Set Up Company Departments

To set up company Departments, type ‘Departments Setup’ into the Index field on the Navigation/Home window.

OR, click the accounting link and use the “Departments Setup” button on
the Chart Of Accounts Management window toolbar.
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SET UP COMPANY DEPARTMENTS ™| %
WARHING! A DEPT CODE cannot be changed or deleted once it is set up. This is because
departments are used as defaults for Jobs and Vendors. The DESCRIPTION can be changed,
howewer, on all Departments except the OH Department. HINT: To move all posted records
from one department to another, use WHilties->*Move Records.
‘add Mew Department!
DEPT CODE DESCRIPTION

T CH Cuztom Homes
N OH Owerkead
| PrA01 Froperty Mgt - 1000 Broadway
] Pri02 Froperty Mgt - 5000 Silver St
| Pr03 Froperty Mgt - 16000 Bellewview
N RE Feal Estate Sales
B REM Remodeling
] SPEC Specs
| b e

|Selet:t Department Default for the internal "H" [overhead] job-> IOH ;I -l

A department code is required for every record that is in the accounting books. There are two fields in the Depart-
ments table: “Dept Code” and “Description”. The Dept Code can be up to six characters that are either numerical or
text. The “OH” and “CH" departments that are already set up are used as defaults by the program.

Even though this program is set up to track Jobs (houses) using Job Codes, the Department codes give you the abilit
to track other Profit Centers and to spread the Profit Centers into segments. An example would be a Property Man-
agement department. Several Department codes can be set up that begin with “PM”. Follow the “PM” with up to
four numbers that identify each property (as in the example above). Since six characters are allowed for a depart-
ment code, 1,000 different properties can be set up this way. Financial Statements or General Ledgers of your books
can be limited to a range of Departments. To see only information relating to the Property Management department,
you would specify a range from PMO01 to PMO03 (using the example departments on the screen above). Departments
can also be used to set up Profit Centers for different types of house construction. For example, you can set up a
Department for Specs, one for Customs, one for Cost Plus jobs, etc. This can be useful for comparing which type
makes the best profit!

Add a new department by using the button labeled “Add New Departmigagartment Codes can NOT BE
DELETED, and they can NOT BE EDITED once they are set up, SO BE CAREFUL!!! The Descriptions can
be changed, however (except for the OH dept.).



