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About this manual

Global 3000 General Ledger XE "about this manual" 
General Ledger is the hub of the Global 3000 range of accounting and distribution software, accepting postings from all other modules enabling company accountants and managers to monitor fully the financial performance of the business. It offers multiple profit centres, companies and currencies. It includes extensive on screen enquiries and its own flexible report generator system for specialised reports in addition to a range of standard reports.

Structure of this manual XE "structure of this manual" 
The first section of this manual is a functional overview of Global 3000 General Ledger.

This is followed by a Basic Functions section which explains the basic Global 3000 function key usage. More detailed instructions for new users can be found in the Tutorial Section of the Global 3000 Installation & Set-up Manual.

The structure of the next five sections reflects the menu structure of the Global 3000 General Ledger module. Each of these sections corresponds to an entry on the General Ledger Main Menu. 

The final section provides printed examples of many of the standard reports that are provided by General Ledger.

Appendix A provides technical details for developers of products that integrate with Global 3000 General Ledger. Appendix B is a list of General Ledger programs and their codes.

There is a full table of contents overleaf, and a summary one at the beginning of each section. A full index can be found at the back of the manual. 

The final page of the manual contains a reader’s feedback form for you to photocopy and send in to us with your comments. Please tell us about any mistakes or omissions you find in this manual. 

Installation & Set-up Manual XE "Installation & Set-up Manual" 

xe "tutorial" \t "See Installation & Set-up Manual" 
The Global 3000 General Ledger Manual is designed to be used in conjunction with the Global 3000 Installation & Set-up Manual which contains:

· An introduction to the Global 3000 range of software.

· A tutorial to enable new users to familiarise themselves with the basic features of Global 3000.

· Detailed instructions for installing and setting up General Ledger for the first time.

· Full details of the system parameters which are shared by the various Global 3000 modules; i.e. the Company Parameters, Administration Parameters and the Distribution Parameters.

· Full details of Product Maintenance.

· Full details of the Action Menu, Maintain Attributes, Global 3000 Review, and Scenario Maintenance.

Conventions used in this manual XE "conventions used in this manual" 

 XE "manual conventions" 
This manual provides detailed instructions for operating the software on a window-by-window and menu-by-menu basis. For each window and menu, details are given of when it appears. This is followed by details of the prompts, options and information displayed, and details of what happens when you complete the entries or exit. The window or menu that appears next is indicated by the ( sign.


The use of the word ‘enter’ means that you should press the key or keys specified and then press <Return>. Use of the word ‘press’ indicates that you should press the specified key or keys alone.


Key names are enclosed in angled brackets. When you need to press keys at the same time, they are enclosed in one pair of angle brackets, e.g. <CTRL A>. When you need to press keys separately, the key names are enclosed in separate angle brackets, e.g. <F4><F2>.
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Overview

Contents XE "Overview" \r "Overview" 
13
Introduction

A brief introduction to Global 3000 General Ledger with brief details of how it integrates with other Global 3000 modules.

15
Structural Overview

This describes the general way in which information is stored within Global 3000 General Ledger, including balances, profit centres and the chart of accounts.

17
Multi-Currency

An overview of currency handling in Global 3000 General Ledger.

21
Transaction Processing

An overview of transaction processing in Global 3000 General Ledger, including the manual entry of transactions, the automatic transfer of transactions from other modules, and the batch posting process.

25
Period and Year End

An overview of closing a financial period and opening the next one, and the year end procedure. 

27
Budgets and Forecasts

An overview of the budget and forecast handling in Global 3000 General Ledger, including the difference between account and account group budgets, and setting up budgets and forecasts.

28
Further Details

This covers auditing procedures, transaction history, and hardware compatibility.

29
Reports and Enquiries

A summary of the standard reports and enquiries that are available in Global 3000 General Ledger, and an overview of the integral report generator.

Overview

Introduction
General Ledger is the hub of the Global 3000 range of accounting and distribution software, accepting postings from all other modules enabling company accountants and managers to monitor fully the financial performance of the business. It offers multiple profit centres, companies and currencies. It includes extensive on screen enquiries and its own flexible report generator system for specialised reports in addition to a range of standard reports.

Integration XE "postings from other modules" 

 XE "Debtors Ledger" 

 XE "Debtors Ledger" \t "See also Debtors Ledger Manual" 
All Global 3000 modules that generate accounting transactions have the option to create batches of General Ledger postings:

· Debtors Ledger for all transactions including invoices, credits and payments.

 XE "Creditors Ledger" 

 XE "Creditors Ledger" \t "See also Creditors Ledger Manual" 
· Creditors Ledger for all transactions including invoices, credits and payments.

 XE "Cash Manager" 

 XE "Cash Manager" \t "See also Cash Manager Manual" 
· Cash Manager for additional items and exchange gain/losses.

 XE "Asset Register" 

 XE "Asset Register" \t "See also Asset Register Manual" 
· Asset Register for additions, disposals, revaluations and depreciation.

 XE "Project Ledger" 

 XE "Project Ledger" \t "See also Project Ledger Manual" 
· Project Ledger for expenditure of funds derived from loans and donations.

 XE "Stock Control" 

 XE "Stock Control" \t "See also Stock Control Manual" 
· Stock Control for issues, receipts, revaluations, write-offs and stock-takes.

 XE "Sales Order Processing" \t "See SOP" 

 XE "SOP" \t "See also SOP Manual" 

 XE "SOP" 
· Sales Order Processing for deliveries, invoices and credits.

 XE "Purchase Order Processing" \t "See POP" 

 XE "POP" 

 XE "POP" \t "See also POP Manual" 
· Purchase Order Processing for goods receipts and invoices.

 XE "Landed Costs" 

 XE "Landed Costs" \t "See also Landed Costs Manual" 
· Landed Costs for shipment receipts, invoices and overheads.

 XE "Payroll" \t "See also Global Payroll Manual" 

 XE "Payroll" 
· Payroll for payment runs.

 XE "interfaces" 
General Ledger can also accept postings from other, non-Global modules using the standard interface.

 XE "comma separated variables" \t "See CSV" 

 XE "CSV format" 

 XE "spreadsheets" 

 XE "Global Integrator" 

 XE "export data" 

 XE "Global Integrator" \t "See also Global Integrator Manual" 

 XE "Integrator" \t "See Global Integrator" 
Account balances, budgets and forecasts can be exported to standard spreadsheet software using a comma separated variable (CSV) format that is accepted by almost all spreadsheet systems. Similarly budgets and forecasts prepared in a standard spreadsheet can be imported into General Ledger via a CSV file. In addition, further integration is available via:

· The Global Integrator module, 

 XE "ODBC" 
· The Speedbase ODBC module.

 XE "C-ISAM" 
· C-ISAM data files when running under Unix.

 XE "Btrieve" 
· Btrieve data files when running under Novell.
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Figure 1: Global 3000 Environment

Structural Overview

 XE "structural overview of General Ledger" 
This Structural Overview describes the general way in which information is stored within General Ledger.

 XE "profit centres" 

 XE "chart of accounts" 
General Ledger maintains a chart of accounts into which all income, expenditure, assets and liabilities are analysed. Each account is identified by a numeric or alphanumeric account code of up to ten characters. Further analysis is provided by a profit-centre structure, individual profit-centres being identified by a four character profit-centre id.


The chart of accounts is defined only once and is independent of the organisation’s profit-centre structure. This avoids having to duplicate the chart of accounts for each profit-centre, thus eliminating the risk of inconsistencies, and allowing consolidation across profit centres in financial and managerial statements.

 XE "chart of accounts" 

 XE "profit centres" 
When a profit-centre is added to the General Ledger, postings for that profit-centre are only permitted after accounts have been enabled for it. The account-enabling facility can be also used to enable and disable accounts for any profit centre. This feature can, for example, prevent postings to capital accounts from operational profit-centres.

 XE "multi‑company" 
A single General Ledger database can be used to account for a multi‑company structure, each made up of a number of profit-centres. When a multi‑company structure is adopted, General Ledger ensures that each company balances by automatically generating inter-company trading account transactions.

 XE "accounts" 

 XE "forecasts" 

 XE "budgets" 
Accounts in General Ledger are combined into account groups. Budget and forecasts are independently maintained at both account group and individual account level. However financial and management reports are only produced at the account group level, with optional schedules detailing individual account activity. This approach allows the chart of accounts to operate at an extremely detailed level, without creating a huge burden of maintenance activity.

 XE "periodic balances" 

 XE "balances" 
Global 3000 General Ledger stores periodic balances at four levels of detail. These are depicted in Figure 2.


Journals are always entered for a profit centre and account combination. When posted, the journal’s value is added to the appropriate period balance for that combination. Since the profit centre belongs to a particular company, the same value is added to the account balance at company level. Similarly, the balance of the account group to which the account belongs is updated.









    Figure 2: General Ledger Balances

 XE "balances" 

The existence of balances at all of these levels allows General Ledger to provide extremely sophisticated enquiry facilities long before reports are printed.

 XE "units" 
Global 3000 General Ledger maintains balances both in currency amounts and units, thus allowing financial and operational aspects of a transaction to be recorded in a single step. This can be particularly useful with sales accounts where, for example, the number of units sold can be recorded to provide detailed sales statistics.

 XE "history" 

 XE "historical comparisons" 

 XE "chart of accounts" 
Global 3000 General Ledger reports provide extensive historical comparisons. Traditionally such reports ignore changes in accounting treatment between financial years, and thus provide questionable comparability. Global 3000 General Ledger overcomes these difficulties by applying the same chart of accounts to all financial years. 


In addition to the account code, each General Ledger transaction can be assigned two analysis codes of up to eight characters each. These analysis codes can be used to select transactions in enquiries or for additional customised reports created via Global Reporter. This is a report generator that is available as a separate module.

Multi-currency Operation

Currencies XE "exchange rates" \r "Currencies" 

 XE "master currencies" \r "Currencies" 

 XE "sub-currencies" \r "Currencies" 

 XE "currencies" \r "MultiCurrencyOperation" 

 XE "multi-currency operation" \r "MultiCurrencyOperation" 

 XE "foreign currencies" \r "MultiCurrencyOperation" 
Global 3000 offers full multi-currency handling, with any number of currencies being supported. Currencies and exchange rates are defined centrally via Administration Parameters for use by all Global 3000 modules.

 XE "decimal precision of currencies" 

 XE "decimal places:currencies" 
Each currency is allocated a three character code, a 20 character description, the symbol to be printed on reports, and its decimal precision. The decimal precision feature distinguishes currencies which have:

· Two decimal places, such as the UK pound.

 XE "escudo" 
· One decimal place, such as the Portuguese escudo.

 XE "lire" 
· No decimal places, such as the Italian lire.


Values in a currency with a decimal precision of less than two appear on the screen and in reports with two decimal places, with any unused decimal places set to zero. When prompted for an amount in the currency, the operator cannot enter a value with more non-zero decimal places than are allowed for the currency. 


A currency can be defined as a ‘master currency’. The essential features of a master currency are:

· It has sub-currencies associated with it. 


· The exchange rates between the master and each sub-currency are fixed at any one time. These exchange rates can be given start and expiry dates, so new fixed rates can be defined.


· Global 3000 does not allow the exchange rate between a master currency and any of its sub-currencies to be overridden at any time by a spot rate. (However Global 3000 does allow the entry of a cross rate between a sub-currency and an independent currency for a specific transaction. Global 3000 respects the fixed rate between the sub-currency and the master currency, and derives a spot rate for the floating rate between the independent currency and the master currency.)


· When converting monetary values from a sub-currency to a currency other than its master, Global 3000 always converts the sub-currency value to its equivalent value in the master currency, and then converts the value in master currency to the required currency.

 XE "rounding:currency conversions" 
· All currency conversions in Global 3000 which involve a master currency hold the intermediate values to six decimal places*. Rounding only takes place when the value in the currency being converted to, is established. The rounding takes account of the decimal precision of that currency.


· The exchange rates between a master currency and its sub-currencies, are always held as the amount by which the master currency is multiplied to give the sub-currency. They are never held as the amount the sub-currency is multiplied by to give the master currency.


· A master currency cannot be a sub-currency of another master currency.

*
When converting values of 1000 billion (US) and more, Global 3000 can only maintain three places of precision.

Multi-part exchange rates XE "euro" 

 XE "euro" \t "See also master currencies" 

 XE "multi-part exchange rates" 
Currency conversions that involve more than one exchange rate are referred to in this manual as ‘multi-part exchange rates’; for example, converting from a euro sub-currency to an independent currency such as the US dollar. The currency conversion involves two exchanges rates: the fixed rate between the sub-currency and the euro, and the floating rate between the euro and the US dollar.

 XE "reports:exchange rate formats" 

 XE "display:exchange rates" 

 XE "enquiries:exchange rate formats" 
In calculating conversions to and from sub-currencies, Global 3000 always uses the fixed exchange rate in force between each sub-currency and its master currency. However when exchange rates are displayed on the screen in enquiries, and printed on reports, they are always expressed as the number of units of one currency that equate to a single unit of the other currency. When multi-part exchange rates are involved, there are two options:

· The rate can be expressed as the variable part of the two or more exchange rates involved; for example:

n.nn euro = 1US dollar.

 XE "audit rates" 

 XE "overall exchange rates" 
· The rate can be expressed as the overall or ‘audit rate’ involved, which Global 3000 derives from the two currency values involved in the currency conversion; for example:

n.nn sub-currency = 1 US dollar.


A single parameter controls whether multi-part exchange rates are displayed as an audit rate in reports and enquiries throughout Global 3000. This parameter does not affect the way exchange rates are entered and displayed in the exchange rate tables. And whichever option is chosen, the operator can view the exchange rates in both formats during transaction entry.

Exchange rate tables XE "exchange rate tables" 
Global 3000 enables several exchange rate tables to be defined, if necessary. One table can be used to define Customs and Excise approved rates and another for the standard in-house exchange rates. 


For each exchange rate table, the rates to be used for converting from one currency to another are defined. Exchange rates are held with six decimal places. A start and expiry date can be defined for each rate. This enables a complete exchange rate history to be maintained.

 XE "withdrawal of sub-currency" 
While a currency is defined as a sub-currency, the only exchange rates that can be defined for it are those between it and its master currency. If a sub-currency withdraws from its master currency, this is indicated by setting the expiry date accordingly.

Foreign currency accounting  XE "currencies" \t "See also base currency, foreign currencies" 
Foreign currency accounting is handled in General Ledger at company level. Each company is set up with a base currency in which it operates. 

 XE "base currency" 
At account level the company base currency is used to balance the accounts, but individual transactions can be entered in foreign currency, with the historical amount being recorded in the company base currency. 


When a foreign currency transaction is entered, the currency code must be recorded together with the transaction amount in the foreign currency. General Ledger converts the foreign currency value to base currency using the house exchange rates in force on the transaction date. 


By pressing a function key, the operator can view details of the exchange rates involved in the currency conversion. If one of the exchange rates involved in the conversion is a floating rate, the operator can override it with a spot rate for the transaction, or can enter a specific value in base currency, from which General Ledger calculates a spot rate. Alternatively, if a multi-part exchange rate is involved, a cross rate can be entered for the transaction. General Ledger respects the fixed rates involved and derives a spot rate for the floating element from the cross rate. 


It is the base currency value of the transaction which is used to update the relevant General Ledger balances. However totals of the amounts posted in each foreign currency are maintained at the account, account group, profit centre and company levels.


When a batch is entered in a single foreign currency, it can be balanced in that currency. During posting a realised exchange gain/loss posting is then made to the exchange gain or loss account to account for any discrepancy in the batch totals in base currency arising from currency conversion.


When many reports are run, the currency of the report can be defined e.g. for a company whose base currency is sterling, reports can be printed in US dollars. Companies with different base currencies can be consolidated into reports with a different currency. Account balances can be consolidated and reported on in a different currency at company level only.

Transaction Processing

Batch creation XE "batch creation" 
Manual batch creation involves two stages. First the operator enters header details, and then individual journal transactions. 

 XE "transactions" 
The header details include the batch type and title, base currency, financial period, and optionally control totals for value and number of journals All the transactions in a batch must relate to the same base currency. Multi-company batches are allowed for companies that share the same base currency. Batches can be entered for the current financial period or a future one, but only current period batches can be posted.

Batch types XE "transactions" 

 XE "general journals" 
There are five batch types supported by General Ledger:

· General journal batches, used to enter one-off transactions.

 XE "foreign currencies:journals" 
· Foreign currency journal batches, used to enter one-off transactions in one or more foreign currency.

 XE "standing journals" 
· Standing journal batches, used to enter transactions that are repeated on a periodic basis. When a standing journal batch is posted, it is automatically copied into the next period, and this process continues for a specified number of periods. A standing journal batch can be amended before it is posted in the standard way. 

 XE "accrual journals" 
· Accrual batches, contain transactions that are automatically reversed in the following period. When an accrual batch is posted, a reversed batch is automatically copied into the following period. The reversed batch is posted as it is copied, and cannot be amended or deleted.

 XE "reversal journals" 
· Reversal batches are automatically generated when an accrual batch is posted as described above. 

Journal entry
The journal entry function offers three facilities to speed up the data entry process:

· Copy batch. This facility enables part or all of an existing batch to be used as a template when entering a new batch. Any existing journals can be selected for copying, including journals already entered into the new batch. This can greatly reduce the time it takes to enter repetitive transactions. When copying a journal, the operator has the option of reversing it. This is useful, for example, when reversing an erroneously entered batch.

 XE "profiles" 
· Profiling. This facility enables the operator to spread the amount of a journal across a number of profit-centres, without having to enter individual journals for each profit-centre. To use this feature, the operator simply specifies the profile to be used, and the total amount to be dissected. General Ledger then calculates the amount to be charged to each profit-centre, and generates the corresponding journals automatically, just as if they had been entered manually. 

 XE "adjustments:inter-company trading" 

 XE "inter-company trading adjustments" 

 XE "multi-company" 

 XE "companies:inter-company adjustments" 
· Company-balancing. This facility is used to create inter-company trading account adjustments during the entry of multi-company batches. When invoked, it creates balancing entries on the basis of the transactions entered so far. This facility can be used progressively during batch entry to generate inter-company journals that are particular to each multi-company transaction within the batch. Alternatively, it can be used immediately before closing the batch to net off all multi-company transactions.


If necessary, the transactions in a batch can be built up using all of these facilities. For example, an existing batch can be copied and some further transactions added, making use of the profiling facility. The company-balancing facility can then be used to create adjustments to the inter-company accounts.


When you have finished the batch, you can leave it open or you can post it. Leaving the batch open allows you to amend it and add to it over the period, which can be a convenient way to handle adjusting or correcting journals. Posting the batch confirms that it is complete. Once posted, it cannot be amended.

Automatic Transfers
Transactions can also be transferred into General Ledger automatically from other modules, such as Global 3000 Debtors Ledger, Stock Control, and Cash Manager. The transactions are passed in a transfer file which is generated in the sending module, and then transferred into General Ledger.

 XE "on-line postings" 
When posting into General Ledger from Global 3000 Debtors Ledger, Creditors Ledger and Cash Manager, the transfer files can be generated and transferred into General Ledger in two ways:

· Via the ‘on-line posting’ option, in which a transfer file is automatically generated and transferred whenever a batch is posted in one of the sub-modules. This method is only available for ‘BOS’ format interfaces (see below).


· Via a manual option which involves manually invoking the transfer programs in both the sub-module and General Ledger. This option enables one transfer file to be created in each sub-module at specific intervals, for example, once a week or once a financial period. This method must be used if the modules are on different computers.

 XE "Project Ledger" 
The manual method is always used when posting into General Ledger from all other modules apart from Project Ledger. In Project Ledger, the transfer file is always created when a batch is closed, and can either be transferred into General Ledger automatically or by manually invoking the transfer program in General Ledger later. 


The General Ledger transfer program reads the transfer file, and creates a new General Ledger batch. The processing is the same whether the process is invoked manually or automatically.


The new General Ledger batch can either be posted automatically after successful creation, or it can be left open for amendments and be posted manually in the standard way.


There are several formats of transfer file; the ‘BOS’ format used when transferring data from Global 3000 modules version 4.2 or above, can create a report of the transferred transactions. When transferring transactions via this format for accounts marked for consolidation on auto-entry, the program groups transactions by company, profit centre, account and currency combination. It then creates a single journal for each of these combinations. 


This feature is of particular use for cash posting accounts where detailed investigation of postings normally take place in the sending system, such as Cash Manager. A schedule of the transactions contributing to each consolidated posting can be printed on the transfer report.


The ‘B2’ format used when transferring data from Global 2000 modules has equivalent features for producing a report, and consolidation. However it does not handle foreign currency transactions.

Posting batches XE "post batches" 
The posting process causes the General Ledger balances to be updated by the various transactions in the batch. Only batches relating to the current open period can be posted. Batches entered for a future period can be posted when that period is opened.


The journal entries in unposted batches have no effect on periodic balances until posted, although they are shown as unposted items in account enquiries. This feature helps to avoid accidental duplication of journals.


Before a batch can be posted, its debit and credit totals must be equal. If the operator entered batch control totals for value and/or number of journals, these are also checked against the actual value and number entered. If there is a discrepancy, the batch cannot be posted until the discrepancy is resolved.

 XE "exchange gain & loss" 
Batches entered in a single foreign currency can be balanced in the specified foreign currency, in which case an exchange gain/loss transaction is generated to account for any discrepancies in the batch totals in base currency arising from currency conversion.

Analysis by transaction XE "analysis by transaction" 

 XE "transaction analysis" 
Each General Ledger account can optionally have up to two analysis categories assigned to it. Analysis categories are set up as system parameters with tables of valid entries. During transaction entry the operator is prompted for an analysis code for each category relevant to the account.


Analysis codes can be used to select transactions in enquiries or for additional customised reports created via Global Reporter. This is a report generator that is available as a separate module. 

Red ink XE "red-ink corrections" 
This optional facility enables corrections to be posted as negative debits and credits in line with Eastern European accounting practice. This ensures that the correct total of debits and credits are kept against each account.

Period and Year End

Financial calendar XE "periods" 

 XE "close period" 

 XE "financial periods" \t "See periods" 

 XE "financial years" \t "See also years" 

 XE "accounting periods & years" \t "See periods, years" 

 XE "years" 

 XE "calendar maintenance" 
The financial calendar is defined centrally for use by all Global 3000 modules via the Calendar Maintenance option in Administration Parameters. The number of financial periods in each financial year is defined and can be either 12 or 13. For each financial period, the start and end dates are defined. To facilitate this process, the financial periods in a new year default to those set in the previous year, with adjustments for leap years, but they can be changed.


The Period and Year End Menu in General Ledger enables financial years and periods defined in Calendar Maintenance to be opened and closed in General Ledger.

Period close  XE "periods" 

 XE "close period" 

 XE "financial periods" \t "See periods" 

 XE "financial years" \t "See also years" 

 XE "accounting periods & years" \t "See periods, years" 
Once all the journal entries for the current period have been posted, the period can be closed. The closing process ensures that no batches remain open, and that all batches have been printed on the audit trail.


Period-end reports such as financial statements are normally produced following a successful period close. The trial balance and General Ledger reports are also normally printed at this time.


While the computer system functions normally, General Ledger ensures that only properly balanced batches can be posted. The General Ledger should therefore be correctly balanced at all times. Occasionally however, hardware, software or mistakes by the systems administrator cause errors to arise. The close period process therefore performs a number of integrity checks which ensure that the ledger is in balance, and that all transactions have been posted correctly. If the ledger is operating in multi-company mode, each individual company is also checked. When an error is detected, the closing process recalculates the current period balances by reprocessing all the journals posted in the period.

 XE "database corruption" 
The closing process can also detect database corruption problems. These can generally be corrected by running the Speedbase Presentation Manager Database Rebuild utility.


When all processing for a period has been completed, it can be locked. This prevents the period from ever being opened again, and it prevents transactions being inadvertently entered into it. However the locked period’s transactions and balances are still available for reports and enquiries. 


The transactions in a locked period can optionally be deleted. This does not affect the periods balances which are still available for reports and enquiries. However in many installations where storage space is not a problem, the complete year’s journal entries are retained.


Closed, but unlocked periods, can be re‑opened for posting. This might be necessary, for example, if a critical batch of journals were accidentally omitted.

Opening a period
When the period has been successfully closed, the next period in the financial year can be opened. This process sets the current or working period balances, and allows journal postings to commence for the new period. Any batches previously entered for this period can then be posted.

Year end XE "years:end" 

 XE "end of year" 

 XE "close financial year" 
All the financial periods in the year are processed as described above until the last period in the financial year is reached. Before the last period in the financial year can be closed, it is necessary to open the new financial year. This process causes balance records to be created for each of the new year’s periods. Having done this, the old financial year can be closed.


Closing the year causes the closing balances of balance sheet accounts to be transferred as opening balances in the new financial year, and includes a notional ‘netting off’ of profit and loss accounts. 


The new year is typically opened some time before the end of the preceding year, so that changes in account and company structure can be implemented. Furthermore, it is usual for both years to be open for some time while year-end adjustments are undertaken. It is possible to assign a password to a financial year to prevent the unauthorised or accidental entry of transactions; for example while year end adjustments are in progress.


General Ledger has no artificial restrictions in this respect. Although transactions can only be posted (as opposed to entered) in the current period in a year, multiple years can be open simultaneously. Processing of the new year is independent of year‑end activities within the preceding year, and there are no restrictions as to how long the preceding year can be left open.


Financial years can be opened or closed at will. Each time a financial year is closed, the opening balances of the following year are automatically updated. It is therefore usual for a financial year to be closed at least twice. It is initially closed to transfer conditional balances into the new year. The year can then be re‑opened to effect year-end adjustments, and having done this, again closed to update the following year. 

Budgets & Forecasts

 XE "budgets" 

 XE "forecasts" 
Budgets and forecasts can be held at account level and account group level, or at both account and account group levels. However budgets held for accounts are totally independent of budgets held for account groups. There is no requirement for account budgets to sum to the relevant account group budget. The way the account and account group budgets are used is also different:

· Account group budgets and forecasts are printed on financial statements, the budget and forecast listing, and are available in enquiries.


· Account budgets and forecasts are only printed on the comparative reports and the budget and forecast listing. 

Budgets
The method of entering budgets is the same for both accounts and account groups. They can be entered:

· Top-down. In this method the company’s budget figures are entered for each account or account group for the whole year. The annual amount can then be allocated to the company’s profit centres and across the financial periods by selecting profit centre and periodic profiles, or manually. 


· Bottom-up. In this method budget figures for individual profit centres are entered and together these go to make up the budget for the company. There is also an option to copy the budget or actual figures from the current or previous years.


· Via a combination of these methods. For example, the budget process can be started using the top-down approach, then the individual profit centre budgets that result can be modified on an individual basis to arrive at the final budget for the year.


Alternatively account group budgets can be set up in a standard spreadsheet, and imported into General Ledger. This option is not available for account budgets. 

Forecasts
Forecasts are generally initially created by copying the completed budget to the forecast. The forecast figures can then be modified for individual profit centres and accounts or account groups, as a result of additional considerations not included in the budget process. As the year progresses, the forecast figures can continue to be updated in this way, or they can be replaced by the actual figures.


Account group forecasts can also be imported from standard spreadsheets. 

Further Details

Auditing XE "auditing" 
Each batch is allocated a unique, sequential batch number, and items within the batch are numbered sequentially. 


For each session, a daybook is printed detailing all the transactions in posted batches, including batch and item numbers, and also showing any batches that have been deleted. Each daybook is given a sequentially allocated number, and includes batches originating outside General Ledger, as well as manually entered batches. 


Batches of postings originating from other modules are transferred into General Ledger batches, validated, and posted all as one process (although posting can be delayed). For each originating system an account to which any transactions with invalid accounts or profit centres are posted and an account to which any discrepancy is posted are set up as part of the interface definition. The daybook records the identity of the originating system.

 XE "reconciliation between modules" 
Details of a manually entered batch can be printed prior to posting. Details of batches in the transfer file are automatically printed on import, and can be reprinted at any time until the next transfer file is imported from the same module. The details can be printed in a choice of three different sequences to facilitate reconciliation with the originating module.

History XE "history" 
Account balances can be retained for as many years as required, subject to sufficient storage space being available. They are kept by financial year, and can be deleted at any time after the year has been closed. Similarly transaction details may be retained as long as required. They are kept by period, and may be deleted at any time after the period has been closed.


A flag on each account allows transactions in batches originating outside General Ledger to be consolidated so that there is one transaction per account when the batches are posted - the report shows full details of the batch. This option might be used, for example, for the debtors control account. 

Hardware compatibility XE "hardware compatibility" 

 XE "C-ISAM" 

 XE "Btrieve" 

 XE "integer only operation" 

 XE "decimal places" 
Global 3000 General Ledger can cope with values having up to 15 leading digits and two decimal places. Some of the more popular file storage systems (e.g. C-ISAM, Btrieve etc), have a reliable limit of only 15 digits on their double precision floating point numeric storage. To ensure compatibility with these systems, General Ledger can be operated in an ‘integer only’ mode. This mode effectively switches off the two decimal places which are usually available when operating the ledger on a system offering the necessary precision.

Reports and Enquiries

Enquiries XE "enquiries:overview" 
General Ledger provides a variety of flexible on-screen enquires:

· Journal enquiry. This lists the batches for a selected financial year. By selecting an individual batch, the operator can view its transactions.


· Account enquiry. This lists the account balances for a selected company and financial period. For each individual account, the operator can view an analysis by profit centre, foreign currency, or for all periods in the selected financial year. Each of these options lets the operator drill down to transaction level. 


· Profit centre enquiry. This lists the account balances at the profit centre level for a selected company and financial period. This enquiry has equivalent analysis options as the Account Enquiry, and again the ability to drill down to transaction level. 


· Account group enquiry. This lists the account group balances for a selected profit centre and company combination, for a selected financial period. For each account group, the operator can view an analysis by foreign currency, or for all periods in the selected financial year, and a comparison between actual and budget figures, and between the actual figures and those for the previous year. Another option displays the accounts in the group, with the ability to drill down to their transactions. 


· Company performance enquiry. This lists the account group balances for a selected company and financial period. This enquiry has equivalent analysis options as the Account Group Enquiry, with an additional option to drill down through the profit centre analysis to transaction level. 


With the exception of the Journal Enquiry option, the display of transactions in all the enquiries can optionally be filtered by their transaction analysis codes.

Reporting XE "reports:overview" \r "ReportsOverview" 
In addition to the daybook, the batch print, and the auto-entry reports mentioned above, the following reports are available as standard:

· Trial balance. This prints, for a selected financial period, a summary listing of account balances for a single company, or a selection of companies consolidated. There are five alternative formats for the report, all formats enabling the suppression of zero accounts.


· General Ledger report. This prints account balances, and optionally transactions, for one or a range of financial periods. It can be printed in either company or profit centre order. 


· Account level comparative report. This shows month-to-date and year-to-date comparisons between actual figures and budgets or forecasts at account level. This report can be printed in either company or profit centre order. 


· Budget and forecast listings. This lists account or account group budgets or forecasts for a selected financial year for a range of companies or profit centres. You can print the report in company or profit centre order.


· Currency report. This provides a summary of foreign currency postings to each account for selected companies in a selected financial period. For each currency, the account opening total, period total and closing total are shown.


· Period end report. This lists details of the transaction batches entered in a period. It can be run in detail or summary mode. In detail mode it can be used as an alternative audit trail to the daybook, having the advantage that it requires only one report to be kept for each period. This report is automatically produced when a period is closed. It can also be reprinted at any time until the period’s transactions are deleted.


· Journal batch proof list. This lists transaction details for selected batches in a selected period. When foreign currency batches appear on the report, the transaction amounts are shown in both base and foreign currency.


· VAT reconciliation report. This is described in more detail below.


· Profit centre, account group and chart of account listings. These reports print details of the profit centres, account groups and chart of accounts respectively. 


Many of the reports in General Ledger provide a choice of width formats:

· Standard width format. This prints values with up to nine leading decimal places. Values which exceed this appear as asterisks. This format can be printed on most standard printers and can be displayed on the screen. 


· Maximum width format. This prints values with up to 15 leading decimal places and requires a printer capable of printing at least 202 characters per line. 

Report generator XE "user defined reports" 

 XE "report generator:overview" 
The integral General Ledger report generator enables balance sheet and profit and loss statements, and other management reports to be designed to precisely meet the needs of the individual user. Reports created through the report generator are referred to as ‘statements’ in this manual. 


The user can define the sequence of the horizontal lines on the statement and what they contain in terms of:

· Their data source. This can be a fixed narrative, one or more company, profit centre and account group combination, or an accumulated total. 


· Whether the line is always printed, or only in certain circumstances, such as when its value is non-zero, or debit or credit.


· Whether the line contributes to any of the six registers which can be used for accumulating totals. 


· Whether a schedule of the accounts that contribute to the line is to be printed.


The user can define the sequence and layout of the columns on the statement in terms of:

· The details to be printed in each column. This can be actual, budget, forecast or unit figures, a calculated value (for example the variance between figures in previous actual and budget columns), the account group id, a narrative, or a percentage (for example the percentage the line contributes to an accumulated total).


· When actual, budget, forecast or unit figures are printed in the column, you can specify which period’s or periods’ figures are to be used. These can be specified in relation to the current period and year, and so do not need to be redefined each financial period.


· The printed format of the column in terms of whether it is a single or double column, its layout, and headings.


· The format of the data in the column in terms of the number digits to be printed before and after the decimal point, scaling, credit and debit notation, zero fill, etc.


The ability to define the statement lines and column layouts via separate functions, gives the Global 3000 General Ledger report generator great flexibility. You can, for example, set up a number of column layouts to be used with a single statement line format, each providing a different analysis.


Statements can be printed via standard menu options which enable the operator to select the statement format and column layout to be used. 


Additional selection criteria at the time of printing include defining the current period, the statement’s title, its base currency, detailed or consolidated options, whether to print schedules, and whether to print by company or profit centre. If by company you can select the companies to be included in the report, and if by profit centre you can select the profit centres to by included.


Alternatively ‘Standard Statement Definitions’ can be set up for which the statement line, column layout, and all other selection options are pre-defined. This enables the standardisation of the printing, and consequently reduces the risk of operator error.

VAT reconciliation report XE "VAT reconciliation report" 
The VAT reconciliation report prints the figures for the VAT return and optionally lists the transactions which make up the totals on the report. The report can be printed in draft form until the figures are finalised. A ‘final’ report is then run. This increments the VAT Reconciliation Report number and updates the report period start date. The reporting period does not have to correspond to your accounting period.


Transactions are included in the report on the basis of their ‘tax class’ which indicates whether they are EC or non-EC sales, purchases, or acquisitions. Transactions with a blank indicator are ignored by the report. Transactions which are imported automatically into General Ledger from Debtors Ledger or Creditors Ledger, have the tax class set in the originating module. It is determined from the transaction type, the tax code, and the country and tax registration codes of the trading entities involved in the transaction. For transactions entered directly into General Ledger, the tax class defaults to the value held for the account code, but can be changed.
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Basic Functions

Introduction XE "Basic Functions" \r "QReference" 

 XE "Global System Manager (GSM)" \t "See also Global System Manager Manual" 

 XE "GUI (graphical user interface)" 
This section provides a brief guide to the basic Global 3000 functions.  This is followed by a list of the standard function key usage in Global 3000 software. More detailed instructions for new users can be found in the Tutorial in the Global 3000 Installation & Set-up Manual.

This Basic Functions section covers both character-based and Graphical User Interface (GUI) operation of Global 3000. The keyboard commands are identical in both modes of operation. The GUI functions can be ignored by users of the character-based version.

Further details of the GUI can be found in Global Windows Workstation Notes.

Note
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Help Button
The functions performed by different keys can vary between terminal types and you can customise your keyboard for your specific requirements with Speedbase Presentation Manager. In this manual we have used the terminology of a standard PC keyboard, and the standard Global 3000 function key usage. If you are unsure, the Help key or button can give you assistance. Pressing the help key (or clicking the help button) within a Global 3000 program displays a list of the available function keys and their usage. 

Figure 3: Global 3000 General Ledger running under the GUI

This figure shows the GUI toolbar at the top of the window and the status line at the bottom of the window. On the status line are the partition indicator, network ID, and on the right hand side the program ID and the window processing mode  
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Menus in Global 3000

 XE "menus" 
There are two types of menu in Global 3000 modules, ‘main’ and ‘pop’.


The first menu that appears when you go into a Global 3000 module is a main menu, as are the menus that appear when you select an option on this menu. Pop-menus are the menus that appear within Global 3000 programs.

Select 


To select an option from a menu: 
· Use the cursor keys to move to the required line and press <Return>. 

· Or key the letter or number which is highlighted or underlined. On main menus you then need to press <Return>.

· Or click with the mouse on the required line. 

Main menu commands


There are two formats of character-based Global main menu, ‘full screen’ and ‘SAA-style’. These are described in detail in the Global System Manager Manual.

xe "main menus"

 XE "SAA-style main menus" 
Additional commands are available from GUI and ‘SAA-style’ main menus:
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F1 buttonxe "Global System Manager (GSM):commands"
· Press <F1> (or click the F1 button) for the Global System Manager (GSM) command box. This allows you to enter a GSM command. For further information on GSM commands, see the Global System Manager Manual.

[image: image4.png]



F2 button
· When you press <F2> (or click the F2 button) in General Ledger, the Cash Book Selection window appears. In all other modules, the Company Selection window appears.
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F3 button
· When you press <F3> (or click the F3 button) in General Ledger, the Financial Year window appears. In all other modules, the Date Warning window appears.

Note
To initiate a GSM command at a full screen menu, you can just type the command name; e.g. $F. 

Exiting from a window or menu

 XE "exiting from a window or menu" 
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Exit Button


To return to the previous window or menu:
· Press <Esc>. You may need to press it twice on some keyboards.

· Or click the Exit button.

· Or select Exit from the menu when it is available. 

Help
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Help button XE "help" 
Press <F8> (or click the Help button) for context sensitive Help. This is available throughout Global 3000 except at the main menus.


Select Help once for a list of the functions that are available in the current window. You can invoke a function from this list by double clicking it with the mouse.


Select Help again for detailed help text relating to the current window.

Window processing mode

 XE "window processing modes" 

 XE "modes in Global 3000 software" 
Global 3000 programs utilise a number of different window processing modes. A three character code representing the current mode appears on the screen.


In character-based operation, the mode is displayed to the left of the window’s title at the top of the screen. In GUI operation, it is displayed on the left hand side of the status bar at the bottom of the window (see Figure 3 on page 35).


Possible modes are:

· Display (DSP)

· Enquiry (ENQ)

· Add (ADD)

· Insert (INS)

· Maintenance (MNT)

· Edit (EDT)

· Delete (DEL)

These are described in more detail below.

Enquiries

 XE "enquiries" 
Enquiry windows initially appear in either ‘Display Mode’ or in ‘Enquiry Mode’.
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Enquire button
In display mode, records are displayed without further action. You can press <F6> or click the Enquire button to go into Enquiry mode when it is available. Select Help to check if it is available.
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Page up/page down buttons


Enquiry mode allows you to enter a full or partial code followed by <Page Down> to display the entries starting with the characters you entered.

For example you are searching on customer names for a particular customer. You know their name begins with ‘Mc’ but you cannot remember if it is ‘McDonald’ or ‘McLeod’. You enter ‘Mc’ followed by <Page Down> . The program displays the entries in alphabetical order starting with the first ‘Mc…’ name on file. Press <Page Up> to display the page of entries up to and including those starting with ‘Mc…’.

Note
If you enter a full or partial code followed by <Return>, the program will only display entries whose code exactly matches the characters you entered.

Search XE "search" 
In many enquiry windows there are a number of ways you can search for entries; for example by name, by account code, by first line of the address, by currency. These different ways of searching for records are called index keys. In the example above, maybe you cannot remember the cash book’s name but you know the account code. Press <F6> until the cursor is on the index key you require, and enter a full or partial code followed by <Page Down> or <Page Up> as described above.

Pop-up enquiries
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 XE "enquiries:pop-up" 

 XE "pop-up enquiries" 
F1 button


In most prompts, when you press <F1> (or click the F1 or search buttons) a pop-up enquiry appears. This lists the values which are appropriate for the prompt. For example, when you select the pop-up enquiry function on a product code prompt, you are presented with a list of valid product codes and their descriptions.
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Search button XE "search button" 
You can tell if a pop-up enquiry is available because:

· In character-based operation, > appears in the bottom right hand corner of the window.

· In GUI operation, the F1 and search buttons are enabled.

Moving through a list

 XE "moving through a list" 
· Use the cursor keys to move through a list one entry at a time.

· Or use the <Page Up> and <Page Down> keys to move backwards and forwards through a list a page at a time.

· Or click on the scroll bar to move backwards and forwards through a list a page at a time.

· Or use the <Home> key to toggle between the first and last entry.

· Or click with the mouse to move directly to an entry.

· Or click on the arrows on the scroll bar to move one entry up or down the list.

Selecting an entry from a list

 XE "selecting an entry from a list" 
· Move the cursor to the entry you want to select and then press <Return>.

· Or double click with the mouse on the required line.

· Or click the required line and then click the OK button.

Adding a new entry

 XE "add" 
You can add new entries in a standard maintenance or transaction input program by going into ‘Add Mode’. In some programs you can also add records by going into ‘Insert Mode’.

Add mode XE "add mode" 
· Move the cursor to the line beneath the last entry in the list. This automatically puts you into ‘Add Mode’ and you can start entering information.


· Or press <F4>. This clears the screen and puts you into ‘Add Mode’.

Insert mode XE "insert mode" 
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Insert button
In some programs you can insert an entry into a list. Move the cursor to the line where you want to insert the entry and press <F5>, or click the insert button.  A blank line appears and you can now enter the new details.

Changing an entry

 XE "amend" 
To change details in an entry in a maintenance or transaction input program you need to go into ‘Maintenance Mode’ (MNT) or ‘Edit Mode’ (EDT). You can then step through the prompts changing information as necessary. Generally you cannot change the main index key of an entry, for example its unique reference code. Sometimes some of the other items cannot be changed after they have been set up. In this case this will be stated in the relevant part of the manual.


In some programs you are automatically put into ‘Maintenance Mode’ when you select a record. In other programs a menu appears when you select a record. You then need to select the appropriate option on the menu.

Changing information at a prompt


In many Global windows, prompts enable you to enter information. This can be numeric information such as an amount, a date, or text such as a name or description.


When you first enter a prompt which already contains information, the original information is deleted when you start to type in new information unless you first use the cursor keys. 


To alter the information in the prompt without deleting it you can use the cursor right and cursor left arrow keys to move to the letter or number that you want to change. Then type the new value. The existing value will be replaced by the value you typed.


To insert a character or number, press the <Insert> key. This makes a space open up in the existing information into which you can type the required value. 


If you accidentally delete the contents of a prompt, you can press <F11> to restore its contents.

Deleting an entry

 XE "delete" 
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Delete button
Move the cursor to the unwanted entry and press <F7>, or click the delete button. This puts you into ‘Delete Mode’ (DEL). The program will ask you for confirmation before it deletes the entry. It will also tell you if an entry cannot be deleted; for example, if other records are dependent on it.

Error and warning messages

xe "messages, error"

xe "errors"

xe "warning messages"
When you try to do something unusual or impossible, a warning message is displayed on the status line at the bottom of the screen. Sometimes the warning ends in a comma. You then need to press <Return> to get rid of the message.

Print Options Window

Figure 4: Print Options Windowxe "Print Options Window"

xe "print" \t "See also reports"

 XE "print" 
This window appears after entering selection options for many reports 
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Purpose
This window appears after you enter the selection options for many reports throughout the Global 3000 range. It enables you to specify the physical report name and print unit for the report and to choose whether to print, display or ‘inspect’ the report.

The prompts are:

Note
You do not often need to change the defaults for the first three options, so the cursor appears on the fourth option. Press <Shift Tab> to make the cursor retreat through the prompts.

Report name
This can be up to eight characters long.

Print unit
In practice you rarely need to change this from the default. On certain important reports, such as Invoice Print in SOP, this is the only item which can be changed.

All, sub-totals or total
(A/S/T.) A produces a full report. S produces a report omitting the detail records, showing only the subtotal lines, if any. T produces a report containing only the final total lines of the report, if any.

Note
Many reports (for example, the Product Details) contain no totals or subtotals, so selecting S or T will produce a blank report. S or T might be useful however in the Orders by Salesperson report in SOP, which produces subtotals for each salesperson and totals for the entire report.

Displayxe "display:report", inspect or print reportxe "print"

 XE "inspect report" 

 XE "display" \t "See also enquiries" 

 XE "reports:display and inspect" 
D displays the report but does not print it. I prints the entire report to the spool unit and then allows you to view it before deciding whether to print it. P prints it but does not display it.

On completion
The selected report is printed/displayed and then you are returned to the menu you came from.

Further information XE "inspect report" 

xe "stationery"

xe "spooler"

xe "print:special stationery"
For general information about printing from Global software, printing on special stationery, and using the Global Spooler, see the Global System Manager Manual. This manual also provides detailed information about using the ‘inspect’ option (under the V – View Files command in the Spooler chapter).

Key/Button XE "GUI (graphical user interface):buttons" 

Function/Description XE "function key use" 

Key/Button


Function/Description



<F1>

[image: image15.png]



Search (when available)

( pop-up enquiry 
 (up arrow)
Move up to previous entry

<F1>

[image: image16.png]



From any Global 3000 main menu

( GSM command box
 (down arrow)
Move down to next entry

<F2>

[image: image17.png]



From any main menu in all modules except General Ledger

( Company Selection window
 (left arrow)
Cursor left one character

Display alternate view of window

<F2>
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From any main menu in General Ledger

( Cash book Selection window
 (right arrow)
Cursor right one character

Display alternate view of window

<F2>  & <F3>
Supplementary keys Their functions differ in context, and are explained when available
<Page down>
Display next page of entries

<F3>
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From any main menu in all modules except General Ledger

( Standard Date Warning Window 
<Page up>
Display previous page of entries

<F3>
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From any main menu in General Ledger

( Select Financial Year window
<Home>

Go to first or last entry in list

<F4>

Clear record or window, and go into ‘Add’ mode
<Return>
Enter item or select entry in list

<F5>
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Insert new entry
<Tab>

Skip past prompts

<F6>
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Change to enquiry mode/change key of search
<Shift tab>
Step back to previous prompt

<F7>
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Delete the current record
<Insert>

Insert a space at this character

<F8>
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Help - press/click once ( list of available function keys

Press/click twice ( help text
<Delete>
Delete the character at cursor

<F9>
Abort this program (this function is not always available)
<Esc>
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Go back to previous window (press twice on some systems)

<F10>
Move entry
<Ctrl F>

Clear prompt from cursor onwards 

<F11>

Restore contents of prompt
<Ctrl C>
Change case of a character

<F12>
Undelete entry - insert last deleted entry here
<End>
Next - go to next window/process (this function is not always available)

Table 1: Function keys and GUI buttons in Global 3000

This page is deliberately left blank

Section Three:

Transaction Entry

Contents

47
Transaction Entry

This describes the process of entering transactions into General Ledger manually via the following options on the Transaction Entry Menu: General Journals, Single Currency Journals, Foreign Currency Journals, Standing Journals, Accruals and Prepayments.

73
Automatic Transfer

This option enables transactions created in other systems, such as Global 3000 Debtors Ledger, to be automatically imported into General Ledger.

82
Budgets and Forecasts

This option enables you to set up and amend budgets and forecasts. Budgets and forecasts can be held at account level or account group level, or at both account and account group levels.

98
Daybook

This option enables you to print the current daybook or to reprint previous daybooks. The current daybook lists transaction-by-transaction details of all batches posted since the daybook’s number was last incremented. It also lists unposted batches and deleted batches as one line entries.

101
Close Session

This option closes the current session, clearing all posted batches from the list of current session batches.

Transaction Entry 

Introduction XE "Transaction Entry" \r "TransactionEntry" 
Transaction Entry enables you to enter and amend transactions. You enter and amend transactions in batches. 

 XE "general journals" 
Transaction Entry enables you to enter and amend five types of batches:

· General journals. One-off transactions.

 XE "single currency journals" 
· Single currency journals. One-off transactions in a single foreign currency.

 XE "foreign currencies:journals" 
· Foreign currency journals. One-off transactions in a mixture of foreign currencies. These are referred to in this manual as ‘multiple foreign currency’ batches.

 XE "standing journals" 
· Standing journals. Transactions that are repeated on a periodic basis. When a standing journal batch is posted, it is automatically copied into the next period. This process continues for a specified number of periods. A standing journal batch can be amended in the standard way before it is posted.

 XE "accrual journals" 
· Accruals. Transactions that are automatically reversed in the following period. When an accrual batch is posted, a reversed batch is automatically copied into the following period. The reversed batch is posted as it is copied, and cannot be amended or deleted.


The Transaction Entry menu has an option for each of these five batch types. 

Note
The two foreign currency journal options are not available if the ‘Foreign currency postings in GL’ Administration Parameters is set to N.

 XE "base currency" 

 XE "foreign currencies" 
A base currency is defined for each company within the ledger. When you enter a transaction into General Ledger, you specify the company it relates to. All the transactions in a batch must relate to the same base currency and financial period. This can either be the current period or a future one.


Transactions in currencies which differ from their company’s base currency, are referred to in this manual as ‘foreign currency transactions’. When you enter a foreign currency transaction, General Ledger converts the foreign currency value to base currency using the house exchange rates in force on the transaction date. However you can invoke the Currency Information Window from the transaction line to view details of the exchange rates involved in the currency conversion. If any of the exchange rates involved in the conversion are floating, this window also enables you to enter a spot rate for the transaction, or a specific value in base currency.

 XE "normal procedure for batch entry" 
The normal procedure for entering batches involves the following steps:

· Enter the batch and its transactions. You do this via one of the options listed above. When you select one of these options, the Batch Detail Entry Window appears. This is described in detail below. The dialogue is similar for all five transaction types; any differences are noted.


· Print the batch and thoroughly check the transaction details. You do this through the Print Batch option on the Batch Options Menu. This menu is described on page 58.


· Amend the batch as necessary. You do this through the Amend Batch option on the Batch Options Menu.


· When you are satisfied that the batch is correct, you post it. You do this through the Post Batch option on the Batch Options Menu. Posting the batch updates the account balances with the transaction amounts, and marks the batch as posted. Posted batches cannot be changed or deleted.

Period Selection

Figure 5: Period Selection Window XE "Period Selection Window:transaction entry" 
This window appears when you select a journal entry option from the Transaction Entry Menu 
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Note
If you have not already selected a company, this window is preceded by the Company Selection Window. For further details, see page 152.


If you have not already selected a financial year, this window is also preceded by the Financial Year Selection Window. For further details, see page 292.

Purpose XE "periods:selection" 

 XE "select:period" 
The Period Selection Window lists the financial periods defined for the selected financial year, and it enables you to select the period the transactions relate to. The default period is the current period. You can choose this, or a later period within the current financial year.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a period, move the cursor to the required entry and press <Return>.  Batch Detail Entry Window. The selected financial period and year are displayed on the screen header line.

Note
You cannot select a period which is closed. 

Batch Detail Entry

Figure 6: Batch Detail Entry Window XE "Batch Detail Entry Window" 
This window appears when you select a financial period in the Period Selection Window
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Purpose XE "current session batches" 

 XE "batches" \r "TransactionEntry" 
This window lists current session batches of the selected type for the selected period. This window enables you to enter new transaction batches, and to amend and delete existing batches.

Note
When you run Close Session, the batches which have been posted are cleared from the list of current session batches, and they no longer appear in this window. You can, however, view them via Enquiries; for further details, see Journal Enquiry starting on page 105.

Move through list
You can move through the list of batches using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:batches" 
To create a new batch of transactions, move the cursor to the line below the last entry in the list, or press <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Amend XE "amend:batches" 
To amend an open batch, move the cursor to the required line and press <Return>. The prompts are described in detail below. When you complete your replies in this window the Batch Options Menu appears which enables you to amend the transactions, and to print and post the batch.

Note
You can view the journals in posted batches via Enquiries; for further details, see Journal Enquiry starting on page 105.

Select
To select a posted batch for printing, move the cursor to the required line and press <Return>.  Batch Options Menu, see page 58.

Note
You cannot select a deleted batch.

Delete XE "delete:batches" 
To delete a batch, move the cursor to the unwanted line and press <F7>. General Ledger asks you for confirmation before it deletes the line. 

Note
You cannot delete posted batches.

The prompts are:

Note XE "header details" 

 XE "batches:header details" 
The details in this window are known as the batch header details.

Batch XE "batches:ids" 
If automatic allocation of batch ids is selected in System Parameters, the batch id is displayed here for existing batches. When you are adding a new batch, this prompt is set to ‘auto’; General Ledger automatically allocates a batch id to the batch when you complete your replies in this window.


Otherwise, you need to enter an id for the batch. It must be unique within the selected financial period.

Sr XE "source of batch" 
(Display only.) The id of the source of the batch. This is GL if you manually enter the batch in General Ledger, otherwise, it is the source id of the module from which it was imported. 

OPID XE "operator id" 
(Display only.) The id of the operator who created the batch. 

Date XE "dates:batch creation" 
(Display only.) The date the batch was created. 

Batch title XE "titles:batch" 
The title of the batch, e.g. ‘March Payroll’. This can be up to 30 characters. 

Note
An asterisk (*) appearing between the ‘Batch title’ and ‘Status’ columns indicates that there is variance between the total debits and total credits in the batch or between the total debits and the control total. 

Status XE "status:batches" 

 XE "batches:status" 

 XE "open status" 
(Display only.) Status of the batch. This can be:

· OPEN. The batch is open and can be amended or deleted. 

 XE "delete status" 
· DELETE. The batch has been deleted and cannot be amended. 

 XE "posted status" 
· POSTED. The batch has been posted, and General Ledger balances updated. The batch cannot be amended or deleted.

Note
The account balances are not updated with journal values until the batch is posted.

No. of periods XE "standing journals:number of periods" 
(Only standing journal batches.) The number of periods for which the batch is to be replicated. This can be a value from 1 to 99 (the current period is included in this figure). The value is reduced by one each time the batch is copied from one period to the next until it is reduced to one, indicating that the batch will not be copied to any future periods.

Batch type XE "batches:types" 

 XE "types:batches" 

 XE "accrual journals" 
(Display only.) The type of the batch. It can be:

· A
- Accrual journal. A batch containing transactions that are  automatically reversed in the following period. When an accrual batch is posted, a reversed batch is automatically copied into the following period. The reversed batch is posted as it is copied, and cannot be amended or deleted.

 XE "foreign currencies:journals" 
· C
-
Currency journal. A batch used to enter one-off transactions in foreign currency.

 XE "general journals" 
· J
-
General journal. A batch used to enter one-off transactions in base currency.

 XE "reversal journals" 
· R
-
Reversal journal. A batch automatically generated when an accrual batch is posted. Reversal batches are only created in this way, and cannot be entered manually.

 XE "standing journals" 
· S
-
Standing journal. A batch used to enter transactions that are repeated on a periodic basis. When a standing journal batch is posted, it is automatically copied into the next period. This process continues for a specified number of periods. A standing journal batch can be amended in the standard way before it is posted.

Default co id XE "default company id" 
(Multi-company ledgers only.) You can optionally enter the id of the company to be used as a default during the entry of journals for the batch. If you leave this prompt blank, you are prompted for a company id for each journal. If you do not enter a default company id, you must enter the base currency of the batch at the next prompt, as multi-company batches must be for companies with the same base currency.

Note
If you wish to enter journals for several companies, without being prompted for the company ids as you enter each journal, you can return to this prompt during journal entry to change the default company ID.

Base currency XE "base currency:batches" 
(Multi-company ledgers only.) The code of the base currency of the batch. This is the currency the batch is to balance in. If you entered a company at the prompt above, the currency defaults to the company’s base currency.

Batch currency XE "single currency journals" 

 XE "batch currency" 
(Single currency batches only.) The code of the currency of the transactions in the batch.

Jnls in batch ‑ control XE "control totals" 

 XE "totals:batches" 
The number of journals that you expect to enter for this batch. This must be less than the maximum number specified in System Parameters. 

Jnls in batch ‑ actual XE "actual totals" 
(Display only.) The actual number of journals entered in the batch. 

Period end date
(Display only.) The last day of the financial period. 

Control total
(Not foreign currency batches.) This is an optional batch control total. Leave it as zero for no control total checking. 

 XE "integer only operation:entering transactions" 
If the option to operate an integer only ledger has been switched on, you can enter a total with up to fifteen leading digits but no decimal places.

Total debits XE "debits:total in batch" 
(Display only.) The actual total of the debit journals in the batch in the base currency of the batch. 

Total credits XE "credits:total in batch" 
(Display only.) The actual total of the credit journals in the batch in the base currency of the batch.

Variance XE "variances:in batch totals" 
(Display only.) If the actual total debits and credits for the batch are unequal, this shows the difference between them in the base currency of the batch. Otherwise it shows the difference between the total debits and the control total, in the base currency of the batch.

Debits xxx
(Single foreign currency batches only.) (Display only.) The actual total of the debit journals in the batch in the foreign currency.

Note
‘xxx’ represents the code of the foreign currency.

Credits xxx
(Single foreign currency batches only.) (Display only.) The actual total of the credit journals in the batch in the foreign currency.

Variance xxx
(Single foreign currency batches only.) (Display only.) The difference between the foreign currency debit and credit totals for the batch. 

On completion
If you are entering a new batch  Journal Entry Window.


If you are amending an existing batch  Batch Options Menu, see page 58.

Journal Entry

Figure 7: Journal Entry Window XE "Journal Entry Window" 
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This window appears when you do one of the following:

· Complete your replies in the Batch Detail Entry Window when entering a new batch.

· Select Amend Batch from the Batch Options Menu.

Purpose XE "batches:journals" 

 XE "transactions:entry" 
This window displays details of any journals that already exist for the selected batch. It enables you to add journals to the batch, and to amend and delete existing journals. 

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:journals" 
To create a new journal, move the cursor to the line below the last entry in the list, or press <F5> to insert a new entry within the list. Alternatively you can press <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Amend XE "amend:journals" 
To amend an existing journal, move the cursor to the required line and press <Return>. The prompts are described in detail below.

Delete XE "delete:journals" 
To delete an unwanted journal, move the cursor to the unwanted line and press <F7>. General Ledger asks you for confirmation before it deletes the line. 

The prompts are:

Trans XE "transactions:numbers" 

 XE "transactions" \t "See also journals" 

 XE "journals" \t "See also transactions" 
(Display only.) The transaction number is displayed here. When you are adding a new journal, this prompt is set to ‘auto’; General Ledger automatically allocates a number to the journal when you complete your replies in this window.

Note XE "sequences:transaction numbers" 
General Ledger maintains a separate transaction number sequence for each financial year. The number of the first transaction entered in a financial year is determined by the transaction number entered when the year was opened.

Account XE "accounts:post transactions to" 
The code of the account to which this transaction is to be posted. You cannot enter an account that you are not authorised to access. You can press:

· <F1>
for a pop-up enquiry.

 XE "copy:transactions" 
· <F2>
to invoke the batch copy facility.  Batch Selection Window, see page 60. This enables you to copy existing journals in this or another batch into this batch.


· <F3>
to invoke company balancing.  Inter-Company Adjustments Window, see page 64.

Note XE "authorisation levels" 
You set the authorisation levels for accounts via the Individual Account Maintenance option. For further information, see page 242.

Co XE "companies:post transactions to" 
(Multi-company systems only.) The code of the company to which this journal is to be posted. The company must have the same base currency as that selected for the batch. The default, if any, is the company entered in the Batch Detail Entry Window. Press <F1> for a pop-up enquiry.

PCID XE "profit centres:post transactions to" 
The code of the profit centre to which this transaction is to be posted. You can press:

· <F1>
for a pop-up enquiry. 


· <F2>
to select a profit centre profile, enabling you to allocate over a number of profit centres.  Select Profit Centre Profile Window, see page 64.

Date XE "dates:transactions" 
The date of the transaction. If this is outside the selected financial period, a warning is displayed.

Units XE "units:transaction entry" 
(Only for accounts which require entry of units.) The number of units associated with this transaction, such as units sold, or hours worked. These are normally entered using the same sign as the currency amount. 


If you entered a profile at the profit centre prompt, enter the total number of units to be spread amongst the profit centres in the profile.

Note
You define whether accounts require the entry of units in the Chart of Accounts Maintenance Window. For further information, see page 241.

Currency XE "currencies:transactions" 

 XE "transaction entry currency" 
(Foreign currency batches only.) The currency code of the transaction. This is referred to as the ‘transaction entry currency’. For multiple currency batches, enter the currency of the transaction. The default is the last currency entered. Press <F1> for a pop-up enquiry.


For single currency batches the currency code is displayed and cannot be changed.

Amount XE "amount of transactions" 
Enter the value of the transaction. For foreign currency batches, enter the value in the foreign currency. For all other batch types, enter the value in the base currency of the batch. 


If you entered a profile at the profit centre prompt, enter the total amount to be spread across the profit centres in the profile.

 XE "decimal places:currencies" 

 XE "currencies:decimal precision" 

 XE "decimal precision of currencies" 
If the currency operates with a decimal precision of zero or one, you cannot enter a value with more non-zero decimal places than are allowed for the currency; for example if the decimal precision is zero you can enter the amount as ‘1478’ or as ‘1478.00’, but not as ‘1478.5’. For further information about the decimal precision of currencies, see Currency Maintenance in the Global 3000 Installation & Set-up Manual.

 XE "integer only operation:entering transactions" 
If the option to operate an integer only ledger has been switched on, you can enter up to fifteen leading digits for the value but no decimal places.

 XE "debits:notation" 

 XE "credits:notation" 

 XE "notation" 
The way you indicate whether the journal is a debit or a credit depends on how your system is configured:

· If you use standard accounting (DR/CR) notation, enter either D or C after the amount to indicate whether the journal is a debit or a credit.


· If you use arithmetic signed (+/-) notation, enter credits as negative values, and debits as positive values. 

 XE "red-ink corrections" 
· If you use red-ink corrections, you can enter negative journals as corrections to previously entered debits and credits. Red-ink corrections are only available with standard accounting notation. 

Account id
(Display only.) The title, type, and usual sign of the account entered above.

Profit centre
(Display only.) The title of the profit centre entered above. 

Narrative XE "narratives:transactions" 

 XE "comments:transactions" 
You can enter up to three lines of narrative of up to 30 characters each. This defaults to the narrative of the preceding journal.


For foreign currency journals, press <F1> on the first narrative line for the Currency Information Window. This shows in detail how the foreign currency value is converted to base currency. If any of the exchange rates involved in the conversion are floating, it also enables you to enter a spot rate for the transaction, or a specific value in base currency. For further details of the Currency Information Window, see page 66.

Tax class XE "tax class" 

 XE "VAT reconciliation report" 
(Only if the ‘VAT Reconciliation Report’ feature is in use.) This item defaults and the prompt is skipped. If you want to change the default press <Shift Tab> on the first ‘Narrative’ prompt.


If this item is non-blank, the transaction is included in the VAT Reconciliation Report. The value determines the box or boxes on the report which the transaction contributes to. For further information, see page 211.

 XE "non-EC sales & purchases" 
Valid settings are:

· NS

-
Non-EC sales.


· NP

-
Non-EC purchases.

 XE "sales, EC" 
· ES

-
EC sales.

 XE "EC sales, purchases & acquisitions" 

 XE "purchases, EC" 
· EP

-
EC purchases.

 XE "acquisitions, EC" 
· EA

-
EC acquisitions.


· Blank
-
Transaction not relevant to VAT Reconciliation Report.


This item defaults as follows:

· If you are adding a transaction, this item automatically defaults to the value entered for the account in the Account Maintenance window.


· If the transaction was imported from Global 3000 Debtors Ledger or Creditors Ledger, this item is determined within the originating module from the transaction type, the tax code, and the country and tax registration codes of the trading entities involved.


· If the transaction was imported from any module other than Global 3000 Debtors Ledger or Creditors Ledger, the default is blank.

On completion
If any analysis categories have been defined for the account  General Ledger Transaction Analysis Window.

Otherwise the cursor moves to the next line in the window.

Note XE "profit centre profiles:transactions generated by" 

 XE "profit centres:profiles" 

 XE "profiles:profit centres:transaction entry" 
If you selected a profile at the ‘PCID’ prompt, General Ledger automatically adjusts the amounts and creates additional journals according to the selected profile. The additional journals are appended to the batch and the cursor moves to the following line ready for the entry of the next journal. To view the appended transactions, simply scroll or page back.

 XE "integer only operation:profit centre profiles" 
If the option to operate an integer only ledger is switched on, transactions generated by the profile are rounded to the nearest integer value with the exception of the last transaction which is adjusted to cover the balance of the profile.

On exit
  Batch Options Menu, see page 58. 

General Ledger Transaction Analysis

Figure 8: General Ledger Transaction Analysis Window XE "General Ledger Transaction Analysis Window" 
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This window appears after you complete your replies in the Journal Entry Window if any analysis categories have been defined for the selected account code.

Purpose XE "analysis by transaction" 

 XE "transaction analysis" 
This window enables you to enter and amend transaction analysis codes for the current transaction.

Note
This window appears when you amend a transaction, not just when you create one. So you can amend the analysis code at any time until you post the batch. 

The prompts are:

Note
The name of the next prompt reflects the description defined for the analysis category in System Parameters. In Figure 8, it is ‘Authorisation Codes’.

Code XE "transactions:analysis codes" 
Enter the analysis code for the transaction. Press <F1> for a pop-up enquiry. 


If the analysis category is defined as requiring validation, the code you enter must be valid for the category.


You can only leave the code blank if this is allowed for the category as it is defined in System Parameters.

(Description)
(Display only.) The code’s description is displayed for confirmation.

On completion
If there are two analysis categories for the transaction, and this is the first one, this window is displayed again for the second analysis category.


Otherwise  Journal Entry Window, see page 53.

Batch Options
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Figure 9: Batch Options Menu XE "Batch Options Menu" 

 XE "batches:options" 
This menu appears when you do one of the following:

· Complete your replies in the Batch Detail Entry Window for an existing batch.

· Exit from the Journal Entry Window.

The options are:

Amend batch XE "amend:journals" 
(Open batches only.) Amend the transactions in the batch.  Journal Entry Window, see page 49. 

Delete batch XE "delete:batches" 
(Open batches only.) Delete the selected batch. You are asked for confirmation before the batch is deleted. You are returned to this menu.

Amend header XE "amend:header details" 
(Open batches only.) Amend the batch header details.  Batch Detail Entry Window, see page 49. 

Note
You are restricted to amending the details at the following prompts:

· Batch title.


· Jnls in batch – control.


· Control total.

Post batch XE "post batches" 

 XE "batches:post" 
(Open batches only.) Post the selected batch. This causes the account balances to be updated with the transactions in the batch, and the batch to be marked as posted so no further amendments can be made. 


You can post batches once, immediately before period-end. Alternatively, you can post batches progressively during the period, e.g. on a daily basis. You must however, post all the batches in the current period before the period can be closed. After it has been posted, each batch must be printed on the daybook before the period can be closed.


For single foreign currency batches  Exchange Gain/Loss Posting Window, see page 71.


For all other batches  Please Confirm Posting Required Window, see page 69.

Note
You can only post batches into the current period. You can post batches entered for other periods in the financial year when those periods are opened.  

Print batch XE "print:batches" 

 XE "batches:print" 
(Open and posted batches only.) Select this option to print the selected batch. For foreign currency batches  Batch Print Options Menu.


For base currency batches  Format Options Menu, see page 60.

Exit
 Batch Detail Entry Window, see page 49,

Batch Print Options
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Figure 10: Batch Print Options Menu XE "Batch Print Options Menu" 
This menu appears when you select Print Batch from the Batch Options Menu for a foreign currency batch.

The options are:

Base currency XE "base currency:print batch in" 
Print the report in the base currency of the batch. This report prints units if they are defined for the account printed.  Format Options Menu.

Foreign currency XE "foreign currencies:print batch in" 
Print the report in the foreign currency. This report does not print units, but prints the exchange rate used to convert each transaction’s amount from entry currency to base currency. Format Options Menu.

Printed example
For a printed example of the report produced by this option, see page 297 of the Sample Reports Section.

Exit
 Batch Options Menu, see page 58

Format Options

Figure 11: Format Options Menu XE "Format Options Menu" 
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This menu appears when you do one of the following:

· Select Print Batch from the Batch Options Menu for a base currency batch.

· Select an option from the Batch Print Options Menu for a foreign currency batch.

The options are:

Maximum width format XE "maximum width format" 

 XE "print:width formats" 

 XE "width:reports" 
This format prints values with up to 15 leading decimal places and requires a printer capable of printing at least 202 characters per line. This format cannot be displayed on the screen. When you select this option, the report is printed and you are returned to the Batch Options Menu, see page 58.

Standard width format XE "standard width format" 

 XE "print:width formats" 
This format prints values with up to nine leading decimal places. Values which exceed this appear as asterisks. This format can be printed on most standard printers and can be displayed on the screen. We recommend you use this option except when you are dealing with very large values.  Standard Print Options Window, see page 41.

Exit
 Batch Options Menu, see page 58.

Batch Selection Window 

Figure 12: Batch Selection Window XE "Batch Selection Window" 
This window appears when you press <F2> at the Account prompt in the Journal Entry Window
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Purpose XE "copy:transactions" 

 XE "transactions:copy" 

 XE "batches:copy" 
This window lists batches which have transactions you can copy into the current batch, and it enables you to select a batch for copying.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a batch, move the cursor to the required line and press <Return>.  Journal Selection Window.

Note XE "foreign currencies:copying journals" 
When copying journals into a foreign currency batch, the following rules apply:

· For single foreign currency batches, you can copy transactions with the base and transaction entry currency of your batch from any batch, irrespective of type.


· For multiple foreign currency batches, you can copy transactions with the base currency of your batch from any batch, irrespective of type.

The details displayed are:

FY… per
The financial year and period of the batch.

Id
The id of the batch.

Oper
The id of the operator who created the batch.

Batch title
The title of the batch.

Journals
The number of journals in the batch.

Status
The status of the batch. For details of possible values, see page 50.

On exit
 Journal Entry Window, see page 53.

Journal Selection

Figure 13: Journal Selection Window XE "Journal Selection Window" 
This window appears when you select a batch in the Batch Selection Window
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Purpose
This window lists the journals in the selected batch and enables you to select one or a range of journals to copy into the current batch.


When copying journals into a foreign currency batch, the following rules apply:

· For single foreign currency batches, you can copy transactions with the same base and transaction entry currency, irrespective of the type of the originating batch.


· For multiple foreign currency batches, transactions can be copied from any batch with the same base currency.

Note
When transactions are marked with an asterisk (*), it indicates that the profit centre/account combination is not enabled. If you copy them, the transaction is posted to the suspense account. If the suspense account is not enabled for the selected profit centre, the copy is aborted.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select range
To select the start of a range of journals to copy, move the cursor to the first journal in the range and press <Return>. The journal is marked with a < to the right of the amount, as shown in the first line in Figure 13.


To select the end of the range of journals to copy, move the cursor to the last journal in the range and press <Return>.  Proceed with Copying Window.

Select all
To copy all the journals in the batch, press <End>.  Proceed with Copying Window.

On exit
 Batch Selection Window, see page 60.

Proceed with Copying

Figure 14: Proceed with Copying Window XE "Proceed with Copying Window" 
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This window appears when you select the end of a range of journals to copy in the Select Journals Window.

Purpose
This window enables you to change the date and sign on the journals you are copying.

The prompts are:

New transaction date
Enter the transaction date that you want to appear on the copied transactions. 

Reverse sign XE "reverse sign:when copying journals" 

 XE "signs:reverse when copying journals" 
(Y/N.) Enter Y if you want a debit transaction to be created for each credit transaction you selected to copy, and vice versa. Enter N for no change of sign.

Proceed with copying
(Y/N.) Enter Y to confirm you want to proceed with the copying.

On completion
If you entered Y, the transactions are copied  Journal Entry Window, where the copied transactions are displayed.

If you entered N  Batch Selection Window, see page 60.

Company Balancing

Figure 15: Inter-Company Adjustments Window XE "Inter-Company Adjustments Window" 
This window appears when you press <F3> at the Account prompt in the Journal Entry Window
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Purpose XE "inter-company trading adjustments" 

 XE "companies:inter-company adjustments" 

 XE "adjustments:inter-company trading" 

 XE "companies" \t "See also Installation & Set-up Manual" 
This window shows the control balance of the current batch for each company for which you have entered transactions, and it enables you to create inter-company trading adjustments for any imbalances between companies.

Note
The total debits and credits in the batch must be equal, before you can create the inter-company trading adjustments.

Create adjustments
To create the inter-company trading adjustments, press <End>. You are returned to the Journal Entry Window, where you are prompted for the narrative for the adjustment journals, whereupon the journal entries are appended to the batch. 

Note
In foreign currency batches, all inter-company postings are made in the base currency of the batch.

On exit
 Journal Entry Window, see page 53.

Select Profit Centre Profile

Figure 16: Select Profit Centre Profile Window XE "Select Profit Centre Profile Window" 
This window appears when you <F2> at the PCID prompt in the Journal Entry Window
[image: image37.png]Profile  Prafile Tille Total Alloc%

fc1_IllEqual apportionment 100.000000)|
%2 Head OFfice only 100.000000
%3 Area Overheads 100.000000

0K Cancel





Purpose XE "profit centre profiles:select for transactions" 

 XE "profiles:profit centres:transaction entry" 

 XE "profit centres:profiles" 
Profit centre profiles enable you to automatically allocate the amount of a journal over a number of profit centres. Each profile spreads the amount between profit centres according to predefined percentages. This window lists the profit centre profiles that have been defined, and it enables you to select one for the current journal. 

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

View profile XE "view:profit centre profiles" 

 XE "view" \t "See also display, enquiries" 
To view the make-up of the profile, move the cursor to the required line and press <End>. A window displays the make-up of the profile and shows the percentage allocated to each profit centre. Any profit centre/ account combinations which are not enabled are marked with an asterisk. 

Note
If you use a profile for which any of the profit centre and account combinations are not enabled, the amount is posted to the suspense account for the profit centre concerned. If the suspense account is not enabled for that profit centre, the creation of the journals is aborted.

Select
To select a profile for the current journal, move the cursor to the required line and press <Return>.  Journal Entry Window, see page 53. 

Note
When you complete your replies for the journal in the Journal Entry Window, General Ledger automatically adjusts the amounts and creates additional journals according to the selected profile. The additional journals are appended to the batch and the cursor moves to the following line ready for the entry of the next journal. To view the appended transactions, simply scroll or page back.


If the option to operate an integer only ledger is switched on, transactions generated by the profile are rounded to the nearest integer value except for the last transaction which is adjusted to cover the balance of the profile.

Currency Information

Figure 17: Currency Information Window

 XE "Currency Information Window" 
This window appears for a foreign currency transaction when you press <F1> at the Narrative prompt in the Journal Entry Window
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Purpose XE "currencies" \r "CurrencyInformationWindow" 

 XE "exchange rates" \r "CurrencyInformationWindow" 

 XE "foreign currencies" \r "CurrencyInformationWindow" 

 XE "base currency" \r "CurrencyInformationWindow" 

 XE "spot rates" \r "CurrencyInformationWindow" 

 XE "cross rates" \r "CurrencyInformationWindow" 
This window provides detailed information about how the foreign currency value is converted into the base currency of the company to which it is posted. 


If one of the exchange rates involved in the conversion is a floating rate, this window also enables you to enter:

· A spot rate for the transaction to override the floating rate.


· A specific value in base currency, from which General Ledger calculates a spot rate for the transaction.


· A ‘cross rate’ between the transaction entry and base currencies, if the conversion involves a multi-part exchange rate. General Ledger uses the cross rate you enter and the fixed rate or rates involved to derive a spot rate for the transaction.

Definitions XE "floating exchange rates" 
In the Global 3000 manuals we use the following terminology for exchange rates:

· Floating rate. A variable exchange rate linking two currencies, neither of which is a sub-currency. Floating rates are recorded in the exchange rate tables in Currency Parameters, and can be overridden for specific transactions by a spot rate.

 XE "fixed rates" 
· Fixed rate. The exchange rate between a master currency and one of its sub-currencies which is fixed at any one time. Fixed rates are recorded in the exchange rate tables in Currency Parameters. Global 3000 never allows a fixed exchange rate to be overridden for a transaction.

 XE "multi-part exchange rates" 
· Multi-part exchange rate. Currency conversions that involve more than one exchange rate; for example, converting from a euro sub-currency to an independent currency such as the US dollar. The currency conversion involves two exchanges rates: the fixed rate between the sub-currency and the euro, and the floating rate between the euro and the US dollar.


· Spot rate. A ‘one-off’ exchange rate entered to over-ride a floating rate for a specific transaction.

 XE "audit rates" 
· Audit rate. The overall rate between two currencies which are linked by a multi-part exchange rate. Global 3000 derives the audit rate from the two currency values involved.


· Cross rate. A ‘one-off’ exchange rate entered to over-ride a multi-part exchange rate for a specific transaction. Global 3000 automatically derives a spot rate for the variable element of the multi-part exchange rate using the fixed rate or rates involved and the ‘cross rate’ you enter.

Note
If all the exchange rates involved in the currency conversion are fixed, all the details in this window are display-only.

The prompts are:

Transaction entered in
(Display only.) The name and code of the currency you entered the transaction in; i.e. the transaction entry currency.

Converted to
(Display only.) The name and code of the base currency of company the transaction is posted to.

Using
(Display only.) The names and codes of any currencies involved in the conversion from transaction entry currency to base currency.

Transaction entered as
(Display only.) The amount you entered in transaction entry currency, and the currency code.

Exchanged at
All the exchange rates involved in converting from the transaction entry currency to base currency are listed here in the order in which they are applied. 


Each exchange rate is presented as the number of units of one currency that correspond to one unit of the other currency.


Fixed rates are display-only and are indicated by the word ‘fixed’ appearing in brackets on the right hand side. You cannot override them with a spot rate. 


Floating rates are indicated by the absence of the word ‘fixed’, and you can enter a spot rate to override them. When you enter a spot rate, the amount in base currency and the audit rate are automatically adjusted accordingly.

Note
When you first enter this window for a new transaction, a floating rate defaults to the house exchange rate in force on the transaction date. If you enter a spot rate for the transaction, it is recorded with the transaction and displayed when you subsequently enter the window.

Transaction converts to XE "base currency:value of foreign currency transactions" 
The value of the transaction in base currency. You can override this value, if a floating rate is involved in the currency conversion. General Ledger uses this new value, the value in transaction entry currency, and any fixed rates involved, to derive a spot rate for the transaction. This is then displayed in the appropriate slot above. 


This prompt is display-only if all the exchange rates involved are fixed.

Audit rate XE "audit rates" 
(Only currency conversions which involve multi-part exchange rates.) If the currency conversion involves a multi-part exchange rate, the overall or ‘audit’ rate is shown here. General Ledger derives this value from the value in transaction entry currency and the value in base currency.


If one of the exchange rates involved is a floating rate, you can enter a cross rate that relates the transaction entry currency to the base currency. General Ledger derives a spot rate for the transaction from the cross rate you enter and the fixed exchange rate or rates involved. It then displays the new spot rate in the appropriate slot above and adjusts the base currency value accordingly. 


If only one exchange rate is involved in the currency conversion, it is displayed here.

On confirmation
 Journal Entry Window, see page 53.

Please Confirm Posting Required

Figure 18: Please Confirm Posting Required Window XE "Please Confirm Posting Required Window" 
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This window appears when you select Post Batch on the Batch Options Menu for any batch other than a single foreign currency one.

Purpose XE "post batches" 

 XE "batches:post" 
This window displays actual and control totals and enables you to confirm you want to proceed with the posting process.

Note
You can only post batches into the current period. You can post batches entered for other periods in the financial year when the appropriate period is opened.  


Posting a batch involves the following processing:

· The account balances are updated with the transactions in the batch.


· The batch is marked as posted so no further amendments can be made.

 XE "accrual journals" 
· For an accrual batch, the batch is copied into the next period with debits and credits reversed. 

 XE "standing journals" 
· For a standing journal batch, the batch is copied into a future period, unless the number of periods specified when the batch was created has been reached.


When posting accrual and standing order batches, the future period must be available. This is particularly significant at year-end: the new year must be open before you can post an accrual batch in the last period of the old year. If the required future period is not available you cannot post the batch.

Notes
If there is a discrepancy between the control totals and the actual totals for the batch, or between the total debits and total credits, General Ledger displays a warning message. You need to correct the discrepancy before you can post the batch.


If there is a discrepancy between the base currency values of debits and credits in a multi-currency batch, General Ledger displays a warning message. These discrepancies usually arise from rounding errors in the conversion process. You need to correct the discrepancy by posting base currency journals to the appropriate exchange gain/loss accounts.

The prompts are:

Control total XE "control totals" 

 XE "totals:batches" 
(Display only.) The control total entered on the batch header. When this is zero, there is no control total amount checking. 

Total debits XE "debits:total in batch" 
(Display only.) The actual total of the debit journals in the batch in the base currency of the batch. 

Total credits XE "credits:total in batch" 
(Display only.) The actual total of the credit journals in the batch in the base currency of the batch.

Variance XE "variances" 
(Display only.) If the actual total debits and credits for the batch are unequal, this shows the difference between them in the base currency of the batch. Otherwise it shows the difference between the total debits and the control total, in the base currency of the batch.

Journal entries ‑ control
(Display only.) The control total number of journals entered on the batch header. When this is zero, there is no control total number checking.

Actual
(Display only.) The actual number of journals entered in the batch. 

Variance
(Display only.) If a control number of journals has been entered for the batch, the variance between the control and the actual number of journals in the batch is shown here.

Confirm you want to post this batch
(Y/N.) Enter Y if you want to post the batch, otherwise enter N.

Warning
After you post a batch, you cannot change any of the batch or journal details. We therefore suggest that before you post a batch, you print and thoroughly check it, and make any necessary amendments.

On confirmation
On confirmation that you want to post the batch, the processing takes place and you are returned to the Batch Options Menu, see page 58.

Errors XE "errors:posting batches" 
For standing order and accrual batches, it is possible for errors to arise during the copying process; for example, a profit centre/account combination may not be enabled in the future period. If this occurs, the posting process is terminated, and the batch remains open. You should then correct the problem, for example, by opening the new year, or enabling the account, and then you can re-post the batch.


If a computer failure occurs while a batch is being posted, some of the transactions in the batch may not have updated the General Ledger balances. When this happens, the batch status remains open and you should re-post the batch. The posting process ‘knows’ which transactions in the batch have updated the ledger, and is able to recover from this situation.

Exchange Gain/Loss Posting

Figure 19: Exchange Gain/Loss Posting Window XE "Exchange Gain/Loss Posting Window" 
This window appears when you select Post Batch from the Batch Options Menu for a single foreign currency batch
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Purpose XE "post batches:foreign currency" 

 XE "foreign currencies:journals:posting" 
This window displays the total debits and credits, and any variance between them, in both the foreign currency and the base currency of the batch. It also shows any exchange gain or loss posting that will be generated when the batch is posted to balance the batch in the base currency. And it enables you to confirm that you want to initiate the posting of the batch.

Note
If there is a discrepancy between the total debits and credits in the foreign currency, General Ledger displays a warning message. You need to correct the discrepancy before you can post the batch.

The prompts are:

Total debits
(Display only.) The actual total of the debit journals in the batch in the foreign currency and in the base currency of the batch. 

Total credits
(Display only.) The actual total of the credit journals in the batch in the foreign currency and in the base currency of the batch.

Variance
(Display only.) The variance between the total debits and credits in the foreign currency and in the base currency of the batch. 

Account
(Display only.) The account to which any exchange gain or loss is posted.

Confirm you want to post this batch
(Y/N.) Enter Y if you want to post the batch, otherwise enter N.

Warning
After you post a batch, you cannot change any of the batch or journal details. We therefore suggest that before you post a batch, you print and thoroughly check it, and make any necessary amendments.

On confirmation
On confirmation that you want to post the batch, the processing takes place and you are returned to the Batch Options Menu, see page 58.

Errors XE "errors:posting batches" 
If a computer failure occurs while a batch is being posted, some of the transactions in the batch may not have updated the General Ledger. When this happens, the batch status remains open and you should re-post the batch. The posting process ‘knows’ which transactions in the batch have updated the ledger, and is able to recover from this situation.

Automatic Transfer

Introduction XE "auto-entry" \r "AutoEntry" 

 XE "automatic transfers" \t "See auto-entry" 

 XE "postings from other modules" 
The Automatic Transfer program enables transactions created in other systems, such as Global 3000 Debtors Ledger, Stock Control, and Project Ledger, to be imported into General Ledger. The Automatic Transfer program is also referred to as ‘auto-entry’. The transactions are passed in a transfer file, which is created by the other system.

 XE "on-line postings" 

 XE "Cash Manager" 

 XE "Debtors Ledger" 

 XE "Creditors Ledger" 
When posting into General Ledger from Global 3000 Debtors Ledger, Creditors Ledger and Cash Manager, the transfer files can be generated and transferred into General Ledger in two ways:

· Via the ‘on-line posting’ option, in which a transfer file is automatically generated and transferred whenever a batch is posted in one of the sub-modules. 


· Via a manual option which involves manually invoking the transfer program in the sub-module and then invoking Automatic Transfers in General Ledger. This option enables one transfer file to be created in each sub-module at specific intervals, for example, once a week or once a financial period. This method must be used if the modules are on different computers.


You select the method to be used in these modules via the ‘On-line posting to General Ledger’ Administration Parameter. For further information, see the Global 3000 Installation & Set-up Manual.

Note
The on-line posting option only works for ‘BOS’ format interfaces; for all other interface formats, you must invoke the transfers manually, regardless of the setting of the parameter.

 XE "Project Ledger" 
The manual method is always used when posting into General Ledger from all other modules apart from Project Ledger. In Project Ledger, the transfer file is always created when a batch is closed, and can either be transferred into General Ledger automatically or by manually invoking Automatic Transfers in General Ledger later. 


The transactions are always transferred into General Ledger via the Automatic Transfers program, whether it is run automatically or is selected manually. Moreover the program processes the transactions in the same way, as described below. However when it is run automatically, it does not prompt you for any information. You can enter selection criteria for the auto-entry report in the General Ledger Integration Window in Administration Parameters.


If the other system runs in a remote location, the transfer file must be moved or transmitted to the General Ledger computer before it can be imported.

Interface definitions
Before you can transfer information into General Ledger, you must define the interface to be used for each system you want to import transactions from. For further details, see Interface Definitions, starting on page 286. 


There are two formats for interface files from Global 3000 systems, ‘BOS’ and ‘ITG’, and two formats for interface files from Global 2000 systems, ‘B2’ and ‘G2’. These formats are described in more detail in Interface Definitions.


Transfer files created by Global 3000 modules are assigned a sequence number when they are created. As each file is transferred into General Ledger, the sequence number is stored in the interface definition. This ensures that the same transfer file is not imported twice.

Auto-entry report XE "auto-entry:report" 
For ‘BOS’ and ‘B2’ format interfaces, Automatic Transfers produces a printed report showing each transaction in the transfer file, together with control totals. This report can be printed in a choice of three different sequences to facilitate reconciliation with the originating module. 

Printed example
For printed examples of this report, see page 299 in the Sample Reports Section.

Import processing
The Automatic Transfers program reads the transfer file and transfers the transactions into a new General Ledger batch.

 XE "foreign currencies:journals" 
If you are using the ‘BOS’ interface, you can include foreign currency transaction values in the interface file. A currency journal batch is created for each foreign currency in the input file and balanced in base currency. 

Invalid journals & adjustments XE "invalid journals" 

 XE "adjustments:auto-entries" 
Invalid journal entries are posted to the suspense profit centre and account defined for the interface. If the journals in the transfer file do not balance, a balancing entry is generated using the ‘Balance’ profit centre and account specified for the interface.


The transfer file may contain entries for profit centres that belong to multiple companies. When the transactions for a company do not balance, the program automatically raises and appends to the batch an inter-company adjustment journal between the transaction company and the company for which the control account is defined.


Any balancing and adjustment entries which are generated are shown on the auto-entry report.

Consolidation XE "consolidation:auto-entries" 

For ‘BOS’ format interfaces, transactions for accounts marked for consolidation on auto-entry are grouped by company, profit centre, account, and currency code combination. A single journal is then created in the new General Ledger batch for each of these combinations. This is of particular use for cash posting accounts where detailed investigation of postings to the account normally take place in the sending system e.g. Cash Manager. A schedule of transactions comprising each consolidated journal can be printed on the auto-entry report.


The ‘B2’ format interface provides equivalent consolidation facilities but does not accept foreign currency values.

Integer only ledgers XE "integer only operation:auto-entries" 
If the option to operate an integer only ledger is switched on and the ‘BOS’ format interface is in use:

· Base currency transactions are rounded to the nearest integer value for each company included in the posting. 


· Debit and credit rounding amounts are summed during posting and any discrepancy (debit or credit) greater than one is posted to the suspense account defined for the interface. 


· Foreign currency amounts are rounded at the transaction level. No attempt is made to deal with rounding discrepancies in the foreign currency.


· To make reconciliation with the sending system easier, the auto-entry report shows the transaction value before rounding.

Posting XE "post batches:auto-entries"  
You define on the interface whether or not the new batches are posted on completion of the transfer, thus protecting them from modification. If batches are not posted immediately, they can be amended and printed in the standard way via Transaction Entry. 

Corrections XE "corrections to imported journals" 
Most sub-systems provide correction facilities, and whenever possible, corrections should take place within the sub-system rather than within General Ledger. If you cannot make the correction in the sub-system and the transferred batch has already been posted, you can adjust General Ledger by creating a new batch of correcting journals.

Auto-Entry Sources 

Figure 20: Auto-Entry Sources Window XE "Auto-Entry Sources Window" 
This window appears when you select Automatic Transfer from the Transaction Entry Menu
[image: image41.png]Source NextFile P/ Period
D Tile FilelD  Unit (foring)

610031 3000 Creaitors Leager JcLicLoo/JCLD) |

CH Global 3000 Cash Hanager GLXCHOB2  CHD
DL Global 3000 Debtors Ledger GLXDLOSS DLD
BB CSU EXPRTB  DIW?
EF CSU Forecast EXPRTF  DIW? |-
In CSU BUDGET GLBCSU  DIu?
ST Global 3000 Stock GLXSTO15  STD
Lasttransfer Date [15703798  Time [ Operator [
File Sequence number 086 Auditreport number [ 1

oK. Cancel | Insert | Delete || FI F2 3






Note
If you have not already selected a financial year, this window is preceded by the Financial Year Selection Window. For further information, see page 292.

Purpose
The Auto-Entry Sources Window lists the auto-entry interfaces that have been defined, showing details of each one including the date and sequence number of the last transfer. This window enables you to select an interface to initiate an automatic transfer.

Note
This window also lists ‘CSV’ interfaces defined for importing and exporting data via the Data Import from Host and Data Export to Host options. These interfaces should be ignored in this program.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select an interface for the transfer, move the cursor to the required entry and press <Return>.  The response depends on the interface format, and whether there are any transfer files for the selected interface:

· If there are no transfer files for the selected interface, an error message appears.


· If any files are awaiting transfer for the interface  Confirm Menu.


· For a ‘BOS’ format interface, if no files are awaiting transfer, but a previous transfer file exists  Auto-Entry Window and Options Menu, see page 78.

The details displayed in this window are:

Source  XE "source id" 
The id of the other module as defined in the interface definition.

Title
The title of the other module as defined in the interface definition.

Next file id  XE "next transfer file name" 

 XE "file name:automatic transfers" 
The name of the next file to be transferred.

Unit XE "units:transfer file" 
The GSM unit the transfer file resides on, as defined in the interface definition.

FY/period
(Only if a transfer file is on‑line.) The year and period of the transfer file. 

Last transfer date time… operator XE "last transfer" 
The date and time of the last auto-entry for this interface, and the id of the operator who ran it.

File sequence number
The sequence number of the last file transferred via this interface.

Audit report number XE "auto-entry:report:numbers" 
The auto-entry report number of the last transfer via this interface. 

On exit
 Transaction Entry Menu.

Confirm Menu


[image: image42.png]



Figure 21: Confirm Menu

This menu appears when you select, in the Auto-Entry Sources Window, an interface for which files are awaiting transfer.

The options are:

All files or periods
Import all files for this interface awaiting transfer. 

One file or period
Restrict the import to the next file in the sequence for this interface.

On selection
When you select one of the above options:

· For ‘BOS’ or ‘B2’ interfaces  Auto-Entry Window and Options Menu.


· For ‘ITG’ or ‘G2’ interfaces  Auto-Entry Batch Creation Window, see page 81. 

Exit
 Transaction Entry Menu.

Auto-Entry Window and Options Menu

Figure 22: Auto-Entry Window and Options Menu XE "Auto-Entry Window and Options Menu" 
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This window and menu appear together when you do one of the following:

· Select in the Auto-Entry Sources Window, a ‘BOS’ interface for which no new transfer files are waiting.

· Select an option from the Confirm Menu for a ‘BOS’ or ‘B2’ interface.

Note
The title bar of this window reflects the format of the selected interface. Figure 22 shows the window for a ‘BOS’ format interface.

Purpose
The Auto-Entry Window shows details of the last file imported through the selected interface, and the number of the next file. The Options Menu, gives you the choice of reprinting the Auto-Entry report for the last imported file, or to import the next file.

The options are:

Reprint XE "reprint:auto-entry reports" 
(Not available if the last transfer file has been deleted.) Select this option to reprint the auto-entry report for the last file imported via this interface.  Auto-Entry Print Options Window. 

Import
(Not available if all files have already been imported.) Import data from the selected interface file and print a report of the imported data.  Auto-Entry Print Options Window.

Exit
 Auto-Entry Sources Window, see page 76.

Auto-Entry Print Options

Figure 23: Auto-Entry Print Options Window XE "Auto-Entry Print Options Window" 
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This window appears when you select Import or Reprint from the Auto-entry Options Menu.

Note
The title bar of this window reflects the format of the selected interface. Figure 23 shows the window for a ‘BOS’ format interface.

Purpose
This window enables you to choose whether to print a detailed or summary report.

The prompt is:

Print detailed report
(Y/N.) Enter Y if you want a detailed report, enter N if you want a summary report.

On confirmation
 Format Options Menu. If you are importing data, this menu is preceded by a status window showing the progress of the import process. 

Format Options Menu

Figure 24: Format Options Menu XE "Format Options Menu" 
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This menu appears on confirmation of your replies in the Auto-Entry Print Options Window.

Purpose
This menu enables you to select the width of the auto-entry report.

The options are:

Maximum width format
This format prints values with up to 15 leading decimal places and requires a printer capable of printing at least 202 characters per line. This format cannot be displayed on the screen.  Report Sequence Menu.

Standard width format
This format prints values with up to nine leading decimal places. Values which exceed this appear as asterisks. This format can be printed on most standard printers and can be displayed on the screen. We recommend you use this option except when you are dealing with very large values.  Report Sequence Menu.

Exit
 Transaction Entry Menu.

Report Sequence
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Figure 25: Report Sequence Menu XE "Report Sequence Menu" 
This menu appears when you select a print width option from the Format Options menu.

Purpose XE "auto-entry:report" 

 XE "sequences:auto-entry reports" 
The auto-entry report sequences the transactions by company/profit centre/account codes. This menu enables you to choose the way the report sequences the items posted to each General Ledger account.

The options are:

Originating batch and item
Print transactions posted to each General Ledger account in ascending sequence of the sending system daybook batch and item numbers. This option is useful for audit trailing between General Ledger and the other Global 3000 financial modules.  Standard Print Options Menu, see page 41.

Note XE "Stock Control" 
Postings from Global 3000 Stock Control appear with batch and item number set to zero.

Original order number
Print transactions posted to each General Ledger account in ascending sequence of their sending system order numbers. This option is useful for reconciling postings at Purchase Order Goods Receipt with Purchase Invoice postings which come to General Ledger via Global 3000 Creditors Ledger. Standard Print Options Menu, see page 41.

Document reference
Print transactions posted to each General Ledger account in ascending document number sequence. This option is useful for sorting out postings that arise at different points in the business cycle but which are cross-related by document reference; for example re-classification of stock. Standard Print Options Menu, see page 41.

Exit
 Transaction Entry Menu.

Auto-Entry Batch Creation

Figure 26: Auto-Entry Batch Creation Window XE "Auto-Entry Batch Creation Window" 
This window appears when you select an option from the Confirm Menu for an ITG or G2 interface 
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Purpose
This window enables you to enter the title for the imported batch, and to initiate the transfer. 

The prompts are:

Batch id
(Only if manual allocation of batch numbers is selected in System Parameters.) Enter an id for the batch. It must be unique within the current financial period.

Note
If automatic allocation of batch numbers is selected in System Parameters, this prompt is automatically set to ‘auto’; General Ledger automatically allocates a batch number to the batch when it is created.

Batch type
(Display only.) This is automatically set to J, indicating the batch is a ‘general journal’ type.

Title XE "titles:batch" 
Enter a title for the batch in up to 30 characters. 

Operator id
(Display only.) The operator id of the person who created the transfer file in the sub-system.

Entry date
(Display only.) This is set to today’s date.

Control total
(Display only.) The control total as recorded on the transfer file.

Post batch XE "post batches:auto-entries" 

 XE "batches:post" 
(Y/N.) Enter Y if you want General Ledger to automatically post the batch when it is successfully transferred. This means you cannot make any changes to the batch. 


Enter N if you want General Ledger to leave the batch open. You can then amend it in the normal way via Transaction Entry.

On confirmation
On confirmation, the transfer file is imported. 

Budgets and Forecasts

Introduction XE "budgets" \r "BudgetsForecasts" 

 XE "forecasts" \r "BudgetsForecasts" 

 XE "account groups:budgets & forecasts" 
Budgets and forecasts can be held at account group level or account level, or at both account group and account levels. However budgets held for accounts are totally independent of budgets held for account groups. There is no requirement for account budgets to sum to the relevant account group budget. The way the account and account group budgets are used is also different:

· Account group budgets and forecasts are printed on financial statements, the budget and forecast listing, and are available in enquiries.

 XE "accounts:budgets & forecasts" 
· Account budgets and forecasts are only printed on the comparative reports and the budget and forecast listing. 


Budget and forecast amounts are entered and displayed as positive values, but are stored with the appropriate sign; for example, the budgets for income accounts are stored as negative or credit amounts, and for expense accounts they are stored as positive or debit amounts.

Budgets
The method of entering budgets is the same for both accounts and account groups. You can enter budgets:

· Top-down via the Amend Budget by Company option. In this method you enter the company’s budget figures for each account or account group for the whole year. You can then allocate the annual amount to the company’s profit centres and across the financial periods by selecting profit centre and periodic profiles, or manually. 


· Bottom-up via the Amend Budget by Profit Centre option. In this method you enter budget figures for individual profit centres and together these go to make up the budget for the company. There is also an option to copy the budget or actual figures from the current or previous years.


· Via a combination of these methods. For example, you could start the budget process using the top-down approach, then take the individual profit centre budgets that result and modify them on an individual basis to arrive at the final budget for the year.

Note
You can also set up account group budgets in a standard spreadsheet, and import them into General Ledger via the Data Import from Host option. When you do this, the imported figures over-write any existing budgets for the account groups and periods whose budgets are imported. This option is not available for account budgets. For further information of the Data Import from Host option, see page 177

Forecasts
At any time, forecasts represent your best estimate of future figures. The method of entering forecasts is the same for both accounts and account groups. When creating forecasts, you generally start by copying the completed budget to the forecast. You can then modify the forecast figures for individual profit centres and accounts or account groups, as a result of additional considerations not included in the budget process. As the year progresses, you can continue to update the forecast figures in this way or you can replace them by the actual figures.

Note
You can also import account group forecasts into General Ledger, via the Data Import from Host option, as explained above for account group budgets.

Budgeting/Forecasting Options

Figure 27: Budgeting/ Forecasting Options Menu XE "Budgeting/ Forecasting Options Menu" 
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This menu appears when you select Budgets and Forecasts from the Transaction Entry Menu.

Note
If you have not already selected a financial year, this menu is preceded by the Financial Year Selection Window. For further information, see page 292.

The options are:

Amend budget by company
Enter and amend budgets from the top-down. When you select this option, you are first asked to select whether you want to amend account budgets or account group budgets. When you select one of these options, a company selection window appears. When you select a company  Account/Account Group Selection Window, see page 84.

Amend budget by PC
Enter and amend budgets from the bottom-up. When you select this option, you are first asked to select whether you want to amend account budgets or account group budgets. When you select one of these options,  Profit Centre Selection Window, see page 89. 

Copy budgets to forecasts
Copy budget figures to forecasts for all profit centres in the ledger for a selected range of periods in the selected financial year. When you select this option, you are first asked whether you want to copy account budgets or account group budgets. When you select one of these options  Copy Budgets to Forecasts Window, see page 94.

Note
You normally use this option to create initial forecasts when you have finalised the budgets. After you have copied the budget figures to the forecast, you can make any necessary changes via the Amend Forecasts option.

Copy actuals to forecasts
Copy actual figures to forecasts for all profit centres in the ledger for a selected range of periods in the selected financial year. When you select this option, you are first asked whether you want to copy account figures or account group figures. When you select one of these options,  Copy Actuals to Forecasts Window, see page 95.

Note
You normally use this option to revise forecasts once the actuals are available. After you have copied the actual figures to the forecast, you can make any necessary changes via the Amend Forecasts option. 

Amend forecasts
Enter and amend forecasts. When you select this option, you are first asked whether you want to amend account forecasts or account group forecasts. When you select one of these options,  Profit Centre Selection Window, see page 89.

Exit
 Transaction Entry Menu.

Account/Account Group Selection

Figure 28: Account Group Selection Window XE "Account Group Selection Window" 
This window appears when you select Amend Budget by Company from the Budgeting/Forecasting Options Menu
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Note
The figure above shows the window for account group budgets. The Account Selection Window for account budgets parallels this window.

Purpose XE "companies:enter budgets by" 

 XE "budgets:enter top down" 
This window lists the selected company’s accounts or account groups, showing their total annual budgets. It enables you to select an account or account group to amend its budget. 


You can amend the budget:

· By amending the total displayed in this window. You are then prompted for a profit centre profile and a periodic profile. General Ledger then distributes the amount across the profit centres and financial periods accordingly, overwriting any existing budget.


· By selecting an entry and pressing <Return> again without amending the total for the entry. You can then amend individual profit centre budgets for the account or account group via the Account Group Budget Amendment Window, which appears next.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select an account group to amend its budget, move the cursor to the required entry and press <Return>.

The prompts are:

Account/Group id
(Display only.) The id of the account or account group.

Account/Group title
(Display only.) The title of the account or account group.

Budget
The selected company’s budget for the account or account group for the financial year. 


If you want to allocate a new amount via profit centre and periodic profiles, enter the new amount here.


If you want to distribute a new amount across the profit centres manually, do not change the amount at this prompt.


If you want view the allocation of the budget, do not change the amount at this prompt.

Note
Enter the budget figure as a positive amount without decimal places. General Ledger automatically stores the budget amount as a debit or credit according to the type of the account or account group. 

On completion
If you changed the budget amount  Enter Profiles Window.


Otherwise  Account/Account Group Budgets Window, see page 87.

Enter Profiles

Figure 29: Enter Profiles Window XE "Enter Profiles Window" 
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This window appears when you change the budget amount in the Account Group Selection Window or the Account Selection Window.

Purpose
This window enables you to specify the profiles you want to use to distribute the account or account group budget across the company’s profit centres and the periods in the selected financial year.

The prompts are:

Profit centre profile XE "profiles:profit centres" 

 XE "profit centres:profiles" 

 XE "profit centre profiles" 
Enter the profile you want to use to distribute the budget between the profit centres. Press <F1> for a pop-up enquiry.

Periodic profile XE "profiles:periodic" 

 XE "periodic profiles" 
Enter the profile you want to use to allocate the budget across the periods in the selected financial year. Press <F1> for a pop-up enquiry.

Proceed with budget allocation
(Y/N.) Enter Y to confirm that you want to allocate the budget according to the profiles selected above. Enter N to return to the Account/Account Group Selection Window.

On completion
If you entered Y to proceed, the budget is allocated.  Account or Account Group Selection Window, see page 84.

Account/Account Group Budgets

Figure 30: Account Group Budgets Window XE "Account Group Budgets Window" 
This window appears when you complete your replies in the Account or Account Group Selection Window without altering the budget
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Note
The figure above shows the window for account group budgets. The Account Budgets Window parallels this window.

Purpose
This window shows details of the selected account or account group and lists the profit centres for the selected company, showing details of how the company’s account or account group budget for the selected financial year is allocated across the profit centres. 


This window enables you to:

· Amend the budget allocation for each profit centre by entering either a percentage adjustment or an amount the budget is to be increased or decreased by.


· Distribute the amended profit centre budget across the financial periods via a periodic profile or manually. If necessary, you can use a different periodic profile for each profit centre.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Amend XE "amend:budgets" 
To amend the budget for a profit centre, move the cursor to the required line and press <Return>. 

The prompts in the upper part of the window are:

PC XE "profit centres:budgets" 
(Display only.) The code of the profit centre.

Title
(Display only.) The title of the profit centre.

Profile XE "profiles:periodic" 

 XE "periodic profiles" 
The periodic profile to be used to distribute the profit centre’s budget across the periods in the selected financial year. Press <F1> for a pop-up enquiry. Do one of the following:

· If you want to increase or decrease the annual budget by a fixed amount and to allocate this across the financial periods by means of a periodic profile, enter the code of the profile to be used.


· If you want to increase the existing periodic figures by a percentage, leave the profile blank. 


· If you want to enter the periodic budgets manually, leave both the profile and the next prompt blank.


· If you want to redistribute the existing total annual budget for the profit centre according to a different profile, enter the profile to be used and leave the next prompt blank.

Value/%age XE "percentages:change budget by" 
Do one of the following:

· Enter the change in the budget as a positive or negative amount. 


· Enter the percentage by which the budget is to increase or decrease. You indicate a percentage change with a trailing % sign; a decrease by a negative figure, an increase by a positive figure. The percentage change can have up to four places before and after the decimal point; e.g. 1234.1234%.


· Leave this and the profile prompt blank if you want to enter the periodic budgets manually.

Note
If you enter a non-percentage change in the budget here but you did not enter a profile at the previous prompt, you are prompted for the periodic profile to be used.

Annual budget
(Display only.) The selected company’s total annual budget for the profit centre and account or account group combination. 

Note
Budget amounts are always whole numbers and are displayed as positive amounts. General Ledger automatically stores the budget amount as a debit or credit according to the type of the account or account group. A message in the lower part of the window indicates whether the budget is stored as a credit or debit value.

The prompts in the lower part of the window for each period are:

Period 
(Display only.) The financial period number and end date.

(Budget)
If you left both the ‘Profile’ and the ‘Value/%age’ prompts above blank, you can enter the period budgets manually.


Otherwise, the budget for the financial period is displayed and cannot be changed.

On completion
General Ledger automatically calculates the new periodic and total annual budget according to your responses.

On exit
 Account or Account Group Selection Window, see page 84.

Profit Centre Selection

Figure 31: Profit Centre Selection Window XE "Profit Centre Selection Window" 

 XE "Profit Centre Selection Window:budget maintenance" 
This window appears when you select Amend Budget by PC or Amend Forecasts from the Budgeting/Forecasting Options Menu
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Purpose XE "profit centres:enter budgets by" 

 XE "budgets:enter bottom up" 
This window lists all the company and profit centre combinations, and it enables you to select the one whose budgets and forecasts you want to work on.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a company and profit centre, move the cursor to the required line and press <Return>.


If you selected the Amend Budget by PC option from the Budgeting and Forecasting Menu  Budgeting Options Menu.

Otherwise  Account/Account Group Forecasts Window, see page 96.

Budgeting Options
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Figure 32: Budgeting Options Menu XE "Budgeting Options Menu" 
This menu appears when you select Amend Budget by PC from the Budgeting/Forecasting Menu and then select a company and profit centre in the Profit Centre Selection Window.

The options are:

Amend or create budget
This option lists the accounts or account groups enabled for the selected company and profit centre, and enables you to view and amend their budget allocations.  Profit Centre Budgets Window.

Copy budget
Create a budget for the selected profit centre by copying its, or any other profit centre’s, budget or actual figures for this or a previous financial year.  Budget Copy Facility Window, see page 93.

Zero budget XE "zeroise budgets" 

 XE "budgets:zeroise" 
Zeroise the budget for the selected company and profit centre. This means:

· If you are amending account group budgets, the budgets for all the selected company and profit centre’s account groups are set to zero; 


· If you are amending account budgets, the budgets for all the selected company and profit centre’s accounts are set to zero. 


General Ledger asks you for confirmation first. You are returned to the Profit Centre Selection Window.

Exit
 Profit Centre Selection Window, see page 89.

Profit Centre Budgets

Figure 33: Profit Centre Budgets Window XE "Profit Centre Budgets Window" 
This window appears when you select Amend or Create Budget from the Budgeting Options Menu 
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Note
The figure above shows the Profit Centre Budgets Window for account groups. The Profit Centre Budgets Window for accounts parallels this window.

Purpose
This window lists the accounts or account groups which have been enabled for the selected company and profit centre, showing their total annual budget and how this is allocated across the financial periods. Details of the selected company and profit centre are shown in the upper part of the window. This window enables you to:

· Amend the budget allocation for each account or account group by entering either a percentage adjustment or an amount the budget is to be increased or decreased by.


· Distribute the amended budget across the financial periods via a periodic profile or manually. 

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Amend XE "amend:budgets" 
To amend the budget for a profit centre, move the cursor to the required line and press <Return>. 

The prompts in the upper part of the window are:

Account/Group
(Display only.) The id of the account or account group. 

Title
(Display only.) The title of the account or account group.

Profile XE "periodic profiles" 

 XE "profiles:periodic" 
The periodic profile to be used to distribute the account or account group’s budget across the periods in the selected financial year. Press <F1> for a pop-up enquiry. Do one of the following:

· If you want to increase or decrease the annual budget by a fixed amount and to allocate this across the financial periods by means of a periodic profile, enter the code of the profile to be used.


· If you want to increase the existing periodic figures by a percentage, leave the profile blank. 


· If you want to enter the periodic budgets manually, leave both the profile and the next prompt blank.


· If you want to redistribute the existing total annual budget for the profit centre according to a different profile, enter the profile to be used and leave the next prompt blank.

Value/%age XE "percentages:change budget by" 
Do one of the following:

· Enter the change in the budget as a positive or negative amount. 


· Enter the percentage by which the budget is to increase or decrease. You indicate a percentage change with a trailing % sign; a decrease by a negative figure, an increase by a positive figure. The percentage change can have up to four places before and after the decimal point; e.g. 1234.1234%.


· Leave this and the profile prompt blank if you want to enter the periodic budgets manually.

Note
If you enter a non-percentage change in the budget here but you did not enter a profile at the previous prompt, you are prompted for the periodic profile to be used.

Annual budget
(Display only.) The selected company’s total annual budget for the profit centre and account or account group combination. 

Note
Budget amounts are always whole numbers and are displayed as positive amounts. General Ledger automatically stores the budget amount as a debit or credit according to the type of the account or account group. A message in the lower part of the window indicates whether the budget is stored as a credit or debit value.

The prompts in the lower part of the window for each period are:

Period 
(Display only.) The number and end date of the financial period.

(Budget)
If you left both the ‘Profile’ and the ‘Value/%age’ prompts above blank, you can enter the period budgets manually.


Otherwise, the budget for the financial period is displayed and cannot be changed.

On completion
General Ledger automatically calculates the new periodic and total annual budget according to your responses.

On exit
Profit Centre Selection Window, see page 84.

Budget Copy Facility 

Figure 34: Budget Copy Facility Window XE "Budget Copy Facility Window" 
This window appears when you select Copy Budget from the Budgeting Options Menu
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Purpose XE "copy:budgets" 
This window enables you to create a budget for the selected company and profit centre by copying its, or any other profit centre’s, budget or actual figures for this or a previous financial year.

The options are:

Copy from financial year XE "years:previous:copy budgets" 

 XE "previous years:copy budgets" 
Enter the financial year whose budget or actual figures you want to copy.

Copy from company
Enter the id of the company whose budget or actual figures you want to copy. Press <F1> for a pop-up enquiry.

Copy from profit centre
Enter the code of the profit centre whose budget or actual figures you want to copy. Press <F1> for a pop-up enquiry.

Copy budget or actuals
(B/A.) Enter one of the following:

· B
if you want to copy budget figures.


· A
if you want to copy actual figures.

Percentage uplift XE "percentages:uplift copied budget by" 
Enter the percentage by which you want to increase or decrease the figures or leave blank for no change. You indicate a decrease by a negative figure, an increase by a positive figure. The percentage change can have up to four places before and after the decimal point; e.g. 1234.1234.

Periodic profile id XE "periodic profiles" 

 XE "profiles:periodic" 
Enter the periodic profile you want to use to distribute the budget across the periods in the selected financial year.

Proceed with budget copy
(Y/N.) Enter Y when you are ready to proceed with the copy. Enter N to return to the Profit Centre Selection Window.

On completion
If you chose to proceed with the copy, the figures are copied.

 Profit Centre Selection Window, see page 89.

Copy Budgets to Forecasts

Figure 35: Copy Budgets to Forecasts Window XE "Copy Budgets to Forecasts Window" 
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This window appears when you select Copy Budgets to Forecasts from the Budgeting/Forecasting Options Menu.

Purpose XE "forecasts:copy from budgets" 

 XE "copy:budgets:to forecasts" 
The copy budgets to forecasts option copies account or account group budget figures to forecasts for all profit centres in the ledger for a selected range of periods in the selected financial year. This window enables you to specify the range of financial periods whose budgets you want to copy to forecasts.


The copy budget to forecasts option is generally used to create initial forecasts when the budgets have been finalised. When you have copied the figures you can make any necessary changes by using the Amend Forecasts option.

Warning
Any previously entered forecast figures are lost in the copy process: you should ensure that you have completed the budget process before copying the budget figures to the forecast.

The options are:

From period
Enter the first period whose budgets you want to copy to forecasts for the selected financial year.

To period
Enter the last period whose budgets you want to copy to forecasts for the selected financial year.

On confirmation
The account or account group budgets of all profit centres in the ledger are copied to establish forecasts for the range of periods selected above in the selected financial year.

Copy Actuals to Forecasts

Figure 36: Copy Actuals to Forecasts Window
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This window appears when you select Copy Actuals to Forecasts from the Budgeting and Forecasting Options Menu.

Purpose XE "actuals:copy to forecasts" 

 XE "copy:actuals to forecasts" 

 XE "forecasts:copy from actuals" 
The copy actuals to forecasts option copies account or account group actual figures to forecasts for all profit centres in the ledger for a selected range of periods in the selected financial year. This window enables you to specify the range of financial periods whose actual figures you want to copy.


The copy actuals to forecasts option is generally used to revise forecasts once the actuals are available. When you have copied the figures you can make any necessary changes by using the Amend Forecasts option. 

Warning
Any previously entered forecast figures are lost in the copy process: you should ensure that you have completed the budget process before copying the budget figures to the forecast.

The options are:

From period
Enter the first period whose actual figures you want to copy to forecasts for the selected financial year.

To period
Enter the last period whose actual figures you want to copy to forecasts for the selected financial year.

On confirmation
The account or account group actual figures of all profit centres in the ledger are copied to forecasts for the range of periods selected above in the selected financial year.

Account/Account Group Forecasts

Figure 37: Account Group Forecasts Window XE "Account Group Forecasts Window" 
This window appears when you select Amend Forecasts from the Budgeting and Forecasting Options Menu and then select a company and profit centre in the Profit Centre Selection Window
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Note
The figure above shows the Account Group Forecasts Window. The Account Forecasts Window parallels this window.

Purpose
This window lists the accounts or account groups which have been enabled for the selected company and profit centre, showing their forecast figures. Details of the selected company and profit centre are shown in the upper part of the window. This window enables you to select an account or account and to amend its forecast figures for the selected company and profit centre. 

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Amend XE "amend:forecasts" 
To amend the selected company and profit centre’s forecast for an account or account group, move the cursor to the required line and press <Return>. The prompts are described in detail below.

The prompts in the upper part of the window are:

Account/Group
(Display only.) The id of the account or account group. 

Title
(Display only.) The title of the account or account group.

Forecast
(Display only.) The total forecast for the selected company and profit centre and account or account group. 

Note
Forecast figures are always whole numbers and are displayed as positive amounts. General Ledger automatically stores the forecast amount as a debit or credit according to the type of the account or account group. 

The prompts in the lower part of the window for each period are:

Note
The first period displayed is the current one.

Period 
(Display only.) The number and end date of the financial period.

(Forecast)
Type the figures for the forecast for the financial period. You can then press one of the following: 

· <Return> The cursor moves to the next prompt in the normal way.


· <F2>  The cursor moves back to ‘Account/Group’ prompt. The forecast figure is copied to all the subsequent periods and the total is recalculated accordingly. 

On exit
Profit Centre Selection Window, see page 84.

Daybook 

Introduction XE "daybook" \r "Daybook" 
The current daybook records, for all companies, details of all batches as they are posted. When you print the current daybook, it lists transaction-by-transaction details of all batches posted since the daybook’s number was last incremented. It also lists unposted batches and deleted batches as one line entries. 

Note XE "foreign currencies:journals:daybook" 
The transaction details for foreign currency batches are printed in the base currency of the batch. You can, however, print the details in the foreign currency by using the Print Batch option of the Batch Options Menu in Transaction Entry.


You can print the current daybook as often as you need to. When you print it, you have the option of incrementing its number. This effectively closes off the current daybook and starts a new one. You can also reprint previous daybooks.


Daybooks are numbered consecutively, and when printed with full details and filed, they provide a full and continuous audit trail.


You must print the current daybook and increment its number before you run the ‘Close Session’ procedure which clears the current list of posted batches. 

Printed example
For a printed example of the daybook report, see page 298 of the Sample Reports Section.

Daybook Report Window

Figure 38: Daybook Report Window XE "Daybook Report Window" 
This window appears when you select Print Daybook from the Transaction Entry Menu
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Note
This window is preceded by the Financial Year Selection Window. For further information, see page 292.

Purpose
The Daybook Report Window displays details of the batches in the current session, and the number of the current daybook. This window enables you to enter selection options and to initiate the printing of the current daybook, or the reprinting of a previous daybook. 

The prompts are:

Number of batches
(Display only.) The number of batches in the current session which are open, which have been posted, and which have been printed on the daybook. The numbers of batches which have been posted and printed are cleared by the close session procedure and do not necessarily reflect the numbers in the current daybook.

Note
If you always want the current daybook to reflect the current session, you should only increment the current daybook number immediately before you close the session.

Current daybook number XE "current daybook number" 
(Display only.) The number of the current daybook. When you print the current daybook, you have the option of incrementing its number.

Daybook number to print XE "reprint:daybooks" 
Enter the number of the daybook you wish to print or reprint. The default is as follows:

· If the current daybook is not empty, the current daybook number.


· If the current daybook is empty, the previous daybook number.

Print narratives on daybook XE "narratives:print on daybooks" 
(Y/N/2/3.) General Ledger journals have three lines of narrative, the first of which is always printed on the daybook. The printing of the second and/or third lines can be suppressed to reduce the number of pages printed. However they should not be suppressed if they form an essential part of the audit trail.


Enter one of the following:

· Y to print all three narrative lines. 


· N to print neither the second nor the third narrative line.


· 2 to print the second but not the third line.


· 3 to print the third but not the second line. 


The default is the value keyed the last time the daybook was printed.

Start each batch on new page XE "new page, start each batch on" 
(Y/N.) Enter Y to begin printing each posted batch on a new page. Enter N to allow multiple posted batches to be printed on a single page. The default is the value keyed the last time the daybook was printed.

Note
Open and deleted batches appear as single line entries and do not trigger a new page.

On confirmation
 Standard Print Options Window, see page 41. If you are printing the current daybook and it is not empty, when you complete your replies in this window  Daybook Number Update Window.

Daybook Number Update

Figure 39: Daybook Number Update Window XE "Daybook Number Update Window" 
This window appears when you complete your replies in the Standard Print Options Window when you are printing the current daybook and it is not empty
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Purpose XE "current daybook number" 

 XE "increment number of daybook" 
This window displays the next current daybook number and gives you the option of incrementing the daybook number accordingly.

The prompt is:

OK to continue
(Y/N.) Enter Y if you want to increment the daybook number. This effectively closes off the current daybook and starts a new one. If you do not want to increment the daybook number, enter N.

Note
You have to increment the daybook number before you can close the current session.

On completion
The report is printed and you are returned to the Transaction Entry Menu.

Close Session 

Introduction XE "close session" \r "CloseSession" 

 XE "session, close" \r "CloseSession" 
You run Close Session at the end of each ‘session’. A session in General Ledger normally consists of a day’s processing, but it can be longer or shorter according to the needs of your business. 


Close session clears all posted batches from the list of current session batches. The cleared batches then no longer appear in the Batch Detail Entry Window of Transaction Entry. However they can be viewed via Enquiries.


Before you run Close Session, you need to print the current daybook and increment its number. It is not necessary to post all current period batches before you close the session; open batches are carried forward to the next session.

Close Session Confirmation Window

Figure 40: Close Session Confirmation Window XE "Close Session Confirmation Window" 
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This window appears when you select Close Session from the Transaction Entry Menu.

Note
This window is preceded by the Financial Year Selection Window. For further information, see page 292.

Purpose
The Close Session Confirmation Window enables you to initiate the closing of the session.

The prompt is:

Do you want to close the current session
(Y/N.) Enter Y to close the session, otherwise N.

On completion
If you entered Y the session is closed and you are returned to the  Transaction Entry Menu.

This page is deliberately left blank

Section Four:

Enquiries 

Contents

105
Journal Enquiry

This option enables you to view batches for a selected financial year on the screen. By selecting an individual batch, you can view its transactions.

108
Account Enquiry

This option enables you to view a selected company’s accounts. You can view an analysis by financial period, profit centre, or foreign currency, and drill down to transaction level. You can optionally filter the transactions displayed by their transaction analysis codes.

121
Profit Centre Enquiry

This option enables you to make enquiries for a selected company and financial year at the profit centre level. You can analyse the information by period or foreign currency, and drill down to transaction level. 

131
Account Group Enquiry

This option enables you to list the account groups in use by a selected company and profit centre. For each account group, you can view: financial period balances, analysis of foreign currency postings, a comparison between actual and budget figures, and between the actual figures and those for the previous year. You can also view the accounts in the group, with the option to drill down to their transactions. You can optionally filter the transactions displayed by their transaction analysis codes.

143
Company Performance Enquiry

This option enables you to list the account groups in use by a selected company and view their details, including: financial period balances, foreign currency analysis, comparison between actual and budget figures for the selected financial year, and between the actual figures for the selected financial year and those of the previous year. Further options enable an analysis by profit centre with the option to drill down through the profit centre details to transaction level, and an analysis by the accounts in the account group, again with an option to drill down to transaction detail. You can optionally filter the transactions displayed by their transaction analysis codes.

152
Reselect Company

This option lists all the companies defined in your system, and it enables you to select the company whose details you want to view or work on.

Journal Enquiry 

Introduction XE "enquiries" \r "Enquiries" 

 XE "journal enquiry" \r "JournalEnquiry" 

 XE "transactions:enquiry" \r "JournalEnquiry" 

 XE "batches:enquiry" \r "JournalEnquiry" 

 XE "enquiries:journal" \r "JournalEnquiry" 
The Journal Enquiry program enables you to view batches for a selected financial year on the screen. By selecting an individual batch, you can view its transactions.

Current Financial Year Batches

Figure 41: Current Financial Year Batches Window XE "Current Financial Year Batches Window" 
This window appears when you select Journals from the Enquiries Menu 
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Note
If you have not already selected a financial year, this window is preceded by the Financial Year Selection Window. This enables you to select the financial year whose details you want to display. For further details, see page 292.

Purpose
The Current Financial Year Batches Window lists the batches for the selected financial year. For each batch, the following are shown: period, batch number, source ledger id, operator id, date, batch title, batch status, default company id, control total, batch type, base currency, foreign currency code for single currency batches, total debits, total credits, variance, and remaining periods.

Note
The selected financial year is displayed at the very top of the window.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a batch to view its component transactions, move the cursor to the required entry and press <Return>.  Transactions in Batch Window.

On exit
 Enquiries Menu.

Transactions In Batch

Figure 42: Transactions in Batch Window XE "Transactions in Batch Window" 
This window appears when you select a batch in the Current Financial Year Batches Window
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Purpose
This window lists the transactions in the selected batch. For all transactions, the following are shown: transaction number, date, narrative, amount in transaction entry currency, company, profit centre, account, two lines of comment, two analysis codes if relevant to the account, and units.


For foreign currency transactions, the following are also shown:

· The amount in base currency. 

 XE "exchange rates:display in enquiries" 

 XE "display:exchange rates" 
· Details of the exchange rate used to convert the foreign currency into base currency. The exchange rate is expressed as the number of units of one currency that equate to a single unit of the other currency. For multi-part exchange rates, the rate shown is either the floating exchange rate involved, or the audit rate, depending on the option selected in Administration Parameters.


· If an exchange gain or loss posting was automatically generated at posting for a single currency batch, this appears as a separate transaction line with an amount of zero in the scrolled part of the screen, with the exchange gain or loss shown in base currency below.


If the transactions have been imported from another module, the following are also shown:

· The source module id.


· The batch and item number in the source module. 


· The transaction reference.


· The number of the auto-entry report on which it appears.


If the VAT Reconciliation Report feature is in use, the tax class is shown. If this is non-blank, the transaction appears on the VAT Reconciliation Report. The value determines the box (6-9) on the report the transaction contributes to.

On exit
 Current Financial Year Batches Window, see page 105.

Account Enquiry 

Introduction XE "account enquiry" \r "AccountEnquiry" 

 XE "enquiries:account" \r "AccountEnquiry" 

 XE "accounts:enquiries" \r "AccountEnquiry" 
The Account Enquiry program enables you to view a select company’s accounts, analysed by period, profit centre, or foreign currency, down to transaction level. Transactions can optionally be selected for display on the basis of their transaction analysis codes.

Account Balances 

Figure 43: Account Balances Window XE "Account Balances Window:account enquiry" 
This window appears when you select Accounts from the Enquiries Menu
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Note
If you have not already selected a company, this window is preceded by the Company Selection Window. This enables you to select the company whose details you want to display. For further details, see page 152.


If you have not already selected a financial year, this window is also preceded by the Financial Year Selection Window. This enables you to select the financial year whose details you want to display. For further details, see page 292.

Purpose
The Account Balances Window lists the selected company’s accounts, showing for each entry the number of units and the balance to date in base currency for the current period for the enquiry. 


In the lower part of the window it shows for each entry as you scroll through the list: the account group code, the account class, whether it requires the entry of units, and the opening, year to date and closing balances.

Note
If you selected a closed financial year, the current period for the enquiry is the last period in that year. Otherwise the current period for the enquiry is the current period in the selected year. The current period for the enquiry is displayed at the very top of the window throughout the enquiry. The name and code of the selected company are also displayed at the top of the window throughout the enquiry.

Sequence
The accounts are listed in account code sequence. To search for accounts by name:

· Press <F6> to go into enquiry mode.


· Then press <F1>. An account enquiry pops up listing the accounts in account title sequence. You can press <Return> to select an account. You are then returned to the Account Balances Window, where the selected account is displayed.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select an account for more detailed enquiries, move the cursor to the required entry and press <Return>.  Enquiry Options Menu.

On exit
 Enquiries Menu.

Enquiry Options
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Figure 44: Enquiry Options Menu XE "Enquiry Options Menu:account enquiry" 
This menu appears when you select an account in the Account Balances Window.

The options are:

Periodic analysis
View periodic movements for the selected account.  Periodic Analysis Window.

Profit centre analysis
View an analysis of the selected account by profit centre.  Profit Centre Analysis Window, see page 113.

Foreign currency analysis
View totals of transactions posted to the selected account in foreign currencies.  Foreign Currency Analysis Window, see page 115.

Transactions
View transactions posted to the account over the selected year.  Transactions for Account Window, see page 117.

Selective transactions
View transactions posted to the account over the selected year, restricted by General Ledger transaction analysis code.

If the account uses two analysis categories,  Selective Transactions Window, see page 118.

If the account uses one analysis category,  General Ledger Transaction Analysis Window, see page 119. 

Exit
 Account Balances Window, see page 108.

Periodic Analysis

Figure 45: Periodic Analysis Window XE "Periodic Analysis Window:account enquiry" 
This window appears when you select Periodic Analysis from the Enquiry Options Menu
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Purpose XE "periodic balances:enquiries" 
This window shows, for the selected company and account, the movement and the closing balance for each period in the selected financial year. When relevant, the unit figures are also shown.

Select
To view the transactions in a period, move the cursor to the required entry and press <Return>.  Transaction Enquiry Menu. 

On exit
 Enquiry Options Menu, see page 109.

Transaction Enquiry Menu
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Figure 46: Transaction Enquiry Menu XE "Transaction Enquiry Menu:account enquiry" 
This menu appears when you do one of the following:

· Select a period in the Periodic Analysis Window.

· Select a profit centre in the Profit Centre Analysis Window.

· Select a currency in the Foreign Currency Analysis Window.

The options are:

Transactions
View all the transactions for the selected entry. The response depends on how you invoked this menu:

· If you invoked this menu from the Periodic Analysis Window  Transactions for Period Window.


· If you invoked this menu from the Profit Centre Analysis Window  Transactions for Profit Centre Window, see page 114.


· If you invoked this menu from the Foreign Currency Analysis Window  Transactions in Foreign Currency Window, see page 116.

Selective transactions
View the selected entry’s transactions restricted by General Ledger transaction analysis code. 


If the account uses two analysis categories,  Selective Transactions Window, see page 118.


If the account uses one analysis category,  General Ledger Transaction Analysis Window, see page 119.

Exit
 Enquiry Options Menu, see page 109.

Transactions for Period

Figure 47: Transactions for Period Window XE "Transactions for Period Window:account enquiry" 
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This window appears when you do one of the following:

· Select Transactions from the Transaction Enquiry Menu when it is invoked from the Periodic Analysis Window.

· Complete your replies in the General Ledger Transaction Analysis Window, when it is invoked during periodic analysis enquiries. 

Purpose
This window lists the transactions for the selected period and account. If you chose the selective transactions option, the transactions are restricted to those with the chosen analysis code or codes.


The details shown for each transaction are: transaction number, date, narrative, tax class, amount, batch number, profit centre, two lines of comment, whether it has been posted, units, and any relevant analysis codes.


For foreign currency transactions the exchange rate details and foreign currency amount are also shown. For an explanation of the exchange rate display, see page 116.

Note
Journals in open batches are shown in this window, but they do not contribute to the account balances shown in the previous windows.

On exit
 Periodic Analysis Window, see page 110.

Profit Centre Analysis

Figure 48: Profit Centre Analysis Window XE "Profit Centre Analysis Window:account enquiry" 
This window appears when you select Profit Centre Analysis from the Enquiry Options Menu
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Purpose
This window shows for the selected company, an analysis of the account by profit centre. For each profit centre, it shows the number of units and the balance in base currency for the current period for the enquiry to date. In the lower part of the window it shows for each profit centre as you scroll through the list: the opening balance, the year to date balance and the closing balance, each showing a figure for both units and the amount in base currency.

Note
If you selected a closed financial year, the current period for the enquiry is the last period in that year. Otherwise the current period for the enquiry is the current period in the selected year. The current period for the enquiry is displayed at the very top of the window throughout the enquiry. The name and code of the selected company are also displayed at the top of the window throughout the enquiry.

Select
To view the transactions for a profit centre, move the cursor to the required entry and press <Return>.  Transaction Enquiry Menu, see page 111. 

On exit
 Enquiry Options Menu, see page 109.

Transactions for Profit Centre

Figure 49: Transactions for Profit Centre Window XE "Transactions for Profit Centre Window" 
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This window appears when you do one of the following:

· Select Transactions from the Transaction Enquiry Menu when it is invoked from the Profit Centre Analysis window.

· Complete your replies in the General Ledger Transaction Analysis Window, when it is invoked during profit centre analysis enquiries.

Purpose
This window lists for the selected company, the transactions for the account and profit centre. If you chose the selective transactions option, the transactions are restricted to those with the chosen analysis code or codes.


The details shown for each transaction are: period, transaction number, date, narrative, whether it has been posted, amount in the selected company’s base currency, batch number and title, units, tax class, two lines of comment, and analysis codes if relevant to the account. 


For foreign currency transactions the exchange rate details and foreign currency amount are also shown. For an explanation of the exchange rate display, see page 116.

Note
Journals in open batches are shown in this window, but they do not contribute to the account balances shown in the previous windows.

On exit
 Profit Centre Analysis Window, see page 113.

Foreign Currency Analysis

Figure 50: Foreign Currency Analysis Window XE "Foreign Currency Analysis Window:account enquiry" 

 XE "foreign currencies:enquiries" 
This window appears when you select Foreign Currency Analysis from the Enquiry Options Menu
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Purpose
This window displays an analysis of postings made to the selected account in foreign currency.


In the upper part of the window the amount posted to the account in the current period for the enquiry is shown for each currency in both the company’s base currency and the foreign currency. 


The lower part of the window shows for each currency as you scroll through the list: the start of year, year to date and closing totals in both base and foreign currency.

Note
If you selected a closed financial year, the current period for the enquiry is the last period in that year. Otherwise the current period for the enquiry is the current period in the selected year. The current period for the enquiry is displayed at the very top of the window throughout the enquiry. The name and code of the selected company are also displayed at the top of the window throughout the enquiry.

Select
To view the transactions for a currency, move the cursor to the required entry and press <Return>.  Transaction Enquiry Menu, see page 111. 

On exit
 Enquiry Options Menu, see page 109.

Transactions in Foreign Currency

Figure 51: Transactions in Foreign Currency Window XE "Transactions in Foreign Currency Window:account enquiry" 
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This window appears when you do one of the following:

· Select Transactions from the Transaction Enquiry Menu when it is invoked from the Foreign Currency Analysis Window.

· Complete your replies in the General Ledger Transaction Analysis Window, when it is invoked during foreign currency analysis enquiries.

Purpose XE "foreign currencies:journals:enquiries" 
This window lists the transactions for the selected account and currency. If you chose the selective transactions option, the transactions are restricted to those with the chosen analysis code or codes.

Note
Journals in open batches are shown in this window, but they do not contribute to the account totals shown in the previous windows.


The details shown for each transaction are: period, transaction number, date, narrative, whether it has been posted, amount in the foreign currency, batch number and title, profit centre and title, two lines of comments, tax class, units, details of the exchange rate used for the transaction, base currency amount, and analysis codes if relevant to the account. 

Note XE "exchange rates:display in enquiries" 

 XE "display:exchange rates" 
The exchange rate is presented as the number of units of one currency that equate to a single unit of the other currency. For multi-part exchange rates, the rate shown is either the floating rate involved, or the audit rate, depending on the option selected in Administration Parameters. For further information, see Currency Format in the Global 3000 Installation & Set-up Manual.

On exit
 Foreign Currency Analysis Window, see page 115.

Transactions for Account

Figure 52: Transactions for Account Window XE "Transactions for Account Window" 
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This window appears when you do one of the following:

· Select Transactions from the Enquiry Options Menu.

· Complete your replies in the General Ledger Transaction Analysis Window, when you invoke it via the Selective Transactions option on the Enquiry Options Menu. 

Purpose
This window lists the company’s transactions for the chosen account in the selected financial year. If you chose the selective transactions option, the transactions are restricted to those with the chosen analysis code or codes.


The details shown for each transaction are: period, transaction number, date, narrative, whether it has been posted, amount in the company’s base currency, batch number and title, profit centre and title, two lines of comments, tax class, units, and analysis codes if relevant to the account. 


For foreign currency transactions, the following are also shown:

· The amount in the foreign currency. 


· Details of the exchange rate used to convert the foreign currency into base currency. For information about the display of exchange rates, see page 116.


If the transactions have been imported from another module, the following are also shown:

· The source module id.


· The batch and item number in the source module. 


· The transaction reference.


· The number of the auto-entry report on which it appears.

Note
Journals in open batches are shown in this window, but they do not contribute to the account balances shown in the previous windows.

On exit
 Enquiry Options Menu, see page 109.

Selective Transactions

Figure 53: Selective Transactions Window XE "Selective Transactions Window:account enquiry" 
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This window appears when you choose Selective Transactions from either the Enquiry Options Menu or the Transaction Enquiry Menu when the selected account uses two General Ledger analysis categories.

Purpose XE "transaction analysis:account enquiry"   XE "analysis by transaction:account enquiry" 
This window enables you to specify whether you want to restrict the enquiry by one or both analysis categories.

The prompts are:

Note
The names of these prompts reflect the descriptions defined for the category codes in System Parameters. In Figure 53, they are ‘Authorisation codes’ and ‘Locations’.

Restrict by … (category 1 XE "restrict enquiry by transaction analysis" )
(Y/N.) Enter Y if you want to restrict the transactions displayed to those with a specific value for this analysis category. Enter N if you just want to restrict the transactions displayed by the second category.

Restrict by … (category 2)
(Y/N.) Enter Y if you want to restrict the transactions displayed to those with a specific value for this analysis category. Enter N if you just want to restrict the transactions displayed by the first category.

On completion
 General Ledger Transaction Analysis Window.

On exit
Return to the menu from which you invoked this window.

General Ledger Transaction Analysis

Figure 54: General Ledger Transaction Analysis Window XE "General Ledger Transaction Analysis Window:account enquiry" 
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This window appears when you do one of the following:

· Complete your replies in the Selective Transactions Window.

· Choose Selective Transactions from the Enquiry Options Menu or the Transaction Enquiry Menu for an account which uses one analysis category.

Purpose XE "transaction analysis:account enquiry" 

 XE "analysis by transaction:account enquiry" 
This window enables you to specify the analysis code by which you want the transactions to be restricted.

The prompts are:

Note
The name of the next prompt reflects the description defined for the analysis category in System Parameters. In Figure 54, it is ‘Authorisation codes’.

Code
Enter the analysis code by which you want to filter transactions. Press <F1> for a pop-up enquiry. 

(Description)
(Display only.) The code’s description is displayed for confirmation.

On completion
If there are two analysis categories for the transaction, and this is the first one, this window is displayed again for the second analysis category.


Otherwise the response depends on how you invoked this window:

· If you invoked this window during periodic analysis enquiries  Transactions for Period Window, see page 112.


· If you invoked this window during profit centre analysis enquiries  Transactions for Profit Centre Window, see page 114.


· If you invoked this window during foreign currency analysis enquiries  Transactions in Foreign Currency Window, see page 116.


· If you invoked this window during the first level of account enquiries  Transactions for Account, see page 117.

Profit Centre Enquiry 

Introduction XE "profit centre enquiry" \r "ProfitCentreEnquiry" 

 XE "profit centres:enquiries" \r "ProfitCentreEnquiry" 

 XE "enquiries:profit centre" \r "ProfitCentreEnquiry" 
The Profit Centre Enquiry program enables you to make enquiries for a selected company and financial year at the profit centre level. You can choose to analyse the information by period or foreign currency, down to transaction level. Transactions can optionally be selected for display on the basis of their transaction analysis codes.

Profit Centre/Account Balances

Figure 55: Profit Centre/Account Balances Window XE "Profit Centre/Account Balances Window" 
This window appears when you select Profit Centres from the Enquiries Menu
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Note
If you have not already selected a company, this window is preceded by the Company Selection Window. This enables you to select the company whose details you want to display. For further details, see page 152.


If you have not already selected a financial year, this window is also preceded by the Financial Year Selection Window. This enables you to select the financial year whose details you want to display. For further details, see page 292.

Purpose
The Profit Centre/Account Balances Window lists the selected company’s profit centre and account combinations showing for each entry the number of units and the balance to date in base currency for the current period for the enquiry. 


In the lower part of the window it shows for each entry as you scroll through the list: the account group code, the account class, whether it is enabled, and the opening, year to date and closing balances.

Note
If you selected a closed financial year, the current period for the enquiry is the last period in that year. Otherwise the current period for the enquiry is the current period in the selected year. The current period for the enquiry is displayed at the very top of the window throughout the enquiry. The name and code of the selected company are also displayed at the top of the window throughout the enquiry.

Sequence
When you first enter the window the entries are listed in account code/ profit centre code sequence. You can press <F6> to change the sequence to profit centre code/account code. 


To search for accounts by name:

· Press <F6> to go into enquiry mode.


· Then press <F1> when the cursor is on the account prompt. An account enquiry pops up listing the accounts in account code sequence. You can press <F6> again to change the search sequence to account name. You can press <Return> to select an account. You are then returned to the Account Balances Window, where the selected account is displayed.


You can search for profit centres by their name in an equivalent way.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a profit centre and account combination for more detailed enquiries, move the cursor to the required entry and press <Return>.  Enquiry Options Menu.

On exit
 Enquiries Menu.

Enquiry Options
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Figure 56: Enquiry Options Menu XE "Enquiry Options Menu:profit centre enquiry" 
This menu appears when you select a profit centre and account combination from the Profit Centre/Account Balances Window.

The options are:

Periodic analysis
View periodic movements for the selected profit centre/account combination.  Periodic Analysis Window.

Foreign currency analysis
View the value of foreign currency transactions posted to the selected profit centre/account combination, analysed by currency.  Foreign Currency Analysis Window, see page 126.

Transactions
View transactions posted to the selected profit centre/account combination.  Transactions for Profit Centre/Account Window, see page 128.

Selective transactions
View the selected profit centre/account combination’s transactions restricted by General Ledger analysis code. 

If the account uses two analysis categories,  Selective Transactions Window, see page 129.

If the account uses one analysis category,  General Ledger Transaction Analysis Window, see page 130.

Exit
 Profit Centre/Account Balances Window, see page 121.

Periodic Analysis

Figure 57: Periodic Analysis Window XE "Periodic Analysis Window:profit centre enquiry" 
This window appears when you select Periodic Analysis from the Enquiry Options Menu
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Purpose XE "periodic balances:enquiries" 
This window shows, for the selected company/profit centre/account combination, the movement and the closing balance for each period in the selected financial year. When relevant, the unit figures are also shown.

Select
To view the transactions in a period, move the cursor to the required entry and press <Return>.  Transaction Enquiry Menu. 

On exit
 Enquiry Options Menu, see page 122.

Transaction Enquiry Menu
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Figure 58: Transaction Enquiry Menu XE "Transaction Enquiry Menu:profit centre enquiry" 
This menu appears when you do one of the following:

· Select a period in the Periodic Analysis Window.

· Select a currency in the Foreign Currency Analysis Window.

The options are:

Transactions
View all the transactions for the selected entry. The response depends on how you invoked this menu:

· If you invoked this menu from the Periodic Analysis Window  Transactions for Period Window.


· If you invoked this menu from the Foreign Currency Analysis Window  Transactions in Foreign Currency Window, see page 127.

Selective transactions
View the selected entry’s transactions restricted by General Ledger transaction analysis code. 


If the account uses two analysis categories,  Selective Transactions Window, see page 129.


If the account uses one analysis category,  General Ledger Transaction Analysis Window, see page 130.

Exit
 Enquiry Options Menu, see page 122.

Transactions for Period

Figure 59: Transactions for Period Window XE "Transactions for Period Window:profit centre enquiry" 
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This window appears when you do one of the following:

· Select Transactions from the Transaction Enquiry Menu when it is invoked from the Periodic Analysis window.

· Complete your replies in the General Ledger Transaction Analysis window, when it is invoked during periodic analysis enquiries.

Purpose
This window lists the transactions for the selected period and company/ profit centre/account combination. If you chose the selective transactions option, the transactions are restricted to those with the chosen analysis code or codes.


The details shown for each transaction are: transaction number, date, narrative, tax class, amount, batch number and title, two lines of comment, units, whether it has been posted, and any relevant analysis codes.


For foreign currency transactions, the amount in the foreign currency and details of the exchange rate used to convert the foreign currency into base currency are also shown. 

Note
Journals in open batches are shown in this window, but they do not contribute to the account balances shown in the previous windows.

On exit
 Periodic Analysis Window, see page 123.

Foreign Currency Analysis

Figure 60: Foreign Currency Analysis Window

 XE "Foreign Currency Analysis Window:profit centre enquiry" 

 XE "foreign currencies:enquiries" 
This window appears when you select Foreign Currency Analysis from the Enquiry Options Menu
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Purpose
This window displays an analysis of postings made to the selected company/profit centre/account combination in foreign currency.


In the upper part of the window the amount posted to the company/profit centre/account combination in the current period for the enquiry is shown for each currency in which postings have been made. These amounts are shown in both the company’s base currency and the foreign currency. 


The lower part of the window shows for each currency as you scroll through the list: the start of year, year to date and closing totals in both base and foreign currency.

Note
If you selected a closed financial year, the current period for the enquiry is the last period in that year. Otherwise the current period for the enquiry is the current period in the selected year. The current period for the enquiry is displayed at the very top of the window throughout the enquiry. The name and code of the selected company are also displayed at the top of the window throughout the enquiry.

Select
To view the transactions for a currency, move the cursor to the required entry and press <Return>.  Transaction Enquiry Menu, see page 124. 

On exit
 Enquiry Options Menu, see page 122.

Transactions in Foreign Currency

Figure 61: Transactions in Foreign Currency Window XE "Transactions in Foreign Currency Window:profit centre enquiry" 
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This window appears when you do one of the following:

· Select Transactions from the Transaction Enquiry Menu when it is invoked from the Foreign Currency Analysis Window.

· Complete your replies in the General Ledger Transaction Analysis Window, when it is invoked during foreign currency analysis enquiries.

Purpose XE "foreign currencies:journals:enquiries" 
This window lists the transactions in the chosen currency and the selected company/profit centre/account combination. If you chose the selective transactions option, the transactions are restricted to those with the chosen analysis code or codes.

Note
Journals in open batches are shown in this window, but they do not contribute to the account totals shown in the previous windows.


The details shown for each transaction are: period, transaction number, date, narrative, whether it has been posted, amount in the foreign currency, batch number and title, units, tax class, two lines of comments, details of the exchange rate used for the transaction, base currency amount, and analysis codes if relevant. 

Note XE "exchange rates:display in enquiries" 

 XE "display:exchange rates" 
The exchange rate is presented as the number of units of one currency that equate to a single unit of the other currency. For multi-part exchange rates, the rate shown is either the floating rate involved, or the audit rate, depending on the option selected in Administration Parameters. For further information, see Currency Format in the Global 3000 Installation & Set-up Manual.

On exit
 Foreign Currency Analysis Window, see page 126.

Transactions for Profit Centre/Account

Figure 62: Transactions for Profit Centre/ Account Window XE "Transactions for Profit Centre/Account Window" 
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This window appears when you do one of the following:

· Select Transactions from the Enquiry Options Menu.

· Complete your replies in the General Ledger Transaction Analysis Window, when you invoke it via the Selective Transactions option on the Enquiry Options Menu.

Purpose
This window lists the company’s transactions for the chosen profit centre/account combination in the selected financial year. If you chose the selective transactions option, the transactions are restricted to those with the chosen analysis code or codes.


The details shown for each transaction are: period, transaction number, date, narrative, whether it has been posted, amount in the company’s base currency, batch number and title, units, tax class, two lines of comments, and analysis codes if relevant to the account. 


For foreign currency transactions, the following are also shown:

· The amount in the foreign currency. 


· Details of the exchange rate used to convert the foreign currency into base currency. For information about the display of exchange rates, see page 116.

Note
Journals in open batches are shown in this window, but they do not contribute to the balances shown in the previous windows.

On exit
 Enquiry Options Menu, see page 122.

Selective Transactions

Figure 63: Selective Transactions Window XE "Selective Transactions Window:profit centre enquiry" 
 This window appears when you choose Selective Transactions from either the Enquiry Options Menu or the Transaction Enquiry Menu when the selected account uses two General Ledger analysis categories
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Purpose XE "transaction analysis:profit centre enquiry" 

 XE "analysis by transaction:profit centre enquiry" 
This window enables you to specify whether you want to restrict the enquiry by one or both analysis categories.

The prompts are:

Note
The names of these prompts reflect the descriptions defined for the category codes in System Parameters. In Figure 63, they are ‘Authorisation codes’ and ‘Locations’.

Restrict by … (category 1 XE "restrict enquiry by transaction analysis" )
(Y/N.) Enter Y if you want to restrict the transactions displayed to those with a specific value for this analysis category. Enter N if you just want to restrict the transactions displayed by the second category.

Restrict by … (category 2)
(Y/N.) Enter Y if you want to restrict the transactions displayed to those with a specific value for this analysis category. Enter N if you just want to restrict the transactions displayed by the first category.

On completion
 General Ledger Transaction Analysis Window.

On exit
Return to menu from which you invoked this window.

General Ledger Transaction Analysis

Figure 64: General Ledger Transaction Analysis Window XE "General Ledger Transaction Analysis Window:profit centre enquiry" 
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This window appears when you do one of the following:

· Complete your replies in the Selective Transactions Window.

· Choose Selective Transactions from the Enquiry Options Menu or the Transaction Enquiry Menu for an account which uses one analysis category.

Purpose XE "transaction analysis:profit centre enquiry" 

 XE "analysis by transaction:profit centre enquiry" 
This window enables you to specify the analysis code by which you want the transactions to be restricted.

The prompts are:

Note
The name of the next prompt reflects the description defined for the analysis category in System Parameters. In Figure 64, it is ‘Authorisation codes’.

Code
Enter the analysis code by which you want to filter transactions. Press <F1> for a pop-up enquiry. 

(Description)
(Display only.) The code’s description is displayed for confirmation.

On completion
If there are two analysis categories for the transaction, and this is the first one, this window is displayed again for the second analysis category.


Otherwise the response depends on how you invoked this window:

· If you invoked this window during periodic analysis enquiries  Transactions for Period Window, see page 125.


· If you invoked this window during foreign currency analysis enquiries  Transactions in Foreign Currency Window, see page 127.


· If you invoked this window during the first level of profit centre/ account enquiries  Transactions for Profit Centre/Account, see page 128.

Account Group Enquiry 

Introduction XE "account group enquiry" \r "AccountGroupEnquiry" 

 XE "enquiries:account group" \r "AccountGroupEnquiry" 

 XE "account groups:enquiries" \r "AccountGroupEnquiry" 
The Account Group Enquiry enables you to list the account groups in use by a selected company and profit centre. For each account group, you can view the details which relate to the selected company and profit centre, including:

· Financial period balances for the selected financial year.


· Totals of any foreign currency postings.


· A comparison between actual and budget figures for the selected financial year.


· A comparison between the actual figures for the selected financial year and those of the previous year.


· Balances for the accounts in the account group. You can select an individual account and view its transactions, optionally selected on the basis of analysis category.

Profit Centre Selection

Figure 65: Profit Centre Selection Window XE "Profit Centre Selection Window:account group enquiry" 
This window appears when you select Groups from the Enquiries Menu
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Note
If you have not already selected a company, this window is preceded by the Company Selection Window. This enables you to select the company whose details you want to display. For further details, see page 152.


If you have not already selected a financial year, this window is also preceded by the Financial Year Selection Window. This enables you to select the financial year whose details you want to display. For further details, see page 292.

Purpose
The Profit Centre Selection Window lists company and profit centre combinations, and it enables you to select the one whose account groups you want to enquire on.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a company and profit centre, move the cursor to the required line and press <Return>.  Group Balances Window.

On exit
 Enquiries Menu.

Group Balances

Figure 66: Group Balances Window XE "Group Balances Window:account group enquiry" 
This window appears when you select a company/profit centre combination in the Profit Centre Selection Window
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Purpose
This window lists the account groups which are in use for the selected company and profit centre combination. For each account group it shows the period to date figure for the current period for the enquiry, and the closing balance.


The lower part of the window shows for each entry as you scroll through the list: the period to date actual and budget amounts and the variance between them, the year to date actual and budget amounts and the variance between them, and the end of year forecast and budget amounts and the variance between them. The end of year forecast figure consists of actuals for any closed periods up to and including the current period for the enquiry, plus the forecasts for the remaining periods in the financial year.

Note
If you selected a closed financial year, the current period for the enquiry is the last period in that year. Otherwise the current period for the enquiry is the current period in the selected year. The current period for the enquiry is displayed at the very top of the window throughout the enquiry. The selected company and profit centre are also displayed at the top of the window throughout the enquiry.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select an account group for more detailed enquiries, move the cursor to the required entry and press <Return>.  Enquiry Options Menu.

On exit
 Enquiries Menu.

Enquiry Options
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Figure 67: Enquiry Options Menu XE "Enquiry Options Menu:account group enquiry" 
This menu appears when you select an account group in the Group Balances Window.

Note
This menu parallels the Enquiry Options Menu that appears when you select a profit centre in the Profit Centre Analysis Window of the Company Performance Enquiry. For further information, see page 149.

The options are:

Periodic analysis
View the value of transactions posted to the selected account group for each period in the financial year.  Periodic Analysis Window.

Foreign currency analysis
View the value of any foreign currency transactions posted to the selected account group, analysed by currency.  Foreign Currency Analysis Window, see page 135.

Budget comparison
View a comparison between the actual and budget figures for each period in the selected financial year.  Periodic Budget Comparison Window, see page 136.

Prior year comparison
View a comparison between the actual figures for each period in the selected financial year with the corresponding figures from the previous financial year.  Prior Year Comparison Window, see page 137.

Account breakdown
View the accounts in the selected account group which are in use by the selected company and profit centre.  Account Balances Window, see page 138.

Exit
 Group Balances Window, see page 132.

Periodic Analysis

Figure 68: Periodic Analysis Window XE "Periodic Analysis Window:account group enquiry" 
This window appears when you select Periodic Analysis from the Enquiry Options Menu
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Purpose XE "periodic balances:enquiries" 
This window shows, for the selected company, profit centre and account group combination, the movement and the closing balance for each period in the selected financial year. When relevant, the unit figures are also shown.

On exit
 Enquiry Options Menu, see page 133.

Foreign Currency Analysis

Figure 69: Foreign Currency Analysis Window XE "Foreign Currency Analysis Window:account group enquiry" 

 XE "foreign currencies:enquiries" 
This window appears when you select Foreign Currency Analysis from the Enquiry Options Menu
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Purpose
This window displays an analysis of postings made to the selected company, profit centre and account group combination in foreign currency.


In the upper part of the window the amount posted to the company/profit centre/account group combination in the current period for the enquiry is shown for each currency in which postings have been made. These amounts are shown in both the company’s base currency and the foreign currency. 


The lower part of the window shows for each currency as you scroll through the list: the start of year, year to date and closing totals in both base and foreign currency.

Note
If you selected a closed financial year, the current period for the enquiry is the last period in that year. Otherwise the current period for the enquiry is the current period in the selected year. The current period for the enquiry is displayed at the very top of the window throughout the enquiry. The selected company and profit centre are also displayed at the top of the window throughout the enquiry.

On exit
 Enquiry Options Menu, see page 133.

Periodic Budget Comparison

Figure 70: Periodic Budget Comparison Window XE "Periodic Budget Comparison Window:account group enquiry" 
This window appears when you select Budget Comparison from the Enquiry Options Menu
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Purpose XE "budgets:enquiries" 
This window displays, for the selected company, profit centre and account group combination, a comparison between the actual or forecast figures and the budget figures for each financial period, and it shows the percentage variance between them. The actual figures (signified by ‘Actl’ appearing in the third column) are shown for any closed periods up to and including the current period. Forecasts (signified by ‘Fcst’ appearing in the third column) are shown for subsequent periods. 

On exit
 Enquiry Options Menu, see page 133.

Prior Year Comparison

Figure 71: Prior Year Comparison Window

 XE "Prior Year Comparison Window:account group enquiry" 
This window appears when you select Prior Year Comparison from the Enquiry Options Menu
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Purpose XE "years:previous:enquiry" 

 XE "previous years:enquiry" 
This window displays, for the selected company, profit centre and account group combination, a comparison between the period closing balances in the selected financial year and the corresponding figures for the preceding financial year, and it shows the percentage variance between them. The actual figures (signified by ‘Actl’ appearing in the third column) are shown for any closed periods up to and including the current period. Forecasts (signified by ‘Fcst’ appearing in the third column) are shown for subsequent periods. 

On exit
 Enquiry Options Menu, see page 133.

Account Balances

Figure 72: Account Balances Window XE "Account Balances Window:account group enquiry" 
This window appears when you select Account Breakdown from the Enquiry Options Menu
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Purpose
This window lists the accounts which are in use for the selected company, profit centre and account group combination. For each account, the upper part of the window shows the number of units and the balance to date in base currency for the current period for the enquiry. 


The lower part of the window shows for each entry as you scroll through the list: the opening, year to date and closing balances.

Note
If you selected a closed financial year, the current period for the enquiry is the last period in that year. Otherwise the current period for the enquiry is the current period in the selected year. The current period for the enquiry is displayed at the very top of the window throughout the enquiry. The selected company, profit centre, and account group are also displayed at the top of the window throughout the enquiry.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select an account to display its transactions, move the cursor to the required entry and press <Return>.  Transaction Enquiry Menu.

On exit
 Enquiries Options Menu, see page 133.

Transaction Enquiry Menu
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Figure 73: Transaction Enquiry Menu XE "Transaction Enquiry Menu:account group enquiry" 
This menu appears when you select an account in the Account Balances Window.

The options are:

Transactions
View all the transactions for the selected entry.  Transactions for Account Window, see page 141.

Selective transactions
View the selected entry’s transactions restricted by General Ledger transaction analysis code. 


If the account uses two analysis categories,  Selective Transactions Window.


If the account uses one analysis category,  General Ledger Transaction Analysis Window, see page 140.

Exit
 Account Balances Window, see page 138.

Selective Transactions

Figure 74: Selective Transactions Window XE "Selective Transactions Window:account group enquiry" 
This window appears when you choose Selective Transactions from the Transaction Enquiry Menu
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Purpose XE "transaction analysis:account group enquiry" 

 XE "analysis by transaction:account group enquiry" 
This window enables you to specify whether you want to restrict the enquiry by one or both analysis categories.

The prompts are:

Note
The names of these prompts reflect the descriptions defined for the category codes in System Parameters. In Figure 74, they are ‘Authorisation codes’ and ‘Locations’.

Restrict by… (category 1 XE "restrict enquiry by transaction analysis" )
(Y/N.) Enter Y if you want to restrict the transactions displayed to those with a specific value for this analysis category. Enter N if you just want to restrict the transactions displayed by the second category.

Restrict by … (category 2)
(Y/N.) Enter Y if you want to restrict the transactions displayed to those with a specific value for this analysis category. Enter N if you just want to restrict the transactions displayed by the first category.

On completion
 General Ledger Transaction Analysis Window.

On exit
 Transaction Enquiry Menu, see page 139.

General Ledger Transaction Analysis

Figure 75: General Ledger Transaction Analysis Window XE "General Ledger Transaction Analysis Window:account group enquiry" 
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This window appears when you do one of the following:

· Complete your replies in the Selective Transactions Window.

· Choose Selective Transactions from Transaction Enquiry Menu for an account which uses one analysis category.

Purpose XE "transaction analysis:account group enquiry" 

 XE "analysis by transaction:account group enquiry" 
This window enables you to specify the analysis code by which you want the transactions to be restricted.

The prompts are:

Note
The name of the next prompt reflects the description defined for the analysis category in System Parameters. In Figure 75, it is ‘Authorisation codes’.

Code
Enter the analysis code by which you want to filter transactions. Press <F1> for a pop-up enquiry. 

(Description)
(Display only.) The code’s description is displayed for confirmation.

On completion
If there are two analysis categories for the transaction, and this is the first one, this window is displayed again for the second analysis category.


Otherwise  Transactions for Account Window.

Transactions for Account

Figure 76: Transactions for Account Window
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This window appears when you do one of the following:

· Select Transactions from the Transactions Enquiry Menu.

· Complete your replies in the General Ledger Transaction Analysis Window.

Purpose
This window lists the transactions for the selected company, profit centre, and account and the selected financial year. If you chose the selective transactions option, the transactions are restricted to those with the chosen analysis code or codes.


The details shown for each transaction are: period, transaction number, date, narrative, whether it has been posted, amount in the company’s base currency, batch number and title, profit centre and title, two lines of comments, tax class, units, and analysis codes if relevant to the account. 


For foreign currency transactions, the following are also shown:

· The amount in the foreign currency. 


· Details of the exchange rate used to convert the foreign currency into base currency. For information about the display of exchange rates, see page 116.

Note
Journals in open batches are shown in this window, but they do not contribute to the account balances shown in the previous windows.

On exit
 Account Balances Window, see page 138.

Company Performance Enquiry

Introduction XE "enquiries:company performance" \r "CompanyPerformanceEnquiry" 

 XE "company perfomance enquiry" \r "CompanyPerformanceEnquiry" 

 XE "companies:enquiries" \r "CompanyPerformanceEnquiry" 
The Company Performance Enquiry enables you to list the account groups in use by a selected company. For each account group, you can view the details which relate to the selected company, including:

· Financial period balances for the selected financial year.


· Totals of any foreign currency postings.


· A comparison between actual and budget figures for the selected financial year.


· A comparison between the actual figures for the selected financial year and those of the previous year.


· An analysis by profit centre. You can select an individual profit centre and initiate further enquiries on it, including periodic analysis, foreign currency analysis, and a breakdown by account with options to drill down to the transactions.


· Balances for the accounts in the account group. You can select an individual account and view its transactions, optionally selected on the basis of analysis category.

Group Balances

Figure 77: Group Balances Window XE "Group Balances Window:company performance enquiry" 
This window appears when you select Company Performance from the Enquiries Menu
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Note
If you have not already selected a company, this window is preceded by the Company Selection Window. This enables you to select the company whose details you want to display. For further details, see page 152.


If you have not already selected a financial year, this window is also preceded by the Financial Year Selection Window. This enables you to select the financial year whose details you want to display. For further details, see page 292.

Purpose
This window lists the account groups which are in use for the selected company. For each account group it shows the period to date figure for the current period for the enquiry, and the closing balance.


The lower part of the window shows for each entry as you scroll through the list: the period to date actual and budget amounts and the variance between them, the year to date actual and budget amounts and the variance between them, and the end of year forecast and budget amounts and the variance between them. The end of year forecast figure consists of actuals for any closed periods up to and including the current period for the enquiry, plus the forecasts for the remaining periods in the financial year.

Note
If you selected a closed financial year, the current period for the enquiry is the last period in that year. Otherwise the current period for the enquiry is the current period in the selected year. The current period for the enquiry is displayed at the very top of the window throughout the enquiry. The selected company is also displayed at the top of the window throughout the enquiry.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select an account group for more detailed enquiries, move the cursor to the required entry and press <Return>.  Enquiry Options Menu.

On exit
 Enquiries Menu.

Enquiry Options
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Figure 78: Enquiry Options Menu XE "Enquiry Options Menu:company performance enquiry" 
This menu appears when you select an account group in the Group Balances Window.

The options are:

Periodic analysis
View the value of transactions posted to the selected account group for each period in the financial year.  Period Analysis Window.

Foreign currency analysis
View the value of foreign currency transactions posted to the selected account group, analysed by currency.  Foreign Currency Analysis Window, see page 146.

Budget comparison
View a comparison between the actual and budget figures for each period in the selected financial year.  Periodic Budget Comparison Window, see page 147.

Prior year comparison
View a comparison between the actual figures for each period in the selected financial year with the corresponding figures from the previous financial year.  Prior Year Comparison Window, see page 148.

Profit centre analysis
View period and year to date figures by profit centre for the selected group.  Profit Centre Analysis Window, see page 149.

Account breakdown
View the accounts in the selected account group which are in use by the selected company.  Account Balances Window, see page 150.

Exit
 Group Balances Window, see page 143.

Periodic Analysis

Figure 79: Periodic Analysis Window XE "Periodic Analysis Window:company performance enquiry" 
This window appears when you select Periodic Analysis from the Enquiry Options Menu
[image: image100.png]iodic Analysis Group 1000__(Sales

Per EndDate Units Period to Date Units Closing Balance
|
2 28/02/98 606238020 1038833.95¢
3 3170398 93914.55¢ 1132748..56
4 3070498
5 31705198
6 30706198
7 3170798 |
8 3170898
9 3070998

16 31/10/98
11 30/11/98
12 31/12/98

oK. Cancel






Purpose XE "periodic balances:enquiries" 
This window shows, for the selected company and account group combination, the movement and the closing balance for each period in the selected financial year. When relevant, the unit figures are also shown.

On exit
 Enquiry Options Menu, see page 144.

Foreign Currency Analysis

Figure 80: Foreign Currency Analysis Window XE "Foreign Currency Analysis Window:company performance enquiry" 

 XE "foreign currencies:enquiries" 
This window appears when you select Foreign Currency Analysis from the Enquiry Options Menu
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Purpose
This window displays an analysis of postings made to the selected company and account group in foreign currency.


In the upper part of the window, the amount posted to the company and account group in the current period for the enquiry, is shown for each currency in which postings have been made. These amounts are shown in both the company’s base currency and the foreign currency. 


The lower part of the window shows for each currency as you scroll through the list: the start of year, year to date and closing totals in both base and foreign currency.

Note
If you selected a closed financial year, the current period for the enquiry is the last period in that year. Otherwise the current period for the enquiry is the current period in the selected year. The current period for the enquiry is displayed at the very top of the window throughout the enquiry. The selected company is also displayed at the top of the window throughout the enquiry.

On exit
 Enquiry Options Menu, see page 144.

Periodic Budget Comparison

Figure 81: Periodic Budget Comparison Window XE "Periodic Budget Comparison Window:company performance enquiry" 
This window appears when you select Budget Comparison from the Enquiry Options Menu
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Purpose XE "budgets:enquiries" 
This window displays, for the selected company and account group, a comparison between the actual or forecast figures and the budget figures for each financial period, and the percentage variance between them. The actual figures (signified by ‘Actl’ appearing in the third column) are shown for any closed periods up to and including the current period. Forecasts (signified by ‘Fcst’ appearing in the third column) are shown for subsequent periods. 

On exit
 Enquiry Options Menu, see page 144.

Prior Year Comparison

Figure 82: Prior Year Comparison Window XE "Prior Year Comparison Window:company performance enquiry" 
This window appears when you select Prior Year Comparison from the Enquiry Options Menu
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Purpose XE "years:previous:enquiry" 

 XE "previous years:enquiry" 
This window displays, for the selected company and account group, a comparison between the period closing balances in the selected financial year and the corresponding figures for the preceding financial year, and the percentage variance between them. The actual figures (signified by ‘Actl’ appearing in the third column) are shown for any closed periods up to and including the current period. Forecasts (signified by ‘Fcst’ appearing in the third column) are shown for subsequent periods. 

On exit
 Enquiry Options Menu, see page 144.

Profit Centre Analysis

Figure 83: Profit Centre Analysis Window XE "Profit Centre Analysis Window:company performance enquiry" 
This window appears when you select Profit Centre Analysis from the Enquiry Options Menu
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Purpose XE "years:previous:enquiry" 
This window shows for the selected company and account group, an analysis by profit centre. It enables you to select individual profit centres for further analysis.


The upper part of the window lists the profit centres and shows for each the period to date and closing balance figures.


The lower part of the window shows for each profit centre as you scroll through the list: the period to date actual and budget amounts and the variance between them, the year to date actual and budget amounts and the variance between them, and the end of year forecast and budget amounts and the variance between them. The end of year forecast figure consists of actuals for any closed periods up to and including the current period for the enquiry, plus the forecasts for the remaining periods in the financial year.

Note
If you selected a closed financial year, the current period for the enquiry is the last period in that year. Otherwise the current period for the enquiry is the current period in the selected year. The current period for the enquiry is displayed at the very top of the window throughout the enquiry. The company and account group are also displayed at the top of the window throughout the enquiry.

Select
To select a profit centre for further enquiries, move the cursor to the required entry and press <Return>.  Enquiry Option Menu. This parallels the Enquiry Option Menu that appears during Account Group Enquiries. For further details, see page 133.

On exit
 Enquiry Options Menu, see page 144.

Account Balances

Figure 84: Account Balances Window XE "Account Balances Window:company performance enquiry" 
This window appears when you select Account Breakdown from the Enquiry Options Menu
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Purpose
This window lists the accounts which are in use for the selected company and account group. For each account, the upper part of the window shows the number of units and the balance to date in base currency for the current period for the enquiry. 


The lower part of the window shows for each entry as you scroll through the list: the opening, year to date and closing balances.

Note
If you selected a closed financial year, the current period for the enquiry is the last period in that year. Otherwise the current period for the enquiry is the current period in the selected year. The current period for the enquiry is displayed at the very top of the window throughout the enquiry. The selected company and account group are also displayed at the top of the window throughout the enquiry.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select an account to display its transactions, move the cursor to the required entry and press <Return>.  Transaction Enquiry Menu. This menu parallels the Transaction Enquiry Menu which appears during the Account Group Enquiry, and which is described on page 139.

On exit
 Enquiry Options Menu, see page 144.

Reselect Company 

Figure 85: Company Selection Window XE "Company Selection Window" 

 XE "reselect company" 
This window appears, in multi-company systems, when you select Reselect Company from the System Parameters Menu or the Enquiries Menu. It also appears when you press <F2> at any main menu in all Global 3000 modules other than Cash Manager
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Note
Some programs in General Ledger require you to select a company before you run them. This window automatically appears when you invoke one of these programs if you have not already selected a company.

Purpose XE "companies:selection" 

 XE "select:company" 
This window lists all the companies defined in your system and it enables you to select the company whose details you want to work on. This window displays details of each company, as defined in Company Parameters.  The details cannot be changed via this window. 

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a company, move the cursor to the required entry and press <Return>. The dialogue depends on how you invoked this window:

· If you selected this window from a menu, you are returned to it.

· If this window appeared when you selected another option, you are taken into the first window or menu of that option.

Section Five:

Period and Year End

Contents

155
End of Period

This option shows the status of all the periods in the currently selected financial year, and it enables you to select individual periods for opening, closing, locking and deleting. 

163
Open New Financial Year

This option, enables you to open a new financial year for processing in General Ledger, and to define its title and the number of its first transaction.

166
Close or Amend Current Year

This option shows the status of all the financial years in the ledger. It enables you to select individual years to enter a password, to enable the accounts of a new year, for closing, re-opening, and deleting. 

172
Data Export to Host

This option enables you to export data from General Ledger for use in other systems such as standard spreadsheet packages running in the host operating system. This option uses the Global Integrator module, which must be installed.

177
Data Import from Host

This option enables you to import into General Ledger, budgets and forecasts set up in other systems, such as standard spreadsheet packages running under Unix or Windows. This option uses the Global Integrator module, which must be installed.

End of Period 

Introduction XE "period and year end" \r "PeriodandYearEnd" 

 XE "periods" \r "ClosePeriod" 

 XE "calendar maintenance" \t "See also Installation & Set-up Manual" 
The End of Period program shows the status of all the periods in the currently selected financial year. It enables you to select individual periods for opening, closing, locking and deleting. These options are described in detail below. You can only have one period open in any financial year. If the General Ledger contains multiple financial years, each year can have an open period.


Before you can open a period, you must first open the financial year to which it belongs. This process, which causes balance records to be created for the new financial year, is described in detail on page 163.

Accounting Period Selection

Figure 86: Accounting Period Selection Window XE "Accounting Period Selection Window" 
This window appears when you select End of Period from the Period and Year End Menu
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If you have not already selected a financial year, this window is preceded by the Financial Year Selection Window. For further details, see page 292.

Purpose
This window shows the status of each of the periods in the currently selected financial year, and it enables you to select periods for processing.

Move through list
You can move through the list of periods using the cursor keys in the standard way.

Select
To select a period for processing, move the cursor to the required entry and press <Return>.Period Processing Menu.

The details displayed are:

Note
All the details in this window are display only.

Period
The number of the financial period.

Start date
The date of the first day in the financial period.

End date
The date of the last day in the financial period.

Unposted XE "unposted batches" 
The number of open batches in the financial period.

Posted XE "posted status" 
The number of posted batches in the financial period.

Closures XE "number of period closures" 
The number of times the period has been closed, and hence the Period End Report has been run. Each time you close the period, this number is incremented. This number enables you to establish the number of the final Period End Report.

Status XE "status:periods" 

 XE "blank status" 
The status of the financial period. It can be one of the following:

· Blank. This is the status of a financial period before it has been opened. Transactions can be entered into it, but the batches cannot be posted until the period is opened.

 XE "open status" 
· Open. Only one period in a financial year can be open at any one time. The open period is known as the ‘current’ period, and transactions can be entered into it, and its batches can be posted.

 XE "closed status" 
· Closed. The period has been opened and subsequently closed. You cannot enter transactions into a closed period, unless an earlier period has been re-opened. You cannot post batches in a closed period. If necessary, you can re-open a closed period. 

 XE "locked status" 
· Locked. The period has been locked. You can never re-open a locked period, and no further transaction activity for the period is possible.

 XE "deleted status" 
· Deleted. All the transactions in the period have been deleted. You can never re-open a deleted period, and no further transaction activity is possible. However the periodic balances remain available, so financial statements can be produced if necessary.

On exit
 Period and Year End Menu.

Period Processing Menu
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Figure 87: Period Processing Menu

This menu appears when you select a period in the Accounting Period Selection Window.

The options are:

Open period XE "open financial period" 

 XE "re-open period" 
(Not available if another period in the selected financial year is open.) Open the selected period. This causes the selected period to become the current period, which allows batches of journals to be entered and posted into it. The opening process resets the month-to-date and year-to-date balances.


When you select this option, a window appears showing the progress of the processing. You are returned to this menu.

Note
You can enter transactions into the periods which follow the current period in the financial year. However you cannot post the batches in these periods until they, in turn, become the current period. 

Amend period
This enables you to amend the period start and end dates.  Amend Period End Dates Window.

Close period
(Open periods only.) Close the selected period. The closed period remains the current period until another period is opened. The month-to-date and year-to-date balances are unaffected by the close period process. (It is the open period process that resets the month-to-date and year-to-date figures.) 


Unless you re-open an earlier period, the close operation stops further batches being entered into the period. You should therefore close the period before you produce the period end financial statements.

Note
You cannot close a period until all its batches have been posted.


 Close Period Window, see page 159. 

Reprint period XE "reprint:period end report" 
(Not available for deleted periods.) Reprint the last Period End Report for the selected period. If the period is closed it is not necessary to reopen it.  Reprint Period Window, see page 160. 

Lock period
(Closed periods only.) Lock the period. This prevents the period from ever being opened again, and hence prevents transactions being inadvertently entered into it. Care must be taken when performing this function; you should ensure that the period is completed first.


 Lock Selected Period Window, see page 161.

Warning
After you lock a period, you can never re-open it, or enter transactions into it.

Delete transactions
(Locked periods only.) Delete the period’s batches and their constituent transactions. The deleted batches and transactions are then unavailable for enquiries and reports. However periodic balances are unaffected, so you can reproduce financial statements should this become necessary. 


Deleting the period’s transactions reduces the volume of data held and may be worthwhile for operational reasons, such as reducing storage requirements. However if this consideration does not apply, we recommend that you retain all transactions until the entire financial year is removed from the database.


 Delete Period Transactions Window, see page 162.

Warning
Deleting the period causes all batches of transactions for the period to be irreversibly deleted from the database. 

Exit
 Accounting Period Selection Window, see page 155.

Amend Period End Dates

Figure 88: Amend Period End Dates Window XE "Amend Period End Dates Window" 
This window appears when you select Amend Period from the Period Processing Menu
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Purpose
This window enables you to amend the start and end dates of the period.

The prompts are:

New period start date
Enter the new period start date. This must match the period start date held in Calendar Maintenance in Administration Parameters.

New period end date
Enter the new period end date. This must match the period end date held in Calendar Maintenance in Administration Parameters.

On completion
 Accounting Period Selection Window, see page 155.

Close Period Window

Figure 89: Close Period Window XE "Close Period Window" 
This window appears when you select Close Period from the Period Processing Menu
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Purpose XE "close period" 

 XE "period end report" 
This window enables you to enter selection options for the Period End Report and to initiate the closing of the period. 


The Period End Report lists the batches entered in the period. It can be run in detailed or summary mode. In summary mode, it lists the batches as one line entries. In detailed mode, it shows details of all the transactions in the batches. The detailed report can be used as an alternative audit trail to the daybook, having the advantage that it requires only one report to be kept for each period.

Note
The Reprint Period option enables you to reprint the Period End Report, with or without transaction details, at any time until the transactions are deleted. 

Printed example
For a printed example of this report, see page 301 of the Sample Reports Section. 

The prompts are:

End of period report sequence XE "sequences:end of period report" 
(Display only.) This shows the number of times the period has been closed, and hence the Period End Period report has been run. This sequence number is used by the Reprint Period option to identify the latest version of the End of Period report. 

Print full batch details on report
(Y/N.) Enter Y to print a detailed listing of all batches posted to the period. For base currency batches, debit and credit amounts are printed in separate columns, with the units printed in a third column. For foreign currency batches, base currency debit and credit amounts are printed in the first column, with the foreign currency equivalents in the second column followed by the currency code.


Enter N to print a summary of the batches posted to the period without the transaction details. For single foreign currency batches, the batch total is shown in both base and foreign currency. For all other batch-types, the batch total is shown in the base currency only.


The default is the value entered the last time the program was run.

On completion
The report is printed and the period is closed.  Accounting Period Selection Window, see page 155.

Reprint Period

Figure 90: Reprint Period Window XE "Reprint Period Window" 
This window appears when you select Reprint Period from the Period Processing Menu
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Purpose XE "reprint:period end report" 
This window enables you to initiate the reprinting of the Period End Report for the selected period. The prompts and operation of this window parallel those described above for the Close Period Window. The only difference is that this option does not change the status of the selected financial period.

Lock Selected Period

Figure 91: Lock Selected Period Window XE "Lock Selected Period Window" 
This window appears when you select Lock Period from the Period Processing Menu
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Purpose XE "lock period" 
This window warns you that if you lock the selected period, you will never again be able to open it or to enter transactions into it. It also enables you to initiate the locking process.

Warning
Do not lock the period until you are sure that the period is complete.

The prompts are:

Are you sure this is what you want
(Y/N.) Enter Y to lock the period. This prevents the period from ever being opened again, and hence prevents transactions being inadvertently entered into it. 


Enter N if you do not want to lock the period.

On completion
 Accounting Period Selection Window, see page 155.

Delete Period Transactions

Figure 92: Delete Period Transactions Window XE "Delete Period Transactions Window" 
This window appears when you select Delete Transactions from the Period Processing Menu
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Purpose XE "delete:period" 

 XE "delete:transactions" 
This window enables you to initiate the deletion process for the selected period.


Deleting the period’s transactions reduces the volume of data held and may be worthwhile for operational reasons, such as reducing storage requirements. However if this consideration does not apply, we recommend that you retain all transactions until the entire financial year is removed from the database.

Warning
Deleting the period causes all batches of transactions for the period to be irreversibly deleted from the database. 

The prompt is:

Are you sure you want to delete all the transaction batches for this period
(Y/N.) Enter Y to delete all the period’s transactions which will then become unavailable for enquiries and reports. 

Enter N if you do not want to delete all the period’s transactions.

Note
Deleting the period does not affect the periodic balances, so, if necessary, you can reproduce financial statements after deleting the period.

On completion
progress window appears. When processing is complete, you are returned to the Accounting Period Selection Window, see page 155.

Open New Financial Year

Introduction XE "open financial year" \r "OpenYear" 

 XE "calendar maintenance" 
You define the financial calendar for all Global 3000 modules via the Calendar Maintenance option of Administration Parameters. For further details of this option, see the Global 3000 Installation & Set-up Manual.


The Open New Financial Year option:

· Copies the financial calendar defined in Administration Parameters into General Ledger. This makes the financial year available in General Ledger.


· Enables you to define a General Ledger-specific title for the financial year, and the first transaction number.


When you are setting up a new ledger, you need to open the first financial year before you enter the chart of accounts and the company structure.

Note
Opening a financial year does not enable the accounts for that year. After you have opened a new financial year, you need to enable the accounts for it. You can do this via the Enable Account Postings Window. For further information, see page 169.

Warning
Before you open a new financial year, ensure that you have sufficient space in the database to hold records for the new year. If the opening fails through lack of space, you will need to restore your data, so take a back-up before starting.

Financial Year Creation

Figure 93: Financial Year Creation Window XE "Financial Year Creation Window" 
This window appears when you select Open New Financial Year from the Period and Year End Menu
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Purpose
This window enables you to enter the details of the financial year you are opening.

The prompts are:

Year
Enter the id of the financial year as defined in Administration Parameters.

Title XE "titles:financial years" 
Enter a title for the financial year in up to eight characters. The default is the id of the financial year as defined in Administration Parameters.

Note
The title is used to identify the financial year in various places in General Ledger; for example it is printed in reports, and the title of the selected financial year is displayed at the top of the window during Transaction Entry.

Start date
(Display only.) The first day of the financial year as defined in Administration Parameters.

End date
(Display only.) The last day of the financial year as defined in Administration Parameters.

Transaction no XE "transactions:numbers" 

 XE "sequences:transaction numbers" 
General Ledger maintains a transaction number sequence for each financial year in the ledger. The number you enter here determines the transaction number of the first transaction you enter into this year, and hence the beginning of this year’s transaction number sequence. 


Enter one less than the number you want the first transaction to have; for example, if you want the transaction number sequence to start at 100, enter 99. The default is zero.

Warning
You cannot change this number after you have entered it.

Period ending dates P1… P13
(Display only.) The end dates of the periods in the financial year as defined in Administration Parameters.

On completion
 Period and Year End Menu.

Close or Amend Current Year

Introduction XE "close financial year" \r "CloseYear" 

 XE "end of year" \r "CloseYear" 
This program shows the status of all the financial years in the ledger. It enables you to select individual years to enter a password, to enable the accounts of a new year, for closing, re-opening, and deleting. These options are described in detail below. 

Financial Year Selection

Figure 94: Financial Year Selection Window XE "Financial Year Selection Window" 
This window appears when you select Close or Amend Current Year from the Period and Year End Menu
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Purpose
This window shows the details of all the financial years that have been opened in General Ledger, and it enables you to select financial years for processing.

Note
Financial years that have been deleted are not listed in this window.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a financial year for processing, move the cursor to the required entry and press <Return>. 


If the financial year has been set up to require a password, you are prompted for it. You cannot select the year until you enter the required password. 


When you successfully select the year  Financial Year Processing Menu.

The details displayed are:

Note
All the details in this window are display only.

Year
The id of the financial year as defined in Administration Parameters.

Title
The title of the financial year as defined when the year was opened, or amended via the Amend Title or Password option on the Financial Year Processing Menu. 

Status
The status of the financial year. This can be:

· Open. The financial year is open. Unless they are locked or deleted, you can open the periods in an open financial year.


· Closed. The financial year has been closed. You cannot open the periods in a closed financial year.

Start date
The first day of the financial year as defined in Administration Parameters.

End date
The last day of the financial year as defined in Administration Parameters.

On exit
 Period and Year End Menu.

Financial Year Processing

Figure 95: Financial Year Processing Menu XE "Financial Year Processing Menu" 
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This menu appears when you select a financial year in the Financial Year Selection Window.

The options are:

Amend title or password
Amend the title, and optionally enter a password to restrict access to the selected financial year.  Amend Title or Password Window, see page 168.

Enable account posting
This option allows you to quickly enable accounts for the selected financial year.  Enable Account Postings Window, see page 169.

Close financial year
(Only if all periods in the selected financial year are closed, and the next financial year has been opened.) Closing the year causes the closing balances of balance sheet accounts to be transferred into the next financial year. It is therefore necessary to open the new year before the preceding year may be closed.


The closing balance transfer takes place after profit and loss account balances have been ‘netted off’ and transferred to the ‘retained earnings’ account specified in the System Parameters. This netting off process is notional, and account balances in the old year are unaffected. A financial year may therefore be closed several times, each time transferring revised closing balances to the new year. 


When you select this option you are asked for confirmation. When the processing finishes, you are returned to the Financial Year Selection Window, see page 166.

Re-open financial year XE "re-open financial year" 
This option lets you re-open a past financial year.  Financial Year Selection Window, see page 166.

Delete financial year
(Closed financial years only.) Delete the financial year. This removes all the transactions, balances, and all other information for the selected year. This means you can no longer print any reports or view any enquiries for the deleted year. Comparative data is also lost.  Financial Year Deletion Window, see page 170.

Exit
 Financial Year Selection Window, see page 166.

Amend Title or Password

Figure 96: Amend Title or Password Window XE "Amend Title or Password Window" 
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This window appears when you select Amend Title or Password from the Financial Year Processing Menu.

Purpose
This window enables you to amend the title and to enter a password for the selected financial year.

The prompts are:

Year
(Display only.) The id of the selected financial year as defined in Administration Parameters.

Title XE "titles:financial years" 
Enter a title for the financial year in General Ledger in up to eight characters. 

Note
The title is used to identify the financial year in various places in General Ledger; for example it is printed in reports, and the title of the selected financial year is displayed at the top of the window during Transaction Entry.

Password XE "passwords for financial years" 
If you want to restrict access to the selected financial year, you can enter a password in up to six characters. Leave this prompt blank for no password protection.


If a password has been entered for a financial year, whenever that year is selected in General Ledger, the operator is required to enter the password. Only when the correct password is entered, can the operator gain access to the financial year.

On completion
 Financial Year Selection Window, see page 166.

Enable Account Postings

Figure 97: Enable Account Postings Window XE "Enable Account Postings Window" 
This window appears when you select Enable Account Postings from the Financial Year Processing Menu
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Purpose XE "enable:accounts for financial year" 
This window lets you quickly enable accounts for the selected financial year. This option works by enabling all the profit centre and account combinations that were enabled for the previous financial year.


After you have run this option, you can make any necessary adjustments via the Profit Centre Maintenance and Individual Accounts options on the System Maintenance Menu.

Warning
If you enable or disable any profit centre and account combinations in the previous financial year after you have run this option, the changes are not reflected in the new financial year unless you run this option again. However, running this option again over-writes any manual modifications you may have made for the new financial year via the Profit Centre Maintenance and Individual Accounts options.

The prompt is:

Proceed with this option now
(Y/N.) Enter Y to enable for the selected financial year, the same account and profit centre combinations as are enabled for the previous financial year. Enter N if you do not want to enable the accounts.

On completion
A window appears showing the progress of the processing. You are returned to the Period and Year End Menu.

Errors
If the process fails because the database record set is full, simply extend the database for the affected record set, and then run this option again. There is no need to restore your data.

Financial Year Deletion

Figure 98: Financial Year Deletion Window XE "Financial Year Deletion Window" 
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This window appears when you select Delete Financial Year from the Financial Year Processing Menu.

Purpose XE "delete:financial years" 
This window enables you to initiate the deleting of a closed financial year. Deleting a financial year reduces the volume of data held and may be necessary for operational reasons, such as reducing storage requirements.

 XE "$BARBL" 

 XE "rebuild databases" 

 XE "database rebuild" 
It is recommended that you follow this procedure with a partial database rebuild, using $BARBL, the Global 3000 Rebuild Utility, to optimise the transaction indices. This utility is available via the Rebuild option on the Speedbase Presentation Manager Menu which can be invoked from the System Maintenance Menu.

Further information
The database rebuild utility differs slightly depending on the database format. For further details:

· For native format databases, see the Global System Manager Manual.


· For C-ISAM format databases, see the Global Operating Manual for Unix.


· For Btrieve format databases, see Global System Manager Version 8.1 Notes.

Warning
Deleting a financial year is irreversible. It removes all the information for that year. This means you can no longer print reports or view enquiries for the deleted year, and no historical comparisons can be made with it. We therefore suggest you take a back up before you delete a financial year.

The prompt is:

Are you sure you want to delete the entire financial year
(Y/N.) Enter Y if you are sure you want to delete the financial year, otherwise enter N.

On completion
 Financial Year Selection Window, see page 166.

Data Export To Host 

Introduction XE "data export to host" \r "DataExport" 

 XE "export data" \r "DataExport" 
This option enables you to export data from General Ledger for use in other systems such as standard spreadsheet packages running under Unix or Windows. This option uses the Global Integrator module, which must be installed.

 XE "actuals:export" 

 XE "budgets:export" 
You can export actual or budget figures, or both actuals and budgets, for one or a range of financial periods. You can optionally restrict the figures to be exported by company, profit centre and account group codes.

 XE "CSV format" 
The export process involves two stages:

· Data is exported to an intermediate comma separated variable (CSV) format file in the Global System Manager (GSM) file system. 

 XE "standard data  format (SDF)" 

 XE "merge format" 

 XE "format:exported data" 
· Global Integrator reads the intermediate file and creates a file in the host operating system. This file can be in CSV format, standard data format (SDF), or a merge format recognised by WordPerfect 5.1.

 XE "Global Integrator" 

 XE "invoke program" 

 XE "program, invoke after export" 
You can optionally configure Global Integrator to automatically invoke a program in the host operating system; for example when exporting data for use in a standard spreadsheet, you could configure Global Integrator to automatically invoke the spreadsheet program. For information about how to do this, see the Global Integrator Manual.


Before you can use the Data Export to Host option, you need to:

· Define the details of the interface to be used via the Interface Definitions option. For further information, see page 286.


· Set up the Global Integrator system parameters. These determine the name of the intermediate GSM file, the format and path of the file in the host operating system, details of a program to invoke, etc. For further information, see the Global Integrator Manual.

Items to Extract
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Figure 99: Items to Extract Menu XE "Items to Extract Menu" 
This menu appears when you select Data Export to Host from the Period and Year End Menu.


If you have not already selected a financial year, this window is preceded by the Financial Year Selection Window. For further details, see page 292.

The options are:

Actuals only
This option exports actual figures.

Budgets only
This option exports budget figures.

Budgets and actuals
This option exports both budget and actual figures.

On selection
When you select one of the above options  Period Selection Window.

Exit
 Period and Year End Menu.

Period Selection

Figure 100: Period Selection Window XE "Period Selection Window:data export to host" 
This window appears when you select an option from the Items to Extract Menu 
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Note
The title of this window reflects the option chosen from the Items to Extract Menu. The figure above shows the window that appears when you select the Actuals Only option. 

Purpose XE "periods:selection" 

 XE "select:period" 
This window displays the periods in the selected financial year, and it enables you to select the period, or range of periods, whose data you want to export.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select range
To select a range of financial periods, move the cursor to the first entry in the required range and press <Return>. A small ‘<’ appears in the extreme right hand column (see the first line in Figure 100). Then move the cursor to the last entry in the required range and press <Return>. 


If you chose to export just actuals or just budgets  Range Selection Window.


If you chose to export both actuals and budgets, this window appears twice, first for actuals, then for budgets. If this is the window for actuals, it appears again for budgets, otherwise  Range Selection Window.

On exit
 Items to Extract Menu, see page 172.

Range Selection

Figure 101: Range Selection Window XE "Range Selection Window" 
This window appears when you select a range of periods in the Period Selection Window
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Purpose
This window enables you to enter selection criteria for the data you want to export.

The prompts are:

Periods from… to
(Display only.) The periods selected for exporting budgets and/or actuals are displayed.

Companies from… to
(Multi-company ledgers only.) Enter the codes of the first and last companies whose data you want to export. Press <F1> for a pop-up enquiry.

Profit centres from… to
Enter the codes of the first and last profit centres whose data you want to export. Press <F1> for a pop-up enquiry.

Account group from… to
Enter the codes of the first and last account groups whose data you want to export. Press <F1> for a pop-up enquiry.

Change sign during export 
(Y/N.) Enter Y if you want to change the sign of the data as it is exported. Enter N for no sign change.

On completion
 Interface File Selection Window.

Interface File Selection

Figure 102: Interface File Selection Window XE "Interface File Selection Window" 
This window appears when you complete your replies in the Range Selection Window
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Purpose
This window lists the host system interfaces which have been defined through Interface Definitions, and it enables you to select an interface for the export.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select an interface for the export, move the cursor to the required entry and press <Return>.  You are asked for confirmation and then:

· The data is exported to the intermediate file. The id of this file corresponds to that defined for the selected interface. A window appears showing the progress of this process. 


· When the export to the intermediate file is complete, on confirmation that you want to continue with the export, control is passed to Global Integrator. This transfers the data to a host system file using the parameters defined in the Global Integrator System Parameters.


· You are returned to the Period and Year End Menu.

Note
The Global Integrator System Parameters determine whether the intermediate file in the GSM file system is deleted when the transfer is complete.

The details displayed in this window are:

Source  XE "source id" 
The id of the interface as defined in the interface definition.

Title
The title of the interface as defined in the interface definition.

Next file id  XE "file name:data export" 
The name of the intermediate file in the GSM file system, as defined in the interface definition.

Unit
The GSM unit the intermediate file is to be created on, as defined in the interface definition.

Last transfer date time… operator
(Import interfaces only.) The date and time of the last import via this interface, and the id of the operator who ran it.

File sequence number
(Import interfaces only.) The sequence number of the last file imported via this interface.

On exit
 Range Selection Window, see page 174.

Data Import From Host 

Introduction XE "import data" \r "DataImport" 

 XE "data import from host" \r "DataImport" 

 XE "import data" \t "See also auto-entry" 
This option enables you to import into General Ledger, budgets and forecasts set up in other systems, such as standard spreadsheet packages running under Unix or Windows. This option uses the Global Integrator module, which must be installed.

 XE "Global Integrator" 
The import process involves two stages:

· Global Integrator transfers data from a file in the host operating system to an intermediate CSV file in the Global System Manager (GSM) file system. 


· The Data Import from Host program reads the intermediate file and imports the data into General Ledger as either budgets or forecasts.  


Before you can use the Data Import from Host option, you need to:

· Define the details of the interface to be used via the Interface Definitions option. For further information, see page 286.


· Set up the Global Integrator system parameters. These determine the name of the intermediate GSM file, and the format and path of the file in the host operating system. For further information, see the Global Integrator Manual. 

Financial periods
You can import data for up to a year at a time.


When the import file contains data for a whole year, you can optionally restrict the import to one or a range of periods. The data is automatically imported into the corresponding periods in the selected financial year. 


When the import file contains data for less than a whole year, you cannot restrict the number of periods imported. However you can select the periods in the current financial year that you want to import the data into.

Import File Type
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Figure 103: Import File Type Menu XE "Import File Type Menu" 
This menu appears when you select Data Import from Host from the Period and Year End Menu.


If you have not already selected a financial year, this window is preceded by the Financial Year Selection Window. For further details, see page 292.

The options are:

Budgets XE "budgets:import" 
Import budget figures.

Forecasts XE "forecasts:import" 
Import forecast figures.

On selection
When you select one of the above options  Interface File Selection Window.

Exit
 Period and Year End Menu.

Interface File Selection

Figure 104: Interface File Selection Window XE "Interface File Selection Window" 
This window appears when you select an option on the Import File Type Menu
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Purpose
This window lists the host system interfaces which have been defined through Interface Definitions, and it enables you to select an interface for the import.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select an interface for the import, move the cursor to the required entry and press <Return>. The response depends on whether an intermediate file as defined in the interface already exists:

· If it does exist  CSV File already Exists Menu.

· Otherwise you are asked for confirmation and control passes to Global Integrator which reads the file in the host system and creates the intermediate GSM file.  Change Sign before Import Window, see page 180.

The details displayed in this window are:

Source  XE "source id" 
The id of the interface as defined in the interface definition.

Title
The title of the interface as defined in the interface definition.

Next file id  XE "file name:data import" 
The name of the intermediate file in the GSM file system, as defined in the interface definition.

Unit
The GSM unit the intermediate file is to be created on, as defined in the interface definition.

Last transfer date time… operator XE "last transfer" 
(Import interfaces only.) The date and time of the last import via this interface, and the id of the operator who ran it.

File sequence number
(Import interfaces only.) The sequence number of the last file imported via this interface.

On exit
 File Import Menu, see page 177.

CSV File already Exists

Figure 105: CSV File already Exists Menu XE "CSV File already Exists Menu"    
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This menu appears when you select an interface in the Interface File Definitions Window and an intermediate file already exists for the interface.

The options are:

Get new version from Integrator
Select this option to import the file from the host system. Control passes to Global Integrator which reads the file in the host system and creates the intermediate GSM file.  Change Sign before Import Window.

Re-import the current file XE "re-import file" 
Select this option to re-import the intermediate file that already exists.  Change Sign before Import Window.

Exit
 Period and Year End Menu.

Change Sign before Import

Figure 106: Change Sign before Import Window XE "Change Sign before Import Window" 
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This window appears when you select one of the following:

· An interface in the Interface File Definitions Window, when there is no existing intermediate file for the interface.

· An option from the CSV File Already Exists Menu.

Purpose XE "reverse sign:when importing budgets and forecasts" 

 XE "signs:reverse when importing data" 
This window enables you to specify whether you want General Ledger to reverse the sign on the figures as it imports them.

The prompt is:

Change sign before import
(Y/N.) Enter Y if you want to reverse the sign on all the figures that are imported. Enter if you do not want to reverse the sign on the figures.

Note
If you reverse the sign on figures when you export them, you would generally reverse the signs when you import them.

On completion
 Period Selection Window.

Period Selection

Figure 107: Period Selection Window XE "Period Selection Window:data import from host" 
This window appears when you complete your replies in the Change Sign Before Import Window
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Purpose XE "periods:selection" 

 XE "select:period" 
This window enables you to select financial periods for the import. The way the window works depends on the number of periods of data in the intermediate file:

· If the intermediate file contains financial periods for a whole financial year (i.e. 12 or 13 periods depending on how your calendar is defined), you can select a range of periods to import. The data is imported into the corresponding periods in the selected financial year.


· If the intermediate file contains periods for less than a whole financial year, you cannot restrict the number of periods imported, but you can select the periods you want to import the data into.

Note
You cannot import data for more than one year at a time.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Whole year
If the intermediate file contains financial periods for a whole year, select the range of financial periods you want to import:

· Move the cursor to the first entry in the required range and press <Return>. A small ‘<’ appears in the extreme right hand column.


· Then move the cursor to the last entry in the required range and press <Return>.  A progress window appears as the data is imported. Then  Delete the CSV File Window.

Note
The data is imported into the corresponding periods in the selected financial year.

Less than a year
If the intermediate file contains financial periods for less than a whole year, select the first period you want to import the data into, by moving the cursor to the required entry and pressing <Return>.


The default is to import the data into the last periods of the selected financial year. If there are 12 periods in the year, and four periods of data in the import file, the default is to import them into periods nine, 10, 11 and 12, so the default for the first period is period nine.


When you select the first period  A progress window appears as the data is imported. Then  Delete the CSV File Window.

Errors
If there are any errors during this stage of the import, an error window appears showing the number of records that were not imported successfully (these do not have any effect on the successfully imported data). An error report is also printed. 

On exit
 Period and Year End Menu.

Delete the CSV File

Figure 108: Delete the CSV File Window XE "Delete the CSV File Window" 
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This window appears when the import process has completed successfully.

Purpose XE "delete:CSV file" 
This window enables you to specify whether you want to delete the intermediate file.

The prompt is:

Delete (file) from (unit)
(Y/N.) Enter Y if you want to delete the file. Enter N if you want to delete it manually later.

On completion
 Period and Year End Menu.

Section Six:

Financial Reports

Contents

185
Trial Balance 

This report prints a summary listing of account balances in a choice of formats. 

191
Balance Sheet and Profit & Loss 

The Balance Sheet option enables you to print balance sheet-type statements and the Profit and Loss option enables you to print profit and loss-type statements. 

196
Currency Report

This report provides a summary of foreign currency postings to each account for selected companies in a selected financial period. 

199
Management Reports

This option enables you to print general-type statements and ‘standard statements’ that have been defined via Statement Definitions.

201
Journal Batch Proof Listing

This option prints transaction details for selected batches in a specified period. When foreign currency batches appear on the report, the transaction amounts are shown in both base and foreign currency.

203
Budget and Forecast Listing

This prints account or account group budgets or forecasts for a selected financial year in company or profit centre order for a range of companies or profit centres.

205
Comparative Report

This option prints comparisons between account level actual and budget or forecast month-to-date and year-to-date figures for a selected financial year.

207
General Ledger Report

This option enables you to print the General Ledger report, listing account balances, and optionally transactions, for one or a range of financial periods.

211
VAT Reconciliation Report

This report prints the totals to be entered on the VAT return for a period, and optionally a list of the transactions which make up the totals.

Trial Balance

Introduction XE "reports" \r "Reports" 

 XE "trial balance report" \r "TrialBalances" 
The trial balance report prints a summary listing of account balances. There are a number of alternative formats for the report. You can print this report at any time.

Printed example
For printed examples of this report, see page 302 of the Sample Reports Section.

Trial Balance Report Format

Figure 109: Trial Balance Report Format Menu XE "Trial Balance Report Format Menu" 
[image: image130.png]Glabal 2000 Norminal Ledger
Global 3000 GL (Values)

Global 3000 CR/DR Format
Global 3000 Condensed CR/DR
Exit





This menu appears when you select Trial Balance from the Financial Reports Menu.

Note
If you have not already selected a financial year, this menu is preceded by the Financial Year Selection Window. For further information, see page 292.

Purpose
This menu enables you to choose a format for the report from a variety of options.

The options are:

Global 2000 Nominal Ledger XE "Global 2000 Nominal Ledger" 

 XE "Nominal Ledger" 
Print the report in the same format as the Global 2000 Nominal Ledger trial balance. You can print it for one or all companies, and a range of profit centres, and you can optionally suppress zero account balances. 


When you select this option, the Period Selection Window appears. When you select a period  Global 2000 Format Options Window, see page 186.

Note
The Period Selection Window that appears when you select an option on this menu, parallels the Period Selection Window that appears when printing the Currency Report. For further details, see page 196.

Global 3000 GL (values)
Print a report for selected companies showing the opening balance, period movement, closing balance, period units and closing units for each account or profit centre, or both. There is also an option to suppress zero account balances. 


When you select this option, the Period Selection Window appears. When you select a period Global 3000 Report Format Options Window, see page 187.

Global 3000 GL (units) XE "units:trial balance" 
Print a report of unit movements for selected companies, showing the opening balance, period movements and closing balance for each account or profit centre, or both. There is also an option to suppress zero account balances. 


When you select this option, the Period Selection Window appears. When you select a periodGlobal 3000 Report Format Options Window, see page 187.

Global 3000 CR/DR format XE "CR/DR format" 
Print a report drawn from transaction level, showing the opening balance, period movement, total to date and closing balance as separate totals of debit transactions and credit transactions posted against each account. Values are shown with up to nine leading decimal places. This report format can be printed on most standard printers. 


When you select this option, the Period Selection Window appears. When you select a period Trial Balance Print Options Window, see page 189.

Global 3000 Condensed CR/DR XE "condensed CR/DR" 
This report has the same format as the previous option, except that values are shown with up to 15 leading decimal places. This report requires a printer capable of printing at least 202 characters per line. During normal operation of your ledger, you are advised to try the previous option and only use this option if balances on the report begin to appear as *’s, i.e. they exceed one billion (US).


When you select this option, the Period Selection Window appears. When you select a period Trial Balance Print Options Window, see page 189.

Exit
 Financial Reports Menu.

Global 2000 Format Options

Figure 110: Global 2000 Format Options Window XE "Global 2000 Format Options Window" 
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This window appears when you select Global 2000 Nominal Ledger from the Trial Balance Report Format Menu.

Note
This window is preceded by a period selection window which parallels the Period Selection Window that appears when printing the Currency Report. For further details, see page 196.

Purpose
This window enables you to enter selection criteria for the report.

The options are:

Company
If you want to restrict the report to one company, enter its code here. Otherwise leave this prompt blank to print the report for all companies. Press <F1> for a pop-up enquiry.

Profit centre from …to
(Only if you are printing the report for one company.) If you want to restrict the report to a range of profit centres, enter the codes of the first and last profit centres in the range. Otherwise leave these codes blank to include all profit centres. Press <F1> for a pop-up enquiry.

Print zero accounts 
(Y/N.) Enter Y if you want to print accounts with a zero balance. Enter N if you want to suppress the printing of accounts with a zero balance. This means only accounts which have an opening balance or have had transactions posted during the selected period are printed. 

On completion
 Standard Print Options Menu, see page 41.

Global 3000 Report Format Options

Figure 111: Global 3000 Report Format Options Window XE "Global 3000 Report Format Options Window" 
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This window appears when you select either Global 3000 GL (Values) or Global 3000 GL (Units) from the Trial Balance Report Format Menu.

Note
This window is preceded by a period selection window which parallels the Period Selection Window that appears when printing the Currency Report. For further details, see page 196.

Purpose
This window enables you to enter selection criteria for the report.

The options are:

Print all companies
(Y/N.) Enter Y to print the report for all the companies in the ledger.


Enter N if you want to restrict the report to a specified company or companies. A company selection window then appears. To select a company to include in the listing, move the cursor to the required company and press <Return>. The company is marked with ‘<’ in the right hand column. You can select as many companies as you like. When you have finished, press <End> to return to the Global 3000 Report Format Options Window.

Note
You need to press <End> while the cursor is on a line which displays an entry.

Print account balances
(Y/N.) Enter Y to print a line on the report for each account. Enter N if you just want to print profit centre balances.

Print PC balances
(Y/N.) Enter Y to print a line on the report for each profit centre. Enter N if you just want to print account balances.

Note
You can print both account and profit centre balances on the same report.

Print zero accounts 
(Y/N.) Enter Y if you want to print accounts with a zero balance. Enter N if you want to suppress the printing of accounts with a zero balance. This means only accounts which have an opening balance or have had transactions posted during the selected period are printed.

On completion
 Format Options Menu.

Format Options Menu

Figure 112: Format Options Menu XE "Format Options Menu" 
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This menu appears on confirmation of your replies in the Global 3000 Report Format Options Window.

Purpose
This menu enables you to select the width of the report.

The options are:

Maximum width format
This format prints values with up to 15 leading decimal places and requires a printer capable of printing at least 202 characters per line. This format cannot be displayed on the screen. The report is printed and you are returned to the Financial Reports Menu.

Standard width format
This format prints values with up to nine leading decimal places. Values which exceed this appear as asterisks. This format can be printed on most standard printers and can be displayed on the screen. We recommend that you use this option unless you are dealing with very large values.  Standard Print Options Window, see page 41.

Exit
 Financial Reports Menu.

Trial Balance Print Options

Figure 113: Trial Balance Print Options Window XE "Trial Balance Print Options Window" 
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This window appears when you select either Global 3000 CR/DR Format or Global 3000 CR/DR Condensed from the Trial Balance Report Format Menu.

Note
This window is preceded by a period selection window which parallels the Period Selection Window that appears when printing the Currency Report. For further details, see page 196.

Purpose
This window enables you to enter selection criteria for the report.

The options are:

Print all companies
(Y/N.) Enter Y to print the report for all the companies in the ledger.


Enter N if you want to restrict the report to a specified company or companies. A company selection window then appears. To select a company to include in the listing, move the cursor to the required company and press <Return>. The company is marked with ‘<’ in the right hand column. You can select as many companies as you like. When you have finished, press <End> to return to this window.

Note
You need to press <End> while the cursor is on a line which displays an entry.

Print for profit centre
If you want to restrict the report to one profit centre, enter its code here. Otherwise leave this prompt blank to print the report for all profit centres. Press <F1> for a pop-up enquiry.

Print account group balances
(Y/N.) Enter Y to print a line on the report for each account group. Enter N to just print lines for accounts.

Net account group totals XE "account groups:net totals on trial balance" 

 XE "net account group totals" 
(Only if you are printing account group balances.) This option only affects the two ‘Current Balance’ columns, and when it is selected, only one figure appears in these two columns for each account group. It is the difference between the debits and credits and is printed in the debit column if the debits exceed the credits, or in the credit column, if the credits exceed the debits. 

Example
If the totals debits are 200 and the total credits are 300, the difference of 100 is printed in the credit column. 


The higher figure is defined as the higher absolute value, i.e. the further away from zero. 

Example
If the total debits are -300 and the total credits are -100, -200 is printed in the debits column (-300 being further from zero than -100).

Print zero accounts 
(Y/N.) Enter Y if you want to print accounts with a zero balance. Enter N if you want to suppress the printing of accounts with a zero balance. This means only accounts which have an opening balance or have had transactions posted during the selected period are printed.

Consolidate XE "consolidation:trial balance" 
(Only if printing the report for all profit centres.) Enter Y to consolidate account balances across all profit centres in each company. Enter N to print separate account balances for each profit centre.

On completion
The report is printed and you are returned to the Financial Reports Menu.

Balance Sheet and Profit & Loss Statements

Introduction XE "balance sheet:statements" \r "PrintStatements" 

 XE "profit and loss:statements" \r "PrintStatements"   XE "report generator" \r "PrintStatements" 

 XE "statements" \r "PrintStatements" 
The Balance Sheet and Profit and Loss options on the Financial Reports Menu are integral to the Global 3000 General Ledger report generator. They enable you to print statements that have been defined via Statement Definitions. The Balance Sheet option enables you to print balance sheet-type statements, the Profit and Loss option enables you to print profit and loss-type statements. You can print these reports at any time.


Statement Definitions enables you to design your own financial statements and reports to meet the exact requirements of your business. For further information, see Statement Definitions, starting on page 255.

Printed example
For a printed example of a balance sheet statement see page 304 of the Sample Reports Section. For a printed example of a profit and loss statement sheet, see page 306 of the Sample Reports Section.

Financial Statement Selection

Figure 114: Financial Statement Selection Window XE "Financial Statement Selection Window" 
This window appears when you select Balance Sheet or Profit and Loss from the Financial Reports Menu
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Note
If you have not already selected a financial year, this menu is preceded by the Financial Year Selection Window. This enables you to select the financial year whose details you want to print. For further information, see page 292.

Purpose XE "lines on statements:select when printing statement" 
This window lists the statements that have been defined of the type corresponding to the option you selected from the previous menu; for example if you selected Balance Sheet, any balance sheet-type statements that have been defined are listed. Whereas if you selected Profit and Loss, only profit and loss-type statements are listed. 


This window enables you to select the statement you want to print.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a statement, move the cursor to the required line and press <Return>.  Column Layout Selection Window.

On exit
 Return to menu from which you invoked this window.

Column Layout Selection

Figure 115: Column Layout Selection Window XE "Column Layout Selection Window" 
This window appears when you select a statement in the Financial Statement Selection Window
[image: image136.png][ Column Lagout Selection

Statement Column Layout Tile

[BALANCE SHEET |

PROFIT & LOSS LAYOUT

oK. Cancel





Purpose XE "column layouts:select when printing statements" 
This window lists the statement column layouts that have been defined, and it enables you to select the one you want to use for the report.

Further information
For further information about column layouts, and how to set them up, see Statement Definitions, starting on page 255.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a column layout, move the cursor to the required line and press <Return>.  General Ledger Print Options Window.

On exit
 Financial Reports Menu.

General Ledger Print Options

Figure 116: General Ledger Print Options Window XE "General Ledger Print Options Window" 
This window appears when you select a column format in the Column Layout Selection Window
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Purpose
This window enables you to enter selection criteria for the statement.

The prompts are:

Base currency XE "base currency:statements" 

 XE "currencies:statements" 

 XE "foreign currencies:statements"  
Enter the code of the currency you want to print the statement in. Press <F1> for a pop-up enquiry. 

(Symbol)
(Display only.) The symbol defined for the selected currency in Currency Maintenance.

Print detail reports XE "detailed statements" 
Enter Y if you want to print a detailed report for:

· Each selected company and all profit centres if you are printing by company.


· Each selected profit centre and all companies if you are printing by profit centre. 


Enter N if you only want to print a consolidated statement.

Print by company or PC
Enter one of the following:

· C
to print by company. If you are printing a detailed report, a separate report is printed for each selected company including all profit centres. If you are printing a consolidated report, it is printed for selected companies and all profit centres.


· P
to print by profit centre. If you are printing a detailed report, a separate report is printed for each selected profit centre including all companies. If you are printing a consolidated report, it is printed for the selected profit centres and all companies.

Print consolidated report XE "consolidation:statements" 
Enter Y if you want to print a consolidated report for all the companies and profit centres included in the report. Otherwise enter N. You must enter Y to this option, if you entered N to the ‘Print detail reports’ option.

Note
You can choose both the detailed and the consolidated options.

Print all companies
(Only if you are printing the report by company.) Enter Y to print the report for all companies. 


Enter N if you want to restrict the report to a specified company or companies. A company selection window then appears. To select a company to include in the report, move the cursor to the required company and press <Return>. The company is marked with ‘<’ in the right hand column. You can select as many companies as you like. When you have finished, press <End> to return to this window.

Note
You need to press <End> while the cursor is on a line which displays an entry.

Print all PCs
(Only if you are printing the report by profit centre.) Enter Y to print the report for all profit centres. 


Enter N if you want to restrict the report to specific profit centres.  A profit centre selection window then appears. This enables you to select up to 100 profit centres to include in the report by range:

· To select the start of a range, move the cursor to the first profit centre and press <Return>. The profit centre is marked with an ‘s’ in the right hand column. 


· To select the end of the range, move the cursor to the last profit centre and press <Return>. All the profit centres in the selected range are marked with ‘<’. 


· You can select as many ranges as you like.


· When you have finished, press <End> to return to this window.

Note
You need to press <End> while the cursor is on a line which displays an entry.

Print report schedules XE "schedule for statement lines" 
Enter Y if you want to print the account schedules defined for the statement. Enter N to suppress the printing of the statement’s account schedules. 

Title for report XE "titles:consolidated statements" 
(Only if you are printing a consolidated report.) Enter a title for the consolidated report in up to 60 characters; for example, to record the company or profit centre selections. 

 XE "periods:print selected period in statement title" 
If you include the characters ‘<M>’ in the title, they are replaced by the period selected for the report. If there is enough room, the month and year are printed in full, otherwise they are abbreviated. 

Note
The M must be in upper case.


If you use this feature, you need to leave at least seven spaces to the right of the closing angle bracket for the period to be expanded into. Otherwise, any text to the right is over-written, or the period text is truncated. It is usually preferable, therefore, to place the ‘<M>’ on the right hand side of the title, as in the example below.

Example
‘All profit centres, <M>’ is expanded to ‘All profit centres, September 1998’, when you run the report for September 1998.

On completion
 Period Selection Window. This parallels the Period Selection Window that appears when printing the Currency Report. For further details, see page 196. When you select a period, the statement is printed. A window is displayed showing the progress of the processing. You are returned to the Financial Reports Menu.

Note XE "progress window for statement printing" 
The progress window provides very detailed information as the statement is printed. However, the display can slow the processing by as much as 25%, depending on the configuration of your system. 


To avoid this delay, change partitions, so the program runs in a background partition where the display handling is suppressed.

Currency Report

Introduction XE "currency report" \r "CurrencyReport" 

 XE "foreign currencies:report" \r "CurrencyReport" 
This report provides a summary of foreign currency postings to each account for selected companies in a selected financial period. For each currency, the account opening total, period total and closing total are shown. You can print this report at any time.

Printed example
For a printed example of this report, see page 305 of the Sample Reports Section.

Period Selection

Figure 117: Period Selection Window XE "Period Selection Window:currency report" 
This window appears when you select Currency Report from the Financial Reports Menu
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Note
If you have not already selected a financial year, this window is preceded by the Financial Year Selection Window. For further details, see page 292.

Purpose XE "periods:selection" 

 XE "select:period" 
The Period Selection Window lists the financial periods defined for the selected financial year, and it enables you to select the period you want to print the report for. The default period is the current period. 

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a period, move the cursor to the required entry and press <Return>. Currency Report Options Window. 

On exit
 Financial Reports Menu.

Currency Report Options

Figure 118: Currency Report Options Window XE "Currency Report Options Window" 
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This window appears when you select a period in the Period Selection Window when running the Currency Report.

Purpose
This window enables you to enter selection options for the report.

The prompts are:

Print all companies
Enter Y (the default) to print the report for all companies. 


Enter N if you want to restrict the report to a specified company or companies. A company selection window then appears. To select a company to include in the report, move the cursor to the required company and press <Return>. The company is marked with ‘<’ in the right hand column. You can select as many companies as you like. When you have finished, press <End> to return to this window.

Note
You need to press <End> while the cursor is on a line which displays an entry.

Print by currency or account
Enter one of the following:

· C to print the report by currency; i.e. the report is sequenced by company/currency and for each foreign currency lists all accounts which hold totals for that currency. 


· A to print by account; i.e. the report is sequenced by company/ account, and lists all foreign currency totals for each account which holds foreign currency totals.

Print all currencies
(Only if you are printing by currency.) Enter Y if you want to print details of all foreign currencies. 


Enter N if you want to restrict the report to a specified foreign currency or currencies. A currency selection window then appears. To select a currency to include in the report, move the cursor to the required currency and press <Return>. The currency is marked with ‘<’ in the right hand column. You can select as many currencies as you like. When you have finished, press <End> to return to this window.

Note
You need to press <End> while the cursor is on a line which displays an entry.

On completion
The report is printed and you are returned to the Financial Reports Menu.

Management Reports

Introduction XE "management reports option" \r "ManagementReports" 

 XE "report generator" \r "ManagementReports" 

 XE "statements" \r "ManagementReports" 
The Management Reports option on the Financial Reports Menu is an integral part of the Global 3000 General Ledger report generator. It enables you to print general-type statements and ‘standard statements’ that have been defined via Statement Definitions. Standard statements are statements for which the statement line, column layout and all other selection options are pre-defined.


Statement Definitions enables you to design your own financial statements and reports to meet the exact requirements of your business. For further information, see Statement Definitions, starting on page 255.

Management Reports Menu

[image: image140.png]General Reports





Figure 119: Management Reports Menu XE "Management Reports Menu" 
This menu appears when you select Management Reports from the Financial Reports Menu.

Note
If you have not already selected a financial year, this menu is preceded by the Financial Year Selection Window. This enables you to select the financial year whose details you want to print. For further information, see page 292.

The options are:

General reports XE "general statements" 
Print a general-type statement.  Financial Statement Selection Window. This displays any general-type statements that have been defined and parallels the Financial Statement Selection window that appears when printing balance sheet or profit and loss statements, described on page 191.

Standard reports
Print a ‘standard statement’.  Standard Statement Selection Window.

Exit
 Financial Reports Menu.

Standard Statement Selection 

Figure 120: Standard Statement Selection Window XE "Standard Statement Selection Window" 
This window appears when you select Standard Reports from the Management Reports Menu
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Purpose XE "standard statements" 
This window lists the standard statements that have been defined, and enables you to select the one you want to print.

Note
You define standard statements via the Standard Statement Description Window in Statement Definitions. For further information, see page 282.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a statement for printing, move the cursor to the required line and press <Return>.  Period Selection Window. This parallels the Period Selection Window that appears when printing the Currency Report. For further details, see page 196. When you select a period, the report is printed. A window is displayed showing the progress of the processing. You are returned to the Financial Reports Menu.

Note
The progress window provides very detailed information as the statement is printed. However, the display can slow the processing by as much as 25%, depending on the configuration of your system. 


To avoid this delay, change partitions, so the program runs in a background partition where the display handling is suppressed.

On exit
 Management Reports Menu, see page 199.

Journal Batch Proof Listing

Introduction XE "journal batch proof listing" \r "JournalBatchProofListing" 
This program prints transaction details for selected batches in a selected period. When foreign currency batches appear on the report, the transaction amounts are shown in both base and foreign currency. You can run this report at any time.

Printed example
For a printed example of this report, see page 307 of the Sample Reports Section.

Batch Selection for Printing

Figure 121: Batch Selection for Printing Window

 XE "Batch Selection for Printing Window" 
This window appears when you select Journal Batch Proof List from the Financial Reports Menu
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Note
If you have not already selected a financial year, this window is preceded by the Financial Year Selection Window. For further information, see page 292.

Note
This window is also preceded by the Period Selection Window, which enables you to select the financial period for the report. This window parallels the Period Selection Window that appears when printing the Currency Report. For further details, see page 196.

Purpose
The Batch Selection for Printing Window lists all the batches from the selected period and it enables you to select the batch or batches you want to print on the report. 


All the details shown in the window are display only. The details shown correspond to the details in the Batch Detail Entry Window. For further information, see page 49.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a batch to include in the report, move the cursor to the required line and press <Return>. The line is marked in the right hand column with <, indicating that the batch is selected for printing. You can select as many batches as you wish.

De-select
To de-select a selected batch, move the cursor to the required line and press <Return>. The < disappears from the right hand column indicating that the batch is not selected for printing.

Print
To initiate the printing of the report, press <End>. The report is printed and you are returned to the Period Selection Window.

Note
You need to press <End> while the cursor is on a line which displays an entry.

On exit
 Period Selection Window.

Budget and Forecast Listing

Introduction XE "forecast listing" \r "BudgetandForecastListing" 

 XE "budget listing" \r "BudgetandForecastListing" 

 XE "budgets:print" \r "BudgetandForecastListing" 

 XE "forecasts:print" \r "BudgetandForecastListing" 

 XE "print:budgets" \r "BudgetandForecastListing" 

 XE "print:forecasts" \r "BudgetandForecastListing" 
This program prints account or account group budgets or forecasts for a selected financial year for a range of companies or profit centres. You can print the report in company or profit centre order. You can print this report at any time.

Printed example
For a printed example of this report, see page 308 of the Sample Reports Section.

Report Specification

Figure 122: Report Specification Window

 XE "Report Specification Window:budget and forecast listing" 
This window appears when you select Forecasts and Budgets from the Financial Reports Menu
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Note
If you have not already selected a financial year, this window is preceded by the Financial Year Selection Window. For further information, see page 292.

Purpose
This window enables you to enter the selection criteria for the report.

The prompts are:

Print budgets or forecasts listing
Enter one of the following:

· B to print budgets. 


· F to print forecasts.

Print by company or profit centre
Enter one of the following:

· C to print by company. 


· P to print by profit centre. 

Print accounts for all companies
(Only if you are printing the report by company.) Enter Y to print the report for all companies.


Enter N if you want to restrict the report to a specified company or companies. A company selection window then appears. To select a company to include in the report, move the cursor to the required company and press <Return>. The company is marked with ‘<’ in the right hand column. You can select as many companies as you like. When you have finished, press <End> to return to this window.

Note
You need to press <End> while the cursor is on a line which displays an entry.

Print accounts for all PCs
(Only if you are printing the report by profit centre.) Enter Y to print the report for all profit centres.


Enter N if you want to restrict the report to specific profit centres.  A profit centre selection window then appears. This enables you to select up to 100 profit centres to include in the report by range:

· To select the start of a range, move the cursor to the first profit centre and press <Return>. The profit centre is marked with an ‘s’ in the right hand column. 


· To select the end of the range, move the cursor to the last profit centre and press <Return>. All the profit centres in the selected range are marked with ‘<’. 


· You can select as many ranges as you like.


· When you have finished, press <End> to return to this window.

Note
You need to press <End> while the cursor is on a line which displays an entry.

Print accounts or account groups
Enter one of the following:

· A to print account budgets or forecasts.


· G to print account group budgets or forecasts.

Print for all accounts/groups
Enter Y to print the report for all accounts or account groups. Enter N to print for one or a range of accounts or account groups.

Account/group from... to
(Only if you entered N at the prompt above.) Enter the range of account or account group codes for which you want to print budgets or forecasts. The defaults are the first and last codes respectively.

On completion
 Format Options Menu. This menu parallels the Format Options Menu described for the Trial Balance Report on page 188. When you select an option from the menu, the report is printed.

On exit
Financial Reports Menu.

Comparative Report

Introduction XE "comparative reports" \r "ComparativeReport" 

 XE "budgets:print" \r "ComparativeReport" 

 XE "forecasts:print" \r "ComparativeReport" 

 XE "print:forecasts" \r "ComparativeReport" 

 XE "print:budgets" \r "ComparativeReport" 
This program prints comparisons between account level actual and budget or forecast month-to-date and year-to-date figures for a selected financial year. You can print this report at any time.

Printed example
For a printed example of this report, see page 309 of the Sample Reports Section.

Report Specification

 Figure 123: Report Specification Window

 XE "Report Specification Window:comparative reports" 
This window appears when you select Comparative Report from the Financial Reports Menu
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Note
If you have not already selected a financial year, this window is preceded by the Financial Year Selection Window. For further information, see page 292.

Purpose
This window enables you to enter the selection criteria for the report.

The prompts are:

Compare with budgets or forecasts
Enter one of the following:

· B to print a comparison between actual and budget figures. 


· F to print a comparison between actual and forecast figures.

Print by company or PC
Enter one of the following:

· C to print the report by company; i.e. in company sequence, showing company-wide account figures. 


· P to print the report by profit centre; i.e. in profit centre sequence, showing the account figures for each profit centre.  

Print accounts for all companies
(Only if you are printing the report by company.) Enter Y to print the report for all companies.


Enter N if you want to restrict the report to a specified company or companies. A company selection window then appears. To select a company to include in the report, move the cursor to the required company and press <Return>. The company is marked with ‘<’ in the right hand column. You can select as many companies as you like. When you have finished, press <End> to return to this window.

Note
You need to press <End> while the cursor is on a line which displays an entry.

Print accounts for all PCs
(Only if you are printing the report by profit centre.) Enter Y to print the report for all profit centres.


Enter N if you want to restrict the report to specific profit centres.  A profit centre selection window then appears. This enables you to select up to 100 profit centres to include in the report by range:

· To select the start of a range, move the cursor to the first profit centre and press <Return>. The profit centre is marked with an ‘s’ in the right hand column. 


· To select the end of the range, move the cursor to the last profit centre and press <Return>. All the profit centres in the selected range are marked with ‘<’. 


· You can select as many ranges as you like.


· When you have finished, press <End> to return to this window.

Note
You need to press <End> while the cursor is on a line which displays an entry.

Print for all account groups
Enter Y to print the report for all account groups. Enter N to print for one or a range of account groups.

Account/group from... to
(Only if you entered N at the prompt above.) Enter the range of account group codes for which you want to print the report. The defaults are the first and last codes respectively.

On completion
The report is printed and you are returned to the Financial Reports Menu.

On exit
 Financial Reports Menu.

General Ledger Report

Introduction XE "General Ledger report" \r "GLReport" 
This program enables you to print the General Ledger report, listing account balances, and optionally transactions, for one or a range of financial periods. It can be printed in either company or profit centre order. You can print this report at any time.

Printed example
For a printed example of this report, see page 310 of the Sample Reports Section.

Period Selection

Figure 124: Period Selection Window

 XE "Period Selection Window:General Ledger report" 
This window appears when you select General Ledger Report from the Financial Reports Menu
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Note
If you have not already selected a financial year, this window is preceded by the Financial Year Selection Window. For further information, see page 292.

Purpose XE "periods:selection" 

 XE "select:period" 
The Period Selection Window lists the periods in the selected financial year and it enables you to select the range of periods for which you want to print the report. 

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select range
To select a range of financial periods:

· Move the cursor to the first entry in the required range and press <Return>. A small ‘<’ appears in the right hand column (see the first line in Figure 124).


· Then move the cursor to the last entry in the required range and press <Return>.  General Ledger Print Options Window.


If you want to select one period, move the cursor to the required line and press <Return> twice; i.e. select a range of one.

Note
You cannot print the report for periods that have been deleted, as the transactions for these periods are no longer available.

On exit
 Financial Reports Menu.

General Ledger Print Options

Figure 125: General Ledger Print Options Window XE "General Ledger Print Options Window" 
This window appears when you select a range of periods in the Period Selection Window
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Purpose
This window enables you to enter selection criteria for the report.

The prompts are:

Print by company or PC
Enter one of the following:

· C to print the report by company; i.e. in company sequence, showing company-wide account balances and transactions. 


· P to print the report by profit centre; i.e. start each profit centre on a new page, and show account balances and transactions for each profit centre.  

Print all companies
(Only if you are printing the report by company.) Enter Y to print the report for all companies.


Enter N if you want to restrict the report to a specified company or companies. A company selection window then appears. To select a company to include in the report, move the cursor to the required company and press <Return>. The company is marked with ‘<’ in the right hand column. You can select as many companies as you like. When you have finished, press <End> to return to this window.

Note
You need to press <End> while the cursor is on a line which displays an entry.

Print all PCs
(Only if you are printing the report by profit centre.) Enter Y to print the report for all profit centres.


Enter N if you want to restrict the report to specific profit centres.  A profit centre selection window then appears. This enables you to select up to 100 profit centres to include in the report by range:

· To select the start of a range, move the cursor to the first profit centre and press <Return>. The profit centre is marked with an ‘s’ in the right hand column. 


· To select the end of the range, move the cursor to the last profit centre and press <Return>. All the profit centres in the selected range are marked with ‘<’. 


· You can select as many ranges as you like.


· When you have finished, press <End> to return to this window.

Note
You need to press <End> while the cursor is on a line which displays an entry.

Print all accounts
Enter Y to include all accounts in the report.


Enter N if you want to restrict the report to specific accounts.  An account selection window then appears. This enables you to select up to 500 accounts to include in the report by range:

· To select the start of a range, move the cursor to the first account and press <Return>. The account is marked with an ‘s’ in the right hand column. 


· To select the end of the range, move the cursor to the last account and press <Return>. All the accounts in the selected range are marked with ‘<’. 


· You can select as many ranges as you like.


· When you have finished, press <End> to return to this window.

Note
You need to press <End> while the cursor is on a line which displays an entry.

Print zero accounts 
Enter Y if you want to print accounts with a zero balance. Enter N if you want to suppress the printing of accounts with a zero balance. This means only accounts which have an opening balance or have had transactions posted during the selected period range are printed. 

Print transactions
Enter Y if you want to print transactions details. Enter N if you want to suppress the printing of the transaction details, and just print the brought forward and carried forward balances.

On completion
 Format Options Menu. This menu parallels the Format Options Menu described for the Trial Balance Report on page 188. When you select an option from the menu, the report is printed.

On exit
 Period Selection Window, see page 207.

VAT Reconciliation Report 

Introduction XE "VAT reconciliation report" \r "VATRecReport" 
This report prints the totals to be entered on the VAT return for a period, and optionally a list of the transactions which make up the totals. This report is only available if the ‘VAT Reconciliation Report’ feature is selected in Administration Parameters.


Transactions are included in the report on the basis of their ‘tax class’. Transactions with a blank tax class are ignored by the report. Table 2 lists valid non-blank tax class settings and shows the boxes to which transactions with each setting contribute.

Table 2: Valid Tax Class Settings XE "tax class" 

 XE "valid tax class settings" 
Tax Class
Description
Contributes to


NS
Non-EC sales
Box 1 & Box 6


NP
Non-EC purchases
Box 4 & Box 7


ES
EC sales
Box 1, Box 6 & Box 8


EP
EC purchases 
Box 4, Box 7 & Box 9


EA
EC acquisitions
Box 2


For transactions imported into General Ledger from Global 3000 Debtors Ledger and Creditors Ledger, the tax class is set in the originating module. It is determined from the transaction type, the tax code, and the country and tax registration codes of the trading entities involved in the transaction.


For transactions imported into General Ledger from other modules, the tax class is blank, but can be entered manually in General Ledger through the Amend Batch option.


For transactions entered manually in General Ledger, the tax class defaults to that on the account, but can be changed.

Printed example
For a printed example of this report, see page 311 of the Sample Reports Section.

VAT Reconciliation Report Window

Figure 126: VAT Reconciliation Report Window

 XE "VAT Reconciliation Report Window" 
This window appears when you select VAT Reconciliation Report from the Financial Reports menu
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Purpose
This window enables you to enter the selection criteria for the report.

The prompts are:

Company
Enter the code of the company you want to print the report for. The default is the currently selected company. Press <F1> for a pop-up enquiry.

Period from XE "periods:VAT reconciliation reports" 
Enter the start date of the period for the report. The period for the report does not have to correspond to an accounting period.


If you have already run a final report, the start date is set to the day after the end of the period of the previous final report and cannot be changed.

Period to
Enter the end date of the period for the report.

Print detail/ summary/final report XE "final VAT reconciliation report" 
Enter one of the following:

· S to print a summary report showing the figures to appear on the VAT return. 


· D to print the summary and details of the transactions which contribute to the figures in the summary. 


· F to print the final report. You should only print the final report if you are satisfied with the figures. The final report is a summary report which updates the VAT Reconciliation Report number and period start date.

Warning
Printing a final report means transactions dated on or before the report’s end date will not be included in any future report.

Print VAT details
(Only if you are printing a detailed report.) Enter Y to print details of the transactions contributing to the VAT portion of the report (boxes 1-5). Enter N to suppress these details.

Print gross details
(Only if you are printing a detailed report.) Enter Y to print details of sales and purchase values (boxes 6-9). Enter N to suppress these details.

Print non-EC analysis
(Only if you are printing a detailed report.) Enter Y to print details relating to domestic sales and purchases (the domestic element of boxes 1, 6 and 7). Enter N to suppress these details.

Print EC analysis XE "EC analysis" 
(Only if you are printing a detailed report.) Enter Y to print details relating to EC supplies and acquisitions (boxes 2, 3, 8 and 9). Enter N to suppress these details.

On completion
If you are printing a final report you are warned that if you proceed, transactions dated on or before the report’s end date will not be included in any future report. When you confirm you want to continue, the report is printed and you are returned to the Financial Reports Menu.


Otherwise  Standard Print Options Window, see page 41.
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Section Seven:

System Maintenance

Contents

217
System Parameters

System Parameters enable you to configure your system to your specific requirements. The General Ledger-specific system parameters are described in detail here.

232
Profit Centre Maintenance

Define, modify and print details of profit centres, and enable and disable their accounts.

236
Account Group Maintenance

Define, modify and print details of account groups. These are used to group accounts for reporting purposes and for budgets and forecasts. 

240
Individual Accounts

Define, modify and print details of accounts, and enable and disable them for selected profit centres.

249
Profit Centre Profiles

Define and modify profit centre profiles. You can use these to spread the value of a journal across a list of profit centres and to spread the budget for an account or account group across a company’s profit centres.

253
Budget Periodic Profiles

Set-up and modify periodic profiles. These can be used to spread amounts across the periods in a financial year during the entry and maintenance of budgets.

255
Statement Definitions

Design your own financial statements and reports including the profit and loss statement, balance sheet, source of funds and operating statements.

286
Interface Definitions

Define interfaces for importing and exporting data.

292
Select Financial Year

Select the financial year you want to work on.


Speedbase Presentation Managerxe "Speedbase Presentation Manager"

 XE "C-ISAM" 

 XE "Btrieve"  

This option gives you direct access to the Database Generation Utility XE "database generation utility" . This varies according to the format the databases are held in. For further information, for databases in Global format see the Global System Manager Manual; for databases in C-ISAM format see the Global Operating Manual for Unix; for databases in Btrieve format see the Global System Manager Version 8.1 Notes.

System Parameters

Introduction XE "system parameters" \r "SystemParameters" 

 XE "system parameters" \t "See also Installation & Set-up Manual" 

 XE "system maintenance" \r "SystemMaintenance" 
System Parameters enable you to configure your system to your specific requirements. You should set them up very carefully, as some of the settings are difficult to change after your system is operational.

 xe "administration parameters" 

 XE "administration parameters" \t "See also Installation & Set-up Manual" 
System parameters fall into the following groups:

· Administration Parameters which are shared by all the accounting and distribution modules.

 xe "company parameters" 

 XE "company parameters" \t "See also Installation & Set-up Manual" 
· Company Parameters which are shared by all the accounting and distribution modules and deal mainly with company information.

 XE "distribution parameters" 

 XE "distribution parameters" \t "See also Installation & Set-up Manual" 
· Distribution Parameters which deal with information which is relevant only to the distribution modules. 

 XE "module-specific parameters" 
· Module-specific parameters (e.g. SOP parameters, General Ledger parameters etc).


The system cannot function without the parameters being set, so the first time you use Global 3000 General Ledger, you are automatically taken through the System Parameters. After the system is up and running, you can access the System Parameters via the System Maintenance Menu. 


The Administration, Company and Distribution Parameters are described in full in the Global 3000 Installation and Set-up Manual. This manual also provides information about installing the software, setting up databases, data take-on for General Ledger, etc.


The General Ledger-specific system parameters are described below.

General Ledger System Parameters
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Figure 127: General Ledger System Parameters Menu XE "General Ledger System Parameters Menu" 
This menu appears when you select General Ledger from the System Parameters Menu.

Note
The System Parameters Menu appears when you select System Parameter Maintenance from the System Maintenance Menu.

The options are:

Right justification
This option enables you to specify whether account group and batch ids are alpha-numeric or numeric.  Right Justification Window, see page 219. 

Analysis Categories
This option enables you to enter new analysis categories and to amend and delete existing ones.  Analysis Categories Window, see page 220.

Credit/debit notation
This option enables you to define the notation used to denote credits and debits in General Ledger.  Credit/Debit Notation Window, see page 223.

Reference information
This option provides you with information about the set-up of your General Ledger.  Reference Information Window, see page 224.

Batch id allocation
This option enables you to define whether you are required to enter batch ids manually, or whether General Ledger allocates them automatically.  Allocation of Batch ids Window, see page 226.

Journal lines
This option enables you to define the maximum number of journals that can be entered in a batch.  Journal Lines per Batch Window, see page 226.

Integer only operation
General Ledger can hold values as integers, or with two decimal places. This option enables you to choose the required format.  Integer Only Operation Window, see page 227.

Default profile
This option enables you to enter the id of the periodic profile to be used as a default during budget and forecast entry.  Default Periodic Profile Window, see page 229.

Standard accounts
This option enables you to enter the codes of the accounts to be used for mis-postings, inter-company trading, and retained earnings.  Standard Accounts Window, see page 230.

General Ledger title
This option enables you to enter a title for the ledger.  General Ledger Title Window, see page 230.

Reselect Company
(Multi-company ledgers only.) This option enables you to select the company you want to work on.  Company Selection Window. This window is described on page 152 of the Enquiries Section.

Exit
 System Parameters Menu.

Right Justification

Figure 128: Right Justification Window XE "Right Justification Window" 
This window appears when you select Right Justification from the General Ledger System Parameters Menu 
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Purpose
This window enables you to specify whether account group and batch ids are right justified or not. Define them as right justified if you want to use numeric ids. 

Note
For information on right justification and choosing between numeric and alphanumeric codes, see the Introduction to System Parameters in the Global 3000 Installation & Set-up Manual.

Warning
It is inadvisable to change these parameters after your system is operational.

The prompts are:

Right justify account group id XE "account groups:format of codes" 

 XE "format:account group codes" 
(Y/N.) Enter Y for numeric account group ids. Enter N for alpha-numeric account group ids. 

Right justify batch id XE "batches:ids" 

 XE "format:batch ids" 
(Y/N.) Enter Y for numeric batch ids. Enter N for alpha-numeric batch ids.

On confirmation
 General Ledger System Parameters Menu, see page 217.

Analysis Categories

Figure 129: Analysis Categories Window XE "Analysis Categories Window" 
This window appears when you select Analysis Categories from the General Ledger System Parameters Menu
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Purpose XE "analysis categories" \r "analysiscategories" 
This window lists analysis categories that have already been defined. It enables you to enter new analysis categories and to amend and delete existing ones. 


You can optionally use analysis categories to provide additional information about General Ledger transactions. 


After you have defined the analysis categories you want to use in this window, you can associate up to two analysis categories with each General Ledger account in the Chart of Account Maintenance Window (described on page 241).

 XE "transaction analysis:define categories" \r "analysiscategories" 

 XE "analysis by transaction:define categories" \r "analysiscategories" 
When you subsequently enter a transaction into General Ledger for an account with an associated analysis category, you are prompted for the appropriate analysis code for the transaction. (See General Ledger Transaction Analysis on page 57.) For example, if the associated analysis category is ‘Sales Representatives’, you have to enter the id of the sales rep responsible for the transaction.


Provided accounts are being validated against the actual General Ledger chart of accounts, you can also enter analysis codes in Global 3000 Debtors Ledger, Creditors Ledger and Cash Manager. These are passed to General Ledger in the transfer file.


Asset Register can optionally pass one of the five Asset Register analysis codes, or the first eight characters of one of the five user-defined reference fields, for the first analysis category defined for each account.


During enquiries in General Ledger, you can filter the transactions displayed by the transaction analysis codes. For example, you can restrict the display of transactions to those a particular sales rep was responsible for.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:analysis categories" 
To create a new analysis category, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. The prompts are described below.

Amend XE "amend:analysis categories" 
To amend an existing analysis category, position the cursor on the required line and press <Return>. The prompts are described below.

Delete XE "delete:analysis categories" 
To delete an unwanted analysis category, position the cursor on it and press <F7>. You are asked for confirmation before the entry is deleted.

The prompts for each entry are:

Category
Enter a code for the analysis category in up to four characters.

 XE "customer classifications" 
You can optionally use some of the codes defined via the System Codes option in Administration Parameters as analysis categories. You do this by prefixing the code with the characters ‘SD-’, and making the fourth character one of the following:

· 1

Customer classification 1.


· 2

Customer classification 2.


· 3

Customer classification 3.


· 4

Customer classification 4.

 XE "Asset Register:analysis codes" 
· 5-9

Asset Register analysis codes.

 XE "stock locations" 
· L

Stock locations (as defined in Product Maintenance).

 XE "sales representatives" 
· R

Sales representatives.

 XE "territories" 
· Y

Territories.


The existing table of valid codes defined for the selected system code is then used to validate the transaction analysis codes.


Alternatively, you can set up your own analysis categories and define tables of valid codes here. You do this by entering a code that does not start with the three characters ‘SD-’.

Description
Enter up to 20 characters of description for the analysis category. This is used for the name of the prompt, when you are required to enter the analysis code for a transaction. If you are using a system code, this defaults to the system code’s description.

On completion
For analysis categories based on an existing system code  next line in window.

For all other analysis categories  Analysis Codes for Category Window.

On exit
 General Ledger System Parameters Menu, see page 217.

Analysis Codes for Category

Figure 130: Analysis Codes for Category Window XE "Analysis Codes for Category Window" 
This window appears when you complete your replies in the Analysis Categories Window for a non-system code category
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Purpose
This window enables you to define a table of valid codes for the selected analysis category. The window lists any codes that have already been defined. 

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add
To create a new code, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. 

Amend
To amend an entry, position the cursor on the required line and press <Return>. 

Delete
To delete an entry, position the cursor on it and press <F7>. You are asked for confirmation before the entry is deleted.

The prompts are:

Code
Enter the code in up to eight characters.

Description
Enter a description for the code in up to 30 characters.

On completion
 Next line in window.

On exit
 Analysis Categories Window, see page 220.

Credit/Debit Notation

Figure 131: Credit/Debit Notation Window XE "Credit/Debit Notation Window" 
This window appears when you select Credit/ Debit Notation from the General Ledger System Parameters Menu
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Purpose
These parameters determine the notation used to denote credits and debits in General Ledger. 

Warning
You should not change the settings in this window if you have recorded any ‘red-ink’ corrections.

The prompts are:

+/- or CR/DR XE "signed notation" 

 XE "standard accounting notation" 

 XE "credits:notation" 

 XE "debits:notation" 

 XE "notation" 
(S/C.) Enter one of the following:

· S
for signed notation. In this notation, debits appear as positive figures and credits as negative figures.


· C
for CR/DR notation. In this notation, debits and credits are distinguished by a suffix of ‘DR’ (or just ‘D’) and ‘CR’ (or just ‘C’) respectively.

Red-ink corrections in use XE "red-ink corrections" 
(Only if CR/DR notation is in use.) ‘Red-ink’ corrections are corrections made to previous journals by entering a negative debit or credit in line with Eastern European accounting practice; for example, using this method you would correct a 100.00 debit with a -100.00 debit.


Enter Y if you want to enable ‘red-ink’ corrections in General Ledger. 


Enter N to prevent the entry of ‘red-ink’ corrections. You would then correct a 100.00 debit by entering a 100.00 credit.

Note
This parameter is automatically set to N if signed notation is selected at the previous prompt.

On confirmation
 General Ledger System Parameters Menu, see page 217.

Reference Information

Figure 132: Reference Information Window XE "Reference Information Window" 
This window appears when you select Reference Information from the General Ledger System Parameters Menu
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Purpose
This window provides you with information about the set-up of your General Ledger. It does not prompt for parameters: all the information is display only. 

The details displayed are:

Version number
The interface version number.

No of financial years
The number of financial years for which the ledger currently holds information.

No of PC/Acct profiles
The number of profit centre profiles that have been defined.

No of column formats
The number of column formats defined in Statement Definitions.

No of interface records
The number of interfaces defined in Interface Definitions.

No of B/S account grps
The number of balance sheet account groups that have been defined in Account Group Maintenance.

New Acgr id
This is set only when an account is transferred from one account group to another and the transfer fails part-way through, for example through lack of space. This value is used to re-start the process once the problem has been rectified.

No of companies
The number of companies that have been defined in Company Parameters.

No of account groups
The total number of account groups that have been defined in Account Group Maintenance.

No of P & L account grps
The number of profit and loss account groups that have been defined in Account Group Maintenance.

No of periodic profiles
The number of periodic profiles that have been defined.

Corrupt acid id
This is also set when an account is transferred from one account group to another and the transfer fails part-way through, for example through lack of space. This value is used to re-start the process once the problem has been rectified.

On confirmation
 General Ledger System Parameters Menu, see page 217.

Allocation of Batch ids 

Figure 133: Allocation of Batch ids Window XE "Allocation of Batch ids Window" 
This window appears when you select Batch id Allocation from the General Ledger System Parameters Menu
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Purpose
This window enables you to define whether you are required to enter batch ids manually, or whether General Ledger allocates them automatically. 

The prompt is:

Auto allocate XE "batches:ids" 

 XE "automatic allocation of batch ids" 

 XE "manual allocation of batch ids" 
(Y/N.) Enter Y if you want General Ledger to automatically allocate a unique id to each batch. Enter N if you want to enter a unique id for each batch manually. 

On confirmation
 General Ledger System Parameters Menu, see page 217.

Journal Lines per Batch

Figure 134: Journal Lines per Batch Window XE "Journal Lines per Batch Window" 
This window appears when you select Journal Lines from the General Ledger System Parameters Menu
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Purpose XE "maximum number of journals" 

 XE "journals:maximum number in batch" 

 XE "batches:maximum number of journals" 
This window enables you to define the maximum number of journals that can be entered in a batch. 

The prompt is:

Max jnls/batch
Enter the maximum number of journals that can be entered in a batch. Enter zero for no practical limit.

On confirmation
 General Ledger System Parameters Menu, see page 217.

Integer Only Operation

Figure 135: Integer Only Operation Window XE "Integer Only Operation Window" 
This window appears when you select Integer Only Operation from the General Ledger System Parameters Menu
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Purpose
General Ledger can hold values with up to 15 leading digits and two decimal places. However some file storage systems, such as C-ISAM and Btrieve, have a reliable limit of only 15 digits on their double precision floating point numeric storage. To ensure compatibility with these systems, General Ledger can be operated in an ‘integer only’ mode. This mode effectively switches off the two decimal places which are usually available when operating the ledger on a system offering the necessary precision. This parameter enables you to choose the format you require.

Note
You can define the number of decimal places used for each currency via the ‘decimal precision’ option in Currency Parameters. For further information, see Currency Parameters in the Global 3000 Installation & Set-up Manual.

The prompt is:

Integer only operation XE "integer only operation" 
(Y/N.) Enter Y if General Ledger is to record values with up to fifteen digits and no decimal places. Before you can change this parameter from N to Y in a ledger which is already in use, you must close all batches in all periods.


Enter N if General Ledger is to record values with up to fifteen leading digits and two decimal places.

Warning XE "rounding when transferring to integer only" 
If you change this parameter from N to Y in a ledger which is already in use, a very lengthy rounding procedure is triggered. 

On completion
If you change this parameter from N to Y in a ledger which is already in use, a warning window appears. When you confirm that you want to proceed  Rounding Suspense Account Window.

Otherwise  General Ledger System Parameters Menu, see page 217.

Rounding Suspense Account

Figure 136: Rounding Suspense Account Window XE "Rounding Suspense Account Window" 
This window appears when you change the Integer Only parameter from N to Y in a ledger which is already in use
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Purpose XE "rounding when transferring to integer only" 
This window enables you to enter a ‘rounding’ profit centre and account. When you confirm your replies in this window, General Ledger initiates a very lengthy rounding procedure as all balances and period totals for all existing financial years are adjusted to remove the decimal places. During this procedure, General Ledger adjusts the rounding profit centre and account in each period to compensate for the rounding of all the other accounts and to keep the ledger in balance.

Note
Existing transactions are not rounded and remain unchanged, so reports and enquiries will continue to show them with two digits after the decimal point. 

Warning
The rounding procedure is irreversible, so it is advisable to take a back up before you proceed.

The prompts are:

Rounding profit centre XE "rounding:when transferring to integer only" 
Enter the code of the profit centre you want to use for the rounding procedure.

Rounding account code
Enter the code of the account you want to use for the rounding procedure.

Note
The profit centre and account combination you enter here must be enabled for every company and financial year in the ledger.

On confirmation
A window appears showing the progress of the rounding procedure. When it is finished a window appears reporting on the success of the procedure and advising you to print a trial balance report. You are then returned to the General Ledger System Parameters Menu, see page 217.

Default Periodic Profile

Figure 137: Default Periodic Profile Window XE "Default Periodic Profile Window" 
This window appears when you select Default Profile from the General Ledger System Parameters Menu
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Purpose
This window enables you to enter the id of the periodic profile to be used as a default during budget and forecast entry.

The prompt is:

Default periodic profile XE "profiles:periodic:default" 

 XE "periodic profiles:default" 
Enter the code of the periodic profile you want to use as a default during the entry of budgets and forecasts.

On confirmation
 General Ledger System Parameters Menu, see page 217.

Standard Accounts

Figure 138: Standard Accounts Window XE "Standard Accounts Window" 
This window appears when you select Standard Accounts from the General Ledger System Parameters Menu
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Purpose
This window enables you to enter the codes of the accounts you want to use for mis-postings, inter-company trading and retained earnings.

The prompts are:

Suspense account XE "suspense account" 

 XE "mis-postings account" 
Enter the code of the account to be used for mis-postings; for example when the posting of a journal which uses a profile encounters a profit centre and account combination that is not enabled.

Inter-company trading account XE "inter-company trading adjustments:account" 

 XE "companies:inter-company adjustments" 

 XE "adjustments:inter-company trading" 
Enter the code of the account to be used when generating inter-company balancing entries. 

Retained earnings account XE "retained earnings account" 

 XE "profit and loss:accounts:close of year balances" 
Enter the code of the account to which the close of year balances of profit and loss accounts are to be transferred when opening a new year.

On confirmation
 General Ledger System Parameters Menu, see page 217.

General Ledger Title

Figure 139: General Ledger Title Window XE "General Ledger Title Window" 
This window appears when you select General Ledger Title from the General Ledger System Parameters Menu
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Purpose
This window enables you to enter a title for the ledger. 

The prompt is:

Ledger title XE "titles:General Ledger" 
Enter a title for the General Ledger in up to 30 characters.

On confirmation
 General Ledger System Parameters Menu, see page 217.

Profit Centre Maintenance 

Introduction XE "profit centre maintenance" \r "ProfitCentreMaintenance" 

 XE "profit centres:maintain" \r "ProfitCentreMaintenance" 

This program is accessed via the System Maintenance menu. It enables you to define, modify and print details of profit centres, and to enable and disable their accounts. 


Profit centre details must be established before transactions can be posted.

Maintain/Print Options
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Figure 140: Maintain/Print Options Menu XE "Maintain/Print Options Menu" 
This menu appears when you select Profit Centre Maintenance from the System Maintenance Menu.

Note
If you have not already selected a financial year, this menu is preceded by the Financial Year Selection Window. This enables you to select the financial year whose details you want to work on. For further information, see page 292.

The options are:

Maintain
This option enables you to view details of a selected company’s profit centres and to create, amend and delete profit centres for a selected company. When you select this option, a company selection window appears. When you select a company  Profit Centre Details Window.

Print XE "profit centres:print" 

 XE "print:profit centres" 
Print the Profit Centre Listing Report. For each company in the ledger, this lists the financial years, showing the details of the profit centres which are enabled for each year. You are asked for confirmation, and then the report is printed. You are returned to this menu.

Printed example
For a printed example of this report, see page 313 of the Sample Reports Section.

Exit
 System Maintenance Menu.

Profit Centre Details

Figure 141: Profit Centre Details Window XE "Profit Centre Details Window" 
This window appears when you select Maintain from the Maint/ Print Menu
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Note
This window is preceded by a company selection window, which enables you to select the company, whose profit centre details you want to work on.

Purpose
The Profit Centre Details window lists the profit centres belonging to the currently selected company and enables you to create, amend and delete profit centres for the selected company.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:profit centres" 
To add a new profit centre, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. The prompts are described below.

Warning
When you create a profit centre in this window it automatically belongs to the currently selected company. Ensure that you get this right because if you make a mistake, you can only delete the profit centre and start again if no transactions have been entered for it.

Amend XE "amend:profit centres" 
To amend an entry, position the cursor on the required line and press <Return>. 

Delete XE "delete:profit centres" 
To delete an entry, position the cursor on it and press <F7>. You are asked for confirmation before the entry is deleted.

Note
You cannot delete a profit centre if there are any transactions for it in any of the financial years in the ledger. If necessary, you can disable the accounts for the profit centre. You can then delete the profit centre when the financial years containing the transactions have been cleared from the ledger.

The prompts are:

PC
Enter a code for the profit centre in up to four characters.

Note XE "format:profit centre codes" 
The format of this code is determined by the ‘Right justify profit centre ids’ Administration Parameter. For further information, see the Global 3000 Installation & Set-up Manual.

Profit centre title
Enter a title for the profit centre in up to 30 characters.

Comment XE "comments:profit centres" 
Enter an optional comment in up to 30 characters; for example, the profit centre manager’s name.

On completion
 Enable/Disable Accounts for current Profit Centre Window.

Enable/Disable Accounts

Figure 142: Enable/Disable Accounts for current Profit Centre Window XE "Enable/Disable Accounts for current Profit Centre Window" 
This window appears when you complete your replies in the Profit Centre Details Window
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Purpose XE "enable:accounts for profit centres" 

 XE "disable:accounts for profit centres" 

 XE "accounts:enable and disable" 
This window lists accounts in account number sequence, showing whether they are enabled for the selected company and profit centre. This window enables you to enable or disable accounts for the selected company and profit centre.


The profit centre structure is common to all financial years within General Ledger. However enabling an account only applies to the currently selected financial year. It is therefore important to ensure you have selected the correct year before you enable and disable accounts. The selected financial year is displayed on the top of the screen.

Tip
The Enable Account Posting option on the Financial Year Processing Menu enables you to quickly enable accounts for a new financial year. It works by enabling all the company, profit centre and account combinations that were enabled for the previous financial year. For further information, see page 169.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select range
To select a range of accounts to enable or disable, move the cursor to the first entry in the required range and press <Return>. A small ‘s’ appears in the extreme right hand column signifying the start of the range (see the first line in Figure 142). Then move the cursor to the last entry in the required range and press <Return>:

· A small ‘e’ appears in the extreme right hand column signifying the end of the range.


· If the first account in the range was disabled, the range is enabled.


· If the first account in the range was enabled, the range is disabled.


· You are returned to this window which reflects the new enabled/ disabled status of the accounts in the selected range. The cursor appears on the last account in the range, ready for you to select another range if necessary.

Note
To select a single account, move the cursor to the required entry and press <Return> twice; i.e. select a range of one entry.

On exit
 Profit Centre Details Window, see page 232.

Account Group Maintenance 

Introduction XE "account group maintenance" \r "AccountGroupMaintenance" 

 XE "account groups:maintain" \r "AccountGroupMaintenance" 
In Global 3000 General Ledger, account groups are used to group accounts for reporting purposes and for budgets and forecasts. When you create an account you have to specify the account group to which it belongs. 

 XE "statements:accounts & account groups" 

 XE "financial statements" \t "See also statements" 
The lowest level of detail on a financial statement is the account group. A statement line can represent the value of one account group or the sum of several account groups. You can print a schedule detailing the contribution made to the account group by its accounts, but the statement itself reports at the account group level. So if you want to print details of an account on a financial statement, you should make it the only account in an account group.

Example
If you want to print the sales of a particular product in your profit and loss report, you would set up an account group containing one account for sales of that product. If you add another account to the same group for sales of a different product, you can only print the combined sales of the two products on the profit and loss report.


Budgets and forecasts can be held at account group or account level, or at both account group and account level. However, budgets and forecasts at the two levels are completely independent of each other. Also the functionality of the account group and account budgets and forecasts differs significantly:

· Account group budgets and forecasts can be printed on financial statements, and the budget and forecast listing, and can be viewed via enquiries. 


· Account budgets and forecasts can only be printed on the comparative report and the budget and forecast listing.


The account group budgets and forecasts option enable you to set up a very detailed chart of accounts without forcing you to maintain budgets at that level. If you have several accounts for which you want to set a combined budget, you make them members of the same account group.

Example
If you want to budget for the sales of several products together but keep actual postings for each product individually, you would set up a sales account group containing individual accounts for each product.

Account Group Maintenance Menu
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Figure 143: Account Group Maintenance Menu XE "Account Group Maintenance Menu" 
This menu appears when you select Account Group Maintenance from the System Maintenance Menu.

Note
If you have not already selected a financial year, this menu is preceded by the Financial Year Selection Window. This enables you to select the financial year whose details you want to work on. For further information, see page 292.

The options are:

Maintain
This option enables you to view existing account groups and to create, amend and delete account groups.  Account Group Details Window.

Print XE "account groups:print" 

 XE "print:account groups" 
Print the Account Group Listing Report. This lists the account groups in account group code sequence. For each account group, it shows the title, type, whether units are appropriate, the usual sign of transactions and the number of accounts contributing to the group. 


When you select this option, you are asked for confirmation, and then the report is printed. You are returned to this menu.

Printed example
For a printed example of this report, see page 314 of the Sample Reports Section.

Exit
 System Maintenance Menu.

Account Group Details

Figure 144: Account Group Details Window XE "Account Group Details Window" 
This window appears when you select Maintain from the Account Group Maintenance Menu
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Purpose
This window lists the account groups that have already been defined, and it enables you to create, amend and delete profit centres.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:account groups" 
To add a new account group, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. The prompts are described below.

Note
When you create a new account group, remember to update any financial statements in which it is required.

Amend XE "amend:account groups" 
To amend an entry, position the cursor on the required line and press <Return>. 

Warning
Account groups are shared by all the financial years in the ledger. So if you change the details of an existing account group, the change affects previous financial years as well as the current year. For example if you change the title of an account group, it is changed in all the reports and enquiries for all financial years.

Delete XE "delete:account groups" 
To delete an entry, position the cursor on it and press <F7>. You are asked for confirmation before the entry is deleted.

Note
You cannot delete an account group if it forms part of a financial statement or if it has any accounts belonging to it.

The prompts are:

Group
Enter a code for the account group. 

Note XE "format:account group codes" 
The length of this code is determined by the setting of the ‘Account code length’ Administration Parameter. For further information, see the Global 3000 Installation & Set-up Manual.

The format of this code is determined by the setting of the ‘Right justify account group id’ System Parameter. For further information, see page 219.

Group title
Enter a title for the account group in up to 30 characters.

Note
Account groups are common to all the financial years in the ledger. So if you change the account group title, the reports and enquiries for all financial years are affected.

Accounts XE "accounts:number in each account group" 
(Display only.) The number of accounts in this account group. This is set to zero when you add a new account.

Group type XE "types:account groups" 

 XE "account groups:types" 

 XE "profit and loss:account groups" 
Enter one of the following:

· P
for a profit and loss account group.

 XE "balance sheet:account groups" 
· B
for a balance sheet account group.

Note
Before you change the type of an existing account group, you should remove all references to the account group from any financial statements that have been set up. When you have changed the type, you should then add the account group to any relevant financial statements.

Are units meaningful for this group XE "units:account groups" 
(Y/N.) General Ledger can store unit quantities in addition to financial figures. Enter Y if units are relevant to this account group. Enter N if units are not relevant to this account group.

Usual sign of budgets and forecasts XE "usual signs:budgets and forecasts" 

 XE "signs:budgets and forecasts" 

 XE "budgets:usual signs" 

 XE "forecasts:usual signs" 

 XE "normal signs:budgets and forecasts"  
Enter the usual sign for accounts in this group. The way you do this depends on the credit/debit notation selected in System Parameters:

· If signed notation is in use, enter + for asset and expense accounts, - for liability and income accounts.


· If CR/DR notation is in use, enter DR for asset and expense accounts, CR for liability and income accounts.

Comment XE "comments:account groups" 
Enter a comment in up to 30 characters.

On completion
 Next line in the window.

On exit
Account Group Maintenance Menu, see page 232.

Individual Accounts

Introduction XE "accounts:maintenance" \r "AccountMaintenance" 

 XE "chart of accounts:maintenance" \r "AccountMaintenance" 

 XE "individual accounts" \r "AccountMaintenance" 

 XE "accounts" \r "AccountMaintenance" 

This program is accessed via the System Maintenance menu. It enables you to define, modify and print details of accounts, and to enable and disable them for selected profit centres. 


Account details must be established before transactions can be posted.


From time to time you may need to break an account out of an existing account group. This may occur, for example because a particular product group has become so important it deserves it own line on management reports. This change is made by creating a new account group, and then assigning the accounts to it. You also need to add the new account group into the appropriate financial statements so that the new line gets printed.


The act of changing an account from one group to another causes the account group balances to be recalculated (since they now consist of different accounts). This change is applied to all financial years to ensure that historical comparisons remain consistent. If such a change is made mid-year, you should also consider transferring part of the account group budgets associated with the re-assigned account.


In reviewing your initial account group and account set up, you may find that you have set an account up as a balance sheet account when it should have been a profit and loss account or vice versa. To correct this mistake you should move the account to a group of the correct type, changing its own type in the process. If you wish to change the type of the original group you should remove references to it from any financial statements that have been set up, then change its type. You can then move the account back to any relevant financial statements.

Individual Account Maint
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Figure 145: Individual Account Maint Menu XE "Individual Account Maint Menu" 
This menu appears when you select Individual Accounts from the System Maintenance Menu.

Note
If you have not already selected a financial year, this menu is preceded by the Financial Year Selection Window. This enables you to select the financial year whose details you want to work on. For further information, see page 292.

The options are:

Maintain
This option enables you to view existing accounts and to create, amend and delete accounts.  Chart of Accounts Maintenance Window.

Print
Print the Chart of Account Listing Report.  Chart of Accounts Listing Window, see page 247. 

Printed example
For a printed example of this report, see page 315 of the Sample Reports Section.

Exit
 System Maintenance Menu.

Chart of Accounts Maintenance

Figure 146: Chart of Accounts Maintenance Window XE "Chart of Accounts Maintenance Window" 
This window appears when you select Maintain from the Individual Account Maint Menu
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Purpose
This window lists accounts that have already been defined, and it enables you to add new accounts, and to amend or delete existing accounts.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:accounts" 
To add a new account, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. The prompts are described below.

Amend XE "amend:accounts" 
To amend an entry, position the cursor on the required line and press <Return>. 

Warning
The chart of accounts is shared by all the financial years in the ledger. So if you change the details of an existing account, the change affects previous financial years as well as the current year. For example if you change the title of an account, it is changed in all the reports and enquiries for all financial years.

Delete XE "delete:accounts" 
To delete an entry, position the cursor on it and press <F7>. You are asked for confirmation before the entry is deleted.

Note
You cannot delete an account if there are any transactions for it in any of the financial years in the ledger. If necessary, you can disable the account for all profit centres via the Enabled Profit Centres Window (see page 245). You can then delete the account when the financial years containing the transactions have been cleared from the ledger.

The prompts are:

Account id
Enter the code of the account.

Note XE "format:account codes" 

 XE "length of account codes" 
The length and format of this code are determined by settings in the Accounting Parameters Window in Administration Parameter. For further information, see the Global 3000 Installation & Set-up Manual.

Group id XE "account groups" 
Enter the code of the account group this account belongs to. Press <F1> for a pop-up enquiry. The default is the account id. 

 XE "add:account groups" 
If you accept the default, and this account group does not already exist, it is automatically created. 

Account
Enter a title for the account in up to 30 characters.

Note
The next two prompts default and are skipped. You can press <Shift Tab> at the ‘Entry of units required’ prompt to return to these prompts if you need to change them.

Level XE "authorisation levels" 
Enter the one character code which represents the authorisation level of the account. You cannot enter an authorisation level greater than your own. The default is A.


You set the authorisation level of operator ids via the Global System Manager utility $AUTH. For further information, see the Global System Manager Manual.

Control XE "control accounts" 
(Y/N.) Enter Y to prevent manual posting to the account; for example, if it is a control account. Enter N to enable manual posting to the account. The default is N.

Group title
(Display only.) The title of the account group. If you are automatically creating an account group with the same code as the account, the account group title is set to the account title.

Entry of units required XE "units:accounts" 
(Y/N.) General Ledger can store unit quantities in addition to financial figures. Enter Y if units are relevant to this account. When you enter a transaction for this account, General Ledger then prompts you for a unit quantity as well as the amount.


Enter N if units are not relevant to this account. Then General Ledger does not prompt you for the input of units.

Account class XE "class of account" 

 XE "accounts:class" 

 XE "income accounts" 

 XE "profit and loss:accounts" 

 XE "types:accounts" 
(I/E/A/L.) Enter one of the following:

· I
for an income account (belonging to a profit and loss account group).

 XE "expense accounts" 
· E
for an expense account (belonging to a profit and loss account group).

 XE "asset accounts" 

 XE "balance sheet:account groups" 
· A
for an asset account (belonging to a balance sheet account group).

 XE "liability accounts" 
· L
for a liability account (belonging to a balance sheet account group).

Consolidate on auto-entry XE "auto-entry:consolidation" 

 XE "consolidation:auto-entries" 
(Y/N.) Enter Y if you want to consolidate transactions for this account on auto-entry. When transactions are auto-transferred into General Ledger using a ‘BOS’ format interface, transactions for this account are then grouped by company, profit centre, account and currency code combination. A single journal is then created for each of these combinations. This is of particular use for cash posting accounts where detailed investigation of postings to the account normally take place in the sending system, e.g. Cash Manager. A schedule of transactions comprising each consolidated journal can be printed on the auto-entry report.


The ‘B2’ format interface provides equivalent consolidation facilities but does not accept foreign currency values.


Enter N if you do not want auto-entry to create consolidated journals for this account.

Comment XE "comments:accounts" 
Up to 30 characters of comment about the account.

Tax class for VAT reconciliation XE "tax class:accounts" 

 XE "VAT reconciliation report:tax class" 
(Only if the ‘VAT Reconciliation Report’ feature is selected in Administration Parameters.) This prompt enables you to enter a default ‘tax class’ for transactions entered for this account in General Ledger.


If the tax class item is non-blank on a transaction, the transaction is included in the VAT Reconciliation Report. The value determines the box or boxes on the report which the transaction contributes to. For further information, see page 211.


Valid settings are:

· Blank. Transaction not relevant to VAT Reconciliation Report.


· NS. Non-EC sales.


· NP
. Non-EC purchases.


· ES. EC sales.


· EP. EC purchases.


· EA
. EC acquisitions.


Press <F1> for a pop-up enquiry.

Note
The setting of this item does not affect the setting of the tax class on transactions imported into General Ledger from other modules.

Transaction analysis category 1 & 2 XE "analysis categories:define for accounts" 

 XE "transaction analysis:define categories for accounts" 
You can optionally enter one or two analysis categories for the account. If you do, when you enter a transaction into General Ledger for this account, you are prompted for the appropriate analysis code for the transaction.  Leave blank for no analysis category. Press <F1> for a pop-up enquiry of valid analysis categories.

Note
Provided accounts are being validated against the actual General Ledger chart of accounts, analysis codes can be passed to General Ledger from Debtors Ledger, Creditors Ledger and Cash Manager. Asset Register can pass codes to General Ledger for the first analysis category.

Further information
For further information on analysis categories, see page 220.

Validate code at entry XE "validation:transaction analysis codes" 
(Y/N.) Enter Y if you want to force the operator to enter a valid code for this analysis category during transaction entry. Enter N if you do not want any checks on the code the operator enters for this analysis category during transaction entry.

Is null valid reply XE "is null valid reply" 
(Y/N.) Enter Y if you want the operator to be able to leave the analysis code blank for this analysis category during transaction entry. Enter Y to force the operator to enter a code.

Note
You can change an analysis category after it has been set up, but you are warned that existing transactions using the category may no longer have valid analysis codes.

On completion
 Enabled Profit Centres Window.

On exit
 Individual Account Maint Menu, see page 240.

Enabled Profit Centres

Figure 147: Enabled Profit Centres Window XE "Enabled Profit Centres Window" 
This window appears when you complete your replies in the Chart of Accounts Maintenance Window
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Purpose XE "enable:profit centres for accounts" 

 XE "disable:profit centres for accounts" 

 XE "profit centres:enable and disable" 
This window lists company and profit centre combinations which have been defined in the ledger, showing whether they are enabled for the selected account. This window allows you to select one or a range of company and profit centre combinations to enable or disable for the selected account.


The chart of account is common to all financial years within General Ledger. However enabling an account only applies to the currently selected financial year. It is therefore important to ensure you have selected the correct year before you enable and disable accounts. The selected financial year is displayed on the top of the screen.

Tip
The Enable Account Posting option on the Financial Year Processing Menu enables you to quickly enable accounts for a new financial year. It works by enabling all the company, profit centre and account combinations that were enabled for the previous financial year. For further information, see page 169.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select range
To select a range of company and profit centre combinations to enable or disable, move the cursor to the first entry in the required range and press <Return>. A small ‘s’ appears in the extreme right hand column signifying the start of the range (see the first line in Figure 147). Then move the cursor to the last entry in the required range and press <Return>:

· A small ‘e’ appears in the extreme right hand column signifying the end of the range.


· If the first entry in the range was disabled, the range is enabled.


· If the first entry in the range was enabled, the range is disabled.


· You are returned to this window which reflects the new enabled/disabled status of the entries in the selected range. The cursor appears on the last entry in the range, ready for you to select another range if necessary.

Note
To select a single entry, move the cursor to the required entry and press <Return> twice; i.e. select a range of one entry.

On exit
 Chart of Accounts Maintenance Window, see page 241.

Modify Account Group

Figure 148: Modify Account Group Window XE "Modify Account Group Window" 
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This window appears when you change the account group for an existing account in the Chart of Accounts Maintenance Window.

Purpose XE "account groups:change for accounts" 

 XE "accounts:change account groups" 

 XE "rebalancing of ledger when changing account group of account" 
This window warns you that changing the account group of an account causes General Ledger to be rebalanced and asks you whether you want to continue with the change.


During the rebalancing procedure, General Ledger recalculates the account group balances for all financial years. This ensures that historical comparisons remain consistent. This requires that all the affected financial years are open; if any are not open, you can re-open them via the Re-open Financial Year option on the Financial Year Processing Menu. (This menu is described on page 167.)


If you change the account group for an account mid-year and you use account group budgets, you should consider transferring part of the budgets associated with the re-assigned account.

Warning
If you have not finished last year’s accounts, you should use this option with care. 

The prompt is:

Are you sure you want to modify the account group
(Y/N.) Enter Y if you are sure you want to continue with the change of account group. Enter N if you do not want to continue.

On completion
 Chart of Accounts Maintenance Window, see page 241.

Errors
If the transfer cannot complete for any reason, e.g. insufficient room on the database, you must fix the problem and then reapply the change.

Chart of Accounts Listing

Figure 149: Chart of Accounts Listing Window XE "Chart of Accounts Listing Window" 
This window appears when you select Print from the Individual Accounts Maint Menu
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Purpose XE "accounts:print" 

 XE "chart of accounts:print" 

 XE "print:chart of accounts" 
This window enables you to enter selection criteria for the Chart of Accounts Listing Report.

Printed example
For a printed example of this report, see page 315 of the Sample Reports Section.

The prompts are:

Print account group listing XE "account groups:print" 

 XE "print:account groups" 
(Y/N.) Enter Y to include a list of account groups in the listing. The account groups are printed in account group code sequence. For each account group, the report shows the title, type, whether units are appropriate, the usual sign of transactions and the number of accounts contributing to the group. 


Enter N if you do not want to include the account groups list.

Print accounts for all companies
(Y/N.) Enter Y to print the chart of account listing for all the companies in the ledger. 


Enter N if you want to restrict the listing to a specified company or companies. A company selection window then appears. To select a company to include in the listing, move the cursor to the required company and press <Return>. The company is marked with ‘<’ in the right hand column. You can select as many companies as you like. When you have finished, press <End> to return to the Chart of Accounts Listing Window.

Note
You need to press <End> while the cursor is on a line which displays an entry.

Print chart in account, group or profit centre order
(A/G/P.) Enter one of the following:

· A
to print the listing in account sequence.

· G
to print the listing in account group sequence.

· P
to print the listing in profit centre sequence.

Print accounts for all PCs
(Only if you are printing the report in profit centre sequence.) Enter Y to print the report for all profit centres.


Enter N if you want to restrict the report to specific profit centres.  A profit centre selection window then appears. This enables you to select up to 100 profit centres to include in the report by range:

· To select the start of a range, move the cursor to the first profit centre and press <Return>. The profit centre is marked with an ‘s’ in the right hand column. 


· To select the end of the range, move the cursor to the last profit centre and press <Return>. All the profit centres in the selected range are marked with ‘<’. 


· You can select as many ranges as you like.


· When you have finished, press <End> to return to this window.

Note
You need to press <End> while the cursor is on a line which displays an entry.

On completion
The report is printed and you are returned to the System Maintenance Menu.

Profit Centre Profiles 

Introduction XE "profit centres:profiles" \r "ProfitCentreProfiles" 

 XE "profit centre profiles" \r "ProfitCentreProfiles" 

 XE "profiles:profit centres" \r "ProfitCentreProfiles" 
The Profit Centre Profiles program is accessed via the System Maintenance menu. It is used to maintain profit centre profiles.


A profit centre profile is essentially a list of profit centres, each of which is assigned an allocation percentage. You can use profit centre profiles:

· To automatically spread the value of a journal across a list of profit centres; for example to allocate monthly rent costs to the profit centres making use of the premises. You enter the profile and the total amount in the Journal Entry Window of Transaction Entry. General Ledger then automatically generates the necessary transactions, thus saving you the trouble of entering large numbers of similar transactions manually. For further information, see page 64.


· To automatically spread the budget for an account or account group across a company’s profit centres. For further information, see page 86.


The allocations to the profit centres in the profile must always add up to 100%. This ensures that when the profile is used, the transaction value is fully allocated. 

Note
When transactions are generated for a selected profile in Transaction Entry, the last transaction is adjusted to cover any rounding discrepancies.

Profit Centre Profile Header Maintenance

Figure 150: Profit Centre Profile Header Maintenance XE "Profit Centre Profile Header Maintenance" 
This window appears when you select Profit Centre Profiles from the System Maintenance Menu
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Note
If you have not already selected a financial year, this menu is preceded by the Financial Year Selection Window. This enables you to select the financial year whose details you want to work on. For further information, see page 292.

Purpose
This window lists existing profit centre profiles and enables you to add new ones and to amend and delete existing ones. 

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:profit centre profiles" 
To add a new profit centre profile, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. The prompts are described below.

Amend XE "amend:profit centre profiles" 
To amend an entry, position the cursor on the required line and press <Return>. 

Delete XE "delete:profit centre profiles" 
To delete an entry, position the cursor on it and press <F7>. You are asked for confirmation before the entry is deleted.

The prompts are:

ID
Enter a code for the profile starting with ‘%’, and with a total of up to four characters. 

Profile title
Enter a description for the profile in up to 20 characters.

PCs
(Display only.) The number of profit centres included in the profile.

Allocation
(Display only.) The total amount allocated to the profit centres in the profile.

Note
You cannot select a profit centre profile in Transaction Entry if the total amount allocated is not 100%.

On completion
 Profit Centre Profile Detail Maintenance Window.

Profit Centre Profile Detail Maintenance

Figure 151: Profit Centre Profile Detail Maintenance XE "Profit Centre Profile Detail Maintenance" 
This window appears when you complete your replies in the Profit Centre Profile Header Maintenance Window
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Purpose
This window lists the company and profit centre combinations that have been defined for the selected profile, showing the amount that has been allocated to each. This window enables you to enter new entries and to amend and delete existing entries. 

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add
To add a new entry, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. The prompts are described below.

Amend
To amend an entry, position the cursor on the required line and press <Return>. 

Delete
To delete an entry, position the cursor on it and press <F7>. 

The prompts are:

Co
Enter the code of the required company. Press <F1> for a pop-up enquiry.

PC
Enter the code of the required profit centre. Press <F1> for a pop-up enquiry.

Profit centre title
(Display only.) The title of the profit centre.

Allcn. %ge
Enter the percentage you want allocated to the selected company and profit centre combination when the profile is used. You can enter a figure with up to six decimal places. The default is the amount required to make the total allocation for the profile total 100%. 

On completion
 Next line in window.

On exit
 Profit Centre Profile Header Maintenance Window, see page 249.

Note
You cannot exit from this window until the total amount allocated across the profile is 100%.

Budget Periodic Profiles 

Introduction XE "budgets:periodic profiles" \r "PeriodicProfiles" 

 XE "profiles:periodic" \r "PeriodicProfiles" 

 XE "periodic profiles" \r "PeriodicProfiles" 
The Periodic Profile Maintenance program is accessed via the System Maintenance menu. It is used to create, amend and delete periodic profiles.


Periodic profiles can be used to spread amounts across the periods in a financial year during the entry and maintenance of budgets. When you enter a budget line via one of the amend budget options, you can optionally enter a periodic profile. When you do this, General Ledger automatically spreads the annual value of the budget across the financial periods according to the profile you selected. 


Each profile must add up to 100% to properly allocate annual budget amounts.

Periodic Profile Maintenance

Figure 152: Periodic Profile Maintenance Window XE "Periodic Profile Maintenance Window" 
This window appears when you select Budget Periodic Profiles from the System Maintenance Menu
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Purpose
This window lists periodic profiles that have already been defined, and it enables you to enter new periodic profiles, and to amend and delete existing ones.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:periodic profiles" 
To add a new periodic profile, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. The prompts are described below.

Amend XE "amend:periodic profiles" 
To amend an entry, position the cursor on the required line and press <Return>. 

Note
Amending a periodic profile has no effect on budgets which have previously been created using it. 

Delete XE "delete:periodic profiles" 
To delete an entry, position the cursor on it and press <F7>. You are asked for confirmation before the entry is deleted.

The prompts are:

Profile id
Enter a code for the profile in up to four characters.

Profile title
Enter a title for the profile in up to 30 characters.

Total allocation
(Display only.) The total allocation for the profile.

Period by period allocation percentages
Enter the percentage you want allocated to each financial period when the profile is used. You can enter a figure with up to six decimal places. 


For the last period (period 12 or 13 depending on how your calendar is defined), the default is the amount required to make the total allocation for the profile total 100%.

On completion
You are returned to the ‘Profile id’ prompt.

On exit
 System Maintenance Menu.

Statement Definitions 

Introduction XE "statement definitions" \r "StatementDefinitions" 

 XE "report generator:statement definitions" \r "StatementDefinitions"   XE "reports" \t "See also report generator" 
Statement Definitions is an integral part of the Global 3000 General Ledger report generator. It enables you to design your own financial statements and reports including the profit and loss statement, balance sheet, source of funds and operating statements. There is no practical limit to the number of statements you can define.

 XE "statements" 
In this manual we use the terms ‘statements’ and ‘financial statements’ for financial statements and reports created via this option. 


Defining a statement involves specifying:

· The statement’s name and type (this can be ‘profit and loss’, ‘balance sheet’ or ‘general’) and the lines you want to print on it.


· The layout of the statement’s columns.


When you have defined a statement, you can print it via the Financial Reports Menu. Before you print a statement, you select:

· The statement’s name. This determines the lines printed on the statement. For more details, see ‘Statement lines’ below.


· The statement’s column layout. For more details, see ‘Column layouts’ over.


After defining a new statement, you can make any necessary adjustments to both the line and column layouts, until you are satisfied with the definitions. Subsequently you should only need to change the definitions of a statement, if, for example, you change your chart of accounts.


The ability to define the statement lines and column layouts via separate functions, gives the Global 3000 General Ledger report generator great flexibility. You can, for example, set up a number of column layouts to be used with each statement, each providing a different analysis. 

Statement lines XE "statements:lines" 

 XE "lines on statements" 
You can define the sequence of the horizontal lines on the statement and what they contain in terms of:

· Their data source. This can be a fixed narrative you define for the line, one or more company, profit centre and account group combination, or an accumulated total.


· Whether the line is always processed, or only in certain circumstances, such as when its value is non-zero or debit or credit.


· Whether the line contributes to one of the six registers which can be used for accumulating totals, or holding figures for later use. Registers which accumulate totals can optionally be used as the basis of percentage calculations, with the percentage that each line contributes to it being printed.


· Whether the line is printed, and if a double column format is used when printing the statement, whether the line’s figures are printed in the left or right columns. Unprinted lines can be included in the statement to contribute to accumulated totals. 


· The line spacing to be used when the line is printed, and whether underlines are required.


· Whether a schedule of the accounts that contribute to the line is printed at the end of the statement.


You define statements via the Financial Statement Maintenance Window (described on page 258). You define statement lines via the Statement Line Maintenance Window (described on page 261). When you define a new statement, you can optionally use an existing statement of the same type as a template.

Column layouts XE "column layouts" 

 XE "statements:columns" 
The column layout determines the sequence and layout of the columns on the statement in terms of:

· The details to be printed in each column. This can be actual, budget, or forecast figures, quantities of units, a calculated value (for example the variance between figures in previous actual and budget columns), the account group id, a narrative, or a percentage (for example the percentage the line contributes to an accumulated total).


· When actual, budget, forecast or unit figures are printed in the column, you can specify which period’s or periods’ figures are to be used. These can be specified in relation to the selected period and year, and so do not need to be redefined each financial period.


· The printed format of the column in terms of whether it is a single or double column, its layout, and headings.


· The format of the data in the column in terms of the number digits to be printed before and after the decimal point, scaling, credit and debit notation, zero fill, etc.


You can define column layouts with up to 250 characters per line. Standard printers are often restricted to a maximum of 132 characters per line, so column layouts wider than this may require a special printer.


You define column layouts via the Column Layout Maintenance Window (described on page 272). You define the actual columns in each column layout via the Column Definition Maintenance Window (described on page 274). When you start a new column layout, you can optionally use an existing column layout as a template.

Printing statements XE "statements:printing" 

 XE "print:statements" 
You print financial statements via the Financial Report Menu. The Balance Sheet and Profit and Loss options enable you to print balance sheet and profit and loss type statements respectively. The General Reports option on the Management Reports sub-menu enables you to print all general-type statements.


These three options enable you, at the time of printing, to:

· Select the statement format and column layout to be used.


· Define the statement’s title and its base currency, select detailed or consolidated options, whether to print schedules, and whether to print by company or profit centre. If by company you can select the companies to be included in the report, and if by profit centre you can select the profit centres to by included. 


Alternatively you can create  ‘Standard Statement Definitions’ for which the statement line, column layout, and all other selection options are pre-determined. You can then print these via the Standard Reports option on the Management Reports Menu. This enables you to standardise and speed up the printing of statements, and reduce the risk of operator error.


You define Standard Statement Definitions via the Standard Statement Description Window, see page 282.

Statement Definitions Menu

Figure 153: Statement Definitions Menu XE "Statement Definitions Menu" 
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This menu appears when you select Statement Definitions from the System Maintenance Menu.

Note
If you have not already selected a financial year, this menu is preceded by the Financial Year Selection Window. For further information, see page 292.

The options are:

Amend line formats
Define and amend statements, and the lines to be printed on them.  Financial Statement Maintenance Window.

Print line formats
Print the line definitions for a selected statement. When you select this option, a financial statement selection window appears. When you select a statement  Statement Print Confirmation Window, see page 271.

Printed example
For a printed example of this report, see page 316 of the Sample Reports Section.

Amend column layouts
Define and amend statement column layouts.  Column Layout Maintenance, see page 272.

Print column layouts
Print statement column layouts.  Financial Statement Columns Window, see page 281.

Printed example
For a printed example of this report, see page 317 of the Sample Reports Section.

Amend standard formats
Create  ‘Standard Statement Definitions’ for which the statement line, column layout, and all other selection options are pre-determined. You can then print these via the Standard Reports option on the Management Reports Menu.  Standard Statement Description Window, see page 282.

Exit
 System Maintenance Menu.

Financial Statement Maintenance

Figure 154: Financial Statement Maintenance Window XE "Financial Statement Maintenance Window" 
This window appears when you select Amend Line Formats from the Statement Definitions Menu
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Purpose
This window lists existing statements, and enables you to add new statements, and to amend and delete existing entries. 

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:statements" 
To create a new statement, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. The prompts are described below.

Amend XE "amend:statements" 
To amend an existing entry, move the cursor to the required entry and press <Return>.

Delete XE "delete:statements" 
To delete an unwanted entry, move the cursor to the unwanted entry and press <F7>. General Ledger asks you for confirmation before it deletes the line.

The prompts are:

Id
Enter an id for the statement in up to four characters.

Statement title
Enter a title for the statement in up to 30 characters.

Type XE "types:statements" 

 XE "balance sheet:statements" 
(Only when setting up a new statement.) Enter one of the following:

· B
for a balance sheet statement.

 XE "profit and loss:statements" 
· P
for a profit and loss statement.

 XE "general statements" 
· G
for a general statement.

On completion
If you are creating a new entry and another entry of the same type already exists  Statement Line Format Template Window.

Otherwise  Statement Format Options Menu, see page 260.

On exit
 Statement Definitions Menu, see page 257.

Statement Line Format Template

Figure 155: Statement Line Format Template Window XE "Statement Line Format Template Window" 
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This window appears when you complete your replies in the Financial Statements Maintenance Window for a new statement if another statement of the same type already exists.

Purpose XE "copy:statements" 
This window lists statements of the same type as the one you are creating, and enables you to select an existing statement to use as a template.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a statement to use as a template, move the cursor to the required entry and press <Return>.  Statement Format Options Menu.

On exit
If you do not want to use a template, press <Esc>  Statement Format Options Menu.

Statement Format Options
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Figure 156: Statement Format Options Menu XE "Statement Format Options Menu" 
This menu appears when you complete your replies in the Financial Statement Maintenance Window. 

Note
If you are creating a new statement, and another statement of the same type already exists, this menu is preceded by the Statement Line Format Template Window.

The options are:

Amend statement lines
Create and amend the lines of the statement.  Statement Line Maintenance Window.

Validate statement
(Balance sheet and profit and loss type statement formats only.) Check the selected statement to ensure that all account groups have been referenced correctly in the definition.  Validation Window, see page 270. This window lists all the account groups that are referenced by the statement, so you can easily identify duplicate and missing entries etc. 

Preview Statement XE "preview statements" 

 XE "statements:preview" 
View the selected statement’s printed lines without the option of amending them.  Statement Line Maintenance Window.

Statement Line Maintenance

Figure 157: Statement Line Maintenance Window XE "Statement Line Maintenance Window" 
This window appears when you select Amend Statement Lines or Preview Statement from the Statement Format Options Menu
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Purpose XE "statements:lines" 

 XE "lines on statements"   XE "statements:lines" \r "StatementLInes" 

 XE "lines on statements" \r "StatementLInes" 
This window enables you to define the lines on the selected statement. This window lists lines that already exist and enables you to add, amend and delete lines for the selected statement. 


The upper part of this window displays the mode you are in:

· If you selected Amend Statement Lines from the Statement Format Options Menu, this is ‘Amendment Mode’. This enables you to add, amend and delete all types of line.


· If you selected Preview Statement from the Statement Format Options Menu, this is ‘Preview Mode’. In this mode only lines which are printed are shown and all the details shown in the window are display only and cannot be changed.

 XE "sequence of lines" 
The middle scrolled section of the window displays the statement’s lines. The entries are listed in the order in which they appear on the printed statement page. To change the order see ‘Move entry’ below.


The lower section of the window determines the printed appearance of the line, such as the amount of space between the printed lines, underlines, and so on.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:statement lines" 
To create a new line, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. The prompts are described below.

Amend XE "amend:statement lines" 
To amend an existing line, move the cursor to the required entry and press <Return>.

Delete XE "delete:statement lines" 
To delete an unwanted line, move the cursor to the unwanted entry and press <F7>. General Ledger asks you for confirmation before it deletes the line.

Select
When you are in ‘maintenance mode’, you can select a line to view the account groups which contribute to is value. To do this, move the cursor to the required line and press <Return> <Page Down>.  Line Contents Definition Window, see page 266.

Note
This window only appears for lines for which the ‘Data/Register’ prompt is blank.

Move entry  XE "move entries" 
To change the order of the entries in the list:

· Position the cursor on the entry you want to move and press <Ctrl A>. The entry disappears from the list. 


· Move the cursor to the line above which you want to move the entry to and press <Return>. The entry reappears in the new position. 

Note
The function key usage varies from system to system. If necessary press Help to find out which key performs the ‘Move’ function in your system.

The prompts are:

Data/register XE "data/register" 

 XE "contents of statement lines" 
This defines the source of the data to be printed on the line. This can be:

· Blank to indicate that the contents of the line are defined in the Line Contents Definition Window.


· 1-6
 to indicate a register, the contents of which you want to print on the line.


· H to indicate a line which prints a narrative only.

If XE "conditional statement lines" 

 XE "if" 
You can optionally define lines as conditional lines. This means they are only processed if they meet certain conditions. Depending on how the line is defined, the line is only printed, included in its registers, or has its schedule printed if the conditions are met. Enter one of the following:

· Blank
Always process the line.

 XE "non-zero, process if" 
· NZ


Process the line if its value is non-zero. 

 XE "credits:process lines if" 
· CR

Process the line if its value is credit.

 XE "debits:process lines if" 
· DR

Process the line if its value is debit.

Example
To print the bank account line as a current asset on a balance sheet statement, use the option DR. In the current liability section of the statement, the overdraft line would have the option CR.

Note
Your response at the ‘Normal sign’ prompt below can affect how the DR and CR conditions are interpreted for a particular line. For further information, see page 265.

Do not use the NZ option for account groups for which the postings are liable to sum to zero, if a schedule of the account group is required.

Description
Enter a description for the line in up to 30 characters. For printed lines, this is printed in the narrative column specified in the statement’s column layout. If no narrative column is specified in the column layout, this description is not printed on the statement line. 

Prnt
(Y/N.) This controls whether the line is to printed on the statement. Enter one of the following:

· Y if this line is to be printed on the statement.

 XE "non-printing statement lines" 
· N if this line is only to be used in a register calculation, and is not to be printed on the statement.

 XE "left column" 
· L if the line contents are to be printed in the left column specified in the statement’s column layout.

 XE "right column" 
· R if the line contents are to be printed in the right column specified in the statement’s column layout.

Note
The L and R options are often used in balance sheet statements.

%/T
This controls the printing of percentage figures for the line. Enter one of the following:

· Blank if the line is to be ignored in percentage processing.

 XE "percentages:print on statements" 
· T to indicate that the line is the base for a percentage calculation. For example, if you mark the register which accumulates the total sales income with a T, it is used as the divisor for contributing lines when their percentage contribution is calculated.


· % to indicate that the percentage that this line contributes to the total is to be printed on the statement. For example, if you mark a line that contributes to the total sales income account with a % sign, when the line is printed on the statement, the percentage it contributes to the total is shown. 

Note
Percentage figures are only printed on the statement, if the statement’s column layout has a percentage of total column defined for it. The column layout also defines which figure is used in the percentage calculation.

Note
The percentage of total feature can increase the processing time when printing the statement, by as much as 50%. We therefore recommend that you do not set this prompt to T if the percentage of total feature is not being used for this statement, as it can unnecessarily increase the processing time when printing the statement.

Sch XE "schedule for statement lines" 
(Y/N.) Enter Y if you want to print a schedule of the accounts which contribute to this line. Schedules appear at the end of the statement.


If the statement’s column layout has a narrative column, the narrative that appears at account level is the first 25 characters of the account description preceded by the profit centre code.


Enter N if you do not want to print a schedule for this line.

Note
Schedules are not printed for lines which are not processed because they fail to meet the condition entered at the ‘If’ prompt.

Register action 1… 6 XE "registers for statements" 

 XE "accumulated totals for statements" 

 XE "totals:statements" 
These control the use of the six registers. You can use the registers to accumulate totals, or to a hold value, so you can print it later in the statement. For each register, enter one of the following:

· + if the line’s value is to be added to the register.


· - if the line’s value is to be subtracted from the register.


· Z if the register is to be set to zero when this line is processed.


· S if the line’s value is to be stored in the register.


· Blank if the register is not relevant for this line.

Note
Generally, the majority of lines affect only one or two registers.

Note
The profit and loss line on a balance sheet should not be created by using a register to sum all the other lines on the statement. For information about how to define a profit and loss line on a balance sheet, see page 268.

Line advance XE "lines on statements:spacing " 

 XE "line advance" 
This controls where this line is printed on the page. Enter one of the following:

· 1 to indicate you want this line to be printed immediately below the previous line.


· 2 to indicate that you want this line to be separated from the previous one by one blank line.


· 3-4 to indicate that you want this line to be separated from the previous one by two or three blank lines respectively.


· P to indicate you want the line to be printed on a new page.

Normal sign XE "normal signs:statement lines" 

 XE "signs:statement lines" 

 XE "usual signs:statement lines" 
(Not available for narrative lines.) The format for figures printed on the statement is controlled by the statement’s column layouts. For example these control whether figures are printed with trailing CR or DR signs, trailing + or – signs, or brackets, etc. For further information, see page 279.


This prompt enables you to define the normal sign for this line, and therefore how the format defined for the column is interpreted. For example, if the statement’s column layout defines that negative figures appear on the statement in brackets, and you define the normal sign for a sales line as –, CR sales figures do not appear in brackets on the line, but DR figures do. The normal sign also affects the interpretation of debit and credit conditions entered at the ‘If’ prompt above in a similar way.


Enter + or – to denote the normal sign of the line. This normally corresponds to the usual sign defined for the account group or groups which contribute to the line. 

Underlining before … below char XE "underlining on statements" 
This controls whether a line is printed above and below this statement line. You can define whether a line is printed above and/or below the data, the narrative, or both.


If you want a line to appear above/below this statement line, enter the character to be used for the line; for example, ‘-’ or ‘=’. Lines are frequently printed above sub-total and total lines, and above and below total lines.


Leave this prompt blank if you do not want a line to appear above/below this statement line. The next two prompts are then skipped.

Desc
Enter Y if you want the line to appear above/below any narrative columns on this statement line. Enter N if you just want the line to appear above/ below columns which show data. 

Note
Whether this statement line has a narrative column is determined by the statement’s column layout.

Data
This prompt determines whether the line is printed above/below the data columns. Enter one of the following:

· Y if you want the line to appear above/below all data columns on this statement line.


· L if data is printed in double columns and you just want the line to appear above/below left hand columns on this statement line.


· R if data is printed in double columns and you just want the line to appear above/below right hand column on this statement line.


· N if you do not want a line to appear above/below the data columns on this statement line.

On completion
If you are in ‘maintenance mode’ and the ‘Data/Register’ prompt is blank for this line  Line Contents Definition Window.

Otherwise  next line in window.

On exit
 Statement Format Options Menu, see page 260.

Line Contents Definition

Figure 158: Line Contents Definition Window XE "Line Contents Definition Window" 
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This window appears when do one of the following:

· Complete your replies in the Statement Line Maintenance Window for a line whose ‘Data/Register’ prompt is blank.

· Select a statement line in the Statement Line Maintenance Window for a line whose ‘Data/Register’ prompt is blank.

Purpose XE "account groups:statement lines" 

 XE "companies:statement lines" 

 XE "profit centres:statement lines" 

 XE "contents of statement lines" 
This window enables you to define the company, profit centre and account group combinations whose balances contribute to the value of the selected statement line. The window lists combinations that have already been defined as contributing to the line, and enables you to add and delete entries. There is no option for amending entries; however you can delete unwanted entries and add new ones.

Note
The column layout for the statement determines which balance or balances of the selected company, profit centre and account group combinations are to be used to calculate the figures for the selected line. For example the column specifies whether actual, budget, forecast or unit figures are to be used, and for which period or periods.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add

 XE "add:statement line contents" 
To create a new entry, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. The prompts are described below.

Delete XE "delete:statement line contents" 
To delete an unwanted entry, move the cursor to the unwanted entry and press <F7>. General Ledger asks you for confirmation before it deletes the line.

Wild cards XE "wild cards" 

 XE "asterisks" 
You can use asterisks as ‘wild cards’ at the company, profit centre and account group prompts to indicate you want to include all possible entries for the prompt. For examples of wild card usage, see Table 3.

 XE "partial wild cards" 
You can also use asterisks as partial wild cards, by entering characters to the left of the asterisk to limit the range of items selected. 


When using partial wild cards in left justified codes, a single asterisk is sufficient to delimit the start of the wild portion of the code. 


However, when using partial wild cards with right justified codes, each character in the wild portion of the code must be represented by an asterisk. So ‘1***’ includes all codes in the range 1000 to 1999 whereas ‘1*’ only includes codes in the range 10 to 19.


For complete wild cards, a single asterisk is sufficient regardless of left or right justification.

Note
Using a full wild card for both the profit centre and account group on a balance sheet statement, defines the line as the profit and loss line. This is described in more detail below. 

Table 3: Examples of Wild Card Usage XE "examples:wild card usage" 
Co
PCID
Group
Indicates


*
MID
1000
Include account group 1000 for profit centre MID in all companies.


A1
*
1000
Include account group 1000 for all the profit centres in company A1.


A1
STH
*
Include all account groups for profit centre STH in company A1.


A*
MI*
R*
Include all account groups beginning with ‘R’ for all profit centres beginning with ‘MI’ which exist for all companies beginning with ‘A’.

Warning
When using wild cards, it can be easy to accidentally include account groups more than once. 

Profit & loss on balance sheets XE "profit and loss:lines on balance sheet"   XE "balance sheet:statements" 
The profit and loss line on a balance should not be created by using a register to sum all the other lines on the balance sheet, and printing the register on the last line of the statement. This method can erroneously appear to balance when balance sheet items are omitted from the statement, or included twice.


Instead, you should define the profit and loss line on a balance sheet statement, by setting both the profit centre and the account group to ‘*’; i.e. a full wild card. The statement print program then draws the line’s values from all the profit and loss account groups for the selected company or companies, ignoring account groups which are not defined as profit and loss.


If the balance sheet does not balance when using this method of creating the profit and loss line, check to see if any balance sheet account groups have been omitted from the statement, or included more than once. (This is easily done when using wild cards.)

The prompts are:

For
(Display only.) The id of the statement the selected line belongs to.

(Description)
(Display only.) The selected line’s description.

Co
Enter the code of the company. Press <F1> for a pop-up enquiry. You can use a wild card.

PCID
Enter the code of the profit centre. Press <F1> for a pop-up enquiry. You can use a wild card.

Account GP
Enter the code of the account group. Press <F1> for a pop-up enquiry. You can use a wild card. 


Alternatively, press <F2> if you want to automatically include a range of account groups.  Account Group Copy Facility Window.

Title
(Display only.) The title of the account group.

On completion
 Next line in window.

On exit
 Statement Line Maintenance Window, see page 261.

Account Group Copy Facility 

Figure 159: Account Group Copy Facility Window XE "Account Group Copy Facility Window" 
This window appears when you press <F2> at the Account Group prompt in the Line Contents Definition Window
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Purpose
This window lists account groups and it enables you to select a range of account groups to include in the line contents definition. 

Note
All the details in this window are display only.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select range
To select a range of account groups:

· Move the cursor to the first entry in the required range and press <Return>. A small ‘s’ appears in the extreme right hand column signifying the start of the range (see the first line in Figure 159). 


· Then move the cursor to the last entry in the required range and press <Return>. A small ‘e’ appears in the extreme right hand column signifying the end of the range.  Line Contents Definition Window, see page 266, where the selected range of account groups are now displayed.

Note
To select a single account group, move the cursor to the required entry and press <Return> twice; i.e. select a range of one entry.

The details displayed are:

Group
The code of the account group.

Title
The title of the account group.

References
The number of times that the account group is referenced by the lines on this statement.

On exit
 Line Contents Definition Window, see page 266

Validation Window

Figure 160: Validation Window XE "Validation Window" 
This window appears when you select Validate Statement from the Statement Format Options Menu
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Purpose XE "statements:validate" 

 XE "lines on statements:validate" 

 XE "validation:statements" 
This window lists an entry for each company, profit centre and account group combination that is referenced by each statement line; i.e. if the same combination is referenced by two lines on the statement, there are two entries for it in the window, etc. For each statement line, the number of times the combination is referenced is shown. 


This window is designed to enable you to easily identify duplicate and missing entries etc.

Note
That an account group is referenced does not guarantee that you have referenced it correctly, or that you have set up the registers effectively, etc.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Note
All the details in this window are display only. If you need to make changes, return to the Statement Format Options Menu and select the Amend Statement Lines option.

The details displayed are:

Co
The company code. An asterisk represents a ‘wild card’. 

Further information
For information on how wild cards are used, see page 267.

PCID
The profit centre code. An asterisk represents a ‘wild card’.

Group
The account group code. An asterisk represents a ‘wild card’.

Title
The account group title.

Line references DR
The number of times this company, profit centre and account group combination is referenced to be processed by this statement line if its balance is debit.

CR
The number of times this company, profit centre and account group combination is referenced to be processed by this statement line if its balance is credit.

Other 
The number of times this company, profit centre and account group combination is unconditionally referenced on this statement line.

Statement line
The statement line’s narrative.

On exit
 Statement Format Options Menu, see page 260.

Statement Print Confirmation

Figure 161: Statement Print Confirmation Window XE "Statement Print Confirmation Window" 
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This window appears when you select Print Line Formats from the Statement Definitions Menu.

Note
This window is preceded by a financial statement selection window. This enables you to select the financial statement whose line definitions you want to print. 

Purpose XE "statements:lines:print" 

 XE "lines on statements:print" 

 XE "print:statement definitions" 
This window enables you to enter selection criteria and to initiate the report.

The prompts are:

Statement id
(Display only.) The code of the selected statement.

Statement title
(Display only.) The title of the selected statement.

Do you want to print this statement format
(Y/N.) Enter Y if you want to print the line definitions for this statement. Otherwise enter N.

Do you want to print full line details
(Y/N.) Enter N if you want to print each line defined for the statement as a one line entry. Enter Y if you also want to print details of the company, profit centre and account group combinations whose balances contribute to the value of the selected statement line.

On completion
 Standard Print Options Window, see page 41.

Column Layout Maintenance

Figure 162: Column Layout Maintenance Window

This window appears when you select Amend Column Layouts from the Statement Definitions Menu
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Purpose XE "column layouts" \r "ColumnDefinitions" 

 XE "statements:columns" \r "ColumnDefinitions" 
This window lists existing column layouts, and enables you to add, amend and delete entries.


The column layout determines the information printed in the various columns of a statement.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:column layouts" 
To create a new column layout, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. The prompts are described below.

Amend XE "amend:column layouts" 
To amend an existing entry, move the cursor to the required entry and press <Return>.

Delete XE "delete:column layouts" 
To delete an unwanted entry, move the cursor to the unwanted entry and press <F7>. General Ledger asks you for confirmation before it deletes the line.

The prompts are:

Column format
Enter a code to identify the column layout in up to three characters. 

Column layout title
Enter a title for the layout in up to 30 characters. 

Used line width XE "width:column formats" 
(Display only.) The total width (in number of characters) defined for this column layout in the Column Definition Maintenance Window. This is zero for new entries. The maximum line width is 250; standard printers can print up to 132 characters on a line. We suggest you check your printer’s capabilities before you define a column layout wider than 132 characters. 

Valid layout
(Display only.) This indicates whether this column layout is valid.

On completion
If you are creating a new entry and another column layout already exists  Column Template Selection Window.

Otherwise  Column Definition Maintenance Window, see page 274.

On exit
 Statement Definitions Menu, see page 257.

Column Template Selection

Figure 163: Column Template Selection Window XE "Column Template Selection Window" 
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This window appears when you complete your replies in the Column Definition Maintenance Window for a new column layout when another column layout already exists.

Purpose XE "copy:column layouts" 
This window lists column layouts that already exist, and enables you to select one to use as a template.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select an existing column layout to use as a template, move the cursor to the required entry and press <Return>.  Column Definition Maintenance Window.

On exit
If you do not want to use a template, press <Esc>  Column Definition Maintenance Window.

Column Definition Maintenance

Figure 164: Column Definition Maintenance Window XE "Column Definition Maintenance Window" 
This window appears when you complete your replies in the Column Layout Maintenance Window
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Note
If you are creating a new column layout and any other column layouts already exist, this window is preceded by the Column Template Selection Window.

Purpose
This window enables you to define the columns which are to appear in the selected column layout. The window lists columns which have already been defined, and it enables you to add, amend and delete entries.


The top part of the window lists existing column definitions. These entries are listed in the order in which they appear from left to right across the page on the printed statement. To change the order see ‘Move entry’ below.


The middle part of the window displays details of the printed appearance of the columns. The lower part of the window displays details of the column headings.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:columns" 
To create a new column, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. The prompts are described below.

Amend XE "amend:columns" 
To amend an existing entry, move the cursor to the required entry and press <Return>.

Delete XE "delete:columns" 
To delete an unwanted entry, move the cursor to the unwanted entry and press <F7>. General Ledger asks you for confirmation before it deletes the line.

Move entry 
To change the order of the entries in the list:

· Position the cursor on the entry you want to move and press <Ctrl A>. The entry disappears from the list. 


· Move the cursor to the line above which you want to move the entry to and press <Return>. The entry reappears in the new position. 

Note
The function key usage varies from system to system. If necessary press Help to find out which key performs the ‘Move’ function in your system.

The prompts are:

Col ref
You can optionally enter a reference code of up to three characters to identify the column. If this column is to be used in a calculation, you must enter a reference code for it, as this is how the column is identified in calculations. 

Column contents XE "contents of columns" 

 XE "actuals:print on statements" 
This defines what is to be printed in the column. Press <F1> for a pop-up enquiry listing valid responses which are:

· A
for actual figures.

 XE "budgets:print on statements" 
· B
for budget figures.

 XE "calculations on statements" 
· C
for a calculated value. You define the calculation in the ‘Derived field calculation’ prompt.

 XE "forecasts:print on statements" 
· F
for forecasts.

 XE "units:print on statements" 
· U
for unit quantities.

 XE "variances:print on statements" 
· V
for the variance between, for example budget and actual figures. The variance is expressed as a percentage.

 XE "account groups:print ids on statements" 
· G
for the id of the account group.

 XE "narratives:print on statements" 
· N
for a narrative or description. 

 XE "percentages:print on statements" 
· % for the percentage that the line contributes to a total.

Period range from… to XE "periods:printing on statements" 
(Actual, budget, forecast and unit columns only.) Specify the period range whose figures you want to print in the column. Enter the first period in the range at the ‘From’ prompt, and the last at the ‘To’ prompt. 


You can specify periods as follows:

· C for the current period. 


· 0 for the opening balance.


· 1-13 for a period in a 13 period financial year.


· 1-12 for a period in a 12 period financial year.


· +nP or –nP for a positive or negative off set of n periods.


· +nY or –nY for a positive or negative off set of n years.


For examples of period range entries, see Table 4.

Note
You select the current period for the report at the time of printing.

Note
It is possible to specify a range which would result in the end of the range preceding the start of the range for some values of the current period. So check carefully that the range specification achieves the result you require.

Table 4: Examples of Period Range Entries XE "examples:period range entries" 
From
To
Explanation


1
12
Movements for periods 1-12 inclusive.


1
13
Movements for periods 1-13 inclusive.


1
C
Movements from the first period in the current year to the current period.


1-1Y
C-1Y
Movements from the first period last year to the current period last year.


1
C-1P
Movements from the first period in the current year to the previous period.


C+1P
12/13
Movements from next period to the end of the current year.


0
12/13
Closing balance at the end of the current year.


0
C
Closing balance at the end of the current period.


0
C-P
Closing balance at the end of the previous period.


0-2Y
C-2Y
Closing balance at the end of the current period, two years ago.

Derived field calculation XE "derived field calculation" 

 XE "calculations on statements" 
(Calculated, variance %, and % of total columns only.) This prompt enables you to specify the details for the calculation. You identify other columns in the calculation by their reference codes. The details vary according to the column type:

· For a ‘calculated’ column, you enter the details of the formula to be used. For example, if you want to print a column which is the difference between two previous columns with reference codes C1 and C2, you would enter ‘+C1 –C2’. 

 XE "variances:print on statements" 
· For a ‘variance %’ column, you specify the two columns to be compared; for example, when comparing column C1 with column C2, you enter ‘C1 C2’. General Ledger calculates the variance percentage by taking the first column (C1), subtracting the second column (C2), and dividing the result by the second column (C2). If C1 = 90.00 and C2 = 60.00, the percentage variance  is 50%. If C1 = 90.00 and C2 = 100.0, it is –10%.

 XE "percentages" 
· For a ‘% of total’ column, you specify the column to use as the basis for the percentage calculation; for example if column C2 contains the actual figures for a period, and you want this figure to be added to a register and the percentage of the register total to be printed in this column, you would enter ‘+C2’. 

Note
The following prompts determine the printed appearance of this column. The ‘Alignment’ prompt at the bottom of the window enables you to ‘preview’ this appearance. However when entering details for a new column, or changing existing details, this preview is not updated until the cursor moves on to the ‘Headings’ prompt. 

Single/double/no columns XE "double columns on statements" 

 XE "single columns on statements" 
Enter one of the following:

· S for the column to be printed as a single column on the financial statement.


· D for the column to be printed as a double column on the financial statement. You can specify for each line printed on the statement whether the line’s figures are printed in the left or right hand column. For further information, see page 263.


· N for an unprinted column; for example if it is used to hold an intermediary value for a calculation.

Spaces before start of data 
Enter the number of spaces you want to leave blank to the left of the data when it is printed in the column. 


For double columns, General Ledger prompts you for this item for both left and right columns.

Digits before decimal point XE "decimal places:printing on statements"  
Enter the number of digits you want to print before the decimal point in this column. This cannot exceed 15. 


For double columns, General Ledger prompts you for this item for both left and right columns.

Note
Financial figures are stored in General Ledger with 15 digits before the decimal point. Units are stored with nine digits before the decimal point.

Digits after decimal point 
Enter the number of digits you want to print after the decimal point in this column. This cannot exceed six. 


For double columns, the value for the right hand column is set to the value of the left hand column and cannot be changed. 

Note
Except when integer-only operation is in use, financial figures are stored in General Ledger with two digits after the decimal point. Units, budgets and forecasts are stored as whole numbers. 

Numeric scaling XE "scaling figures on statements"  
If you want the figures in this column to be scaled, enter the number by which the figures are divided before printing. For example, if you want to print thousands of units, you would enter 1000 as the scaling factor.


For double columns, the value for the right hand column is set to the value of the left hand column and cannot be changed. 

Format XE "format:figures on statements" 
This controls the way figures are formatted before printing. There are a number of valid codes which control various aspects of the formatting. The codes fall into three groups.

 XE "blank when zero" 

 XE "zero, blank when" 
Codes for general formatting. You can enter one or both of these codes.

· B for ‘blank when zero’. This means that when a figure appearing on the report is zero, nothing is printed, leaving a blank space where the figure would otherwise appear.

 XE "commas" 
· ,
 for the insertion of commas; for example 90123 is printed as 90,123.

 XE "notation:statements" 

 XE "debits:notation" 

 XE "credits:notation" 
Codes to control the printing of debit and credit figures. You can enter one of these codes.

· CD for a trailing CR or DR; for example –12.34 is printed as 12.34CR, +56.78 is printed as 56.78DR.

 XE "brackets" 
· <> to enclose negative figures in brackets; for example –12.34 is printed as (12.34), +56.78 appears as 56.78.


· -+ for trailing signs; for example –12.34 is printed as 12.34-, +56.78 is printed as 56.78+.

 XE "dollar signs" 
Codes to control presence of dollar sign, and zero filling. You can enter one of these codes.

· $ for a leading dollar sign; for example 45.67 is printed as $45.67.

 XE "zero fill" 
· 0 for zero fill; for example, 8.90 appears as 000008.90, when six digits are being printed before the decimal point, and two after.

 XE "asterisk fill" 
· * for asterisk fill; for example, 8.90 appears as *****8.90 when six digits are being printed before the decimal point, and two after.


You can enter combinations of codes, but only one from the second group and one from the third group; for example you cannot enter -+ and <>, nor 0 and *. Table 5 provides examples of valid print format combinations. In all the examples, the options to print six digits before the decimal point, and two after, have been selected.

Note
When you define the layout for a statement line, you can define the line’s ‘normal sign’. This enables you to effectively reverse the sign for the line. For further information, see page 265.

Table 5: Examples of Valid Print Formats XE "examples:valid print formats" 
Format
Figures stored as
Figures printed as


BCD
-678. 90
678.90CR



+1234.56
1234.56DR



0.00



B,<>
+789.01
789.01



-7890.12
(7,890.12)



0.00



B-+$,
+89345.67
$89,345.67+



-890.12
$890.12-



0.00



-+0
+345.67
000345.67+



-8901.23
008901.23-



0.00
000000.00 


CD*
+456.78
***456.78DR



-901.23
***901.23CR



0.00
*****0.00 

Headings XE "headings on statement columns" 
Enter up to 3 lines of text to be printed as a heading for this column.  

Alignment XE "alignment of statement columns" 

 XE "preview statement columns" 
(Display only.) This provides a ‘preview’ of the appearance of the column when it is printed. Digits are represented by 9’s and characters by X’s. 

Note
When entering details for a new column, or changing existing details, the ‘Alignment’ and ‘Col width’ prompts are not updated until the cursor moves on to the ‘Headings’ prompt. 

Col width XE "width:statement columns" 
(Display only.) This displays the total width defined for the column in characters spaces. A column must not exceed 40 character spaces in total.

On completion
The cursor moves back to the ‘Col ref’ prompt.

On exit
 Column Layout Maintenance Window, see page 272.

Print Financial Statement Columns 

Figure 165: Financial Statement Columns Window XE "Financial Statement Columns Window" 
This window appears when you select Print Column Layouts from the Statement Definitions Menu
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Purpose XE "print:column layouts" 

 XE "column layouts:print" 

 XE "statements:columns:print" 
This window lists the financial statement column layouts that have been defined. It enables you to select the one you want to print.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a column layout for printing, move the cursor to the required line and press <Return>. You are asked for confirmation, then  standard Print Options Window, see page 41.

On exit
 Statement Definitions Menu, see page 257.

Standard Statement Description

Figure 166: Standard Statement Description Window XE "Standard Statement Description Window" 
This window appears when you select Amend Standard Formats from the Statement Definitions Menu
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Purpose XE "Standard Statements Selection Menu" 

 XE "standard statements" 
This window enables you to create and maintain the Standard Statements Selection Menu. This is the menu that appears when you select the Standard Reports Option on the Management Reports Menu, as described on page 199.


For each option on the menu, you define the statement line, column layout and all the other selection options. When you select the option on the menu, the selected statement is then printed in the predefined format, and with the predefined options. This enables you to standardise and speed up the printing of statements, and reduce the risk of operator error.


The Standard Statement Description Window lists the options that have already been defined for the menu, and enables you to enter new options, and to amend and delete the existing ones.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:standard statement definitions" 
To create a new option, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. The prompts are described below.

Amend XE "amend:standard statement definitions" 
To amend an existing entry, move the cursor to the required entry and press <Return>.

Delete XE "delete:standard statement definitions" 
To delete an unwanted entry, move the cursor to the unwanted entry and press <F7>. General Ledger asks you for confirmation before it deletes the line.

The prompts are:

Description
Enter a description for the standard statement in up to 30 characters.

Formats line
Enter the id of the statement. Press <F1> for a pop-up enquiry.

Formats column
Enter the id of the column layout. Press <F1> for a pop-up enquiry.

Spool printer control letter XE "spool printer control letter" 

 XE "printer control letter" 

 XE "letter for printer control" 
This prompt enables you to enter the format letter in the printer control file you want to use to control the printer when printing this statement.


You set up printer control files through the GSM $CUSP utility. For details of this utility, see the Global System Manager Manual.

On completion
 General Ledger Print Options Window.

General Ledger Print Options

Figure 167: General Ledger Print Options Window XE "General Ledger Print Options Window" 
This window appears when you complete your replies in the Standard Statement Description Window
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Purpose
This window enables you to enter report selection criteria for the standard statement.

The prompts are:

Print by company or PC
Enter one of the following:

· C
to print by company. If you are printing a detailed report, a separate report is printed for each selected company including all profit centres. If you are printing a consolidated report, it is printed for selected companies and all profit centres.


· P
to print by profit centre. If you are printing a detailed report, a separate report is printed for each selected profit centre including all companies. If you are printing a consolidated report, it is printed for the selected profit centres and all companies.

Print all companies
(Only if you entered C at the prompt above.) Enter Y to print the report for all companies. 


Enter N if you want to restrict the report to a specified company or companies. A company selection window then appears. To select a company to include in the report, move the cursor to the required company and press <Return>. The company is marked with ‘<’ in the right hand column. You can select as many companies as you like. When you have finished, press <End> to return to this window.

Note
You need to press <End> while the cursor is on a line which displays an entry.

Print all PCs
(Only if you entered P at the prompt above.) Enter Y to print the report for all profit centres. 


Enter N if you want to restrict the report to specific profit centres.  A profit centre selection window then appears. This enables you to select up to 100 profit centres to include in the report by range:

· To select the start of a range, move the cursor to the first profit centre and press <Return>. The profit centre is marked with an ‘s’ in the right hand column. 


· To select the end of the range, move the cursor to the last profit centre and press <Return>. All the profit centres in the selected range are marked with ‘<’. 


· You can select as many ranges as you like.


· When you have finished, press <End> to return to this window.

Note
You need to press <End> while the cursor is on a line which displays an entry.

Print detail reports
Enter Y if you want to print a detailed report for:

· Each selected company and all profit centres if you are printing by company.


· Each selected profit centre and all companies if you are printing by profit centre. 


Enter N if you only want to print a consolidated statement.

Print consolidated report
Enter Y if you want to print a consolidated report for the selected companies or profit centres. Otherwise enter N. You must enter Y to this option, if you entered N to the ‘Print detail reports’ option.

Note
You can choose both the detailed and the consolidated options.

Print report schedules
Enter Y if you want to print the schedules defined for the statement. Enter N to suppress the printing of the statement’s schedules. 

Title for report
Enter a title for the report in up to 60 characters; for example, to record the company or profit centre selections. This title is only printed on consolidated reports.


If you include the characters ‘<M>’ in the title, they are replaced, when the report is printed, by the period selected for the report. If there is enough room, the month and year are printed in full, otherwise they are abbreviated. 

Note
The M must be in upper case.


If you use this feature, you need to leave at least seven spaces to the right of the closing angle bracket for the period to be expanded into. Otherwise, any text to the right is over-written, or the period text is truncated. It is usually preferable, therefore, to place the ‘<M>’ on the right hand side of the title, as in the example below.

Example
‘All profit centres, <M>’ is expanded to ‘All profit centres, September 1998’, when you run the report for September 1998.

Report base currency XE "base currency:statements" 

 XE "currencies:statements" 

 XE "foreign currencies:statements"  
Enter the code of the currency you want to print the report in. Press <F1> for a pop-up enquiry. 

Symbol XE "symbol for currency" 
Enter the symbol to be used for the currency of the report. The default is the symbol defined for the currency in Currency Maintenance.

On completion
 Standard Statement Description Window, see page 282.

Interface Definitions 

Introduction XE "interface definitions" \r "InterfaceDefinitions" 

 XE "auto-entry:interface definitions" \r "InterfaceDefinitions" 
Interface Definitions enables you to define interfaces for:

· Transferring transactions generated in other Global modules into General Ledger, via Automatic Transfers (Auto-Entry). For further information of this program, see page 73.


· Transferring data, via an intermediate file in the GSM file system, to or from a comma separated variable file in the host operating system. The enables data to be transferred between General Ledger and other systems running in the host operating system; for example standard spreadsheet packages. For further information, see Data Export to Host (starting on page 172), and Data Import from Host (starting on page 177).

Auto-entry
Before you can transfer transactions into General Ledger from other Global modules, you need to define the details of the interface to be used:

· For transfers from Global 3000 Stock Control, you need to define the interface in the Interface File Definition Window described below. You also need to define the source id in the Interface ids Window in Distribution Parameters. The ‘Post costs to General Ledger’ indicator in Distribution Parameters also needs to be set to Y.


· For transfers from any other modules, you need to define the interface in the Interface File Definition Window described below. You also need to define the interface in the other modules as described in their respective manuals.

Note
When definitions are made in more than one place, they must match; for example, you must enter the same source id for Stock Control in the Interface File Definition Window and in the Interface ids Window of Distribution Parameters. 

Data import from host & data export to host
The Data Import from Host and Data Export to Host options require the Global Integrator module to be installed. Before you can use these options, you need to define system parameters in Global Integrator. These determine the name of the intermediate GSM file, the format and path of the file in the host operating system, etc. For further information, see the Global Integrator Manual.

Interface File Definition

Figure 168: Interface File Definition Window XE "Interface File Definition Window" 
This window appears when you select Interface Definitions from the System Maintenance Menu
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Purpose
This window enables you to define interface for:

· Auto-entry, which enables you to transfer transactions automatically into General Ledger from other systems e.g. Global 3000 Cash Manager, Creditors Ledger, Stock Control. 


· Data import from host, which enables you to import into General Ledger budgets and forecasts set up in other systems such as standard spreadsheet packages running in the host operating system.


· Data export to host, which enables you to export data from General Ledger for use in other systems such as standard spreadsheet packages running in the host operating system.


This window lists any interfaces that have already been defined.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Add XE "add:interface definitions"  
To create a new interface, move the cursor to the line below the last entry in the list, or press <F5> to insert a new entry within the list. Alternatively you can press <F4> to go into ‘Add’ mode. The prompts are described in detail below.

Amend XE "amend:interface definitions" 
To amend an existing interface, move the cursor to the required line and press <Return>. The prompts are described in detail below.

Delete XE "delete:interface definitions" 
To delete an interface, move the cursor to the unwanted line and press <F7>. General Ledger asks you for confirmation before it deletes the line. 

Warning
For auto-entry interfaces, the definitions you enter in this window must match the definitions entered for the interface in the other module; for example, you must enter the same source id for the interface in both places.

The prompts for all interfaces are:

Source id XE "source id" 
For auto-entry interfaces, enter a two-character code to identify the sub-system, such as ‘CL’ for Global 3000 Creditors Ledger. 


For data export to host and data import from host interfaces, enter a two-character id to identify the interface.

Menu interface title
The title of the interface. For auto-entry interfaces, this is shown on the Auto-entry audit report.

Transfer file format XE "format:auto-entry file" 

 XE "BOS format" 
Enter one of the following:

· BOS. For transfers from Global 3000 systems version 4.2 or later. This format provides a report of each transfer which can be reprinted on request until the transfer file is deleted. This format also enables transactions posted to accounts marked for consolidation on auto-entry to be grouped by company, profit centre, account, and currency code, and posted as a single journal entry into the transfer batch. This is of particular use for cash posting accounts where detailed investigation of postings to the account is normally done in the sending system e.g. Cash Manager. A schedule of transactions comprising each consolidated journal can be printed on the auto-entry report.

 XE "B2 format" 
· B2. For transfers from Global 2000 transfer files. This provides the same facilities as the BOS format, with the exception that the transfer report cannot be reprinted for previous transfers, and transactions cannot be consolidated by currency.

 XE "ITG format" 
· ITG. For transfers from pre-version 4.2 Global 3000 systems. This format is retained for compatibility with older systems, however it does not offer the auto-entry report and consolidation features.

 XE "G2 format" 
· G2. For transfers from older Global 2000 systems. Like the ITG format, this format does not offer the auto-entry report and consolidation features.

 XE "CSV format" 
· CSV. For transfers to and from General Ledger via the Data Import from Host and the Data Export to Host options. These options use an intermediate file in GSM file system. This intermediate file is in comma separated variable format.

Transfer file id XE "file name" 
(Not for ‘BOS’ or ‘ITG’ format interfaces.) Enter the id of the transfer file in up to eight characters. 


For ‘B2’ and ‘G2’ format interfaces, enter the name of the Nominal Ledger postings file from the Global 2000 system; e.g. ‘SNA’ for Sales Ledger, ‘PAN’ for  Purchase Ledger.

 XE "file name" 
For CSV format interfaces, this is the name of the intermediate file in the GSM file system.

Note
For ‘BOS’ and ‘ITG’ format interfaces, the file id is automatically created from the prefix ‘GLX’, the source id, and the next sequence number. For example, the first file posted from Global 3000 Creditors Ledger would be ‘GLXCL001’, where ‘CL’ is the source id for Creditors Ledger, and 001 is the next sequence number.

Transfer file unit
The unit on which the transfer file will reside. For auto-entries, this can either be a unit address or a logical unit id. For CSV format interfaces, this must be the unit address (not the logical unit id).

Additional prompts for non-CSV type interfaces:

Last seq XE "sequences:transfer files" 
(‘BOS’ and ‘ITG’ format interfaces only.) The sequence number of the last file to be transferred via this interface. This should not normally need to be changed.

Note
This should be the same as the sequence number specified in the other system.

Balance pc...account XE "adjustments:auto-entries" 

 XE "balance account" 
When the transactions in a transfer file do not balance, the Auto-entry program automatically creates a balancing journal. Enter the codes of the profit centre and account to which balancing journals created for transfers entered via this interface are to be posted. Pop-up enquiries are available.

Note
Auto-entry creates a balancing journal whenever one is required, regardless of whether batches are posted or left open on successful transfer. 

Suspense pc...account XE "suspense account" 
Enter the codes of the profit centre and account to which transactions transferred via this interface are to be posted if their company, profit centre or account id are invalid. Pop-up enquiries are available.

Note
No transactions are rejected by Auto-entry, all invalid transactions are posted to the suspense account.

Post Created Batch XE "post batches:auto-entries" 

 XE "batches:post" 
(Y/N.) Enter Y if you want auto-entry to automatically post the batches transferred via this interface. This means you cannot subsequently amend the batches.


Enter N if you want auto-entry to leave the batches transferred via this interface open. If necessary, you can then amend the batches in the standard way via Transaction Entry.

On completion
What happens when you complete your replies depends upon the format of the interface:

· For ‘CSV’ format interfaces  next line in window.

· For ‘BOS’ and ‘ITG’ format interfaces  Global 3000 Interface File Deletion Control Window.

· For ‘B2’ and ‘G2’ format interfaces  Global 2000 Interface Account Code Format Window, see page 291.

Global 3000 Interface File Deletion Control

Figure 169: Global 3000 Interface File Deletion Control Window XE "Global 3000 Interface File Deletion Control Window" 
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This window appears when you complete your replies in the Interface File Definition Window for a ‘BOS’ or ‘ITG’ format interface.

Purpose
This window enables you to enter parameters which control the deletion of this interface’s transfer files.

The prompts are:

Delete transfer file following successful transfer XE "delete:auto-entry file" 
(Y/N.) Enter Y if you want auto-entry to automatically delete a transfer file after the successful completion of a transfer. The file to be deleted is controlled by your response at the next prompt. 


Enter N if you want to delete the transfer files manually.

Transfer file deletion delay (in generations)  XE "deletion delay" 
(Only if you entered Y at the previous prompt.) Set this to zero if you want the transfer file to be deleted immediately the transfer is completed. Otherwise, enter the number of transfer files that are to be retained before being deleted. The default is three. 

Note
By entering Y to the ‘Delete transfer file’ prompt and specifying three as the deletion delay, you ensure that only the three most recent transfer files are retained.

On confirmation
 Interface File Definition Window, see page 287.

Global 2000 Interface Account Code Format

Figure 170: Global 2000 Interface Account Code Format Window XE "Global 2000 Interface Account Code Format Window" 
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This window appears when you complete your replies in the Interface File Definition Window for a ‘B2’ or ‘G2’ format interface.

Purpose
This window enables you to provide the auto-entry program with the information it needs to convert account codes from the format used in the sending system to that used in General Ledger. 

The prompts are:

Length of sending system account codes XE "length of account codes"  
(1-10.) Enter the length of the account codes in the sending system. 

Are sending system account codes numeric XE "format:account codes" 
(Y/N.) Enter Y if account codes are numeric in the sending system. Otherwise enter N. 

Remove leading zeroes from incoming account codes
(Only if you entered Y at the previous prompt.) Enter Y if leading zeros are to be removed from account codes.

On confirmation
 Interface File Definition Window, see page 287.

Select Financial Year 

Figure 171: Financial Year Selection Window XE "Company Selection Window" 

 XE "reselect company" 
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This window appears when you select Reselect Financial Year from the System Maintenance Menu. It also appears when you press <F3> at any main menu in General Ledger.

Note
Some programs in General Ledger require you to select a financial year before you run them. This window automatically appears when you invoke one of these programs if you have not already selected a financial year.

Purpose XE "companies:selection" 

 XE "select:company" 
This window lists all the financial years which have been opened in General Ledger, and it enables you to select the financial year whose details you want to work on.

Note
Deleted financial years are not shown in this window.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select
To select a financial year, move the cursor to the required entry and press <Return>.  


If the financial year has been set up to require a password, you are prompted for it. You cannot select the year until you enter the required password. If you do not know the password, press <Esc> to exit from the window.


When you successfully select the year, you are returned to the menu you invoked the window from.

Note
When you select a financial year, all subsequent updates and enquiries apply to it. It remains in force until you select another financial year or you exit from General Ledger. 

The details displayed in this window are:

Note
All the details displayed in this window are display only.

Year
The id of the financial year as defined in Administration Parameters.

Title XE "titles:financial years" 
The title of the financial year as defined when the year was opened, or as amended via the Amend Title or Password option on the Financial Year Processing Menu.

Status XE "status:financial years" 
The status of the financial year. This can be:

· O. The financial year is open. Unless they are locked or deleted, you can open the periods in an open financial year.


· C. The financial year has been closed. You cannot open the periods in a closed financial year.

End date
The last day of the financial year as defined in Administration Parameters.

On exit
 The menu you invoked the window from.
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Section Eight:

Sample Reports

Contents XE "Sample Reports" \r "SampleReports" 

 XE "reports:printed examples" \r "SampleReports" 
This section provides printed examples of the following reports:

297
Batch Print

298
Daybook

299
Auto-Entry Report

301
Period End Report

302
Trial Balance Report

304
Balance Sheet

305
Currency Report

306
Profit & Loss Statement

307
Journal Batch Proof List

308
Budget Listing

309
Comparative Report

310
General Ledger Report

311
VAT Reconciliation Report

313
Profit Centre Listing

314
Account Group Listing

315
Chart of Accounts Listing

316
Statement Definitions Listing

317
Column Layouts Listing

Batch Print

 XE "batches:print" 

 XE "print:batches" This report prints details of a selected batch. It can be printed in standard width, showing up to nine leading decimal places, or in maximum width showing up to 15 leading decimal places. The maximum width option requires a printer capable of printing at least 202 characters per line.

For foreign currency batches, you can print the report in the batch base currency. This option shows unit values. Alternatively you can print the report in foreign currency. This option does not show unit values, but it includes the exchange rate, as shown in the example below.

You initiate this report via the Print Batch option on the Batch Options Menu. For further details, see page 59.


Figure 172: Batch Print

Daybook

 XE "daybook" The current daybook records, for all companies, details of all batches as they are posted. When you print the current daybook, it lists transaction-by-transaction details of all batches posted since the daybook’s number was last incremented. It also lists unposted batches and deleted batches as one line entries. The transaction details for foreign currency batches are printed in the base currency of the batch.

You can print the current daybook as often as you need to. When you print it, you have the option of incrementing its number. This effectively closes off the current daybook and starts a new one. You can also reprint previous daybooks.

Daybooks are numbered consecutively, and when printed with full details and filed, they provide a full and continuous audit trail.

For further information on the Daybook program, see page 98.


Figure 173: Daybook

Auto-Entry Report

 XE "auto-entry:report" The Auto-Entry program (also known as Automatic Transfers) enables transactions created in other systems, such as Global 3000 Debtors Ledger, to be automatically imported into General Ledger. For ‘BOS’ and ‘B2’ format interfaces, the program produces a printed report showing each transaction in the transfer file, together with control totals. This report can be printed in detail or summary mode and the transactions for each account can be printed in a choice of three different sequences to facilitate reconciliation with the originating module:

· Batch/item - ascending sequence of their sending system daybook batch and item numbers. This option is useful for audit trailing between General Ledger and the other financial modules. Note: stock postings appear with batch and item number set to zero. (See example in Figure 174.)

· Order number - ascending sequence of their sending system order numbers. This option is useful for reconciling postings at Purchase Order Goods Receipt with Purchase Invoice postings which come to General Ledger via Creditors Ledger. (See example in Figure 175.)

· Reference - ascending document number sequence. This option is useful for sorting out postings that arise at different points in the business cycle but which are cross-related by document reference; for example re-classification of stock. (See example in Figure 176.)

For further details of the Auto-Entry program, see page 73.


Figure 174: Auto-Entry Report in Batch/Item Sequence


Figure 175: Auto-Entry Report in Order number Sequence


Figure 176: Auto-Entry Report in Reference Sequence

Period End Report

 XE "period end report" This report lists details of the transaction batches entered in a period. It can be run in detail or summary mode. 

In summary mode batches entered in a single foreign currency show the batch total in both base and foreign currency, other batches show the base currency total only. 

In detail mode base currency batches show debit and credit amounts in separate columns, with the units shown in a third column. Batches entered in foreign currency show base currency debit and credit amounts in the first column, with the foreign equivalents in the second column followed by the currency code. The detailed report can be used as an alternative audit trail to the daybook, having the advantage that it requires only one report to be kept for each period.

This report is automatically produced when a period is closed. It can also be reprinted at any time until the period is deleted.

You initiate the close period process and the reprint option via the Period Processing Menu. For further information, see page 157.


Figure 177: Period End Report 

Trial Balance Report

 XE "trial balance report" The trial balance report prints a summary listing of account balances for a selected financial period. There are a number of alternative formats for the report (all formats enable you to suppress zero accounts):

· Global 2000 Nominal Ledger format. This is the same format as the Global 2000 Nominal Ledger trial balance. You can print it for one or all companies, and a range of profit centres.

· General Ledger (Values) format. This shows the opening balance, period movement, closing balance, period units and closing units for each account or profit centre, or both. You can run this option for selected companies. 

· General Ledger (Units) format. This is a report of unit movements, showing the opening balance, period movements and closing balance for each account or profit centre, or both. You can run this option for selected companies. 

· CR/DR format. This report is drawn from transaction level, showing the opening balance, period movement, total to date and closing balance as separate totals of debit transactions and credit transactions posted against each account. Values are shown with up to nine leading decimal places. This report format can be printed on most standard printers.

· Condensed CR/DR format. This is the same as the CR/DR format described above, except that values are shown with up to 15 leading digits. You need a printer capable of printing at least 202 characters per line to print this format.

For further information about the Trial Balance Report, see page 185.


Figure 178: Trial Balance Report in GL (Values) Format


Figure 179: Trial Balance Report in CR/DR Format

Balance Sheet

 XE "balance sheet:statements" The balance sheet is printed via the Global 3000 General Ledger report generator. Before you can print the report, you need to define the layout via Statement Definitions. Generally you define the layout when you first set up your ledger. You should subsequently only need to change the layout if, for example, you change your chart of accounts. 

For further information of Statement Definitions, see page 255. For further information about printing the balance sheet, see page 191.


Figure 180: Balance Sheet

Currency Report

 XE "foreign currencies:report" 

 XE "currency report" This report provides a summary of foreign currency postings to each account for selected companies in a selected financial period. For each currency, the account opening total, period total and closing total are shown. You can print this report at any time.

For further information about this report, see page 196.


Figure 181: Currency Report 

Profit & Loss Statement

 XE "profit and loss:statements:printed example" The profit and loss statement is printed via the Global 3000 General Ledger report generator. Before you can print the report, you need to define the layout via Statement Definitions. Generally you define the layout when you first set up your ledger. You should subsequently only need to change the layout if, for example, you change your chart of accounts. 

For further information of Statement Definitions, see page 255. For further information about printing the profit and loss statement, see page 191.


Figure 182: Profit & Loss Statement 

Journal Batch Proof Listing

 XE "journal batch proof listing" 

 XE "batches:print" 

 XE "print:batches" This report lists transaction details for selected batches in a selected period. When foreign currency batches appear on the report, the transaction amounts are shown in both base and foreign currency. You can run this report at any time.

For further information about this report, see page 201.


Figure 183: Journal Batch Proof Listing

Budget Listing

 XE "budgets:print" 

 XE "print:budgets" 

 XE "budget listing" 

 XE "forecast listing" 

 XE "forecasts:print" 

 XE "print:forecasts" This report lists account or account group budgets for a selected financial year for a range of companies or profit centres. You can print the report in company or profit centre order. You can print this report at any time.

Note: The layout of the forecast listing parallels the layout as this report.

For further information about this report, see page 203.


Figure 184: Budget Listing 

Comparative Report

 XE "comparative reports" 

 XE "budgets:print" This report shows between account level actual and budget or forecast month-to-date and year-to-date figures for a selected financial year. You can print this report at any time.

For further information about this report, see page 205.


Figure 185: Comparative Report 

General Ledger Report

 XE "General Ledger report" This program enables you to print the General Ledger report, listing account balances, and optionally transactions, for one or a range of financial periods. It can be printed in either company or profit centre order. You can print this report at any time.

For further information about this report, see page 207.


Figure 186: General Ledger Report 

VAT Reconciliation Report

 XE "VAT reconciliation report:printed example" This report prints in draft or final form, the totals to be entered on the VAT return for a period, and when printing a draft, optionally a list of the transactions which make up the totals. The draft report can be run at any time. The final report is run when the figures have been finalised for the reporting period. The reporting period does not have to correspond to an accounting period.

This report is only available if the ‘VAT Reconciliation Report’ feature is selected in Administration Parameters. 

Transactions are included in the report on the basis of their ‘tax class’. Transactions with a blank tax class are ignored by the report. 

The draft report can be run in summary or detailed form. The summary consists of just the figures to be entered on the VAT return. The detailed report consists of the summary plus one or more of the following:

· Transactions contributing to the VAT portion of the report (boxes 1-5).

· Details of sales and purchase values (boxes 6-9).

· Details relating to domestic sales and purchases (the domestic element of boxes 1, 6 and 7).

· Details relating to EC supplies and acquisitions (boxes 2, 3, 8 and 9).

The final report is a summary report which updates the VAT Reconciliation Report number and period start date.

The printed example is a draft report, showing details of transactions contributing to box 1, and beneath that the summary.

For further information about this report, see page 211.


Figure 187: VAT Reconciliation Report 

Profit Centre Listing

 XE "profit centres:print" 

 XE "print:profit centres" For each company in the ledger, this report lists the financial years, showing the details of the profit centres which are enabled for each year. 

You initiate this report through the Print option on the Maintain/Print Options Menu in Profit Centre Maintenance. For further information, see page 232.

Figure 188: Profit Centre Listing

Account Group Listing

 XE "account groups:print" 

 XE "print:account groups" This report lists the account groups in account group code sequence. For each account group, it shows the title, type, whether units are appropriate, the usual sign of transactions and the number of accounts contributing to the group.

You initiate this report through the Print option on the Account Group Maintenance Menu. For further information, see page 237. You can also print this report via the Print Chart of Account option. For further details of this option, see page 247.

Figure 189: Account Group Listing 

Chart of Accounts Listing

 XE "chart of accounts:print" 

 XE "print:chart of accounts" 

 XE "accounts:print" This report lists the chart of accounts. For further details, see page 247.

Figure 190: Chart of Account Listing

Statement Definitions Listing

 XE "statement definitions:print" 

 XE "print:statement definitions" This report prints the line definitions for a selected statement. You initiate this report via the Print Line Formats option of the Statement Definitions Menu. For further details, see page 258.


Figure 191: Statement Definitions Listing 

Column Layouts Listing

 XE "column layouts:print" 

 XE "print:column layouts" This report prints the details of a selected financial statement column layout. You initiate this report via the Print Column Layouts option of the Statement Definitions Menu. For further details, see page 258.


Figure 192: Column Layouts Listing
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Appendix A

Auto-Entry File 

 XE "Appendix A" \r "AppendixA" 

 XE "auto-entry:file format" \r "AppendixA" This appendix provides technical information for developers of products which interface to Global 3000 General Ledger. It can be ignored by end-users. 

The auto-entry interface allows transactions generated by sub-systems to be entered into General Ledger. The interface uses an RSAM transfer file, the format of which is described later in this appendix. 

When posting into General Ledger from Global 3000 Debtors Ledger, Creditors Ledger, and Cash Manager the transfer files can be generated and transferred into Cash Manager in one of two ways:

· Via the ‘on-line posting’ option. In this option the transfer file is automatically generated and transferred into General Ledger at the time of posting; i.e. whenever a batch is posted in one of the sub-modules. 

· Manually via a two stage process. First the transfer file is generated when you run the Create GL Transfer File function in the sub-module. Then you manually invoke the Auto-Entry function in General Ledger. This method must be used if the modules are on different computers.

You select the method to be used in Global 3000 Debtors Ledger, Creditors Ledger, and Cash Manager via the ‘On-line posting to General Ledger’ Administration Parameter. For further information, see the Global 3000 Installation & Set-up Manual.

Transfers from other sub-modules use the manual method. The transfer files are created by the sub-module on a periodic basis corresponding to an accounting period or more frequently e.g. daily or weekly. 

Whichever method is used, the sub-module assigns a sequence number to each transfer file created, which is included in the transfer file’s id to aid identification and control. 

If the manual method is used, and the modules are on different computers, the transfer file is physically moved or transmitted to the General Ledger computer.

The transfer file is always accepted into General Ledger using the auto-entry program. When on-line posting is in use, the auto-entry program is invoked automatically; when manual posting is in use, the auto-entry program must be invoked manually. The last posted sequence number is stored within the General Ledger interface definition, which ensures that the same transfer file is not posted twice. 

The auto-entry program reads the transfer file, creating a proof listing. This lists each journal in the transfer file, control totals, and, when necessary, any error messages. The program can optionally condense journal entries to company/profit centre/account/currency level during this transfer process. 

Invalid journal entries are posted to the suspense account and profit centre defined in the interface record. This allows separate suspense accounts to be used for each sub-system. In the event that the journals in the transfer file do not balance, a balancing entry is generated using the balance account and profit centre coded on the interface record.

Transfer files are automatically deleted by General Ledger as part of the auto-entry process if the user has specified this in the interface definition. When a file has been successfully transferred into General Ledger, a preceding file from the same sub-system is deleted, if still on-line. The delay applied to this deletion process is specified in the General Ledger interface control record. This allows the last n files to be retained on-line.

Each transfer file must only contain journals for a single period, the period number being defined in the file header. If the transaction date of any of the journals fall outside the defined period, a warning is printed on the proof listing. In this event the journal date is changed to the first or last date in the period as appropriate.

It is therefore appropriate that the sub-system’s financial periods are set up with the same period dates as General Ledger’s. The General Ledger and sub-systems do not however, have to operate in the same financial period at the same time. General Ledger is able to accept transfer files for any future period. 

The transfer file may contain journal entries for multiple companies, and inter-company trading account adjustments are generated automatically as part of the transfer process.

Total debit and credit amounts should balance but the file may be processed even if out of balance. Auto-entry then creates a balancing entry to an account specified in the General Ledger interface record.

The copy-books GJ and GK describe the format of the Global 3000 General Ledger auto-entry transfer file.

Transactions are passed in an RSAM transfer file, with a file name of the form: 


GLXxxnnn

where xx is the interface source ID as defined within the General Ledger interface control record, and  nnn is a three-character zero-filled numeric sequence number, which is incremented with the generation of each successive transfer file. The sequence number following 999 is 000. 

The file consists of a single file header record GJ, which is followed by transaction batch header records GK. 

The value in GJVERS on the header record of the interface file determines which format of interface records the transfer file contains. This allows third party products creating auto-entry files to remain unaltered as new versions of Global 3000 General Ledger are released.

Care must be taken when repackaging a third party application: either compile using the old record layout definition which sets GJVERS as before, or amend the application to ensure any fields that have been added to the interface record(s) are correctly set as this is assumed if the new version number is found.

File Header Record GJ

This record must be the first record contained within the transfer file. The financial year and period relate to the Global 3000 General Ledger financial period to which the file is to be posted.  

.BOOK GJ

************************************************************************

**

* GL JOURNAL TRANSFER FILE; FILE HEADER RECORD "GJ"...

**

************************************************************************

*

03 &&RCID

PIC X(2)


* RECORD ID

   VALUE "GJ"




* ‑ ALWAYS = "GJ"

03 &&VERS

PIC 9(2,2) COMP 

* INTERFACE VERSION NUMBER

   VALUE 4.22




* 3.00 ‑ USE SMALL FIELDS







* 3.01 ‑ USE LARGE FIELDS







* 4.10+ ‑ LARGER RECORDS







* 4.20
‑ LARGER RECORDS







* 4.21 ‑ 15,2 FIELDS







*
 + DR/CR INDICATOR







* 4.22 - CURRENCY JOURNALS

03 &&YEAR

PIC 9(4)   COMP 

* FINANCIAL YEAR ID

03 &&ACPR

PIC 9(2)   COMP 

* ACCOUNTING PERIOD

03 &&OPID

PIC X(4)


* OPERATOR ID OR REFERENCE

03 &&TITL

PIC X(30)

* BATCH TITLE

03 &&TYPE

PIC X


* BATCH TYPE, "J" = JOURNAL







*
     "A" = ACCRUAL







*
     "C" = CURRENCY

03 &&TOTALS






 
* If GJVERS = 4.21

  04 &&TODR

PIC S9(15,2) COMP

* TOTAL VALUE OF DEBITS

  04 &&TOCR

PIC S9(15,2) COMP

* TOTAL VALUE OF CREDITS

  04 &&NOGK

PIC 9(6) COMP

* NO OF GK RECORDS FOLLOWING

*

* Unique id fields used by PM550 to validate rogue files:

*

  04 &&PART

PIC 9 COMP
 
* PARTITION NUMBER 1..9






 
* If zero non‑validated file.

  04 &&DATE

PIC 9(6) COMP

* FILE CREATION DATE

  04 &&TIME

PIC X(8)
 

* TIME OF CREATION

  04 FILLER

PIC X(127)
 
* UNUSED / SET TO LOW VALUES

     VALUE LOW‑VALUES



* RECORD LENGTH = 200.

Transaction Record GK
These transaction records follow the transfer file header record. The file may contain up to 999,999 transactions. Where units are passed, these should normally have the same sign as the transaction amount. 

.BOOK GK

************************************************************************

**

**
GL JOURNAL TRANSFER FILE;  TRANSACTION RECORD "GK"...

**

************************************************************************

*

03 &&RCID

PIC  X(2)

* RECORD ID

   VALUE "GK"




* ALWAYS  = "GK"

03 &&COID

PIC  X(2)

* COMPANY ID

03 &&PCID

PIC  X(4)

* PROFIT CENTRE ID

03 &&ACID

PIC  X(10)

* ACCOUNT ID

03 &&DATE

PIC  9(6)   COMP

* TRANSACTION DATE (9(6) COMP)

03 &&301





* If GJVERS = 4.21

  04 &&AMNT

PIC S9(15,2) COMP

* TRANS AMOUNT (signed)






 
* Note:The sign of this field was






 
* previously used to indicate CR






 
* ‑ve or DR +ve, which are now






 
* determined by the following






 
* sign field. The sign will now






 
* normally be positive, although






 
* it is possible to have both






 
* negative credits and debits.

  04 &&SIGN

PIC X

 
* C = CR D = DR






 
* If not C or D, sign will be






 
* deduced as previously from






 
* &&AMNT, C if ‑ve or D if +ve.

  04 &&UNIT

PIC S9(11,3) COMP

* TRANS UNITS ( ‑'VE = CREDIT)

  04 &&NARR

PIC X(30)
 
* TRANSACTION NARRATIVE

  04 &&RFNC

PIC X(30)
 
* REFERENCE OR EXTENDED NARRATIVE

  04 &&RFN2

PIC X(30)
 
* REFERENCE OR EXTENDED NARRATIVE

  04 &&BTCH

PIC 9(6) COMP

* BATCH NUMBER

  04 &&ITEM

PIC 9(4) COMP

* ITEM NUMBER

  04 &&TREF

PIC X(8)
 

* TRANSACTION REFERENCE

  04 &&ANID

PIC X(8)
 

* GL Analysis id 1

  04 &&ANI2

PIC X(8)
 

* GL Analysis id 2

  04 &&CURR

PIC X(3)


* CURRENCY CODE

  04 &&CMNT

PIC S9(15,2) COMP

* CURRENCY AMOUNT

  04 &&TXCD

PIC X(2)


* TAX CODE

  04 &&TXCL

PIC X(2)


* TAX CLASS NS, ES, NP, EP, EA

  04 &&TXBS

PIC S9(15,2) COMP

* BASE AMOUNT AT TAX EXCHANGE RATE

  04 &&TNET

PIC S9(15,2) COMP

* NET AMOUNT FOR TAX

  04 &&GKORNO    

PIC X(08)        

* ORIGINATING ORDER NUMBER

  04 FILLER

PIC X(6)
 

* UNUSED / SET TO LOW VALUES

     VALUE LOW‑VALUES



* RECORD LENGTH = 200.

.END

Appendix B

Global 3000 General Ledger Program Codes

 XE "program codes" 

 XE "Appendix B" 
Code
Program Name

GL015
Select financial year

GL110
Transaction Entry

GL120
Budget/Forecast maintenance

GL160
Print Daybook

GL170
Close Session

GL210
Batch Enquiry

GL220
Account Enquiry

GL230
PC/Account Enquiry

GL240
Profit Centre Enquiry

GL250
Company Enquiry

GL310
Auto-entry Facility

GL330
Period-end Processing

GL340
Year End Processing

GL360
Data Export to Host

GL370
Data Import from Host

GL410
Trial Balance Report


Code
Program Name

GL420
Report Generator

GL430
VAT Reconciliation Report

GL450
Batch Proof Listing

GL460
Budgets/Forecasts Listing

GL470
General Ledger report Print

GL480
Comparative Report

GL520
System Parameter Set-up

GL530
Profit Centre Maintenance

GL535
Profit Centre Listing

GL550
Account Group/Code Maintenance

GL555
Chart of Accounts Listing

GL560
Profit Centre Profile Maintenance

GL570
Periodic Profile Amendment

GL580
Report Definition

GL590
Interface Definitions

GL595
Financial Year Selection
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$
$BARBL, 170

A
about this manual, 3

Account Balances Window

account enquiry, 108

account group enquiry, 138

company performance enquiry, 150

account enquiry, 108–20

Account Group Budgets Window, 87

Account Group Copy Facility Window, 269

Account Group Details Window, 238

account group enquiry, 131–42

Account Group Forecasts Window, 96

account group maintenance, 236–39

Account Group Maintenance Menu, 237

Account Group Selection Window, 84

account groups, 242

budgets & forecasts, 82

change for accounts, 246

enquiries, 131–42

format of codes, 219

maintain, 236–39

net totals on trial balance, 190

print, 237, 247, 314

print ids on statements, 276

statement lines, 266

types, 239

Accounting Period Selection Window, 155

accounting periods & years. See periods, years. See periods, years

accounts, 15, 240–48

budgets & forecasts, 82

change account groups, 246

class, 243

enable and disable, 234

enquiries, 108–20

maintenance, 240–48

number in each account group, 239

post transactions to, 54

print, 247, 315

accrual journals, 21, 47, 51, 69

accumulated totals for statements, 264

acquisitions, EC, 56

actual totals, 52

actuals

copy to forecasts, 95

export, 172

print on statements, 275

add, 39

account groups, 238, 242

accounts, 241

analysis categories, 221

batches, 49

column layouts, 272

columns, 275

interface definitions, 287

journals, 53

periodic profiles, 254

profit centre profiles, 250

profit centres, 233

standard statement definitions, 282

statement line contents, 267

statement lines, 261

statements, 259

add mode, 39

adjustments

auto-entries, 74, 289

inter-company trading, 22, 64, 230

administration parameters, 217. See also Installation & Set-up Manual

alignment of statement columns, 280

Allocation of Batch ids Window, 226

amend, 40

account groups, 238

accounts, 242

analysis categories, 221

batches, 50

budgets, 87, 91

column layouts, 272

columns, 275

forecasts, 96

header details, 58

interface definitions, 287

journals, 53, 58

periodic profiles, 254

profit centre profiles, 250

profit centres, 233

standard statement definitions, 282

statement lines, 262

statements, 259

Amend Period End Dates Window, 158

Amend Title or Password Window, 168

amount of transactions, 55

analysis by transaction, 24, 57

account enquiry, 118, 119

account group enquiry, 139, 140

define categories, 220–23

profit centre enquiry, 129, 130

analysis categories, 220–23

define for accounts, 244

Analysis Categories Window, 220

Analysis Codes for Category Window, 222

Appendix A, 319–22

Appendix B, 323

asset accounts, 243

Asset Register, 13. See also Asset Register Manual

analysis codes, 221

asterisk fill, 279

asterisks, 267

audit rates, 18, 67, 68

auditing, 28

authorisation levels, 54, 242

auto-entry, 73–81

consolidation, 243

file format, 319–22

interface definitions, 286–91

report, 74, 80, 299

numbers, 77

Auto-Entry Batch Creation Window, 81

Auto-Entry Print Options Window, 79

Auto-Entry Sources Window, 76

Auto-Entry Window and Options Menu, 78

automatic allocation of batch ids, 226

automatic transfers. See auto-entry

B
B2 format, 288

balance account, 289

balance sheet

account groups, 239, 243

statements, 191–95, 259, 268, 304

balances, 15, 16

base currency, 19, 47, 66–68

batches, 51

print batch in, 59

statements, 193, 285

value of foreign currency transactions, 68

Basic Functions, 33–43

batch creation, 21

batch currency, 52

Batch Detail Entry Window, 49

Batch Options Menu, 58

Batch Print Options Menu, 59

Batch Selection for Printing Window, 201

Batch Selection Window, 60

batches, 47–72

copy, 61

enquiry, 105–7

header details, 50

ids, 50, 219, 226

journals, 53

maximum number of journals, 226

options, 58

post, 58, 69, 81, 289

print, 59, 297, 307

status, 50

types, 51

blank status, 156

blank when zero, 279

BOS format, 288

brackets, 279

Btrieve, 13, 28, 215

Budget Copy Facility Window, 93

budget listing, 203–4, 308

Budgeting Options Menu, 90

Budgeting/ Forecasting Options Menu, 83

budgets, 15, 27, 82–97

enquiries, 136, 147

enter bottom up, 89

enter top down, 84

export, 172

import, 178

periodic profiles, 253–54

print, 203–4, 205–6, 308, 309

print on statements, 275

usual signs, 239

zeroise, 90

C
calculations on statements, 275, 277

calendar maintenance, 25, 163. See also Installation & Set-up Manual

Cash Manager, 13, 73. See also Cash Manager Manual

Change Sign before Import Window, 180

chart of accounts, 15, 16

maintenance, 240–48

print, 247, 315

Chart of Accounts Listing Window, 247

Chart of Accounts Maintenance Window, 241

C-ISAM, 13, 28, 215

class of account, 243

close financial year, 26, 166–71

close period, 25, 159

Close Period Window, 159

close session, 101

Close Session Confirmation Window, 101

closed status, 156

Column Definition Maintenance Window, 274

Column Layout Selection Window, 192

column layouts, 256, 272–81

print, 281, 317

select when printing statements, 192

Column Template Selection Window, 273

comma separated variables. See CSV

commas, 279

comments

account groups, 239

accounts, 243

profit centres, 234

transactions, 55

companies. See also Installation & Set-up Manual

enquiries, 143–51

enter budgets by, 84

inter-company adjustments, 22, 64, 230

post transactions to, 54

selection, 152, 292

statement lines, 266

company parameters, 217. See also Installation & Set-up Manual

company perfomance enquiry, 143–51

Company Selection Window, 152, 292

comparative reports, 205–6, 309

condensed CR/DR, 186

conditional statement lines, 262

consolidation

auto-entries, 75, 243

statements, 193

trial balance, 190

Contents, 5

contents of columns, 275

contents of statement lines, 262, 266

control accounts, 242

control totals, 52, 70

conventions used in this manual, 4

copy

actuals to forecasts, 95

budgets, 93

to forecasts, 94

column layouts, 273

statements, 260

transactions, 54, 61

Copy Budgets to Forecasts Window, 94

corrections to imported journals, 75

CR/DR format, 186

Credit/Debit Notation Window, 223

Creditors Ledger, 13, 73. See also Creditors Ledger Manual

credits

notation, 55, 223, 279

process lines if, 262

total in batch, 52, 70

cross rates, 66–68

CSV File already Exists Menu, 179

CSV format, 13, 172, 288

currencies, 17–20, 66–68. See also base currency, foreign currencies

decimal precision, 55

statements, 193, 285

transactions, 55

Currency Information Window, 66

currency report, 196–98, 305

Currency Report Options Window, 197

current daybook number, 99, 100

Current Financial Year Batches Window, 105

current session batches, 49

customer classifications, 221

D
data export to host, 172–76

data import from host, 177–82

data/register, 262

database corruption, 25

database generation utility, 215

database rebuild, 170

dates

batch creation, 50

transactions, 54

daybook, 98–100, 298

Daybook Number Update Window, 100

Daybook Report Window, 98

debits

notation, 55, 223, 279

process lines if, 262

total in batch, 52, 70

Debtors Ledger, 13, 73. See also Debtors Ledger Manual

decimal places, 28

currencies, 17, 55

printing on statements, 278

decimal precision of currencies, 17, 55

default company id, 51

Default Periodic Profile Window, 229

delete, 40

account groups, 238

accounts, 242

analysis categories, 221

auto-entry file, 290

batches, 50, 58

column layouts, 272

columns, 275

CSV file, 182

financial years, 170

interface definitions, 287

journals, 53

period, 162

periodic profiles, 254

profit centre profiles, 250

profit centres, 233

standard statement definitions, 283

statement line contents, 267

statement lines, 262

statements, 259

transactions, 162

Delete Period Transactions Window, 162

delete status, 50

Delete the CSV File Window, 182

deleted status, 156

deletion delay, 290

derived field calculation, 277

detailed statements, 193

disable

accounts for profit centres, 234

profit centres for accounts, 245

display. See also enquiries

exchange rates, 18, 106, 116, 127

report, 42

distribution parameters, 217. See also Installation & Set-up Manual

dollar signs, 279

double columns on statements, 278

E
EC analysis, 213

EC sales, purchases & acquisitions, 56

enable

accounts for financial year, 169

accounts for profit centres, 234

profit centres for accounts, 245

Enable Account Postings Window, 169

Enable/Disable Accounts for current Profit Centre Window, 234

Enabled Profit Centres Window, 245

end of year, 26, 166–71

enquiries, 38, 103–51

account, 108–20

account group, 131–42

company performance, 143–51

exchange rate formats, 18

journal, 105–7

overview, 29

pop-up, 38

profit centre, 121–30

Enquiry Options Menu

account enquiry, 109

account group enquiry, 133

company performance enquiry, 144

profit centre enquiry, 122

Enter Profiles Window, 86

errors, 41

posting batches, 70, 72

escudo, 17

euro, 18. See also master currencies

examples

period range entries, 277

valid print formats, 280

wild card usage, 267

exchange gain & loss, 24

Exchange Gain/Loss Posting Window, 71

exchange rate tables, 19

exchange rates, 17–20, 66–68

display in enquiries, 106, 116, 127

exiting from a window or menu, 37

expense accounts, 243

export data, 13, 172–76

F
file name, 288, 289

automatic transfers, 77

data export, 176

data import, 179

final VAT reconciliation report, 212

financial periods. See periods. See periods

Financial Statement Columns Window, 281

Financial Statement Maintenance Window, 258

Financial Statement Selection Window, 191

financial statements. See also statements

Financial Year Creation Window, 164

Financial Year Deletion Window, 170

Financial Year Processing Menu, 167

Financial Year Selection Window, 166

financial years. See also years. See also years

fixed rates, 67

floating exchange rates, 66

forecast listing, 203–4, 308

forecasts, 15, 27, 82–97

copy from actuals, 95

copy from budgets, 94

import, 178

print, 203–4, 205–6, 308

print on statements, 275

usual signs, 239

foreign currencies, 17–20, 47, 66–68

copying journals, 61

enquiries, 115, 126, 135, 146

journals, 21, 47, 51, 74

daybook, 98

enquiries, 116, 127

posting, 71

print batch in, 59

report, 196–98, 305

statements, 193, 285

Foreign Currency Analysis Window

account enquiry, 115

account group enquiry, 135

company performance enquiry, 146

profit centre enquiry, 126

format

account codes, 242, 291

account group codes, 219, 239

auto-entry file, 288

batch ids, 219

exported data, 172

figures on statements, 279

profit centre codes, 234

Format Options Menu, 60, 79, 188

function key use, 43

G
G2 format, 288

general journals, 21, 47, 51

General Ledger Print Options Window, 193, 208, 283

General Ledger report, 207–10, 310

General Ledger System Parameters Menu, 217

General Ledger Title Window, 230

General Ledger Transaction Analysis Window, 57

account enquiry, 119

account group enquiry, 140

profit centre enquiry, 130

general statements, 199, 259

Global 2000 Format Options Window, 186

Global 2000 Interface Account Code Format Window, 291

Global 2000 Nominal Ledger, 185

Global 3000 Interface File Deletion Control Window, 290

Global 3000 Report Format Options Window, 187

Global Integrator, 13, 172, 177. See also Global Integrator Manual

Global System Manager (GSM). See also Global System Manager Manual

commands, 36

Group Balances Window

account group enquiry, 132

company performance enquiry, 143

GUI (graphical user interface), 35

buttons, 43

H
hardware compatibility, 28

header details, 50

headings on statement columns, 280

help, 37

historical comparisons, 16

history, 16, 28

I
if, 262

import data, 177–82. See also auto-entry

Import File Type Menu, 177

income accounts, 243

increment number of daybook, 100

Individual Account Maint Menu, 240

individual accounts, 240–48

insert mode, 39

inspect report, 42

Installation & Set-up Manual, 4

integer only operation, 28, 228

auto-entries, 75

entering transactions, 52, 55

profit centre profiles, 57

Integer Only Operation Window, 227

Integrator. See Global Integrator

Inter-Company Adjustments Window, 64

inter-company trading adjustments, 22, 64

account, 230

interface definitions, 286–91

Interface File Definition Window, 287

Interface File Selection Window, 175, 178

interfaces, 13

invalid journals, 74

invoke program, 172

is null valid reply, 244

Items to Extract Menu, 172

ITG format, 288

J
journal batch proof listing, 201–2, 307

journal enquiry, 105–7

Journal Entry Window, 53

Journal Lines per Batch Window, 226

Journal Selection Window, 62

journals. See also transactions

maximum number in batch, 226

L
Landed Costs, 13. See also Landed Costs Manual

last transfer, 77, 179

left column, 263

length of account codes, 242, 291

letter for printer control, 283

liability accounts, 243

line advance, 264

Line Contents Definition Window, 266

lines on statements, 255, 261–71

print, 271

select when printing statement, 191

spacing, 264

validate, 270

lire, 17

lock period, 161

Lock Selected Period Window, 161

locked status, 156

M
main menus, 36

Maintain/Print Options Menu, 232

Management Reports Menu, 199

management reports option, 199–200

manual allocation of batch ids, 226

manual conventions, 4

master currencies, 17–20

maximum number of journals, 226

maximum width format, 60

menus, 36

merge format, 172

messages, error, 41

mis-postings account, 230

modes in Global 3000 software, 37

Modify Account Group Window, 246

module-specific parameters, 217

move entries, 262

moving through a list, 39

multi‑company, 15, 22

multi-currency operation, 17–20

multi-part exchange rates, 18, 67

N
narratives

print on daybooks, 99

print on statements, 276

transactions, 55

net account group totals, 190

new page, start each batch on, 99

next transfer file name, 77

Nominal Ledger, 185

non-EC sales & purchases, 56

non-printing statement lines, 263

non-zero, process if, 262

normal procedure for batch entry, 48

normal signs

budgets and forecasts, 239

statement lines, 265

notation, 55, 223

statements, 279

number of period closures, 156

O
ODBC, 13

on-line postings, 22, 73

open financial period, 157

open financial year, 163–65

open status, 50, 156

operator id, 50

overall exchange rates, 18

Overview, 11–32

P
partial wild cards, 267

passwords for financial years, 169

Payroll, 13. See also Global Payroll Manual

percentages, 277

change budget by, 88, 92

print on statements, 263, 276

uplift copied budget by, 94

period and year end, 153–82

period end report, 159, 301

Period Selection Window

currency report, 196

data export to host, 173

data import from host, 180

General Ledger report, 207

transaction entry, 48

Periodic Analysis Window

account enquiry, 110

account group enquiry, 134

company performance enquiry, 145

profit centre enquiry, 123

periodic balances, 15

enquiries, 110, 124, 134, 146

Periodic Budget Comparison Window

account group enquiry, 136

company performance enquiry, 147

Periodic Profile Maintenance Window, 253

periodic profiles, 86, 88, 92, 94, 253–54

default, 229

periods, 25, 155–62

print selected period in statement title, 194

printing on statements, 276

selection, 48, 173, 180, 196, 207

VAT reconciliation reports, 212

Please Confirm Posting Required Window, 69

POP, 13. See also POP Manual

pop-up enquiries, 38

post batches, 23, 58, 69

auto-entries, 75, 81, 289

foreign currency, 71

posted status, 51, 156

postings from other modules, 13, 73

preview statement columns, 280

preview statements, 260

previous years

copy budgets, 93

enquiry, 137, 148

print, 41, 42. See also reports

account groups, 237, 247, 314

batches, 59, 297, 307

budgets, 203–4, 205–6, 308

chart of accounts, 247, 315

column layouts, 281, 317

forecasts, 203–4, 205–6, 308

profit centres, 232, 313

special stationery, 42

statement definitions, 271, 316

statements, 257

width formats, 60

Print Options Window, 41

printer control letter, 283

Prior Year Comparison Window

account group enquiry, 137

company performance enquiry, 148

Proceed with Copying Window, 63

profiles, 22

periodic, 86, 88, 92, 94, 253–54

default, 229

profit centres, 86, 249–52

transaction entry, 57, 65

profit and loss

account groups, 239

accounts, 243

close of year balances, 230

lines on balance sheet, 268

statements, 191–95, 259

printed example, 306

Profit Centre Analysis Window

account enquiry, 113

company performance enquiry, 149

Profit Centre Budgets Window, 91

Profit Centre Details Window, 233

profit centre enquiry, 121–30

profit centre maintenance, 232–35

Profit Centre Profile Detail Maintenance, 251

Profit Centre Profile Header Maintenance, 249

profit centre profiles, 86, 249–52

select for transactions, 65

transactions generated by, 57

Profit Centre Selection Window, 89

account group enquiry, 131

budget maintenance, 89

Profit Centre/Account Balances Window, 121

profit centres, 15

budgets, 87

enable and disable, 245

enquiries, 121–30

enter budgets by, 89

maintain, 232–35

post transactions to, 54

print, 232, 313

profiles, 57, 65, 86, 249–52

statement lines, 266

program codes, 323

program, invoke after export, 172

progress window for statement printing, 195

Project Ledger, 13, 23, 73. See also Project Ledger Manual

Purchase Order Processing. See POP

purchases, EC, 56

R
Range Selection Window, 174

Readers' Comments, 335

rebalancing of ledger when changing account group of account, 246

rebuild databases, 170

reconciliation between modules, 28

red-ink corrections, 24, 55, 224

Reference Information Window, 224

registers for statements, 264

re-import file, 179

re-open financial year, 168

re-open period, 157

report generator, 191–95, 199–200

overview, 30

statement definitions, 255–85

Report Sequence Menu, 80

Report Specification Window

budget and forecast listing, 203

comparative reports, 205

reports, 183–213. See also report generator

display and inspect, 42

exchange rate formats, 18

overview, 29–32

printed examples, 295–317

reprint

auto-entry reports, 78

daybooks, 99

period end report, 157, 160

Reprint Period Window, 160

reselect company, 152, 292

restrict enquiry by transaction analysis, 118, 129, 140

retained earnings account, 230

reversal journals, 21, 51

reverse sign

when copying journals, 63

when importing budgets and forecasts, 180

right column, 263

Right Justification Window, 219

rounding

currency conversions, 18

when transferring to integer only, 229

Rounding Suspense Account Window, 228

rounding when transferring to integer only, 228

S
SAA-style main menus, 36

Sales Order Processing. See SOP

sales representatives, 221

sales, EC, 56

Sample Reports, 295–317

scaling figures on statements, 278

schedule for statement lines, 194, 264

search, 38

search button, 38

select

company, 152, 292

period, 48, 173, 180, 196, 207

Select Profit Centre Profile Window, 64

selecting an entry from a list, 39

Selective Transactions Window

account enquiry, 118

account group enquiry, 139

profit centre enquiry, 129

sequence of lines, 261

sequences

auto-entry reports, 80

end of period report, 159

transaction numbers, 54, 164

transfer files, 289

session, close, 101

signed notation, 223

signs

budgets and forecasts, 239

reverse when copying journals, 63

reverse when importing data, 180

statement lines, 265

single columns on statements, 278

single currency journals, 47, 52

SOP, 13. See also SOP Manual

source id, 77, 175, 179, 288

source of batch, 50

Speedbase Presentation Manager, 215

spool printer control letter, 283

spooler, 42

spot rates, 66–68

spreadsheets, 13

standard accounting notation, 223

Standard Accounts Window, 230

standard data  format (SDF), 172

Standard Statement Description Window, 282

Standard Statement Selection Window, 200

standard statements, 200, 282

Standard Statements Selection Menu, 282

standard width format, 60

standing journals, 21, 47, 51, 69

number of periods, 51

statement definitions, 255–85

print, 316

Statement Definitions Menu, 257

Statement Format Options Menu, 260

Statement Line Format Template Window, 259

Statement Line Maintenance Window, 261

Statement Print Confirmation Window, 271

statements, 191–95, 199–200, 255

accounts & account groups, 236

columns, 256, 272–81

print, 281

lines, 255, 261–71

print, 271

preview, 260

printing, 257

validate, 270

stationery, 42

status

batches, 50

financial years, 293

periods, 156

Stock Control, 13, 80. See also Stock Control Manual

stock locations, 221

structural overview of General Ledger, 15

structure of this manual, 3

sub-currencies, 17–20

suspense account, 230, 289

symbol for currency, 285

system maintenance, 215–93

system parameters, 217–31. See also Installation & Set-up Manual

T
tax class, 56, 211

accounts, 243

territories, 221

titles

batch, 50, 81

consolidated statements, 194

financial years, 164, 169, 293

General Ledger, 231

totals

batches, 52, 70

statements, 264

transaction analysis, 24, 57

account enquiry, 118, 119

account group enquiry, 139, 140

define categories, 220–23

define categories for accounts, 244

profit centre enquiry, 129, 130

Transaction Enquiry Menu

account enquiry, 111

account group enquiry, 139

profit centre enquiry, 124

Transaction Entry, 47–72

transaction entry currency, 55

transactions, 21. See also journals

analysis codes, 57

copy, 61

enquiry, 105–7

entry, 53

numbers, 54, 164

Transactions for Account Window, 117

Transactions for Period Window

account enquiry, 112

profit centre enquiry, 125

Transactions for Profit Centre Window, 114

Transactions for Profit Centre/Account Window, 128

Transactions in Batch Window, 106

Transactions in Foreign Currency Window

account enquiry, 116

profit centre enquiry, 127

Trial Balance Print Options Window, 189

trial balance report, 185–90, 302

Trial Balance Report Format Menu, 185

tutorial. See Installation & Set-up Manual

types

account groups, 239

accounts, 243

batches, 51

statements, 259

U
underlining on statements, 265

units, 16

account groups, 239

accounts, 243

print on statements, 275

transaction entry, 54

transfer file, 77

trial balance, 186

unposted batches, 156

user defined reports, 30

usual signs

budgets and forecasts, 239

statement lines, 265

V
valid tax class settings, 211

validation

statements, 270

transaction analysis codes, 244

Validation Window, 270

variances, 70

in batch totals, 52

print on statements, 275, 277

VAT reconciliation report, 32, 56, 211–13

printed example, 311

tax class, 243

VAT Reconciliation Report Window, 212

view. See also display, enquiries

profit centre profiles, 65

W
warning messages, 41

width

column formats, 273

reports, 60

statement columns, 280

wild cards, 267

window processing modes, 37

withdrawal of sub-currency, 19

Y
years, 25

end, 26

previous

copy budgets, 93

enquiry, 137, 148, 149

Z
zero fill, 279

zero, blank when, 279

zeroise budgets, 90




Readers’ Commentsxe "Readers' Comments"
Please use this form to note any errors or omissions you find in this manual. Attach it to a standard fax form and fax it to the Global Hotline on 0171-404 2378.

Manual: Global 3000 General Ledger Manual Version 4.5

Your name: 

Job Title:

Company:

Address:



Please describe the problem:
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Global 3000 General Ledger                           DAYBOOK      7                                  Operator    PWN   Page        1


                                                 CURRENT PERIOD POSTINGS


                                                                                                     Date 24 Nov 1998  Time 12.25.36





 Financial Year 1998  Period  3





 Batch    5    Daybook      7              Date 14/11/98    Title Sales Order Processing                Batch type J (Journal )


               Operator PETE               Source ST        Batch Currency STR                          Status     POSTED





  Item no Co PC   Account      Date  Narrative                    Tax Class              Debit                  Credit     Units





      868 A1 STH  B1002      15/03/98 Direct Order Entry                              6,000.00                              1000


      869 A1 STH  R1004      15/03/98 Direct Order Entry                                                     6,000.00      -1000


      870 A1 MID  O1006      17/03/98 Enter Pick Results                              5,344.08                              4641


      871 A1 MID  O1000      17/03/98 Enter Pick Results                                                       330.92        -21


      872 A1 MID  O1001      17/03/98 Enter Pick Results                                                     1,362.75       -600


      873 A1 MID  O1003      17/03/98 Enter Pick Results                                                     2,444.80      -4000


      874 A1 MID  O1004      17/03/98 Enter Pick Results                                                     1,205.61        -20


      875 A1 STH  O1006      17/03/98 Enter Pick Results                              3,162.75                              4300


      876 A1 STH  O1003      17/03/98 Enter Pick Results                                                     2,490.00      -4000


      877 A1 STH  O1001      17/03/98 Enter Pick Results                                                       672.75       -300





                                                                        ---------------------- ---------------------- ---------


                    Control Total:                       0.00                        14,506.83              14,506.83         0





 -------------------------------------------------- End of Batch (1998/ 3)    5 ----------------------------------------------------





 Financial Year 1998  Period  3





 Batch   13    Daybook      7              Date 26/03/98    Title Italian Lire Batch                    Batch type C (Currency)


               Operator AMF                Source GL        Batch Currency STR                          Status     POSTED





  Item no Co PC   Account      Date  Narrative                    Tax Class              Debit                  Credit     Units





      971 A1 MID  P1002      26/03/98 Cheque no:126004                                                       2,889.13


                                      Ref: P81290


      972 A1 MID  P1002      26/03/98 Cheque no:126005                                                       2,511.36


                                      P. Funchal


      973 A1 MID  P1002      26/03/98 Cheque no:126006                                                         425.53


                                      Ref: VTY7896


      974 A1 MID  R1000      26/03/98 Sundry Payments                                 5,826.02





                                                                        ---------------------- ---------------------- ---------


                    Control Total:                       0.00                         5,826.02               5,826.02         0





 -------------------------------------------------- End of Batch (1998/ 3)   13 ----------------------------------------------------





  UNPOSTED BATCHES


  ----------------


  Batch    6 is still OPEN. Please see a later daybook for details.     (Financial Year: 1998   Period:  3)





  Batch   12 is still OPEN. Please see a later daybook for details.     (Financial Year: 1998   Period:  3)





 


                                                        ** End of Report **


�
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                                                        BATCH PRINT


                                                                                                     Date 24 Nov 1998  Time 12.18.26





 Financial Year 1998  Period  3





 Batch:    5    Daybook :      0     Date:   14/11/98     Title: Sales Order Processing                Batch-type: J (Journal )


                Operator: PETE       Source: ST           Batch Currency: STR                          Status:     OPEN





        Item no  CO  PC    Account      Date     Narrative                                 Debit         Credit        Units





            868  A1  STH   B1002      15/03/98   Direct Order Entry                     6,000.00                       1,000


            869  A1  STH   R1004      15/03/98   Direct Order Entry                                    6,000.00       -1,000


            870  A1  MID   O1006      17/03/98   Enter Pick Results                     5,344.08                       4,641


            871  A1  MID   O1000      17/03/98   Enter Pick Results                                      330.92          -21


            872  A1  MID   O1001      17/03/98   Enter Pick Results                                    1,362.75         -600


            873  A1  MID   O1003      17/03/98   Enter Pick Results                                    2,444.80       -4,000


            874  A1  MID   O1004      17/03/98   Enter Pick Results                                    1,205.61          -20


            875  A1  STH   O1006      17/03/98   Enter Pick Results                     3,162.75                       4,300


            876  A1  STH   O1003      17/03/98   Enter Pick Results                                    2,490.00       -4,000


            877  A1  STH   O1001      17/03/98   Enter Pick Results                                      672.75         -300





                                                                                  -------------- --------------  ------------


                                                 Control Total:            0.00        14,506.83      14,506.83            0





--------------------------------------------------- End of Batch (1998/ 3)    5 ----------------------------------------------------








                                                       *** End of Report ***
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                                                      AUTO-ENTRY REPORT


                                                          DETAILED                                   Date 24 Nov 1998  Time 12.32.31








  Auto-Entry Audit Report No.      6        Date of Transfer 24/11/98   at 12.32.23    by PWN      From Interface File  GLXCL007


                                            Interface Source CL      Title Global 3000 Creditors Ledger       Sequence  BATCH/ITEM








  Batch   16       Title Global 3000 Creditors Ledger        Year 1998     Period  3     Type J     Currency          Status O


GL Trans  General Ledger    Source System                                       Order No.      Amount            Currency Amt


    Number  Co/Pc  /Account    Batch/Item   Date   Narrative                      Reference       CR/DR      Units        CR/DR Curr


    ------  ---------------    ----------   ----   ---------                      ---------       -----      -----        ----- ----


       980 A1/STH /C1003          35/0002 26/03/98                                              1500.00D


                                                                                  INV09643


       981 A1/STH /C1004          35/0001 26/03/98                                               157.00D


                                                                                  AI974165


       982 A1/STH /P1000          31/     15/03/98 PAYMENT   Unallocated payments              32832.62C


       983 A1/STH /P1000          32/     31/03/98 PAYMENT   Electricity Bills                  6000.00C


       984 A1/STH /P1000          33/     31/03/98 PAYMENT   Stationery Supplies               35000.00C


       985 A1/STH /P1000          34/     31/03/98 PAYMENT   Sundry Payment                     3000.00C


       986 A1/STH /P1000          37/     31/03/98 PAYMENT   AUTOPAY RUN    1                   4700.00C


       987 A1/STH /R1000            /     31/03/98                                              1946.97C


       988 A1/STH /R1000            /     31/03/98                                             82707.62D


       989 A1/STH /R1003          36/0001 26/03/98                                              1000.00C


                                                                                  CN/00065


       990 A1/STH /S1001          35/0001 26/03/98 Input Tax Account                              27.47D


                                                   Standard VAT Rate              AI974165


       991 A1/STH /S1001          35/0002 26/03/98 Input Tax Account                             262.50D


                                                   Standard VAT Rate              INV09643


       992 A1/STH /S1001          36/0001 26/03/98 Input Tax Account                             175.00C


                                                   Standard VAT Rate              CN/00065


                                                                                           ------------  ---------


  Batch   16 Totals                                             Total Debits                   84654.59          0


                                                                Total Credits                  84654.59


                                                                                           ============  =========








                                                       *** End of Report ***


�
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                                                      AUTO-ENTRY REPORT


                                                          DETAILED                                   Date 24 Nov 1998  Time 12.37.49








  Auto-Entry Audit Report No.      6        Date of Transfer 24/11/98   at 12.32.23    by PWN      From Interface File  GLXCL007


                                            Interface Source CL      Title Global 3000 Creditors Ledger       Sequence  REFERENCE








  Batch   16       Title Global 3000 Creditors Ledger        Year 1998     Period  3     Type J     Currency          Status O


GL Trans  General Ledger    Reference                                                          Amount            Currency Amt


    Number  Co/Pc  /Account   Order No.  Date   Narrative                       Batch/Item        CR/DR      Units        CR/DR Curr


    ------  ---------------   ---------  ----   ---------                       ----------        -----      -----        ----- ----


       980 A1/STH /C1003      INV09643 26/03/98                                    35/0002      1500.00D


       981 A1/STH /C1004      AI974165 26/03/98                                    35/0001       157.00D


       982 A1/STH /P1000               15/03/98 PAYMENT   Unallocated payments     31/         32832.62C


       983 A1/STH /P1000               31/03/98 PAYMENT   Electricity Bills        32/          6000.00C


       984 A1/STH /P1000               31/03/98 PAYMENT   Stationery Supplies      33/         35000.00C


       985 A1/STH /P1000               31/03/98 PAYMENT   Sundry Payment           34/          3000.00C


       986 A1/STH /P1000               31/03/98 PAYMENT   AUTOPAY RUN    1         37/          4700.00C


                                                                                           ------------  ---------


                                                Credits for Reference                          81532.62          0


       987 A1/STH /R1000               31/03/98                                      /          1946.97C


       988 A1/STH /R1000               31/03/98                                      /         82707.62D


       989 A1/STH /R1003      CN/00065 26/03/98                                    36/0001      1000.00C


       990 A1/STH /S1001      AI974165 26/03/98 Input Tax Account                  35/0001        27.47D


                                                Standard VAT Rate


       992 A1/STH /S1001      CN/00065 26/03/98 Input Tax Account                  36/0001       175.00C


                                                Standard VAT Rate


       991 A1/STH /S1001      INV09643 26/03/98 Input Tax Account                  35/0002       262.50D


                                                Standard VAT Rate


                                                                                           ------------  ---------


  Batch   16 Totals                                             Total Debits                   84654.59          0


                                                                Total Credits                  84654.59


                                                                                           ============  =========








                                                       *** End of Report ***


�
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                                                      AUTO-ENTRY REPORT


                                                           DETAILED                                  Date 24 Nov 1998  Time 12.35.22








  Auto-Entry Audit Report No.      6        Date of Transfer 24/11/98   at 12.32.23    by PWN      From Interface File  GLXCL007


                                            Interface Source CL      Title Global 3000 Creditors Ledger       Sequence  ORDER NUMBER








  Batch   16       Title Global 3000 Creditors Ledger        Year 1998     Period  3     Type J     Currency          Status O


GL Trans  General Ledger    Order No.                                                          Amount            Currency Amt


    Number  Co/Pc  /Account   Reference  Date   Narrative                       Batch/Item        CR/DR      Units        CR/DR Curr


    ------  ---------------   ---------  ----   ---------                       ----------        -----      -----        ----- ----


       980 A1/STH /C1003               26/03/98                                    35/0002      1500.00D


                              INV09643


       981 A1/STH /C1004               26/03/98                                    35/0001       157.00D


                              AI974165


       982 A1/STH /P1000               15/03/98 PAYMENT   Unallocated payments     31/         32832.62C


       983 A1/STH /P1000               31/03/98 PAYMENT   Electricity Bills        32/          6000.00C


       984 A1/STH /P1000               31/03/98 PAYMENT   Stationery Supplies      33/         35000.00C


       985 A1/STH /P1000               31/03/98 PAYMENT   Sundry Payment           34/          3000.00C


       986 A1/STH /P1000               31/03/98 PAYMENT   AUTOPAY RUN    1         37/          4700.00C


                                                                                           ------------  ---------


                                                Credits for Order No.                          81532.62          0


       987 A1/STH /R1000               31/03/98                                      /          1946.97C


       988 A1/STH /R1000               31/03/98                                      /         82707.62D


       989 A1/STH /R1003               26/03/98                                    36/0001      1000.00C


                              CN/00065


       990 A1/STH /S1001               26/03/98 Input Tax Account                  35/0001        27.47D


                              AI974165          Standard VAT Rate


       991 A1/STH /S1001               26/03/98 Input Tax Account                  35/0002       262.50D


                              INV09643          Standard VAT Rate


       992 A1/STH /S1001               26/03/98 Input Tax Account                  36/0001       175.00C


                              CN/00065          Standard VAT Rate


                                                                                           ------------  ---------


                                                Debits for Order No.                             289.97          0


                                                Credits for Order No.                            175.00          0


                                                                                           ------------  ---------


  Batch   16 Totals                                             Total Debits                   84654.59          0


                                                                Total Credits                  84654.59


                                                                                           ============  =========








                                                       *** End of Report ***


�
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                                                                  PERIOD-END REPORT


Year/Period 1998    /03 (31/03/98)     Sequence    1                                                 Date 24 Nov 1998  Time 12.43.35


Batch Summary for Company A1                                                                          Currency STR





Btch Title                            Jnls           Total-Debits          Total-Credits Total-Units


---- ------------------------------  ----- ---------------------- ---------------------- -------------


   1 Autopost invoices - Creditors      30             108,224.47             108,224.47


   2 Autopost invoices - Debtors        28             108,634.64             108,634.64      35,046


   3 Sales Order Processing             28             133,726.60             133,726.60


   4 Accounting Period  3/1993          18              94,555.26              94,555.26


   5 Sales Order Processing             10              14,506.83              14,506.83


   6 Sales Order Processing              4              45,955.78              45,955.78


  11 Global 3000 Stock                  14               1,806.15               1,806.15


  12 Global 3000 Stock                  12              12,719.82              12,719.82


  13 Italian Lire Batch                  4               5,826.02               5,826.02               {          13,691,156.00 LIR}


  14 Foreign Currency Journal            4              36,003.65              36,003.65


  16 Global 3000 Creditors Ledger       13              84,654.59              84,654.59


---- ------------------------------  ----- ---------------------- ---------------------- -------------


Total Postings for company A1...       165             646,613.81             646,613.81      35,046


==========================================================================================================





=================================================================================================================================


Batch:    1          Source  : CL         Title: Autopost invoices - Creditors          Batch-type: J        (Journal       )


                     Operator: MH         Date : 15/03/98                               Remaining-periods:


=================================================================================================================================





Account-ID  CO   PC   No/Date   Narrative                                   Debit-Amt              Credit-Amt       Units


----------  --  ----  --------  ------------------------------ ----------------------  ---------------------- -------------


R1002       A1  MID        655  PI000052 Antec Typecart 100                  3,344.00


                      07/03/98  antinv7/3


R1002       A1  MID        656  PI000052 Antec Toner Cartridge               6,028.04


                      07/03/98  antinv7/3


R1002       A1  MID        657  PI000055 ETcart ET 221                       3,030.30


                      12/03/98  olinv828


R1002       A1  MID        658  PI000055 Typecart ET 111                     5,094.89


                      12/03/98  olinv828


R1002       A1  MID        659  PI000055 Oliffe Typecart ET 11               5,094.89


                      12/03/98  olinv828


R1002       A1  MID        660  PI000055 Oliffe ETcart ET 221                3,030.30


                      12/03/98  olinv828


R1002       A1  MID        661  PI000054 Myelars Systemtray -               16,088.96


                      12/03/98  myinv938


R1002       A1  MID        662  PI000054 Myelars Systemtray -               16,088.96


                      12/03/98  myinv938


R1002       A1  MID        663  PI000057 Wallets for Ass. colo                 195.00


                      12/03/98  grein837


R1002       A1  NTH        664  PI000056 Status Highlighter -                2,999.50


                      12/03/98  stainv948


R1002       A1  NTH        665  PI000056 Status Highlighter -                2,999.50


                      12/03/98  stainv948


R1002       A1  NTH        666  PI000060 Galaxy Highlighter -                6,225.00


                      12/03/98  uniinv938
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                                                      FINANCIAL YEAR 1998


Company A1 Standext Systems Ltd                    PERIOD  3 ENDING 31/03/98                         Date 24 Nov 1998  Time 12.48.50


Account ID  Account Title                             Opening Balance    Period Amount  Closing Balance  Period Units  Closing Units


A1000       Sales - Projectors                             196,122.04CR      10,519.88CR     206,641.92CR         346          2,072


A1001       Sales - Highlighters                           395,602.97CR      15,566.69CR     411,169.66CR      21,000        467,000


A1002       Sales - Filing Trays                           300,623.28CR      37,842.67CR     338,465.95CR       9,200         68,000


A1003       Sales - Accessories                            146,485.66CR      29,985.31CR     176,470.97CR       4,500         18,497


B1000       Cost of Sales - Projectors                      12,332.68         4,576.78        16,909.46           346          2,072


B1001       Cost of Sales - Highlighters                   271,555.60        12,831.71       284,387.31        20,900        466,900


B1002       Cost of Sales - Filing Trays                   157,353.55        32,047.84       189,401.39        10,200         69,000


B1003       Cost of Sales - Accessories                     57,409.80        23,346.98        80,756.78         4,500         18,497


K1001       Depreciation - Motor Vehicles                    1,566.00             0.00         1,566.00             0              0


K1002       Depreciation - Computer Equip                      230.00             0.00           230.00             0              0


K1003       Depreciation - Fix & Fittings                    1,854.00             0.00         1,854.00             0              0


N1000       Buildings at cost                              220,000.00             0.00       220,000.00             0              0


N1001       Buildings - Accumulated Deprec                  57,040.00CR           0.00        57,040.00CR           0              0


N2000       Computer Equipment at Cost                      47,000.00             0.00        47,000.00             0              0


N2001       Comp Equip - Accumulated Depr'                  11,266.00CR           0.00        11,266.00CR           0              0


N3000       Fixtures & Fittings at Cost                     38,150.00             0.00        38,150.00             0              0


N3001       Fix' & Fitt' - Accumulated Dep                  13,930.00CR           0.00        13,930.00CR           0              0


N4000       Motor Vehicles at Cost                          55,640.00             0.00        55,640.00             0              0


N4001       Motor Veh' - Accumulated Dep'                   26,314.00CR           0.00        26,314.00CR           0              0


O1000       Stock on Hand - Projectors                      11,896.00         2,715.79        14,611.79            -8             -1


V1000       Bank Loans                                      13,600.00CR           0.00        13,600.00CR           0              0


V1001       Lease Creditors                                 43,050.00CR           0.00        43,050.00CR           0              0


W1000       Ordinary Share Capital                         300,000.00CR           0.00       300,000.00CR           0              0


W1001       Preference Share Capital                        50,000.00CR           0.00        50,000.00CR           0              0


W2000       Reserves                                        12,200.00CR           0.00        12,200.00CR           0              0


X1000       Retained Earnings                              651,455.00CR           0.00       651,455.00CR           0              0


                                                       ==============   ==============   ==============   ===========    ===========


Ledger Totals for Period Ending 31/03/98 - Company A1            0.00             0.00             0.00        35,046        555,569














                                                       *** End of Report ***


�
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                                                       FINANCIAL YEAR 1998


Company A1 Standext Systems Ltd                    PERIOD   3 ENDING 31/03/98                        Date 24 Nov 1998  Time 12.51.49


Profit Centre STH London Office





                             To End of Previous Period  -----Current Period-----  ------Total to Date-----  ----Current Balance-----


Account ID  Account Name            Debit       Credit        Debit       Credit        Debit       Credit        Debit       Credit


====================================================================================================================================


A1000       Sales - Projecto                  65538.76                   5276.75                  70815.51                  70815.51


A1001       Sales - Highligh                 137618.72                   7778.94                 145397.66                 145397.66


A1002       Sales - Filing T                  67558.34                  11214.96                  78773.30                  78773.30


A1003       Sales - Accessor                  35627.61                   7253.05                  42880.66                  42880.66


------------------------------------------------------------------------------------------------------------------------------------


 1000       Sales                    0.00    306343.43         0.00     31523.70         0.00    337867.13         0.00    337867.13


====================================================================================================================================


B1000       Cost of Sales -       4609.89                   2261.80                   6871.69                   6871.69


B1001       Cost of Sales -      87583.40                   6202.40        59.99     93785.80        59.99     93785.80        59.99


B1002       Cost of Sales -      29638.24                  13433.76                  43072.00                  43072.00


B1003       Cost of Sales -       7042.69                   5423.18                  12465.87                  12465.87


------------------------------------------------------------------------------------------------------------------------------------


 1100       Cost of Sales       128874.22         0.00     27321.14        59.99    156195.36        59.99    156195.36        59.99


====================================================================================================================================


C1000       Rent                  7000.00                                             7000.00                   7000.00


C1002       Office Cleaning       2200.00                                             2200.00                   2200.00


C1003       Security              2430.00                   1500.00                   3930.00                   3930.00


C1004       Sundry Office Ex       669.00                    157.00                    826.00                    826.00


C1005       Purchase ledger      16320.32                                            16320.32                  16320.32


------------------------------------------------------------------------------------------------------------------------------------


 1200       General Overhead     28619.32         0.00      1657.00         0.00     30276.32         0.00     30276.32         0.00


====================================================================================================================================


F1000       Stationery             848.00                                              848.00                    848.00


F1001       Computer Consuma       754.00                                              754.00                    754.00


F2000       General Insuranc      6650.00                                             6650.00                   6650.00


F2001       Professional Ins      3496.00                                             3496.00                   3496.00


F2002       Motor Insurance       5382.00                                             5382.00                   5382.00


F3000       Office Telephone     12733.55                                            12733.55                  12733.55


------------------------------------------------------------------------------------------------------------------------------------


 1500       Business Expense     29863.55         0.00         0.00         0.00     29863.55         0.00     29863.55         0.00


====================================================================================================================================


====================================================================================================================================


       A1   Standext Systems   4832770.95   4909881.40    362390.93    388894.42   3717909.54   3680178.82   3717909.54   3680178.82


       STH  London Office


* Credit and debit figures for a single profit centre do not necessarily have to balance


====================================================================================================================================


�
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Consolidated Statement: For All Profit Centres, March 1998





Narratve                       Actual                   Actual                   Actual                   Actual


--------                       ------                   Last Year                to Date                  Last Yr


                                                        ---------                -------                  -------





 Fixed Assets


 ------------------------------


 Buildings                          162,960                                           162,960


 Motor Vehicles                      29,326                                            29,326


 Computer Equipment                  35,734                                            35,734


 Fixture & Fittings                  24,220                                            24,220


 Investments





                                ------------------------ ------------------------ ------------------------ ------------------------


 Total Fixed Assets                 252,240                                           252,240





 Current Assets


 ------------------------------


 Debtors                          1,051,946                                           943,312


 Stocks & Work-in-Progress          359,728                                           332,035


 Bank & Cash                        281,948                                           281,948


 Prepayments





                                ------------------------ ------------------------ ------------------------ ------------------------


 Total Current Assets             1,693,622                                         1,557,295





 Current Liabilities


 ------------------------------


 Creditors                          611,360                                           503,135


 Other Creditors                      6,350                                             5,300


 Loan Accounts                       56,650                                            56,650


 PAYE/NI                             41,190                                            41,190


 Accruals & Deferred Income





                                ------------------------ ------------------------ ------------------------ ------------------------


 Total Liabilities                  715,550                                           606,275





                                ------------------------ ------------------------ ------------------------ ------------------------


                                              1,230,312                                         1,203,260


                                ======================== ======================== ======================== ========================





 Represented by


 ------------------------------


 Capital                            350,000                                           350,000


 Profit & Loss                      216,657                                           189,605


 Retained Earnings                  651,455                                           651,455


 Reserves                            12,200                                            12,200





                                ------------------------ ------------------------ ------------------------ ------------------------


                                              1,230,312                                         1,203,260


                                ======================== ======================== ======================== ========================




















 �
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                                                        FINANCIAL YEAR 1998


Company A1 Standext Systems Ltd                      PERIOD  3 ENDING 31/03/98                       Date 24 Nov 1998  Time 12.54.30


Currency  $HK  HongKong Dollar





   Account ID Account Title                                 Opening Balance               Period Amount              Closing Balance





   P1000      Nat West Current Account                                0.00                  478,912.00C                 478,912.00C


                                                   ========================    ========================    ========================





   Totals Period Ending 31/03/98 - Company A1                         0.00                  478,912.00C                 478,912.00C





Currency  $US  United States Dollar





   P1000      Nat West Current Account                                0.00                    4,578.50C                   4,578.50C


                                                   ========================    ========================    ========================





   Totals Period Ending 31/03/98 - Company A1                         0.00                    4,578.50C                   4,578.50C





Currency  DM   Deutschmark





   P1000      Nat West Current Account                                0.00                    5,199.45C                   5,199.45C


                                                   ========================    ========================    ========================





   Totals Period Ending 31/03/98 - Company A1                         0.00                    5,199.45C                   5,199.45C





Currency  LIR  Italian Lire





   P1002      Nat West Lire Account                                   0.00               13,691,156.00C              13,691,156.00C


   R1000      Trade Creditors                                         0.00               13,691,156.00D              13,691,156.00D











                                                       *** End of Report ***


�
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Consolidated Statement: For All Profit Centres, March 1998





Narratve                       Actual P'd    Budget P'd    Variance      Actual Ytd        Budget Ytd    Variance


--------                       ----------    ----------    --------      ----------        ----------    --------








 SALES





 Sales                                93,915       326,112           (71)        1,132,748     1,285,088           (12)


 Cost of Sales                        66,864       113,408            41           565,514       454,812           (24)





                                ------------- ------------- -------------     ------------- ------------- -------------


 Gross Profit                         27,051       212,704           (87)          567,234       830,276           (32)


                                ============= ============= =============     ============= ============= =============





 DIRECT COSTS





 Employee Costs                                     10,278           100           189,684        94,737          (100)


 Cars & Travel                                         792           100             1,867         2,376            21


 Rent and repairs                                   47,839           100            54,831       154,942            65


 Energy Supplies                                     1,644           100            31,656         5,169          (512)


 Marketing & Office Supplies                         5,606           100            68,889        41,073           (68)


 Finance Costs                                       2,375           100                           7,125           100





                                ------------- ------------- -------------     ------------- ------------- -------------


 Total Direct Costs                                 68,534           100           346,927       305,422           (14)





                                ------------- ------------- -------------     ------------- ------------- -------------


 NET PROFIT                           27,051       144,170           (81)          220,307       524,854           (58)


                                ============= ============= =============     ============= ============= =============




















 �
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                                                       FINANCIAL YEAR 1998


                                                    PERIOD  3 ENDING  31/03/98                       Date 24 Nov 1998  Time 12.56.45





  ==================================================================================================================================


  Batch:               Source  :            Title:                                         Batch-type:         (


            1          Operator: CL         Date : Autopost inStatus:- Creditors           End-period:J         Journal )


  ==================================================================================================================================





  Account-ID  CO PCID   No/Date  Narrative                   Tax Class          Debit-Amt              Credit-Amt       Units


  ----------  -- ----   -------- ------------------------------ -- ----------------------  ---------------------- -----------


  R1002       A1  MID        655 PI000052 Antec Typecart 100                     3,344.00


                        07/03/98 antinv7/3


  R1002       A1  MID        656 PI000052 Antec Toner Cartridge                  6,028.04


                        07/03/98 antinv7/3


  R1002       A1  MID        657 PI000055 ETcart ET 221                          3,030.30


                        12/03/98 olinv828


  R1002       A1  MID        658 PI000055 Typecart ET 111                        5,094.89


                        12/03/98 olinv828


  R1002       A1  MID        659 PI000055 Oliffe Typecart ET 11                  5,094.89


                        12/03/98 olinv828


  R1002       A1  MID        660 PI000055 Oliffe ETcart ET 221                   3,030.30


                        12/03/98 olinv828


  R1002       A1  MID        661 PI000054 Myelars Systemtray -                  16,088.96


                        12/03/98 myinv938


  R1002       A1  MID        662 PI000054 Myelars Systemtray -                  16,088.96


                        12/03/98 myinv938


  R1002       A1  MID        663 PI000057 Wallets for Ass. colo                    195.00


                        12/03/98 grein837


  R1002       A1  NTH        664 PI000056 Status Highlighter -                   2,999.50


                        12/03/98 stainv948


  R1002       A1  NTH        665 PI000056 Status Highlighter -                   2,999.50


                        12/03/98 stainv948


  R1002       A1  NTH        666 PI000060 Galaxy Highlighter -                   6,225.00


                        12/03/98 uniinv938


  R1002       A1  NTH        667 PI000060 Galaxy Highlighter -                   6,225.00


                        12/03/98 uniinv938


  R1002       A1  NTH        668 PI000060 Galaxy Highlighter -                   6,225.00


                        12/03/98 uniinv938


  S1001       A1  STH        683 PI000060 VAT                                    4,357.50


                        12/03/98 uniinv938


  R1000       A1  STH        684                                                                       108,224.47


                        15/03/98





  ----------  -- ----   --------------------------------------- -- ----------------------  ---------------------- -----------


  Batch Totals....      Control Total:                108,224.47               108,224.47              108,224.47


  --------------------  ------------------------------------------ ----------------------  ---------------------- -----------
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                                                                                                      Date 24/11/98    Time 12.59.54


FINANCIAL YEAR 1998                                GROUP BUDGET LISTING BY COMPANY





Company A1





Group ID/Title                  Period  1      Period  3      Period  5      Period  7      Period  9      Period 11    Period 13


--------------                     Period  2      Period  4      Period  6      Period  8      Period 10      Period 12  All Periods





1000                             502485CR       326112CR       433350CR       520020CR       585024CR       456491CR          0


Sales                               456491CR       303346CR       260010CR       520020CR       502485CR       326112CR    5191946CR


1100                             178074         113408         140838         169006         190131         163330            0


Cost of Sales                       163330          98588          84504         169006         178074         113408      1761697


1200                              52794          47228          47228          70842          70842          52229            0


General Overheads                    52229          47228          47228          70842          52794          47228       658712


1300                              41494          10278          10278          15417          15417          42965            0


Employee Costs                       42965          10278          10278          15417          41494          10278       266559


1400                               2375           2375           2375           2375           2375           2375            0


Finance Costs                         2375           2375           2375           2375           2375           2375        28500


1500                              14575           4006           8010           6009           6009          14492            0


Business Expenses                    14492           8010           8010          12015          14575           4006       114209


1600                               2115           1644           2349           1881           2115           1410            0


Energy Costs                          1410           1644           1410           1881           2115           1644        21618


1700                               1082            611           1110            639            667            998            0


Repairs & Maintenance                  998           1026            998           1054           1082            611        10876


1800                                792            792            792            792            792            792            0


Cars & Travel                          792            792            792            792            792            792         9504


1900                               3200           1600           3200           1600           1600           3200            0


Marketing Costs                       3200           3200           3200           3200           3200           1600        32000


2000                               1875           1875           1875           1875           1875           1875            0


Depreciation                          1875           1875           1875           1875           1875           1875        22500


3000                                  0              0              0              0              0              0            0


COMPANY A1 TOTAL                 204109CR       142295CR       215295CR       249584CR       293201CR       172825CR          0


                                    172825CR       128330CR        99340CR       241563CR       204109CR       142295CR    2265771CR


GRAND TOTAL                      204109CR       142295CR       215295CR       249584CR       293201CR       172825CR          0


                                    172825CR       128330CR        99340CR       241563CR       204109CR       142295CR    2265771CR








                                                       *** End of Report ***


�
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                                                        FINANCIAL YEAR 1998


Company A1 Standext Systems Ltd                      PERIOD  3 ENDING 31/03/98                       Date 24 Nov 1998  Time 13.02.57





Account ID  Title                           ------------------ Period -----------------  --------------- Year to Date --------------



                                                           Actual                Budget                 Actual                Budget





Account Group  1000       Sales






A1000       Sales - Projectors                            10,519C               80,499C               206,641C              252,999C


A1001       Sales - Highlighters                          15,566C              164,499C               411,169C              516,999C


A1002       Sales - Filing Trays                          37,842C              119,001C               338,465C              374,001C


A1003       Sales - Accessories                           29,985C               59,499C               176,470C              186,999C


------------------------------------------  --------------------- ---------------------  --------------------- ---------------------


Total for Account Group


1000        Sales                                         93,914C              423,498C             1,132,748C            1,330,998C


------------------------------------------  --------------------- ---------------------  --------------------- ---------------------





==========================================  ===================== =====================  ===================== =====================



Total for Company



A1 Standext Systems Ltd                                   93,914C              423,498C             1,132,748C            1,330,998C


==========================================  ===================== =====================  ===================== =====================
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                                                 GENERAL LEDGER PRINT


Company A1 Standext Systems Ltd                                                                      Date 24 NOV 1998  Time 13.09.35


Account-ID Per   Date    Title / Narrative        Tax Class Batch Typ  PCID          Amount         Units





            A1000       3            Sales - Projectors             B/F at 01/03/98          196,122.04CR       1,726



                        3  15/03/98  ANDR001                                2 JNL  MID         2,141.00CR           5


                                     ORD00048


                        3  15/03/98  ANDR010                                2 JNL  NTH           890.00CR          21


                                     ORD00046


                        3  15/03/98  ANDE001                                2 JNL  NTH         1,701.07CR          56


                                     ORD00047


                        3  15/03/98  BROW001                                2 JNL  NTH           511.06CR          54


                                     ORD00050


                        3  15/03/98  GILE001                                2 JNL  STH         1,562.75CR           4


                                     ORD00051


                        3  15/03/98  BLAK001                                2 JNL  STH         3,714.00CR         206


                                     ORD00049


                        3            ============================== C/F ===============      206,641.92CR       2,072


            A1001       3            Sales - Highlighters           B/F at 01/03/98          395,602.97CR     446,000


                        3  15/03/98  ANDR010                                2 JNL  NTH         3,320.00CR       4,000


                                     ORD00046


                        3  15/03/98  ANDE001                                2 JNL  NTH         2,553.00CR       4,000


                                     ORD00047


                        3  15/03/98  BROW001                                2 JNL  NTH         1,914.75CR       3,000


                                     ORD00050


                        3  15/03/98  GILE001                                2 JNL  STH         2,748.94CR       4,000


                                     ORD00051


                        3  15/03/98  BLAK001                                2 JNL  STH         5,030.00CR       6,000


                                     ORD00049


                        3            ============================== C/F ===============      411,169.66CR     467,000


            A1002       3            Sales - Filing Trays           B/F at 01/03/98          300,623.28CR      58,800


                        3  15/03/98  ANDR001                                2 JNL  MID         9,600.00CR       2,000


                                     ORD00048


                        3  15/03/98  ANDR010                                2 JNL  NTH         2,076.00CR         600


                                     ORD00046


                        3  15/03/98  ANDE001                                2 JNL  NTH         7,892.11CR       2,100


                                     ORD00047


                        3  15/03/98  BROW001                                2 JNL  NTH         7,059.60CR       1,600


                                     ORD00050


                        3  15/03/98  GILE001                                2 JNL  STH         1,420.96CR         500


                                     ORD00051


                        3  15/03/98  BLAK001                                2 JNL  STH         9,794.00CR       2,400


                                     ORD00049


                        3            ============================== C/F ===============      338,465.95CR      68,000


           �
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                                                                                                         Date 26/03/1998    10.06.19


COMPANY A1  Standext Systems Ltd                PERIOD FROM 01/03/98 TO 31/03/98





VAT due on Sales


����������������


Source                       Originating    General Ledger


  /Reference    Date         Batch/Item     Period/Year   Batch/Item    Narrative                                         Tax Amount


������������    ����         ����������     �����������   ����������    ���������                                         ����������





 Tax Code  C   Community Export VAT





DL/INV00120     26/03/98        37/0001          3/1998    16/001011     Community Export VAT                                0000.00


                                                                                                                 �������������������


       Total for Tax Code  C   Community Export VAT                                                                          0000.00





 Tax Code  S   Standard VAT Rate





DL/INV00118     26/03/98        31/0001          3/1998    16/001008     Standard VAT Rate                                   0175.00


DL/INV00119     26/03/98        31/0002          3/1998    16/001009     Standard VAT Rate                                   0026.25


                                                                                                                 �������������������


       Total for Tax Code  S   Standard VAT Rate                                                                             0201.25


                                                                                                                 �������������������


            Total VAT due on Sales (Box 1)                                                                                   0201.25


                                                                                                                 ===================
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                                                                                                         Date 26/03/1998    10.06.22


COMPANY A1  Standext Systems Ltd                PERIOD FROM 01/03/98 TO 31/03/98





                 VAT due on Sales                           (Box 1)                               0201.25


                 VAT due on EC Acquisitions                 (Box 2)                              25743.61


                                                                                      �������������������


                 Total VAT due                              (Box 3)                             �25542.36





                 VAT due reclaimed on Purchases             (Box 4)                              26033.58


                                                                                      �������������������


                 Net VAT                                    (Box 5)                              51575.94





                 Value of Sales excluding VAT               (Box 6)                               6875.96


                 Value of Purchases excluding VAT           (Box 7)                             148763.38


                 Value of Supplies to EC                    (Box 8)                               5725.96


                 Value of Acquisitions from EC              (Box 9)                             147106.38











                                                      *** End of Report ***
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                                                 COMPANY/PROFIT CENTRE LISTING


                                                     FINANCIAL YEAR 1998                             Date 24 Nov 1998  Time 13.13.42





                        Company                              Corporate


                         ID    Company name                    PCID


                         --    ------------------------------  ----





                         A1    Standext Systems Ltd            STH
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                                                 COMPANY/PROFIT CENTRE LISTING



                                                     FINANCIAL YEAR 1998                             Date 24 Nov 1998  Time 13.13.42





    PC



CO  ID      Profit Centre Title                     Comment



-- ----     ------------------------------          ------------------------------





A1 MID      Birmingham Office



A1 NTH      Bolton Office



A1 STH      London Office













































































































































                             *** End of Report ***


�












Global 3000 General Ledger                              CHART OF ACCOUNTS                            Operator    PWN   Page        1


                                                       FINANCIAL YEAR 1998


                                                    PERIOD  3 ENDING  31/03/98                       Date 24 Nov 1998  Time 13.16.15


Enter   Usual    No. of


   Group ID    Group Title                     Type   Units?  Sign    Accounts


   ----------  ------------------------------  ----   -----   ----    --------





    1000       Sales                             P      N       -        4


    1100       Cost of Sales                     P      N       +        9


    1200       General Overheads                 P      N       +        7


    1300       Employee Costs                    P      N       +        7


    1400       Finance Costs                     P      N       +        6


    1500       Business Expenses                 P      N       +       11


    1600       Energy Costs                      P      N       +        3


    1700       Repairs & Maintenance             P      N       +        5


    1800       Cars & Travel                     P      N       +        4


    1900       Marketing Costs                   P      N       +        3


    2000       Depreciation                      P      N       +       13


    3000       Fixtures & Fittings               B      N       +        6


    3100       Motor Vehicles                    B      N       +        6


    3200       Land & Buildings                  B      N       +        2


    3300       Computer Equipment                B      N       +        6


    3350       Stationery                        B      N       +        6


    3400       Asset Control Accounts            B      N       +        9


    4000       Bank & Cash                       B      N       +       10


    4100       Stock                             B      N       +        7


    4200       Debtors                           B      N       +        3


    4300       Prepayments                       B      N       +        0


    5000       Creditors                         B      N       -        5


    5100       Bank Loans                        B      N       -        3


    5200       Accruals                          B      N       -        2


    5300       VAT Liability                     B      N       -        4


    5400       PAYE/NI Liability                 B      N       -        2


    5500       Other Creditors                   B      N       -        0


    6000       Share Capital                     B      N       -        2


    6100       Retained Profit                   B      N       -        1


    6200       Capital Reserves                  B      N       -        1


    6500       Test Group for CSV                P      N       -        1


    N5107      Asset Transfer Account 4          B      N       +        0


    R1005      Purchase Suspense Account         B      N       +        1








                                                 *** End of Report ***


�












Global 3000 General Ledger                               ACCOUNT LISTING                             Operator    PWN   Page        1


                                                       FINANCIAL YEAR 1998


Company A1 Standext Systems Ltd                     PERIOD  3 ENDING  31/03/98                       Date 24 Nov 1998  Time 13.18.49


Prof Cent  MID /Birmingham Office                      Account  Enter


Account-ID  Group-ID    Account-title                   Class   Units?


----------  ----------  ------------------------------  -----   -----





A1000       1000        Sales - Projectors                I       N



A1001       1000        Sales - Highlighters              I       N



A1002       1000        Sales - Filing Trays              I       N



A1003       1000        Sales - Accessories               I       N


B1000       1100        Cost of Sales - Projectors        E       N


B1001       1100        Cost of Sales - Highlighters      E       N


B1002       1100        Cost of Sales - Filing Trays      E       N


B1003       1100        Cost of Sales - Accessories       E       N


B1004       1100        Freight Charges                   E       N


B1005       1100        Stock Write-off                   E       N


B1006       1100        Discount Given                    E       N


B1007       1100        Discount Received                 I       N


B1008       1100        Stock Variances                   E       N


C1000       1200        Rent                              E       N


C1001       1200        Rates                             E       N


C1002       1200        Office Cleaning                   E       N


C1003       1200        Security                          E       N


C1004       1200        Sundry Office Expenses            E       N


C1005       1200        Purchase ledger Mispostings       E       N


C1006       1200        Overhead Suspense Account         E       N


D1000       1300        Salaries                          E       N


D1001       1300        Employees NI                      E       N


D1002       1300        Employers NI                      E       N


D1003       1300        Pension Costs                     E       N


D1004       1300        Bonus                             E       N


D1005       1300        Overtime                          E       N


D1006       1300        Staff Training                    E       N


E1000       1400        Lease Interest                    E       N


E1001       1400        Loan Interest                     E       N


E1002       1400        HP Interest                       E       N


E1003       1400        Exchange Gain/Loss                E       N


E1004       1400        Exchange Gain                     E       N


E1005       1400        Exchange Loss                     E       N


F1000       1500        Stationery                        E       N
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FINANCIAL YEAR 1998                                    Profit & Loss                                      15/06/98 10.42.58





Group/                                             %ge        Register Action  Line        Nrml   Underline-Before  Underline-After


Register   If Description                    Print Tot Sched    1 2 3 4 5 6    Advc  Emph  Sign   Char  Desc  Data  Char  Desc  Data


---------- -- ------------------------------ ----- --- -----    -----------    ----  ----  ----   ----------------  ----------------





H             SALES                            Y         N                      2


              Sales                            Y         Y      +               2           -


           A1 **** 1000      Sales


              Cost of Sales                    Y         Y      +               1           +


           A1 **** 1100      Cost of Sales


1             Gross Profit                     Y         N      Z +             2           -      -     N     Y     =     N     Y


H             DIRECT COSTS                     Y         N                      2


              Employee Costs                   Y         N      +               2           +


           A1 **** 1300      Employee Costs


              Cars & Travel                    Y         N      +               1           +


           A1 **** 1800      Cars & Travel


              Rent and repairs                 Y         N      +               1           +


           A1 **** 1200      General Overheads


           A1 **** 1700      Repairs & Maintenance


              Energy Supplies                  Y         N      +               1           +


           A1 **** 1600      Energy Costs


              Marketing & Office Supplies      Y         N      +               1           +


           A1 **** 1500      Business Expenses


           A1 **** 1900      Marketing Costs


              Finance Costs                    Y         Y      +               1           +


           A1 **** 1400      Finance Costs


1             Total Direct Costs               Y         N      Z +             2           +      -     N     Y


2             NET PROFIT                       Y    T    N      Z               2           -      -     N     Y     =     N     Y








                                                       *** End of Report ***
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                                                                                                     Date 15/06/98    Time 10.43.07


FINANCIAL YEAR 1998                             A1     PROFIT & LOSS LAYOUT





C Ref P Period Details inc. work offsets Calculation Details            Heading Lines                           Column Width


- --- - -------------------------------- -------------------            ------------------                      ------------





N     S            0   0           0                                    Narratve                                          31


                                                                        --------


A C1  S C         -1   0 C        -1                                    Actual P'd                                        14


                                                                        ----------


B C2  S C         -1   0 C        -1                                    Budget P'd                                        14


                                                                        ----------


V     S            0   0           0     +C1 -C2                        Variance                                          14


                                                                        --------


A C3  S 0          0   0 C        -1                                    Actual Ytd                                        18


                                                                        ----------


B C4  S 0          0   0 C        -1                                    Budget Ytd                                        14


                                                                        ----------


V     S            0   0           0     +C3 -C4                        Variance                                          14


                                                                        --------








                                                       *** End of Report ***
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