Setting up the Accounting Chart of Accounts

A Chart of Accounts is a list of the accounts  1ndex-= @I T T
(often referred to as General Ledger numbers Management Windows
that W|I_I be used to gather accounting d_ata fo ACCOUNTING Management Window (AC)
F'_nanC|a| Statements. This should be C_"SCUSS PO hari/f Accounts, Financials, Trial Balance, Transactions, Journal Entries
V\:clth your aCC(I).uEtaHnt' Toset u P (l).r Edlt tI;e G 9r T CODES Management Window (CC)

0 A(_:cognts, clickt e Accounting inkonthe ost Codes, Master Pricing, General Matls and Labor Check Lists
Navigation window. (OR type CAinto the Indg
field and press your Enter key.)

MRARY WManamoarnont TWhind o £ TON

Enter cutoff date to display account balances ﬂ The first window to open is for
on Chart of Accounts window. entering a date to use for
displaying the balances for
Date | WETERMNE | each account on the Chart of
Continue ‘ Accounts as of thz?lt datg.
AN When setting up, just click the
MOTE: The default date shown is the latestNate found in Continue button. Using the
1D STV S S date will be discussed in other
Accounting instructions.

Enter DATES using 6 numencal digitz. Example: For DecemberNd] .
2006, enter 123106, 1f there i any problem entering the date, presNhe
E zcape key on pour keyboard and by again.

When first setting up your com- Since there are less than 15 Account Numbers set up
pany, the next window to open on your Chart of Accounts, do you want to open the

will be one about “less than 15 screen to choose a Chart of Accounts to load?
account numbers...”. You can _ _
choose to load one of our “de- : Yes, Open the Screen to
” /Lnal:l a Chart of Accounts
fault” chart of accounts, or you
can set your own up from scratch. No, I am setting up my
To review our “default” charts of own Chart, or I will load

accounts, click the button labeled them later.

“Yes, Open the Screen to Load & [MOTE: The hy black titles on the Chart of Accounts screen are Group Headings

Chart of Accounts”. for grouping accounts, and are not accounts,

/
Review or Load an Optional Chart of Accounts Review both of the “default”
CHS is flexiblal Load one of these Charts, OR set your owh up from scratch! Charts of Accounts by clicking
Motice!l Using a "Load” button below will not replace accounts you have alkeady set up, on the brown buttons to

Motice!! If vou have eliminated sorme of the CHS Group Headings, some accounts may not load, pr_ewew them On_ areport.
Discuss these with your

éErint the NAHB Recommended | Load the NAHBE Recommended accountant. One is the recom-
: Chart of Accounts Chart of Accounts mended National Association
of Home Builders (NAHB)
OR chart. The other is a “simpler”
Print the "Simpler” Chart of Load the "Simpler” Chart of ‘ chart that we created.
Accounts Accounts

IF you choose to “Load” one of the default charts, use one buttons to ‘Load...”. Financial Group Headings
and General Ledger Accounts will automatically load when one of the ‘Load...” buttons is clicked. You WILL
be able to Edit, Delete, and Add To the Chart of Accounts as needed.

Continue to the next page.



Setting Up The Chart of Accounts - continued

Study the Chart of Accounts screenshot below. Financial Sections are supplied by the program and cannot k
changed. Group Headings CAN BE changed., deleted, or added. Group Headings are used to gather and
subtotal balances in the General Ledger accounts on Financial Statements.

General Add/Edit Headi
pctag  Ledse(GA] /Edit Headings, |
[ﬁ; ',::4 }?;y] ’i‘ﬁ;gg: Add New ﬂccuu:\e / Or Edit |
- CURRENT ASSETS \\ Financial Section
[~ CASH Group Heading

Seleck Task j 1000
Select Task j 1020
Select Task j 1030
Select Task j 1090

Select Task - |1oes WOUCHER CLEARING ACCOUN IF you are setting up your own Chart of

Select Task - | 1099 PROFTNTRAMSFER ACCOUNT Accounts, the Group Headings should be
B SHORT-TERM INVESTMENTS set up by you BEFORE adding General

SelectTask - [1100 (1 Iy Ledger Accounts to the chart. To open the
[ window to Add/Edit Group Headings,

Select Task - [1208 click the “Add/Edit Headings” button on

SelectTask - 1210 ACCOUNTS RECRIVAN the Chart of Accounts Management

Seleck Task j 1211 Prior Period Accts window. Continue to the next page for

Seleck Task - 1212 Unrecoqnized Revelue Ig Receivables Group Heading instructions.

CASH-OPERATIMNG CHECEIMG
NASH-COMSTRUCTION CHECKIYG
CASH-PAYROLL CHECKING
Priok Period Cash Account

General Ledger Accounts

Add/Edit Group Headings For Financial istatements

After making any changes, BE SURE to review the Chart of Ayco
different group. Ifthe account should be moved to a different

ts and search for any accounts that should be changed to &
,double click on the account to edit it.

| NOTE! This is nota Chart of Accounts. These\gre Neadings for gathering accounts into groups. I
Add New Headig |  Sort |
Financial Section Sort# \ \ Group Heading

CLURREMT ASSETS = T CasH \ Delete?

CLURREMT ASSETS - 12 SHORT-TERM INWESTMENTS Delete? K|
CURRENT ASSETS - 115 RECEN ABLES Delete? | 4]
CURRENT ASSETS - [113 [rvENTORES Delete? | 7|
CLURREMT AZSETS = 120 WORR IN PROGRESS Delete? |
CLURREMT ASSETS -1 FIMISHED UMITSIOTHER INYEMTORY Delete? |
CURRENT ASSETS -1z [rvESTMENTS Delete? | 4]
FIXED ASSETS - 150 PROPERTY, PLANT, & EQPT Delete | 4]
FIXED AZSETS - 151 ACCUMULATED DEPRECIATION Delete? |
OTHER ASSETS - 190 OTHER ASSET Delete? 3
CURRENT LIABILITES - [210 CURRENT LIABILITY Delete? | 7|
CURRENT LIABILITES - 230 COMSTRUCTION LIABILITY Delete? | 7|
LM TERM LISBILITIES - f2=0 LOMG TERM LIABILITY Delete? |
OTHER LIABILITIES = 1290 OTHER LIABILITY Delete? |
ECLITY - 310 ECLITY Delete? | 4]
=4 ES/ REVEMUES - [+10 SALES - CUSTOM HOMES Delete? | 7|
= ESS REVEMLUES - 420 SALES - COMMERCIAL Delete | 4]
=&LESS REVEMUES = 425 =ALES - LAMD DEVELOPMEMT Delete? |
=il ESY REVEMUES - 430 SaLES - REMODELIMG Delete? |
=4 ES/ REVEMUES - [440 REMTAL INCOME Delete? | 7|
COST OF SALES - 450 COST OF SALES-CUSTOM HOMES Delete? | 7]
COST OF SALES - 451 COST OF SALES-COMMERCIAL Delete? |




Setting Up Group Headings for Chart of Accounts

See Previous Page for instructions to open this window. See information below the screenshot.

Add/Edit Group Headings For Financial Statements | Home |

After making any changes, BE SURE to reviewy the Chart of Azcounts and search for any accounts that should be changed to &
different group. Ifthe account should be moved to a different group, douhle click on the account to edit it.

| MOTE! This is nota Chart of Accounts. These are Headings for gathering accounts into groups. '
Add New Heading: Sort
Financial Section Sort # Group Heading

CIRREMT ASSETS - 110 CASH Deleta?

CIRREMT ASSETS - 11z SHORT-TERM INWESTMENTS Delete | 7|
CURRENT ASSETS ~ [ RECEIWABLES Delete | 7|
CURRENT ASSETS ~ J11a rENTORIES Delete | 7|
CURRENT ASSETS ~ 120 VIORK IN PROGRESS Delete | 7|
CURRENT ASSETS ~ 121 FIMISHED UMITSAOTHER IRWEMTORY Delete | 7|
CURRENT ASSETS ~fizs rvESTMENTS Delete | 7|
FIxED ASSETS ~ J1s0 PROPERTY, PLAMT, & EGPT Deleter | 71
FIxED ASSETS ~ fis1 2CUIMUILATED DEPRECIATICN Deleter | 71
OTHER ASSETS » J190 DTHER ASSET Deletes | 71
CURRENT LIABILITIES » J210 CLURREMNT LISBILITY Deletes | 71
CURRENT LIABILITIES » 230 COMSTRUCTICN LIZBILITY Deletar | 71
T b i TEChA | 10 D TIC e T i TECRA | 10 Dl 1Tor e

SORT NUMBERS - These have nothing to do with account numbers!

Curr Azsetz |[101-149 Curr Lishilties  |200-249 Ecjuity S00-398 COther Income  [450-499
Fixed A=z=setz [150-179 LT Lizhilties 250-273 SalesRey 400-449 GenlfAdm Exp. [500-589 [ [Mon Oper Income  [600-619
Cther Assets [180-199 Cther Liahilties  [280-299 Cost Of Sales [450-479 Cther Exp. S90-599 | Mon Oper Expense [520-639

On Financial Statements, there will be a subtotal for all general ledger accounts under a Group Heading, and
then a larger subtotal for all accounts under a Financials Section. The Sort Number must relate to the Financ
Section selected (as shown at the bottom of the window). The Sort # determines the order that the Group He
ings will display under the selected Financials Section on Financial Statements. NOTE! The Group Heading
Sort number has NOTHING to do with your general ledger chart of account numbers, and you should NOT try
to match your g/l numbers to Group Heading sort number sections. The sort numbers are simply a sorting toc
to tell the program which order to display groups on your Financials. These should NOT be confused with
general ledger account numbers.

Financial Section -Use the drop down button to select one of the required 14 main Financial Sections supplie
by the program. The Financial Section selected will determine where whether an account is placed on a Bala
Sheet or on a profit-and-loss Income Statement. The sections are listed in Balance Sheet order, followed by
Income Statement order.

Sort # - Type in a number within the range for the Financial Section selected. (See bottom of window.) The
Sort number will determine the order that the Group Headings are displayed under the Financial Section on
financial statements.

Group Heading - Type in whatever Group Heading that is needed for grouping a batch of general ledger ac-
counts.

IMPORTANT: Work with your accountant to set the Group Headings up correctly.
Continue to next page for information on setting up accounts on your Chart of Accounts.



Add New Account To The Chart of Accounts (or Edit Account)

Chart of Accounts Management
Firnd Murmber-»
Find Mame-»

Load & Chart ¢ To add an account to the Chart of
Accounts: From the Navigation
window, click the Accounting link

Prafit and Loz

Diouble click on an account number ar name to edit account info or post bala (OR type CAiinto the Index). Then
click the button labeled ‘Add New
] EEHE[II;[’L] Add/ Edit Headings Account/ Or Edit’ (OR hold down
edger
Select Task & ' . your Alt key and press the letter N on
[Trw F4 Key] N‘ﬁiﬁﬁzr Add New Accoynt / Or Edit | keyboard).

Add or Edit Chart of Accounts
Also referred to as ""General Ledger" (or GL) Account Numbers

Findl-= ey - Add a Mew Account (Al + M)

To Find an account that |
already set up, type the number

, _ ccount Number [8265 | change Acct hum Hint About

into the Find box. Accourt MName TELEPHONE-MOBILE PHONES Posting Priof
Group Heading OFFICE EXPEMNZE= - P:gzigl:? Ei,gtlse :

OR, double click on the account | [Firancial= Section Detail

in the list box towards the BankiCash Account? ND;I Checking, Savings, etc.

bottom of the windowh Cr Card Acct? (Space Bar) | [ |Er Card Yendor |E - | +

MOTES

See explanations for fiel

Thiz accaunt will be uzed to track invaices far mobile phones azzigned to emplovess.
below.

(Double Click an account below to edit a different account, )
a32a0 UTILITIES-&DMIM OFFICE OFFICE ExPEMSES -

8260 TELEPHOME-ADMIN OFFICE OFFICE EXPEMSES
6265 TELEPHONE-MOEBILE PHONE S OFFICE EXPENSES
8270 OFFICE SUPPLIES-ADMIN OFFICE  OFFICE EXPENSES
8290 MISCELLANEOUS EXP-ADMIN OFFICI OFFICE EXPENSES

8310 | COMPUTER SUPPLIES COMPUTER EXPEMSES

Account Number - General Ledger Account Number. Can be up to 10 characters, either text or numerical. We suggest
using numerical General Ledger account numbers that follow the order of your Financial Statements. Allow some roon
between account numbers so that others can be added later, if needed. Although the NAHB uses only 3 characters on
their suggested Chart of Accounts, we have added a zero to our default NAHB numbers, making them 4 characters.
This allows more room to add numbers in between other numbers.

Account Name -Name of the General Ledger Account. Can be up to 35 characters. HINT: Use all caps for the G/L
Account Name. It is often used as a heading on reports.

Group Heading - Use the drop down list to select a Group Heading. The selection here will determine where the
account is placed on either the Balance Sheet or Income Statement. They are listed in Balance Sheet order, followed |
Income Statement order. See information on previous pages for info on setting up or changing Group Headings.

Financials Section -The Financials Section is determined by the Group Heading that is selected. The program auto-
matically fills in the Financials Section based on the Group Heading that is selected.

Bank/Cash Account? -Select Yes or No. Selecting “Yes” marks this as a bank account that will be used for posting
cash transactions and tracking bank balances. Accounts marked bank accounts will appear in selection lists that are



Add/Edit Chart of Accounts - continued

appropriate for Cash Accounts only. For example, when printing checks, you will be asked which Cash Account to
print them from. The selection will be limited to accounts marked here as a Cash/Bank Accounts.

Cr Card Acct? - Placing a check mark in the check box (by clicking or by using the space bar) will cause this account
to be used as a “Credit Card” control account. If this is a Credit Card acco@ntCart Vendor” also needs to be
selected from the drop down list of Vendors. Please see explanations about Credit Card accounts in the Payables
instructions.

NOTES - Use the NOTES box to type any information necessary about the account.

Print the Chart of Accounts

M&ccuunt Lists = )| Journal Entries = | Transaction Ledgers - |Einancial & To print a Chart of Accounts List, use the
| " Baeic Chart of Accounts m X button to close the window shown on
Chart of Accounts wit\ Notes the previous page. This will return you to
List of Accounts With Balances (Trial Balance) Profit . th.e Chart of Accounts Management
: window. On the toolbar at the top of the

Diouble click on an account mnber or name to edit account info ar po window, click ‘Account Lists’. Then
click on one of the selections. (The Trial

General P P . . . .
I TR Add/Edit Headings | Balance will be discussed on Financial
Select Tazk Account \ " ; ;
[Try F4 Key] Merpt Add New Account / Or Edit ~ Statements instructions.)
See instructions for Reports Navigation and Reports Toolbar in
the Help Document about Reports.
dator B Page Setup. .. j:} Foom  90% - %Erint... |Ermnail Snapshot  |Email Sith Opkions Outpuk To Excel Ouput bo Word  Qutput Snapst

Chart of Accounts - GL Acct Numbers

CURRENT ASSETS 1730 ACCUM AMORTIZATION-0RG. COSTS
CASH FIXED ASSETS
1000 CASH-OPERATIMNG CHE CKING PROFERTY, PLANT, & EQPT
1020 CASH-CONSTRUCTION CHE CKIMG 1810 LAMND
1030 Priot Period Cash Account 1820 BUILDINGS
1093 CASH - WOUCHER CLEARING ACCOUN 1830 OFFICE FURNITURE AMD EQPT
1099 PROFIT TRAMSFER ACCOUNT 1840 YEHICLES
SHORT -TE EM INVESTMENT & 1850 COMSTRUCTION EQUIPMEMT
1100 SHORT-TERM INVE STMENTS 1860 MODEL HOME PROFPERTY
RECEIVABLES 1870 MODEL HOME PROP FURMISHINGS
1205 ACCTS RECEIVABLE - EMPLOYEES 1880 LE ASEHOLD IMPROVEMENTS
1210 ACCOUNTS RECEIVABLE-TRADE 1890 COMPUTEREGPT AND SOFTWARE
1211 Prior Period Acrts Receivable ACAMULATED DEPRE CTATION
1212 Untecognized Revenue In R eceivables 1920 ACCUNM DEP R-BUILDING S
1220 ACCOUNTS RECEIVABLE-OTHER 1930 ACCUM DEPR-OFFICE FURR & EQPT
1230 MOTES RECEIVABLE-TRADE 1840 ACCUM DEP R-VEHICLES
1240 MNOTES RECE|VABLE-OTHER 1950 ACCUMULATED DEPRECIATICR
1270 COMNTRACTS RECE IYABLE 1970 ACZCUM DEPR-MCODEL HOME PROPERTY
1280 ACCRUED INTERE ST RECEIVABLE 13580 ACCUM DEPR-MODEL HOME FURMITUR
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