Journals and Journal Entry Reports

ALL transaction records that are posted to your accounting are batched together by Date and Document as ‘Journal EntByvéatches
record in your accounting set of books could be referred to as part of a ‘Journal Entry’. The program marks each racéodmnah

title that basically identifies where the record originated. The Journals used by the program are listed below:

AJE - Adjusting Journal Entries (described on the following pages)
AP - Accounts Payable (bills entered on the Add/Edit Vendor Bills window)
AR - Accounts Receivable Records

DEPOSIT - Deposit records (entered on the Add/Edit Deposits window)

OFFSET - Offsetting entries created by the program when a Vendor Check is posted.

PR - Payroll records

The ‘double entry’ method of accounting that the program uses requires that all ‘journal entry’ batches have at leastamukarredi
debit entry to keep the books in balance. Therefore, when a Vendor Bill, Vendor Check, Payroll Check, Accounts Reagivetole ent
is posted, the program takes care of creating the necessary balancing entries that will keep the journals in balanceonHosvever
‘Adjusting Journal Entries’ AND the ‘Add/Edit Deposits’ windows, the user will be responsible for posting entries to kégtlaad
‘DEPOSIT’ journals in balance. If those journals are not in balance when the user finishes posting a deposit or ajoadpadterdry,

the program WILL ALERT YOU! See information at the end of this Help Document about troubleshooting an ‘out of balanoe’ situati

Journal Entry Reports - The quickest way to open the window shown below for printing ‘Journal Entry

Reports’is to typeJER’ in thelndex field on the Navigation/Home window.

Select or type the appropriate
critieria in the From’ and \
‘To’ fields on the window tha
pops up.

Then use the button labeled
‘Open Report to display the

report.
p —_

Continue to the next page for
a sample of a Journal Entry
Report.
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DATES 01/01f02 01/31/02 Reset
JOURNALS AJE s Reset
JOBS H - |TE=T3 Reset
DEPARTMENT [-H - [°H Reset
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Journal Entry Report Sample

Journal Entries Report

Notice that the ‘Journal

Entries’ are batched and Degzs From: G- Jem-02 Ta: 3 I-Jan-02 Journeds From: AJE Ta: R
totaled by the Date an Depis: CH Ta: QOH Jobs From: 38IIVISTAV Fa: TESTI
Doc (document ID). If DATE Do JRNL  VEND PAYOR  DESCRIPTION GL ACCT DEPFT  JOB Cost Code TOTAL
the ‘Journal Entry Batch’ |fz4.sanoz 11323 Ap URICH Insurance &130 OH H 0 $E09.72
is ‘In Balance’, it should |fz4-Jan02 11323 Ap FURICH Oiffset To AP Ent Num 2751 2110 OH H 0 (§E09.72)
total to zero. $0.00
24-Jan02  G7E5E AP SPARKLET Water 5270 OH H 0 .74
The Last Page of the 24-Jand2 67855 s SPARKLET Offset To &P Ent Mum383 2110 OH H 0 ($3.74)
report will display a $o.00
‘Summary Of Journa 25-Jan02 o1 250 AR AME X ChEWDI‘I, fLiel gd40 oH H 0 F3r M
Entries’ that totals th 25-Jan02 01250 s AHE Offset To &P Ent Mum354 2110 OH H 0 ($37 713
entries by G/L accoun $0.00
number. Accountants 25-Jan02  DP-M2502 DEPOSIT I ss44 Dipposit Hee 1020 OH H 0 $1 E25.00
g : 25-Jand2  DP-02502 DEPOSIT I BR CWMA Jack Brown - Change 2021 CH HU1RIVER 0 (§1,625.00)
WI||.fIn(.j this handy for c Order pmt
reviewing the total effe $0.00
of journal entries on 26-Jan02 0126010 AP GTEWIREL hiohile phone charges 5260 OH H 0 1558
various account balance$) zs-Jan02  o126Mm AP GTEWIREL Offset To &P Ent Num865 2110 OH H 0 ($5.58)
£0.00
26-Jan02 11277 OFFSET UPS #Quick Manual AP 2110 OH H 0 $40.91
Ched:**
B-Jan02 11277 OFFSET UPS #*Quick Manusl AP 1020 OH H 0 ($40.91)
Ched:®
\ $0.00
SUMMARY OF JOURNAL ENTRIES OH H 1] £109.00
1020 CASHCOMSTRUCTION CHECKIMNG OH H $21,134.82) oH H q ($109.00)
($21,134.82) 0,00
1210 ACCOUNTS RECEIVABLE-TRADE OH H $65.00 oH H 0 7235
$65.00 OH H 0 (§22.35)
1430 DIRECT CONSTRUCTION COSTS CH H11RIVER §15,203.24 S0
1430 DIRECT COMNSTRUCTION COSTS OH H £1,254.51
$16,457.75
2021 CHAMGE ORDER DEPOSITS CH H11RIVER ($1,625.00
{$1,625.00)
2110 ACCOUNTS PAYABLE - TRADE oH H (FE,285.50)




Adjusting Journal Entries

ADJUSTING JOURNAL ENTRIES are accounting entries that cannot be handled on another window in the program. These entries
are stored in the “AJE” journal. There should always be at least two entries (or records) posted to keep the bookganhlbaktrice
‘debit’ (or positive) entry and 1 ‘credit’ (or negative) entry. The total of the ‘debit’ and ‘credit’ entries in an “Adjlstingal Entry”

should total to zero. This is based on the double entry method of accounting and can be discussed with your accountant.

The quickest way to open the window to add a new “Journal Entry” is to type ‘JE” in the Index field
on the Navigation/Home window.

It can also be opened by clicking the ‘Accounting’ link and selecting ‘Journal Entries’ on the toolbar at the
top of the Chart of Accounts Management window.

acounk Lisks = || Journal Entries = § | Transaction Ledge

Journal Entries - AddEdit

Chart o

Journal Entg Beparts
Manage
Double Eli_l:k Balances Forwgd 3

The first window to open will display a list of Journal
entries sorted in Descending Order by Date. Use this
window to ‘Edit/Review a previous journal entry. OR, use
this window to add a new journal entry by clicking the

! = : C1ECLIC 1€ button labeledAdd New Adj. Journal Entry .

:Add New Adj. Journal Entry:

>
3

Bl EE=N 7} Home

Continue to the next page to review the window that is used

OR, Edit/Review previous adjusting ShLE&il;JZEE:,D i for posting an ‘adjusting journal entry’.
journal entries below: in balancel
Edit/Feview ||10/31/07 FR10/31/2007 $0.00
Edit/Review ||02/28/07 Feb2007Depr $0.00
Edit/Review ||01/30/07 T=fr12001 $0.00
Edit/Feview |[|0310/05 FPREM0/2008 $0.00
Edit/Review ||12/31/03 Bal Fwd +0.00
Edit/Review ||12/31/01 Cls 1242001 $0.00
Edit/Review | [12737707 Eal Fnd 30,00

Listis in descending order by JE Date. then Document ID.

Fantastic Builders, Inc.
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Add/Edit Adjusting Journal Entries

Adjusting Journal Entries Selection (JE in index)

:Add New Adj. Journal Entry:

The window shown to the right will ==
open to set up the ‘batching’ informa
tion for a new adjusting journal entry. art a New Ad o J( B4 il N Home f§ X

) ' Enter 3 Document [D that gives a clue about the batch, For example, for Depreciation entries for the year 2007,
Type in the Journal Entry Date’. a Doc ID like "Depr2007". For dates, use 6 digits. Exarple: For December 31, 2006, type 123106 |
Enter a New Document 1D that will Journal Entry Date 02f2e/07 Document ID's us usly Far Adjusting Journal

- :
be used to ‘batch’ the adjusting —~—~—|Mew Document 1D [Feb20070eprl___ - v il e
7 3l Fla

journal entry. This Document ID Doc ID Drop Down Is For Review Only! Bal Fwd 12/31/2003
should be short, but descriptive. In Esblzﬁf?ﬂgépr éfﬁ}éﬁﬂ?l
our example, we used a Document | . DuditiebewdEBath PR10J31/2007 107312007
that lets us know the adjusting PRE/10/2006 8/10/2006
journal entry will be for depreciation Do Not Add a New JE Batch Tafel 2001 180f00r
for the month of February, 2007.
After entering the date and Docum Balanice Forward Date:
ID, use the button labeleAdd the 12/31/2001
New JL Batch'. IMPORTAMT! Pleaze try to uze CHS Features far clozing jobs OR cloging books INSTEAD of creating your awn Journal Entry ta close

jobz or books, The pragram can help prevent changing entries that are included in account balances that have been clozed IF the CHS
features are used. Usze Y button to lean about features to close jobs or books.

Continue to the next page.
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Add/Edit Adjusting Journal Entries - continued

The ‘Add or Edit Journal Entries’ window will open after clicking the button to add a new journal entry shown on the @geiolib@
fields used to create an adjusting journal entry are described below the screenshot.

ik |Print This JE Batch | Journal Entry Beports | General Ledger Reviews | Open Accounting Mat Window |Cash Balances | Troubleshoot GL Balance | Current Period

Post Credit ti i
aanSl‘:lunrf arlwé %Segi?f gs EIIHED(S%T; S('\:jus) Find Another 1E Start a New Change Doc Delete This JE
amount. The TOTAL should equal Batch JE Batch 1D or Date Batch
zero when the AJE batch is complete,
IDoc ID: [Feb2007Depr | JE Date:| 02/28/07 |

nt Mumkber Job 0 ;] g
Edit [f19s0-AccuMDEPR- - - ($250.007

Line [2FFICE FURM & E@PT Creprecistion-FurniEgpt Line Line
9364 - Edit [[fE20-DEFRECIATION- .~ |H - JoH + [Fek 2007 0-0-MOME . JoTHER - | 000% $250.00 | pew | Copy |[Bob Builder 03M BT
Line [[FURMNTURE & EQPT | Dreprecistion-FurniEqgot Line Line
e WG L= Ol (108 REYEMUES: Do not use this Journal Entries window to post Job Revenues that TOTAL
$0.00 should display on Job Cost and Revenue reports,  Use the Add/Edit Deposits
window and the Deposit Categories that are needed for the reports.  If needed, [should be zera when finished)

post a "zero” deposit, Use the alocation lines on the Deposit window o create the
deposit infout “journal entry”, (DP in navigation index)

IMPORTAMT! Please try to uze CHS Features for clozing jobs OR clozing books IMSTEAD of creating your own Journal Entry here to cloze jobs or books. The program can help
prevent changing entries that are included in balances that have been closed OMNLY IF the CHS features are uzed. Use 7 button to learn about features to close jobs or books.

Fantastic Builders, Ine.

scord: 14 T | of 2 .

G/L Account Number - Required. The zero that first displays in the G/L Account Number must be replaced. Select the appropriate
General Ledger account from the drop down list of accounts on your Chart of Accounts. If the Accounts Payable or Accotnts Rece
able Control Account numbers are selected, a warning message will appear. These Control account numbers should not be used
(unless absolutely necessary) because the program uses those numbers to control other Journals. (For example: Therprogram gen
ates all in and out Accounts Payable offsetting entries behind the scenes and stores those entries in the AP journahtsAll Acco
Payable ledgers and reports are based on entries in the AP Journal. A manual entry using the AP control account ahe posted to
AJE journal here can cause reports of Unpaid Bills to have a different total than the AP balance on the books.)

Job - Select the appropriate Job Code from the drop down list, OR leave the generic “H” Job Code in the field if the ergiy line do
not pertain to a job.

Dept. - Select the appropriate Department ID from the drop down list. Note: If a Job other than the generic “H” job has been se-
lected, the program will supply the department that has been associated with that job on the Job Setup window.

Description - Type up to 40 characters with descriptive text about the entry. This text will appear on various reports that display the
entry, so should be meaningful.



Add/Edit Journal Entries - continued

Cost Code- IF the entry should be recorded as a cost of a job, select the appropriate Job Cost Code from the drop down éstvelf not, |
the generic ‘zero’ cost code in the field. If a Cost Code other than zero is selected, the cost will appear on Job Gost Report

Type - If you use Cost Types as explained in the Help Document about Cost Types, select the appropriate Type from the dtop down lis
OR, leave the default “OTHER” in the field.

Markup - If a Cost Code other than zero was selected to post the entry as a Job Cost, the markup % that was set up for ttenCost Code
the job’s Budget Worksheet will automatically be supplied by the program. The percent may be changed, if neededy i§ tR©&ntr
for a job cost, leave the markup % at zero. Enter the percent as a decimal number. EX: for 25%, use .25

Amount - Enter the appropriate debit (positive) or credit (negative) amount. Notice that after this amount is ent@exl, tleelger
Bal’ box towards the bottom left of the window will recalculate. The goal is for the amount in the ‘Genl Ledger Bal’ boxdo be zer
(meaning the books are ‘in balance’).

New Line (Button) - Use this button to add a new line to the journal entry batch.

Copy Line (Button) - Use this button to copy the current line to a new line. This can be handy if several line entries are being posted to
the same G/L Account, or that have the same description. Make changes on the copied line as needed.

Edit Line (Button) - After the Journal Entries window is closed, it will be necessary to use this button to unlock the fields to make
changes. This is so the program can send a copy of the entry AND which User is making the change to the Audit Tab& before it
changed.

IMPORTANT REMINDER - Before exiting the Adjusting Journal Entries screen, be sure to chedkéhélledger Bal’ box. It
should display a zero balance if the books are “in balance”.

~1 Red X (Delete Line Button)-Use this button Are you sure you want to delete
E_ to delete an entry line from the journal entyN_ the journal entry line selected?
batch.

Arecord of the deleted entry, and who deleted
it, will be sent to the Audit Table.

YES, Delete the Journal Entry Line:

No, Do NOT delete the Journal Entry




Print the Journal Entry

ﬁ| [Print This JE Batch |Joural Entry Reports |G To print a ‘hard copy’ report of the Journal Entry patch, use the. buttqn laPeiedThis
_ S JE Batch’ on thetoolbar at the top of the ‘Add/Edit Journal Entries’ window.
Add/Edit Jomrtia]l Entries ((JE i

Current Journal Entry Report

DATE Do L ACCT DESCRIPTION DEPT JOF Cost Code TOTAL

28-Feb7 Feh007Depr 1930 Feh 2007 DeprediaionF umiE gpt oH H 1] (250,00

28-Feb07 Feb2007Depr 2320 Feb 2007 DepreciaionF umiEgpt OH H a F250.00
3000

Grand Total So.06 |




Edit or Delete Buttons At Top of Journal Entry Window

There are buttons at the top of the ‘Add/Edit Journal Entries’ window to use for Editing the Doc ID or
Date OR For Deleting the Batch.

Add or Edit Adjusting Journal Entries (JE) - Entries Sorted By Entry Number

Post Credit ti i

ar?wguunrte a:wé gjegi?ge gga awsui?’;il:g SI::[I:||L,ISII Find &ncther JE Start a New Change Doc Delete This JE

arnount, The TOTAL should equal Batch JE Batch ID or Datgy Batch |

zero when the AJE batch is complete, ~ '
IDoc ID: |[Feb2007Depr | JEDate:| 02128107 |

Button: Change Doc ID or Date Since Journal Entries are

grouped in batches based on the Date and on the Document
ID, a window will pop open to change the Date of Document
ID for the entire batch. The window is self explanatory.

Change Journal Entry Document ID or Date for Whole Journal Entry Batch

Mewr Document [0 [ﬂm—'

Change the Document D for
the ‘Whiole Batch

New Jounal Entry Date | 02/28/07 |
Change the Date far the
YWhole Batch
Button: ‘Delete this JE Batch This button will  [CaN 8 § x|

pop up a window to verify deletion of all the line :
entries currently displayed on the ‘Add/Edit Jourpal Are you sure you want to delete all

Entries’ window. of the Journal Entry lines currently
displayed on the screen?

‘YES, Delete all of the Journal Entry Lines:

No, Do NOT Delete the Journal Entry Lines




Example of ‘Out of Balance’ Journal Entry
For demonstration , we have posted one side of a journal entry batch on the screenshot below. Since we have not posted a line
entry to ‘offset’ the first line entry, our books are currently out of balance. Note that the ‘Genl Ledger Bal’ box AND the
TOTAL of the entries should be zero! When we try to exit the window, a message will alert us about the books being out of
balance.
Continue to next page for information on trouble-shooting ‘out of balance’ records.

Add or Edit Adjusting Journal Entries (JE) - Entries Sorted By Entry Number

Post Credits as a negative (rinus
amount and Dehits gs 3 pDI:Sitive l::'lj|u5:| Find Another 1E Start a New Change Doc Delete This JE
amnount. The TOTAL should equal Batch JE Batch 1D or Date Batch

zero when the AJE batch is complete.,

IDoc ID: [Test031907 | JEDate:| 03/19/07 |

GIL Account Mumber Job Dept. Description Cost Code Type Markup  Amount
($175.000 ||

edger Bz B REVEMUES: Do not use this Journal Entries window to post Job Revenues that
($175.00) shiould display on Job Cost and Revenue reports, Use the AddfEdit Deposits

indowy and the Deposit Categories that are needed for the reports, If needed,
post 3 “zerc” deposit, Use the allocation lines on the Deposit window to create the
deposit infout “journal entry”, (DP in navigation indesx)

TOTAL | ($175.00) |

zhould be zero when finishe

The General Ledger is not in balance! If vou are on a network, system, it could be that someone else is entering data that
hasn't been posted vet, Otherwise, wou should rekturn ko this window ko check your entries,



Troubleshoot Journal Entry Balances (aka ‘General Ledger Balance’)

The quickest way to check whether your accounting books are ‘in balance’ is tGhypen the
Index field on the Navigation/Home window.

GLE - General Ledger Balance (Troublesh

Since we were demonstrating
an ‘out of balance’ journal entry = CHS
on the previous page, our books |[ef= = = N =G T 2 Y ET T
are currently ‘out of balances
If they were in balance, the
‘Genl Ledger Bal’ box would
display a zero.

If the accounting books
are ‘In Balance’, the
‘Genl Ledger Bal’ box
should be ZERO!

If the General Ledger Balance is not zero, it means the
the accounting books are out of balance.

v 4

Troubleshoot
Balances \

\

To view some ‘Clues’to the
entries that are not in balance,
use the button labeled
‘Troubleshoot Balances

# Journal Entries Out Of Balance
The window that pops up will CLUES TO ENTRIES OUT OF BALANCE

display information that can
help you find the entries that
are causing the books to be out
of balance and make your
corrections. ThePrint Detail’

The guery that produced the results below searches the General Ledger for entries with matching
Dates and Documents, If the sum of enfries with the same date and document does not total to zero,
then the sum of the entries appears below. Use the detail button to the left of each line o
imrmediately print the detail of the associated enfries.

JOURNAL DATE DOCUMENT TOTAL
button will print a Journal Brict Dt |[*E 0319/07  [TestD31907 | [$1?5.DEI]|
Entry report similar to the one
described earlier in this Help
document.

IMPORTANT! If you are
TOTAL | ($175.00)|

networked and other users are
entering data in the program,

Recard: 14 1 Kl af 1

the books can be temporarily T —

out of balance until the other
users finish their processes.



Review All Accounting Transactions In Database
There are a couple of ways to review all journal transactions in your accounting books.

1 - Open the ‘General Ledger Transactions’ Review window by typing ‘GL'in the Index field on the Navigation/Home
window. This will open a window that allows you to print various types of General Ledger Transaction reports based on
Ranges of Criteria entered. The General Ledger Transactions window is covered in a separate Help Document.

OR

2 - Open the table of ‘Database Transactions’ shown below by clicking the ‘Utilities’ link on the Navigation/Home window.
Then use the button labeled ‘View Database Transactions’. There are tools on this window for filtering and finding records
that are explained on the Help Document for that window.

NOTE: Itis always possible to fix the records in your accounting database! We can help if you call us for a Code to unlock
the database.

e

| Checl: Ledger Balances ()

0| Wiew Database Transactions

2l 2] @ Eilter Records ~ 7 Toggle Filker ¥ Remove Filter fSort -

TABLE OF ALL GENERAL LEDGER EMTRIES - This farm is locked
and for viewing only. Ifwou need to delete or change an entry, and

cannot do so using some other method, call us for a code to unlock
this form. Once vou hawve used a code, itwill notwark again.

Enter code below, press
wour Enter key, then click
IUnlock Form' button.

Unlock Form

GL Murn Dept. Job Cost Code  Type Statuz

ENT # Journal  GL Date Due Date  Document &R |nvoice Wendor Payar

OFFSE - 03031008 13014 FANTASTI " Quick hanual AP Ched2110 H OTHEF ~ JPAID
el OFFSE - 03031008 13014 FANTASTI - -~ |7 Quick hanual AP Ched1020 - JOH - |H - 0 = |OTHEF - JPAID - [10Z0
oG24 OFFSE - 0302102 13012 THOISP - - |Accounts Payable Chec|2110 - |oH - |H - 0 - [OTHEF - jPaID = 1020
0631 OFFSE - 03021008 13013 AUSBEUSIO - - |fccounts Payable Chec|2110 - JOH - |H - 0 = |OTHEF - JPAID - [10Z0
Q630 OFFSE - 03021008 13012 THDISP - - |fccounts Payable Chec|1020 - JOH - |H - 0 = |OTHEF - JPAID - [10Z0
0632 OFFSE - 03021008 13013 AUSBEUSIO - - |fccounts Payable Chec|1020 - JOH - |H - 0 = |OTHEF - JPAID - [10Z0
0453 AP - 1003107 1053107 0312007 PRT BANKOF AW - LlMEDIEARE W'H Tax Dujz110 - JOH - |H - 0 = |OTHEF = JUMPAID - |0
2454 AP - 1053107 07 ozooT PRT BAHEOFAM - LIMEDICARE WH Tax Dufz110 -~ |oH - |H - 0 - [OTHEF - JUNPAID - [0
0452 AP - 1003107 1053107 0312007 PRT BANKOF AW - LIMEDIEARE EXP Tax Dujz110 - JOH - |H - 0 = |OTHEF = JUMPAID - |0
0451 AP - 1003107 1053107 0312007 PRT BAMEOF A - - [MEDICARE EXP Tax Duf2110 - JOH - |H - 0 = |OTHEF = JUMPAID - |0
a450 AP - 1003107 1053107 0312007 PRT STATCOMP - » JLOCALWH Tax Due 2110 - JOH - |H - 0 = |OTHEF = JUMPAID - |0
nAEN no _ ind1 a7 insad a7 A0 nnT OoT CTATTMkAO _ = IcTATE W'l Tae P 214N = Inu - u _ n — InTUuCcc — Helgan = In




