be zero if there has been no activity on the account or if the net amount of debits and cred-
its that have been posted to the account during the current period (month) have completely offset one another.  

Another option you will have is to allow you to place additional blank lines before the system prints the totals at the 
bottom of the report. This exists so that if additional accounts should be added to the chart of accounts, room is 
available on the page to make these manual adjustments. Once these options have been specified, <Click> on “OK” 
and the Output Options screen will appear for any changes, <click> “OK” to continue and your report will begin to 
print.  

Field Names:  

- Account (Account Number)  -  Income Credit 
- Description  -  Balance Sheet Debit/Credit Column 
- Debits (Balances)  -  Totals 
- Credits (Balances)  -  Ending Balance 
- Adjustments Debit/Credit Columns 
-  Expense Debit 
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Accountant's Trial Balance Report (Current Period)  
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Accountant's Trial Balance Report (Quarter-to-Date)  
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Accountant's Trial Balance Report (Year-to-Date) 
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BALANCE SHEET (GL0202)  
This option prints a Balance Sheet in the format specified by you in the “Set up Financial Statements” options.  
This report can display either current, comparative year or budget comparison figures. The Balance Sheet is one of 
the key financial reports utilized by a business. It is designed to reflect the financial picture of a company at a spe-
cific point in time. Once all information is posted to the General Ledger, the data is immediately available for print-
ing financial reports such as the Balance Sheet.  

When this option is selected, a screen will be displayed prompting you to enter the Financial Statement Format 
you would like to use when printing this report. Since the system provides the ability to setup various choices, 
<click> the Down Arrow (F2 by default) and a search screen will display all of the formats currently available. 
<Click> on the Balance Sheet format you wish to print and then <click> on “OK.” 

 
 
<Click> on one of the five (5) reporting methods available for this report.  

• Normal 

• Budget Comparison 

• Comparative Year 

• Comparative Month/Year 

• 6 Period Trend 

The “Normal” report will provide you with the standard format Balance Sheet. The exact way the report is pre-
sented and printed is controlled entirely by the user in setting up Financial Statement Maintenance. If no changes are 
made, the default format will continue to be used utilizing a two-page format. This would normally include all As-
sets accounts on page one of the report and all Liabilities and Owner's Equity accounts on page two.  

This, of course, depends entirely on how many accounts are included in your Chart of Accounts. Again, the system 
allows you complete flexibility in the way you design the output of this report. If the default format does not meet 
your needs, simply change the format to your own specifications.  

In addition, if you are processing multiple companies with this module, you have the flexibility to create different 
formats for each company you are working with. You may instead, choose to copy a format when creating the new 
companies from scratch and modify each company's format to individual specifications.  
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The “Budget Comparison” report will print a Balance Sheet that will include any budgeted numbers you may have 
set up in the “Set Up Accounts” option when setting up your Chart of Accounts or the option to setup or enter 
“change budgets.” The report will compare the budgeted numbers against the actual and print any variance between 
the two numbers. Any “over budget” amounts will appear as a positive number; under-budget as negative.  

The “Comparative Year” report will print a Balance Sheet with two printed columns of information. The first col-
umn will reflect the current year's information as of the system date. This information would be identical to printing 
the normal Balance Sheet.  

If you are just setting up the system, you have the ability to input a prior year's information to use as a comparison 
against this year's data. The second column will reflect the prior year's information you have either set up in the “Set 
up Accounts” or the actual prior year's information.  

The “Comparative Month/Year” report will print a Balance Sheet that will compare the current month's actual ac-
count balances with both the prior month's actual account balances and the prior year's actual account balances for 
the same month.  

The “6 Period Trend” report will print a Balance Sheet that will compare the current month's actual account bal-
ances with the previous five (5) month’s actual account balances. It will do this even if the previous months oc-
curred in a prior year.  

To run this version of the report, you must have data files in the prior year, if the date range selected crosses back 
into a prior year. Otherwise, you will receive a warning and the report will not run. If you do not desire to create 
prior year's data files, simply run the report with the system date set to the sixth fiscal period of the year or higher.  

You may select an “account mask” which will provide a Balance Sheet for specific or combined profit centers. If 
the accounts for each profit center share specific digits in the account number (e.g., the last 2 digits of each account 
number represent the profit center), then the report may include those accounts only.  

Once these options have been specified, <Click> on “OK” and the Output Options screen will appear for any 
changes, <click> “OK” to continue and your report will begin to print.  
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Balance Sheet Report (Normal)  
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Balance Sheet Report (Budget Comparison)  
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Balance Sheet Report (Comparative Year) 
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Balance Sheet Report (Comp. Month/Year)  
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Balance Sheet Report (6 Month Trend) 
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INCOME STATEMENT (GL0203)  
This option prints an Income Statement in the format specified by you in the “Set up Financial Statements” option. 
This report can display either current, comparative year, or budget comparison figures. The Income Statement is one 
of the key financial reports utilized by a business. It is designed to reflect the financial performance of a company 
during a specific period in time. Once all information is posted to the General Ledger, the data is immediately avail-
able for printing financial reports such as the Income Statement.  

When this option is selected, a window will be displayed prompting you to enter the Financial Statement Format 
you would like to use when printing this report. Since the system provides the ability to setup various choices, 
<click> the Down Arrow (F2 by default) and a search screen will display all of the formats currently available. 
<Click> on the Income Statement format you wish to print and then <click> on “OK.” 

 

 

 
<Click> on one of the eight (8) reporting methods available for this report.  

• Normal 

• Budget Comparison 

• Comparative Year 

• Budget/Year-to-Year 

• 6 Period Trend 

• Quarterly Statement 

• Year-to-Date Only 

• Annual Budget 

• Budget/Current _YTD 
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The “Normal” report will provide you with the standard format Income Statement showing both current period and 
Year-to-Date information. The exact way the report is presented and printed is controlled entirely by the user when 
setting up Financial Statement Maintenance. If no changes are made, the default format will be utilized. This would 
normally display Gross Sales/Revenue less Expenses. Again, the system allows you complete flexibility in the way 
you may design the output of this report. If the default format does not meet your needs, simply change the format to 
your own specifications.  

In addition, if you are processing multiple companies with this module, you have the flexibility to create different 
formats for each company you are working with. You may instead, choose to copy a format when creating the new 
companies from scratch and modify each company's format to individual specifications.  

The “Budget Comparison” report will print an Income Statement that will include any budgeted numbers you may 
have set up in the “Set Up Accounts” option when setting up your Chart of Accounts or the option to setup or enter 
“change budgets.” The report will compare the budgeted numbers against the actual and print any variance between 
the two numbers. Any over budget amounts will appear as a positive number. Any under budget amounts will ap-
pear as a negative number.  

The “Comparative Year” report will print an Income Statement with two groups of information. The left side will 
reflect the current year's information as of the system date. This information would be identical to printing the nor-
mal Income Statement.  

If you are just setting up the system, you have the ability to input a prior year's information to use as a comparison 
against the current year's data. The right side will reflect the prior year's information you have either set up in the 
“Set Up Accounts” option or the actual prior year's information.  

The “Budget/Year-to-Year” report will print an Income Statement with twelve columns of information. The left 
side of the report will contain Current Period information. In the center of the report will be the descriptions. The 
right side of the report will contain Year-to-Date information. Both Current Period and Year-to-Date column will 
show actual and budget amounts with percentages for the current and prior year. Because the report contains so 
much information, the decimal places and dollar signs have been removed.  

The “6 Period Trend” report will print an Income Statement that will compare the current month’s Income State-
ment with the previous five (5) month’s Income Statements. It will do this even if the previous months occurred in a 
prior year.  

The “Quarterly Statement” report provides quarter to date and year to date figures, useful for estimating tax liabil-
ity. However, if you are using 13 Period processing, this report will not print. The “Year-to-Date Only” report 
provides year to date only statements, beneficial for preparing the IRS statement at year-end without showing all of 
the last month's adjustments and depreciation entries. 

The “Annual Budget” report provides the current period actual, the Year-to-Date actual, the annual budget, the por-
tion of the remaining budget that is left for the year, and their respective percentages.  This is an ideal report for tell-
ing management where they stand relative to the point in time within a fiscal year.  Although only half way through 
the year, you may find that you’ve used up the entire year’s budget.  This is information vital to managing any firm. 

You may select an “account mask” which will provide an Income Statement for specific or combined profit cen-
ters. If the accounts for each profit center share specific digits in the account number (e.g., the last 2 digits of each 
account number represent the profit center), then the report may include those accounts only. Once these options 
have been specified, <Click> on “OK” and the Output Options screen will appear for any changes, <click> “OK” 
to continue and your report will begin to print.  

The Budget/Current_YTD report provides the budget for the current Year-to-Date. 
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Income Statement Report (Normal)  
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Income Statement Report (Budget Comparison)   
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Income Statement Report (Comparative Year)  
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Income Statement Report (Budget Year-to-Year)  
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Income Statement Report (6 Period Trend)  
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Income Statement Report (Quarterly Statement)  
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Income Statement Report (Year-to-Date) 
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Income Statement Report (Annual Budget)  
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Income Statement Report (Budget/Current _YTD)  
 

 

 

NEED REPORT
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SUPPORT SCHEDULES (GL0204)  
This option prints Balance Sheet and Income Statement Support Schedules based on the current format of your 
financials. These schedules detail all account balances that are summarized on the Financial Statements. This report 
provides the account detail for each summary type item (Type 4) on the Balance Sheet and Income Statement.  

When this option is selected, a screen will be displayed prompting you to enter the Support Schedule Format you 
would like to use when printing this report. Since the system provides the ability to setup various choices, <click> 
the Down Arrow (F2 by default) and a search screen will display all of the formats currently available. <Click> on 
the Support Schedule format you wish to print and then <click> on “OK.” 

 
 
The summary type lines are defined when you set up your Financial Statement formats. Each summary line includes 
the sum of a particular range of accounts. The Support Schedule lists each summary line and each line's appropriate 
range of accounts and individual balances. The format of the Support Schedule is the same as the specified Financial 
Statement as follows:  

• Normal 

• Budget Comparison 

• Comparative Year 
 

Once these options have been specified, <Click> on “OK” and the Output Options screen will appear for any 
changes, <click> “OK” to continue and your report will begin to print.  
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Support Schedule (Balance Sheet/Normal)  
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Support Schedule (Balance Sheet/Budget Comparison)  
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Support Schedule (Balance Sheet/Comparative Year)  
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STATEMENT OF CHANGES (GL0205)  
This option prints the Statement of Changes in Financial Position based on current month or YTD changes in the 
sources and uses of Net Working Capital. The second part of this report shows the net change in Working Capital. 
The Statement of Changes in Financial Position measures the change in account balances for specific economic in-
dicators on the chart of accounts for your company on a Month-To-Date or Year-to-Date basis.  

When the screen appears, <click> on either Month-to-Date or Year-to-Date.  

 
 
Once these options have been specified, <click> on “OK” and the Output Options screen will appear for any 
changes, <click> “OK” to continue and your report will begin to print.  

This report is divided into two parts:  

1)    Statement of Sources and Used of Net Working Capital 

This displays the net change in all accounts that contribute to the Net Working Capital of a business entity 
or which deplete its balance. These categories are as follows:  

a.   Sources. This includes current period income (with depreciation expense added back), increases in 
Long Term Debt, increases in Equity, and decreases in Non-Current Assets.  

b.   Uses. This includes increases in Non-Current Assets (with depreciation expense added back), decreases 
in Long Term Debt, and decreases in Equity.  

2)    Statement of Net Working Capital 

This displays the net change in working capital. Net Working Capital is defined as Total Current Assets 
minus Total Current Liabilities. This is a good measure of a business entity's ability to meet its short-term 
financial commitments. The classification of accounts within the categories described above is automati-
cally handled by the Account Type established for each account during the “Set Up Accounts” options.  
When you select this option, you simply select whether you want to review the account balance changes for 
the current month or Year-to-Date.  
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Field Names:  

- Sources Of Net Working Capital   - Month or Year Beginning Account Balance  
- Uses of Net Working Capital   - Month End or Year to Date Balance  
- Current Assets   - Net Change 
- Current Liabilities 
- Net Working Capital 
- Description 
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Statement of Changes (Year-to-Date)  
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Statement of Changes (Month-to-Date)  
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STATEMENT OF CASH FLOWS (GL0215)  
This option prints the Statement of Cash Flows Financial Statement in the format specified by you in the “Set up 
Financial Statements” option. This report can display either current or Year-to-Date figures.  

The Financial Accounting Standards Board (FASB) requires businesses to include a statement of cash flows, rather 
than a statement of changes in financial position when “issuing a complete set of financial statements.” Statement 
No. 95 “Statement of Cash Flows” is included in the General Ledger module with the ability to conform to each 
company's specific chart of accounts.  

Once all information is posted to the General Ledger, the data is immediately available for printing financial reports 
such as the Statement of Cash Flows. When this option is selected, a screen will be displayed prompting you to enter 
the Cash Flow Format you would like to use when printing this report.  

Since the system provides the ability to setup various choices, <click> the Down Arrow (F2 by default) and a 
search screen will display all of the formats currently available. <Click> on the format you wish to print and then 
<click> on “OK.” 

 

 
 

<Click> on one of the two (2) reporting methods available for this report.  

• Current Period 

• Year-to-Date 

 

The “Current Period” report provides will provide you with a report based on the information for the current sys-
tem date month. It will produce a report based on the “Year-to-Date” information up to the current system date.  

This report will reconcile your “cash” into the categories of Operating Activities, Investing Activities, and Financ-
ing Activities You may select an “account mask” which will provide an Income Statement for specific or combined 
profit centers. If the accounts for each profit center share specific digits in the account number (e.g., the last 2 digits 
of each account number represent the profit center), then the report may include those accounts only.  

Once these options have been specified, <click> on “OK” and the Output Options screen will appear for any 
changes, <click> “OK” to continue and your report will begin to print.  
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Statement of Cash Flows (Current Period)  
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Statement of Cash Flows (Year-to-Date)  
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RATIO ANALYSIS (GL0206)  
This option prints the most often used Ratio Analysis formulas for measuring:  

1)  Liquidity 
2)  Profitability 
3)  Debt to Equity Leverage 

The Ratio Analysis formulas examine the relationship between various accounts to provide certain economic indica-
tors for different aspects of your company. These ratios may be calculated on a Month-to-Date or Year-to-Date ba-
sis.  

When the screen appears, <click> on either Month-to-Date or Year-to-Date. Once this option has been specified, 
<click> on “OK” and the Output Options screen will appear for any changes, <click> “OK” to continue and your 
report will begin to print.  

 
 
 
This report is divided into three parts as described on the following pages:  

1)  Measures of Liquidity. These ratios display several aspects of a company's liquidity. These formulas are as 
follows:  

a.  Quick Assets Dollars = Cash + Marketable Securities + Net Receivables  

b.  Quick Ratio = Quick Assets divided by Current Liabilities  

c.  Current Ratio = Current Assets divided by Current Liabilities  

d.  Net Working Capital Dollars = Current Assets - Current Liabilities  

e.  Net Working Capital Turnover Times = Sales divided by Net Working Capital  

f.  Accounts Receivable Turnover Times = Sales divided by Net Receivable  

g.  Inventory Turnover Times = Cost of Sales divided by Inventory  
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2)  Measures of Profitability. These ratios display several aspects of a company's profitability. These formulas 
are as follows:  

a.  Return on Invested Assets % = Net Income divided by Total Assets  

b.  Return on Invested Equity % = Net Income divided by Total Equity  

c.  Gross Margin % = (Sales - Cost of Sales) divided by Total Sales  

d.  Operating Income % = (Sales Cost of Sales - Operating Expenses) divided by Total Sales  

3)  Measures of Debt to Equity Leverage. These ratios display several aspects of a company's debt to equity 
mixture or leverage. These formulas are as follows:  

a.  Debt to Equity Ratio = Total Liabilities divided by Total Equity  

b.  Long Term Debt to Equity Ratio = Long Term Liabilities divided by (Long Term Liabilities + Total 
Equity) 

The Account Type established for each account during the "Set Up Accounts" options automatically handles the 
classification of accounts within the categories used in the formulas described above. When you select this option, 
you simply select whether you want to review the account balance changes for the current month or year to date.  
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Ratio Analysis Report (YTD) 
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Ratio Analysis Report (MTD)  
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GENERAL LEDGER REPORT (GL0207)  
This option prints the General Ledger Report. This report provides a detailed audit trail of journal entry detail listed 
by account. The report may include current month, current quarter, or Year-to-Date figures. When you select this 
option, you will enter the beginning and ending account number to include on this report.  

 
 
You may select the range of accounts by number or description, which will determine the sorting preference. You 
may also define the “account mask” if desired.  You will have the following choices as the “Report Type.” 

• Current Period 

• Quarter-to-Date 

• Year-to-Date 

Please note that if you are using 13 Period processing, the Quarter-to-Date version of this report will not work.  You 
will also be prompted if you wish to include “Description Only Lines” that are part of that entry.   Whichever op-
tion you select, the report will print the beginning period balance for each account, all transactions within the speci-
fied period and the ending balance for each account, unless the account is flagged as “inactive” and there are no 
transactions for the period specified. If for some reason the beginning balance plus the total transaction activity does 
not equal the ending account balance, then an “X” will be printed next to the ending account balance.  

This “X” is an excellent tool for auditing a potential problem. Normally, this problem will only occur if you have 
added account balances through the “Set Up Accounts” option during an accounting period which has had transac-
tion activity or if you have deleted your transaction file during the same period.  When you are printing either a 
Quarter-to-Date or a Year-to-Date report, the report will have a beginning balance, the transaction detail for each 
fiscal period, the subtotal for each fiscal period, a grand total for all periods and then the ending balance.  Once these 
options have been specified, <click> on “OK” and the Output Options screen will appear for any changes, <click> 
“OK” to continue and your report will begin to print.  

Field Names:  

- Account Number  - Transaction Type   - Transaction Date  
- Account Description  - Transaction Description  - Transaction Number 
- Beginning Account Balance  - Transaction Reference Number 
- Total Transactions for the Account - Transaction Amount  
- Ending Account Balance  - Description Only Lines      
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General Ledger Report (Current Period)  
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General Ledger Report (Quarter-to-Date)  
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General Ledger Report (Year-to-Date)  

 

Chapter 4          Print Reports     Page 4-81 



General Ledger User Manual 

TRANSACTION JOURNALS (GL0208)  
This option allows you to print a listing of all the transactions within a date range that you specify. You may specify 
any combination of the twenty (20) transaction types to be included in this journal. This report allows you to print 
any or all transactions within the current accounting year for a single or combination of transaction types (or jour-
nals).  You may select all journals by <click>ing on the “Mark All” button or deselect all journals by <click>ing on 
the “Un-Mark All” button. 

 
 
When you select this report, you will be asked for the beginning and ending date range to include on the report. You 
may select any date range within the current year, however, the defaults are the first and last days of the current 
month.  

Next, you may select which transaction types to include on the report. You may include one, all or any combination 
of transaction types. These transaction types are the same fields that you may define in the “General Ledger Con-
figuration” option.  

Once these options have been specified, <click> on “OK” and the Output Options screen will appear for any 
changes, <click> “OK” to continue and your report will begin to print. When the report begins, it will print the 
specified transactions listed in order of date. Afterwards, a summary page will list all accounts and net balances of 
the transaction activity included on the report.  

Field Names:  

Transaction Date 
- Journal Entry Number 
- Transaction Reference Number 
- Transaction Type 
- Transaction Description 
- Account Number 
- Account Description 
- Transaction Amount 
- Summarized Account Balances  
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Transaction Journals Report  

 

Chapter 4          Print Reports     Page 4-83 



General Ledger User Manual 

 

 

Page 4-84      Print Reports  Chapter 4 



General Ledger User Manual 

 
 

 

Chapter 4          Print Reports     Page 4-85 



General Ledger User Manual 

CHART OF ACCOUNTS (GL0209) 
This report prints a listing of all of your General Ledger accounts in either numerical or alphabetical order, depend-
ing on how you select your beginning and ending account number range. This report provides a quick reference list-
ing of all of your accounts. It does not include any balances on this report. This is beneficial if you want to provide 
an outside party a copy of your Chart of Accounts without disclosing the balances of the company.  

When you select this option, you will enter the beginning and ending account number to include on this report. You 
may select the range of accounts by number or description, which will determine the sorting preference. You may 
also define the “account mask” if desired.   

 
 
You will have the following choices as the “Account Status to Include.” 

• Normal 

• Stat Account 

• Heading Only 

• Inactive Temp 

• Inactive Perm 

Once these options have been specified, <click> on “OK” and the Output Options screen will appear for any 
changes, <click> “OK” to continue and your report will begin to print.  

Field Names:  

Account Number 
- Account Description 
- Account Type 
- Contra Account (Yes or No) 
- Status 
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Chart of Accounts Listing Report  

 
 

Chapter 4          Print Reports     Page 4-87 



General Ledger User Manual 

 

Page 4-88      Print Reports  Chapter 4 



General Ledger User Manual 

 

Chapter 4          Print Reports     Page 4-89 



General Ledger User Manual 

ACCOUNT MAINTENANCE REPORT 
This report contains all of the information set up for each account. This report is an excellent auditing tool for insur-
ing that the account information is set up correctly when you initially start up. This report provides a complete refer-
ence listing of all of your accounts with all information that can be set up for each account. This would include all 
account balances.  

When you select this option, you will enter the beginning and ending account number to include on this report.  

 
 
You may select the range of accounts by number or description, which will determine the sorting preference. You 
may also define the “account mask” if desired.  You will have the following choices as the “Account Status' to 
Include.” 

• Normal 
• Stat Account 
• Heading Only 
• Inactive Temp 
• Inactive Perm 

Once these options have been specified, <click> on “OK” and the Output Options screen will appear for any 
changes, <click> “OK” to continue and your report will begin to print.  

Field Names:  

- Account Number  - Budgets for each Month of Current Year 
- Account Description  - Total Year Budget 
- Account Type  - Total Year Balance 
- Status 
- Contra Account (Yes or No) 
- Beginning Balance for the Current Year 
- Balances for each Month of Current Year 
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Account Maintenance Report  

 

Chapter 4          Print Reports     Page 4-91 



General Ledger User Manual 

FINANCIAL MAINTENANCE (GL0211)  
This report provides the detailed format of the Balance Sheet, Income Statement and Statement of Cash Flows. Be-
fore making any changes to the Financial Statement formats, we recommend you print this report to review the cur-
rent format available.  

When you select this option, you will enter the beginning and ending financial statement number to include on this 
report. You may select the range of formats by number or description, which will determine the sorting preference. 
You may also define the whether to print in detail or non-detailed.   

 
 
Once these options have been specified, <click> on “OK” and the Output Options screen will appear for any 
changes, <click> “OK” to continue and your report will begin to print.  

 

Field Names:  

- Statement Number 
- Description 
- Financial Report Title 
- Financial Report Sub-Title 
- Footnotes 
- Format Lines Type 
- Tab Position (0-4) 
- Reverse the Dollar Sign (Yes or No) 
- Running Total Level (0-9) 
- Center Description (Yes or No) 
- Description 
- Beginning Account Number in Range 
- Ending Account Number in Range  
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Financial Maintenance Report (Non-Detailed)  
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Financial Maintenance Report (Detailed)  
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FINANCIAL ALIGNMENT (GL0212)  
This report provides a sample Balance Sheet, Income Statement, or Statement of Cash Flows printout based on the 
current format. In addition, an analysis is done on your accounts warning of duplications, omissions and improper 
classifications of accounts.  

When this option is selected, a window will be displayed prompting you to enter the Financial Statement Format 
you would like to use when printing this report. Since the system provides the ability to setup various choices, 
<click> the Down Arrow (F2 by default) and a search screen will display all of the formats currently available. 
These reports include the proper formatting, headings, account ranges, and groups, but without the dollars. Instead, 
special messages are displayed in the dollar column.  

 
 
These messages are as follows:  

1)  $ggg,ggg,ggg,ggg.gg. This message indicates the printing of a group total.  

2)  $###,###,###,###.##, where # is a number between 1 and 9. This indicates the printing of a run-
ning total, numbers 1 through 9.  

3)  $XXX,XXX,XXX,XXX.XX. This indicates a normal account summary or detail range.  

4) (Sum Below). This indicates a summary account range, which is to be added to the next summary 
account type. 

5)  (Zero Running Total ), where # is a number from 1 through 9. This indicates a place where a run-
ning total field is zeroed.  

After the Alignment Report is complete, an error check will take place and the Error / Warning Report will print if 
any of the following conditions are true:  

1)  A Balance Sheet account is not used on the Balance Sheet.  

2)  An Income Statement Account is used on the Balance Sheet (should only be summarized once into 
Current Period Profit or Loss).  

3)  An Account is used more than once.  

4)  An Income Statement Account is not used on the Income Statement.  

5)  A Balance Sheet Account is used on the Income Statement.  

 

Field Names:  

- Financial Statement Formats 
- Special Dollar Indicators 
- Error/Warning List  

Chapter 4          Print Reports     Page 4-101 



General Ledger User Manual 

Financial Alignment Report (Balance Sheet)  
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Financial Alignment Report (Income Statement)  
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Financial Alignment Report (Statement of Cash Flow)  
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RECURRING ENTRIES (GL0213)  
This report contains all of the information set up for each Recurring Journal Entry. This report is an excellent audit-
ing tool for insuring that your entries are set up correctly. When you select this report, you may specify the range of 
Recurring Journal Entries to include by entity or description.  

 
 

This report will display all of the information set up for each Recurring Entry.  

 

Field Names:  

Recurring Journal Entry Number 
- Transaction Reference Number 
- Transaction Type 
- Transaction Description 
- Company Number (optional) 
- Account Number 
- Account Description 
- Account Debit or Credit 
- Total Debits 
- Total Credits  
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Recurring Entries Report  
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CONSOLIDATION ENTITIES (GL0214)  
This report contains all of the information set up for each Consolidation Entity. This report is an excellent auditing 
tool for insuring that your entities are set up correctly. When you select this report, you may specify the range of 
Consolidation Entities to include by number or description.  

 
 

This report will display all of the information set up for each Consolidation Entity.  

 

Field Names:  

- Consolidation Entity Number 
- Consolidation Entity Name 
- Company Number 
- Company Percent of Consolidation 
- Company Name  
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Consolidated Entities Report  
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CHAPTER  5     PERFORM ANALYTICAL GRAPHS 
This section discusses both types of Analytical Graphs utilized by the Windows GUI version of the General 
Ledger module. These graphs are designed to give you an instant visualization of your general ledger information. 
No other programs are required to execute this option. The system performs all graphics functions from within its 
own programs. Check the hardware requirements section in your System Administrator manual to verify that you 
have all of the necessary equipment to perform this function.  

After the graph has been displayed to your screen, printing is one simple step:  

Press ALT Print Screen and paste into a WORD document. 

You may also paste this image into a document or an Excel spreadsheet for presentation purposes. 

ACCOUNT BALANCES BY MONTH (GL0301)  
This option allows you to display a line graph comparing “Each Month's Balances” for up to four different ac-
counts simultaneously. This is an excellent tool for reviewing annual trends between accounts.  

Once you have selected this option, you will be asked to specify the accounts you wish to graph. Simply input the 
appropriate account numbers; or, if you are unsure of the account number, press TAB and a listing of your account 
numbers and their descriptions will be displayed. Simply highlight the account you wish to use and highlight it and 
<click> OK. Once you have input all of the account numbers to be graphed, <click> on the GRAPH button and the 
line graph will be plotted.  
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COMPARATIVE ACCOUNT BALANCES (GL0302) 
This option allows you to display a bar or a pie chart comparing the Current Month or YTD Balances for up to 
twelve (12) different accounts simultaneously. This is an excellent tool for comparing account balances.  

To specify the accounts you wish to graph, you simply input the appropriate account numbers. If you are unsure of 
the account number, press TAB and a listing of your account numbers and their descriptions will be displayed. Sim-
ply highlight the account you wish to use and <click> OK. Once you have input all of the account numbers you 
wish to graph, you will be asked:  

MTD or YTD 
The default setting will be based on YTD balances. <Click> on the MTD radio button if you would prefer a MTD 
balance comparison. You will then select the type of graph desired:  

Bar Graph or Pie Chart 
Upon selecting the graph type and <click>ing on the GRAPH button, the graph will automatically be plotted.  
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<Click> OK to enter a new group of accounts to graph.  <Click> on “Close” to exit the option. 
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