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Hardware and System Requirements 1

Chapter 1
Getting Started

Like most users of business software you probably bought
MultiLedger because you' ve got ajob to do. But before you jump into
the chapter on setting up a company, please read this brief chapter on
what you should know before you start using MultiL edger.

Hardware and System Requirements

Multiledger for Windows:
e 10 MB free disk space

e Windows 7 or higher

e Windows compatible printer
MultiLedger for Macintosh
e 10 MB free disk space

e« Mac 0S10.6 or higher

e Macintosh compatible printer
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How to Get Help

Only registered users are entitled to technical support from CheckMark
Inc. For information on CheckMark’s Extended Support options,
please refer to the brochure that was included with your MultiLedger
package or go to the support page on our website.

Registered users also receive update and upgrade information. So
please take a few momentsto read the License Agreement, fill out and
sign the Registration Card, and drop it in the mail. If you would like to
expedite your registration, you can fill out the Registration Card and
fax usacopy at (970) 225-0611.

Note While CheckMark is happy to offer you help in using our accounting
software, we can only offer limited accounting help or advice.
However, we maintain a network of independent CheckMark
Consultants who offer services beyond the support that CheckMark
provides. You'll find adirectory of consultants on our web site,
www.checkmark.com/consultant_search.php.

Before you call

You can help us make your phone call more effective by doing the
following before you call:

Fax, mail, or email * Inorder to receive support from CheckMark Inc., we need to have
registration record of your registration. Fax your registration to us at 970-225-
0611, E-mail your registration to shipping@checkmark.com or
mail us the Registration Card that is found in the MultiL edger
package

Read manual * Many userswant to start using a program without reading the
manual. However, if you have any questions about how to use
MultiL edger, please read the relevant sections in this manual
before calling us. The manual contains procedures to accomplish
most accounting tasks. If you feel the manual lacks any crucial
information, pleasetell us.

Look for help in * You can find many answersin the Knowledge Base on our
Knowledge Base website;

http://www.checkmark.com/knowledgebase.php

or click on the CheckMark Knowledge Base link under the Help
menu in MultiLedger.




How to reach us 3

Know your registration
number or customer
number

Know your version
number

How to reach us

When you call for technical support, you will be asked for your
registration or customer 1D number. You will find your registration
number printed on the software package and on the part of the
registration card you keep. Your customer number can be found on
any order forms you had received from us.

Also before you call, you should know your multiledger version
and date. The version ison thetitle bar above the command center.

You can reach us in the following ways:

You can submit support questions from our web site, aswell as
find answers in our Knowledge Base:

Web Address: http://www.checkmark.com/login

A call-back system for Telephone Technical Support is available
between 8 am. and 5 pm MT, Monday through Thursday and
between 8 am. and 4 p.m. MT on Fridays.

Phone support: (970) 225-0387

You can fax us questions or comments at any time:

Fax registration and support: (970) 225-0611

You can e-mail us at:

Support@checkmark.com

You can write us;

CheckMark, Inc.

Attn.: Technical Support
323 Drake Rd., Ste 100
Fort Collins, CO 80526
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What You Should Know Before using MultiLedger

Before you start Using MultiLedger, you should know how to perform
the following basic operations:

Move and copy files.

Click, drag, and highlight text

Choose commands from menus

Open and close windows

Use control buttons, check boxes, radio buttons, and scroll bars

How to navigate through dialog boxes

If you are unfamiliar with any of these topics, refer to the owner’s
manual that came with your copy of Microsoft Windows or your
Macintosh computer.

Cross-Platform Versions

Important

The Multiledger CD-ROM, if you purchased one, contains both the
Windows version and the Macintosh version of the MultiLedger. You
can install the software on a PC, aMac, or both, according to the
software’s License Agreement. this brief section describes the basic
differences between the two platforms, as well as how this manual can
be used for either version of the software.

Cross-Platform Considerations

MultiLedger is a multi-user, cross-platform accounting software. You
can have up to ten users accessing data over a networks of PCs, Macs,
or acombination of the two. You can also move company files back
and forth across platforms if your computers are not networked.
Chapter 5in thismanual explainshow to use the multi-user capabilities
in MultiLedger and Chapter 12 explains how to backup company files
and restore the files on another platform.

OSX Server hasaproblem handling “ byte-rangelocking” requestsfrom
Windows (i.e., SMB) users and Mac users simultaneously. If you have
both Mac and PC users on MultiLedger, you'll need aWindows Server.
If you are on an al Mac network, you need to have a dedicated server
or workstation where the company data resides.
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Platform Differences

For the most part, MultiLedger for Windows and MultiLedger for
Macintosh are functionally identical. Wherever there are notable
differences, however, the applicable platform is clearly noted in this
manual .

Installing MultiLedger on Windows

Note

I mportant

Follow the steps below to install MultiLedger on your Windows
computer. For instructions on installing MultiLedger on a Macintosh,
see “Installing MultiLedger on a Macintosh” on page 7.

If you will be using MultiLedger’s multi-user capabilities, see a'so
Chapter 5, “Multi-User MultiLedger.”

Sart your computer asyou normally would.
**For CD Install**
Insert the MultiLedger disk.

Follow the on-screen instructions for installing MultiLedger.
Eject the MultiL edger program disk from your computer
**For Download Install**

Click on thelink provided to download. After the download is
complete, double-click the download file.

Follow the on-screen instructionsto complete installation

MultiLedger is copyrighted. You may only copy the program according
to the terms set forth in the License Agreement.

After MultiLedger isfinished installing, afolder named “MultiL edger”
isinstalled in the Program Files’'CheckMark directory.
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Starting MultiLedger and Opening a Sample Company on
Windows

The following steps show you how to start MultiLedger and open a
company file (using a sample company as an example). If you want to
immediately begin setting up a company with MultiLedger, go to the
next chapter “Initial Setup.”

1 Click theshortcut on your Desktop.

2 Choose Open Company from the File menu

Lok in: J \_J Construction S ample LJ |‘=_’F EE-
‘{\ _@ Const-Partner.MLO

My Recent
Documents

Desktop

My Documents

58
My Computer
:
by Metwork File name: I ﬂ Open
Places

Files of type: ]MultlLedger Files [*.MLO) ;J Cancel

3 Select the“ SampleCo” folder, then click Open, or doubleclick the
“SampleCo” folder.

The dialog box shows the three ML Sample Companies you can
choose from: “ Constructions Sample Co.”, “Retail Sample Co.”, and
“Service Sample Co.”

4  Select a sample company, then click Open.

Thedialog box now shows a highlighted MultiL edger sample company
file.

5 Click open again.

Once MultiLedger is running with a company open, MultiLedger’s
Command Center is enabled on your screen.




Opening Recently Used Companies On Windows

MultiLedger stores the paths to the last five open companies, which
makes opening frequently used company files easy.

1 Click theshortcut on your Desktop

2 Choose Open recent Company from File menu, then drag out to select
the desired company files

Note If you use one set of company files on aregular basis, you can have
MultiLedger automatically open that set of files when you launch
MultiLedger. For moreinformation, see* Setting Program Preferences’
on page 76.

Installing MultiLedger on a Macintosh

Follow the steps below to install MultiLedger for Macintosh on your
Hard drive:

Note If you will be using MultiLedger’s multi-user capabilities, see a'so
chapter 5, “Multi-User MultiLedger.”

1 Sart your computer asyou normally would.
**For CD Ingall**

Insert the MultiLedger disk.

Double-click the ML Installer icon.

Follow the on-screen instructions for installing MultiLedger.

a b~ W N

Eject the MultiL edger program disk from your computer
**For Download Install**

6 Click on thelink provided to download. After the download is
complete, double-click the download file.

7 Follow the on-screen instructionsto complete installation
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Important MultiL edger is copyrighted. You may only copy the program according
to the terms set forth in the License Agreement.

A folder named “MultiLedgerf” isinstalled in the Applications folder
and automatically opens.

Starting MultiLedger and Opening a Sample Company on
Macintosh

The following steps show you how to start MultiLedger and open a
company file (using a sample company as an example). If you want to
immediately begin setting up a company with MultiLedger, go to the
next Chapter “Initial Setup.”

1 OpentheMultiLedgerf folder that wasinstalled on your hard drive.
2 Sart MultiLedger by double-clicking the M ultiL edger ™ icon.

3 Choose Open Company from the File menu

Open

[« » | [5a]=[m@m) (& sample Companies S

DEVICES 2 roll.pdf L] Construct...mple Co.f
lult || Retail Sample Co.f
kel Service Sample Co.f

SHARED
=9 iMacGs... =
a0l

ties |
PLACES

MEDIA

ﬁ Music
|| Photos "
ﬁ Movies

o
{ Cancel )

4  Select the ML Samplesfolder, then click Open, or double-click the ML
Samplesfolder.

The dialog box now shows the three ML Sample Companies you can
choose from: “ Construction Sample Co.”, “Retail Sample Co.”, and
“Service Sample Co.”

5 Select a sample company, then click Open.

Thedialog box now shows a highlighted MultiL edger sample company
file
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6 Click Open again.

Once MultiLedger is running with a company open, MultiLedger’s
Command Center is enabled on your screen and you are ready to start
exploring MultiLedger.

Opening Recently Used Companies on Macintosh

MultiLedger stores the paths to the last five open companies, which
makes opening frequently-used company file easy.

1 Sart MultiLedger by double-clicking the M ultiL edger ™ icon in the
Multiledgerf folder.

2 Choose Open Recent Company from the File menu, then drag out to
select the desires company files.

Note If you use one set of company files on aregular basis, you can have
MultiLedger automatically open that set of files when you launch
MultiLedger. For moreinformation, see* Setting Program Preferences’
on page 76.
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The Command Center

Note

When you open a company with MultiLedger, the first thing you'll
notice is MultiLedger’'s Command Center. The Command Center is
divided into three sections: Setup, Transactions, and Reports. To use
the Command Center, simply click the button of the window you want
to open.

MultiLedger Canada Version 7.9.0.C

[oX Ne)
Company Chart of Customer ltem Account Trial
Information Accounts Invoices Purchases Reports Balance
Interface Account Sales Payables Transaction General
Accounts Balances Journal Journal Journals Ledger
Financial Budget Customer Wendor Balance Income
Statements Amounts Payments Payments Sheet Statement
Customer Setup Vendor Receipts Disbursement Cash Flow Financial
Setup Journal Journal Snapshot
Job General Adjust Inventol Customer Vendor
Setup Journal Reports Reports

Sales Tax Salesperson Finance Bank Item Job
Setup Setup Charges Reconciliation Reports Reports
Custamer Ship Via Print Recurring Sales Tax Salesperson
Terms Report Report

When you have a company open with MultiL edger, the Command
Center is active and MultiLedger displays the path to your company
files at the bottom of the window, as well as how many users currently
have the company files open. When MultiLedger is running but no
company files are open, the Command Center is disabled.

Please note that not all menu commands are represented in the
Command Center. Some dial ogs and windows, such as those found
under the File menu, can only be accessed using the pull-down menus
or keyboard shortcuts.
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Accessing Multiple Open Windows
With MultiLedger, you can have multiple windows open at once.
To open multiple windows using the Command Center.
1 Click abutton in the Command Center to open a window.

2 Click anywherein the Command Center to reactivateit, or choose
Commands from the Windows menu.

3 Click another button in the Command Center.

To access multiple windows using the pull-down menus, select an
option from one of the pull-down menus, then select another.

Note You can quickly go to an open window, by choosing the window’s
name from the Windows menu.

Where to Go From Here

To get acquainted with MultiLedger, try processing afew transactions
by following the procedures in Chapter 7 and Chapter 8 in sample
company.

To begin setting up your company with MultiLedger, go to Chapter 2,
“Initial Setup.”

To exit MultiL edger, choose Exit from MultiLedger’s File menu in
Windows. On Macintosh, choose Quit under the MultiLedger menu.
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What You'll need

Ending date of prior year

Chapter 2
Initial Setup

This chapter shows you how to set up a company with MultiL edger,
and discusses the following topics:

e Entering company information

e Setting up your company’s chart of accounts and beginning
account balances.

«  Entering prior outstanding receivables and payables, aswell as
inventory or serviceitems

Optional setup information, such as passwords, salespeople, salestax.
budgets, jobs, preferences, user settings, shipping methods, profit
centers, and financial statement format are covered in Chapter 4,
“Setup Options.”

This chapter uses the sample companies provided on the MultiL edger
program disk to show how information appears after a company has
been set up. Y our setup, of course, depends on your specific
accounting needs.

You'll need the following information to set up acompany in
MultiLedger:

Thisisthelast day of your company’s previous accounting year. For
many companies, the last day of their previous accounting year is
December 31st. However, MultiLedger can accommodate any month-
end date for a company operating on a non-calendar fiscal year.

If your company is anew start-up company, and you don’t have an
ending date for your company’s previous fiscal year, you should enter
the date that corresponds to the year just prior to the year you wish to
start tracking company data. For example, if your new company’ s fiscal
year starts January 1, 2017, you would enter 12/31/2016 as the Ending
Date of Prior Year.
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Starting Transaction
Entry

Note

Chart of accounts

Beginning ledger account
balances

Note

List of outstanding
accountsreceivable and
accounts payable
invoices

I mportant

Y ou can start transaction entry at the beginning of your fiscal year or
any other month. For example, if financial information has already been
summarized through 3/31/17, an you would like to start daily
transactions on 4/1/17, account balances could be entered for January,
February, and March by doing a general journal entry to record the
transaction totals for each amount for those months. Or you could enter
all transactions for those months so the detail is available for the entire
year.

While you cannot enter transaction details prior to your current fiscal
year, you can enter outstanding accounts receivable and accounts
payable transactions with datesin an earlier year.

Y ou can adapt your current chart of accounts, create anew one, or copy
and then modify an existing chart of accounts from one of the
MultiLedger sample companies or the Sample COAs folder.

Y ou can use the values from atrial balance or balance sheet report or
the period just prior to your current fiscal year for your beginning
balancesin MultiLedger.

You can begin entering transactions in MultiLedger before al your
beginning bal ances are entered or finalized.

To track receivables and payables on an accrual basis, you should have
alist of outstanding receivables and payables. These are invoices that

your company has not yet received payment for or that your company

has not yet paid as of the first day of your current fiscal year.

Outstanding receivables or payablesthat are dated prior to your current
fiscal year are entered asindividual invoices for each customer or
vendor through the Sales Journal or Payables Journal.

Outstanding receivables or payables that are dated within your current
fiscal year should be entered as new transactions through the Customer
Invoices, Sales Journal, Item Purchases, or Payables Journal windows.
For more details, see the “ Customer Transactions” and “Vendor
Transactions” in chapter 8 and 9.

The total for outstanding receivables invoices and the total for
outstanding payables invoices you enter with a date prior to your
current fiscal year should match the beginning balances you set up for
the Accounts Receivable and Accounts Payable ledger accounts.
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Steps to Setting Up

Below isachecklist of the steps you should follow to set up acompany
with MultiLedger and the windows you' Il use. Some of the steps are
optional and may not apply to your particular company setup. The rest
of this chapter and Chapter 3, “ Customer, Vendor & Item Setup”
explain each step in detail .

Stepsfor Creating a New MultiL edger Window
Company

(J Create anew Company

(J Copy an existing chart of accounts
from aMultiLedger sample company.
(You can also enter a new chart of
accounts, which would come later in

the process.)
(J Enter the company name and address. Company Information
O Select the Ending Date of Prior Year ~ Company Information
(J Enter/modify achart of accounts Chart of Accounts
(J Assign posting categories Interface Accounts
(J Enter beginning ledger balances Account Balances
(J Enter Customers Customer Setup
(J Enter outstanding receivablespriorto  Sales Journal
current fiscal year
(O Verify outstanding receivablessetup ~ Customer Reports
(J Enter Vendors Vendor Setup
(J Enter outstanding payables dated Payables Journal

prior to current fiscal year

(J Verify outstanding payables setup Vendor Reports

a

Setup inventory or serviceitems Item Setup

(O Verify beginning inventory Item Reports
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Creating a New Company File on Windows
1 Open MultiLedger by clicking the shortcut on your desktop.

2 Choose New Company from the File menu.

Save in: ] (3 Construction Sample L] 5 Ef-
: ﬁ Const-Partner,MLO

My Recent
Documents

Deskiop

ry Documents

5
ty Computer
‘_,!l File name: | j Save
—
Mypl‘rl etwork  Save as type: | MultiLedger Files [ ML) | Cancel
laces

3 Enter anamefor your company files.

The default location for your company filesis the MultiLedger
directory.

Important Use a short name, such as“ ABC” instead of “American Business
Company,” toidentify your company files. The nameisused only to
identify your company’s datafiles - it does not appear on reports. A
short name will be easier to find in awindow on your desktop or in a
dialog box than along one.

You can easily rename your company files at any time. For more
information, see “Renaming Company Files’ on page 235.You should
NEVER rename your files using any other method, as you may make
your filesinaccessible.

4  Click Save.
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Would you like to copy an existing Chart of Accounts?

[ No \ Yes

A folder called “COAS’ isinstalled in the “MultiLedger” folder. This
folder contains several charts of accounts that you can modify for your
own business. Appendix B, “ Sample Charts of Accounts,” in this
manual shows each of the sample charts of accounts.

5 Select Yesor No

If you want to create a new chart of accounts, click No. After you
click no, MultiLedger’s Command Center appears on your screen with
only the Company Information button enabled

All other Command Center buttons are disabled until you set up basic
company information. The next section shows you how to do this.

If you want to copy an existing chart of accounts, click Yes.

| ¥ = Sample COAs e
|
| Home Share WView L 7]
I
(e - T # ML_... » Sample.. W search 5a e
e MName o
Homegrowu,
% greup COMNST.CM3
GRAPHIC.CM3
B This PC — .
_ | MEDSCAL.CM3
m Desktop
MEWSPAPER.CM3
Documents

NOMNPROFT.CM3I
PARTMER.CM3
PRINT.CM3
__| PROFESSIOMAL.CM3
__| RESTAURAMT.CM3

& Downloads
a Music

= Pictures
B Videos

e Local Disk [C:)

| RETAILLCM3
Lg® AllFiles on "Mac’ =
SAMPLE.CKMZ
& | SERVICE.CM3 [
*_N-rtwcrk i R =
13 itemns | ==

Open the “COAS’ folder, then select the chart of accounts you want to
copy. You can also open the “ SampleCo” folder, select the folder for
the type of chart of accounts you want to copy, then select the chart of
accounts.
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6 Click open.

MultiLedger’s Command Center appears on your screen with only the
Company Information button enabled.

All other Command Center buttons are disabled until you set up basic
company information. For more information, see “ Setting Up Basic
Company Information” on page 20.

Creating a New Company File on Macintosh

Save

Important

Note

1

Double-click the MultiLedger ™ alias on the dock or desktop.

& MultiLedger
Choose New Company from the File menu.

Enter a nameto identify your company, choose the location where you
want to save your company files, and click save. It's best to save this
either on the Hard Drive or in the Documents folder. A new folder
containing your company fileswill be created with the name you entered.

Useashort namefor your company files, such as“ ABC” instead of
“American BusinessCompany” . Thenameisused only toidentify the
folder that is created and the company’s data files saved in that folder.
For example, entering the name“ ABCf” would contain datafileswhose
names begin with “ABC”. The “f” is automatically added to the folder
name to identify it as afolder.

The name “ABC” does not appear on reports or cheques. You will set
up the company name for reports and cheques in the company
information window.

You can easily rename your company files at any time. For more
information, see“ Renaming Company Files’ on page 235. You should
never rename your own business. Appendix B, “ Sample Charts of
Accounts,” in this manual shows each of the sample charts of accounts.
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4  After the new company name has been entered, click Save.

B Save
Save New Company as:
Save As: ;_ABC‘I | IEJ
= g = m| | [ Sample Companies M
DEVICES ra

Ll Construct...mple Co.f
lultiLedg Ll Retail Sample Co.
SHARED £ i £

X v 1 Ll Service Sample Co.f
= et & [ sample Companies =
& Al " . .
PLACES 0
v
1l Il I
- [ 4 N> |
4 i | \
New Folder ~ Cancel { save )

A folder called “Sample COAS’ isinstalled in the “MultiL edgerf”
folder. Thisfolder contains several charts of accounts that you can
modify for your own business. Appendix B, “ Sample Charts of
Accounts,” in this manual shows each of the sample charts of accounts.

5 Select Yesor No.

If you want to create a new chart of accounts, click No and skip to
Step 1 on the next page.

If you want to copy an existing chart of accounts, click Yes.

Open the “ Sample COAS’ Folder, Then select the chart of accounts
you want to copy. Or you can also open the “ML Sample Companies’

folder, select the folder for the type of chart of accounts you want to
copy, then select the chart of accounts:
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Open

[ ] Sample COAs

Name

B Basic Company.CM3
B Const-Partner.CM3
W Graphic Artist.CM3
B Medical.CM3

B Newspapers.CM3
B Mon Profit.CM3

B Partnership.CM3

B Printing Center.CM3
@ Professional.CM3
W Profit Center.CM3
B Restaurant.CM3

B Retail Corp.CM3

B Scle Proprietorship.CM3

Click Open.

| cancel |

MultiLedger's Command Center appears on your screen with only the
Company Information button enabled.

All other Command Center buttons are disabled until you set up basic
company information. the next section shows you how to do this.

Setting Up Basic Company Information

When you first start anew company file in MultiLedger, only afew
MultiLedger commands are available until you enter basic company
information and select an Ending Date of Prior Year.

1 Click Company Information in the Command Center.

[ ] Company Information

City, Province, Postal Code

Ending Date of Prior Year 12/31/16

Lock Entries Through

oRIAT ]
/28717
a3/31/17
a4/3/17
0531417
6/30/17
a/3/17
/3147
09/30/17
/37
11/3847
12/
o1/3ts
2/28/18
a3/31/18
a4/3/18
05/31/18
/38418

Business Number
Province ID _m

| Passwords

Accounts: 53
Customers:

Vendors:

)
)
ltems: 0
Salespeople: 0

: 0

Jobs:
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2 Enter thecompany namethat you want to appear at thetop of reports
and on cheques.

Note The company name and address also print on invoices and customer
statements. For more details, see “ Using the Print Screen” on page 90.

3 Enter the company’saddress.

4 If thelast date of your previousfiscal year differsfrom the datein the
Ending Date of Prior Year field, enter the correct ending date.

The Ending Date of Prior Y ear should correspond to the end of your
fiscal year.

If you are starting a new company, and don’'t have an ending date for
your company’s previous fiscal year, you should enter a date that
corresponds to the year just prior to the year you wish to start tracking
company data. For example, if your company is starting January 1,
2017, you would enter 12/31/17 as the Ending Date of Prior Y ear.

Enter the date in the MM/DD/YY format.

Initially, the last date of the previous calendar year is entered (based on
your computer’s system clock). Y ou can override the date to match the
ending of your company’s fiscal year.

Note The Company Infor mation window also shows some basic
information from your company files, such as number of general ledger
accounts, customers, vendors, items, and sal espeople.

Note The E-mail field is optional.

5 Closethewindow.

<@

““J'/ Ending Date of Prior Year cannot be altered after saving! Proceed?

Ok | Cancel |

Important The Ending Date of Prior Year cannot be changed after saving. If you
save the wrong dates, you must start over with a new company.

6 Click OK to savethe company information, an Ending Date of Prior
Year or Click Cancel to return to the Company | nformation Window.
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Setting Up the Chart of Accounts

Note

Note

Important:

The numbering and sequencing of a company’s accounts provides the
foundation for the financial reports generated by MultiL edger. While
you can add accounts as needed throughout the year, careful thought
and planning should go into the initial design and numbering of your
company’s chart of accounts.

Setting up income or expense accounts al phabetically with at least 10
digits between numbers allows accounts to be easily searched and
allowsfor insertion of additional accounts in alphabetic order.

Guidelines for Setting Up Accounts

Account numbers must meet the following requirements:

»  Each account number (except for profit centers) must be four
digitslong.

»  Each account number must adhere to the types of accounts shown
bel ow.

For example: all Asset must fall within the 2000-1999 range, all
Liabilities must fall within the 2000-2999 range, and so on.

Assets 1000-1999
Liabilities 2000-2999
Owner’s Equity or Capital 3000-3999
Income 4000-4999
Cost of Sales 5000-5999
Operating Expenses 6000-8999
Other Income 9000-9499
Other Expenses 9500-9999

Certain headings and ranges can be changed for financial statements.
For details, see “ Customizing Financial Statements’ on page 80.

* Do not set up an account to accumulate income (or loss) for the
current year. MultiLedger calculates the current year net income,
but does not store it in aledger account
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Note

Be sureto enter aretained earnings or accumulated owner’s equity

account in the 3000-3999 range. Current year income (or 10ss) is
closed into this account at year end.

Enter only one Accounts Receivable account, one Accounts

Payable account, and one Inventory account.

Entering the Accounts

If you are going to use profit centers, see“ Setting Up Profit Centersin
the Chart of Accounts” on page 75. For guidelines about entering profit
centers into your chart of accounts.

1 Click Chart of Accountsin the Command Center.

Create your account
numbers according to
these guidelines

E

Account Numoering

Chart of Accounts

Type an account
number in this box,
and press TAB

...then type in the
account name here,
then click Save

If you want to produce
a Cash Flow
Statement, be sure to
assign the Cash Flow
Designations

1
1100
1208
1308
1708
1728
1748
1200
1828
1848
2108
2288
2308
2708
3888
21o@
3

]

(]
4108
4108
4188
4200
4308
4488
4500
6808
6188

Honey Market Aecount
Accounts Receivoble
Prepaid Expenses
Inventory

Leasehold Improvements
0ffice Furniture & Equipment
VYehicles

Accum. Depr. - Leasehold
Accum, Depr. — Office
Accum. Depr. - Yehic
Accounts Payable

GST Payable

HST Fayab

uners Oraw

Retained Earnings

Fee Income

.81 Fes Incone-Location 1

.82 Fee Income-Location 2

.83 Fes Income-Location 3
Commissions
Consul ting
Reimbursement Expenses
Hiscel laneous Incane
Automebi le Expense
Advertising/Marketing

Asset (1---)
Liability (2---)
Equity (3---)
Income (4---)
Acct # Description
1818~ Cazh In Bank — Chequeing Aeet

Cost of Sales (5---)
Operating Expense (6-->)
Other Income (9---)
Other Expense (95--)

Cash Flow Designation

© Default

(") €ash Account

]

( j ) Operating Activity

(7) Investing Activity

ri | Financing Activity

MICR Encoding Specifications:
Bank Routing #
Deposit Routing #
Cogmpany Account #

Bank Name
Bank Street
, Province, Postal Code

LI
L]
L 1
L 1
1
1

ank Fractional Routing #

Setup MICR to print on
blank cheque stock for
one or more accounts

2 Enter an account number in theleft-hand edit box and press TAB.

Important

Account numbers must meet certain requirements. For more
information, to see the previous section see “ Guidelines for Setting Up
Accounts’ on page 22.
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Enter the account description in the right-hand edit box

4 (optional) If you will be printing on blank cheque stock and need to
setup MICR for your bank accounts, you can setup thisinformation
now. For more information on setting up MICR encoding see “ Setting Up
the MICR Encoding Information” on page 93.

5 If needed, click on then appropriate radio button for Cash Flow
Designation.

See table below for details.
6 Click Saveto add the new account to thelist.

Repeat steps 2-6 for each account than you want to enter into the Chart
of Accounts.

The accounts are saved when you close the Chart of Accounts
window.

Setting Up Cash Flow Designations

MultiLedger defaults to the Cash Flow designationsin the following
chart to produce a Cash Flow Statement. You can change the default
and assign the accounts to a different designation by clicking on the

account in the list and clicking on the radio button for the Cash Flow
designation that you want to assign the account to, then click Save.

Designation Default Account Purpose
Range
Cash 1000-1099 Cash balance at beginning and end of period

Operating 1100-1899 Cash generated from day-to-day business
Activity 2000-2599 operations.

Investing 1900-1999 Cash invested in furniture, equipment or other
Activity long term assets.

Financing 2600-3999 Includes loans, investments by the owner, and
Activity retained earnings. Also includes reductionsin

equity due to owners draws on profits.
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Modifying Account Numbers and Names

To modify an account, highlight the appropriate account line, modify
the existing account description, and press enTer. Account numbers
cannot be modified, you must delete the entire account and then enter a
new account number. If you try to change an account number, a new
account will be added to the list but the old one will not be removed or
changed. For information on re-numbering accounts see
“Renumbering Accounts’ on page 237.

Deleting Accounts

To delete an account, highlight the appropriate account line, and
choose the Delete button. (If Delete is dimmed, an account is probably
not highlighted. Select an account and try again).

If you try to delete an account that has transactions from the open
months, the following warning appears:

L
\E) The selected object is used in transactions, Cannot delete,

QK
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Setting Up Posting Categories

Category Descriptions

The following table describes the purpose of each category and the
MultiLedger windows that useit.

Category

Cash Account
Asset 1000-1999

Accounts Receivable

Asset 1000-1999
only one allowed

Accounts Payable
Liability 2000-2999

only one allowed

Retained Earnings

Equity 3000-3999

Shipping Charged
Income 4000-4999

Shipping Paid

Cost of Sales 5000-

5999

Inventory
Asset 1000-1999
only one allowed

Sales Tax Paid

Cost of Sales 5000-

5999

Windows

Vendor Payments

Disbursements Journal

Customer Payments
Receipts Journal

Customer Invoices
Sales Journal

Customer Payments

Item Purchases
Payables Journal

Vendor Payments

Customer Invoices

Item Purchases

Item Purchases
Adjust Inventory

Item Purchases

Pur pose

Paying vendor and writing cheques decreases
this account.

Making deposits from customer payments and
cash receipts increases this account

Invoices increase this account.

Customer payments decrease this account.

Buying inventory and entering payables
increase this account.

Vendor payments decrease this account

Retained earnings, capital account, or owner’s
equity. Incomeis closed into this account when
the company’sfiscal year is closed.

Note: You must assigh an account number to
the Retained Earnings posting category.

If you charge customers shipping or freight on
invoices, assign the appropriate account here

If you separate shipping from the cost of
inventory, assign the appropriate account for
shipping paid to vendors.

If you track inventory, assign the appropriate
account for buying and selling inventory items.
The calculated cost of saleswill be subtracted
from this account when the item is sold in
Customer Invoices.

If you separate sales tax from the cost of
buying inventory, assign the appropriate
account for sales tax paid to vendors here.
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Assigning Posting Categories

Note

1 Click Interface Accountsin the Command Center.

First, click a ledger ...then click a category name to
account... assign the account to the
appropriate posting category

200 Interface Accounts

Chart of Accounts Interface Category Acch#
1818 Cash In Bank - Chequeing Acct Cash Fecount 1a81@
1628 Morey Market Account = Accounts Receiwable 11@&
1164 Accounts Receivable Accounts Payable 2188

l 1268 Prepaid Expenzses Retained Earnings 3288
136A I rvertory Shipping Charged 4588
17684 Legsehold |mprovemernts Shipping Paid T6a8
1724 Office Furniture & Equipment I Fverntory 1266
1744 Vehicles Sales Tax Paid

I 12684 Accum. Depr. - Leasehold

1224 Accum. Depr. — Office
1848 Azcum, Depr. - Yehicles
2188 Azcounts Poyoble
I 2268 G5T Payable
2368 HST Payable
| |z7@e  Bank Loan
et e Capital
el Ouners Draw
i 3268 Retained Earnings
4168 Fee Income

Thelist on the left shows your company’s chart of accounts. Thelist on
the right shows the posting categories.

Only one account number can be assigned to each posting category.
However, you can use different Cash Accounts by selecting them from
the pop-up list on the appropriate transaction window. The default
account, however, will stay the same.

2 Select aledger account from thelist on the left.
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3 Click the appropriate posting category on theright

Important

Repeat steps 2-3 for each posting category that you need to use. For
details about each category, see the previous section, “ Category
Descriptions.”

Y ou must assign account numbers to the Cash and Retained Earnings
categories.

If acategory is not assigned a number but it is used in transactions,
MultiLedger posts the amount to the first account number (usually the
cash account) from your chart accounts.

4 Closethewindow to save the categories

Toremove an account from a posting category, click the category
name without an account selected in the list on the left (To deselect an
account simply click it again so that it’s no longer highlighted). Y ou
cannot remove an account from the Cash Account Category. However,
you can re-assign it an account number.

Tore-assign an account to a posting category, select a new account
from the list on the | eft, and then click the category on the right.

Setting Up Ledger Account Balances

Note

Important

You don't have to enter account balances before you begin transaction
entry; however, to obtain a valid balance sheet you must enter the
beginning bal ances for the accounting period you will be starting
transaction entry in MultiL edger.

You can enter or adjust these balances at any time during the current
year.

A retained earningsledger account must have been assigned to aposting
category (using the Interface Accounts window) before account
balances can be saved.
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1 Click account Balancesin the Command Center.

After all the balances have been

After checking that the Ledger entered, the Ledger Balance should
| Balance is 0.00, click Save be 0.00
]
1Y) Account Balances 01/01/17
H Enter the
: amount for the
0.00 Ledger Balance account, and

2p00aE. 66 3 press TAB

1681@ Cash In Bank - Chequeing Acct

16826 Money Market Account SAAEE B8

1166 Accounts Receivable 8. 66

1266 Prepaid Expenses 8. 6a

1366 Inventary SEEE &8

1766 Leasshold Improvements 20EEE B8

17926 Office Furniture & Equipment 245868 Credit balances
1748 Yehicles .68 should be
1268 Accum. Depr, - Leasehold -12506 .84 I E— .
1828 Fecum. Depr. - Office 2968 69 prefaced with a
1948 Accum. Depr, - Vehicles B .50 minus (-) sign
2164 Accounts Payable 8. 66

2268 G5T Payable 8.68

2368 HST Poyable @ .68

2768 Bank Loan -65860 . 98

3068 Capital -17358 .06

a4 Ouwners Dram 8,66

3268 Retained Earhings 8 .608

4168 Fee |ncome 8,66

2 Enter theamount for the highlighted account balance from your trial
balance or balance sheet report and press Tas.

Important The amounts you enter should be current balances as of the date - not
monthly activity.

When you press TAB, the amount in the edit box above the list replaces
the highlighted account balance in the list, and the next account
balance in the list is highlighted for editing.

Enter beginning balances for each account using positive numbers to
represent debits and negative numbers, (prefaced with aminus sign (-
), to represent credits. Typically, liability, equity, and income
accounts have credit balances (for example, -30719.60) while asset and
expense accounts have debit balances (no minus sign).
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Repeat step 2 for each account balance. You can scroll through the
account balances using the scroll bar or tab key. You can aso click an
account balance to select it for editing. Be sure to TAB out of the last
account you edit, or changes to that account will not be saved.

3 After all balanceshave been entered, check to seeif the L edger Balance
amount (just above the balance edit box) is 0.00.

0.00 Ledger Balance

If the Ledger Balance is not 0.00, then your accounts are out of
balance.

Why your Ledger A common mistake is not putting a minus (-) sign before credit
Balance might not be amounts.

000 . A current income account and value were entered. MultiL edger

automatically cal culates the current year net income for the
income statement and balance sheet reports.

. Y ou have not tabbed out of the last amount entered.

Note Since MultiLedger functions as adoubl e-entry bookkeeping system, the
L edger Balance for each period should total 0.00. You can temporarily
Savea‘non-zerd’ balance, but you should correct the balances as soon
as possible to correctly reflect your company’s financial information.
Once you correct the balances, the totals will be reflected in future
month transactions.

4 Click Save.

Setting Up Prior Outstanding Receivables

Outstanding receivables that are dated prior to your current fiscal year
are entered as invoices for each customer through the Sales Journal .
Transactions entered with dates prior to your current fiscal year do not
affect ledger balances.

Outstanding receivables that are dated within your current fiscal year
should be entered as new transactions through the Customer Invoices
or Sales Journal windows. For more details, see chapter 7, “Customer
Transactions.”

The steps for entering prior outstanding receivables are as follows:
1 Set up Customer Terms. (See Chapter 3)

2 Enter namesand information for customerswith outstanding
receivables on the Customer Setup window. (See Chapter 3)
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Enter all outstanding receivablesfor each customer in the Sales
Journal.

Verify the outstanding receivables setup by checking balances on an
Accounts Receivablereport on the Customer Reportswindow.

The following sections explain steps 3 and 4.

Entering Outstanding Receivables
Once entered, outstanding receivables appear in Customer Payments.

Before your outstanding receivables you should have already set up
customer terms and customer information.

Thetotal for outstanding receivablesinvoicesthat you enter with adate
prior to your current fiscal year should match the beginning balance
you set up for the Accounts Receivable ledger account in Account
Balances.

Click Sales Journal in the Command Center.

Make sure you enter a date that
is prior to your Start Month

L XX ] Sales Journal |

= - '— —
[_| Quote
o = - i
S " [_] Recurring
Invoice & Customer* Date Statement Description
179 [ |[ess15/14]]
Bill Address MNotes
Invoice Total
L —
Ledger Account® Job* Description Amount
|
|
|

After the Sales Journal window opens, the cursor isin the Invoice #
field.
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Note

Customers
pop-up list

Note

For more details about the fields on the Sales Journal window, see
“Sales Journal Field Descriptions” on page 143.

2 Enter or edit theinvoice number.

Each invoice must have a document number associated with it. Invoice
numbers can contain both letters and numbers, but must end in a
number and are limited to eight characters. Invoice numbers are
automatically increased by one after you save the transaction.

When the cursor enters the Customer field, a pop-up list of customers
appears:

1 ok ) ( Cancel ) ( Edit %E ) ( New %N )

If you want to

] Find Anywh .
= PR search the list

[Arnold Schmidt
{Jamie Fischer
Jane Gleason
Kelley's Supply Shaop the customer
1Sulvia Holden

|TER Distribution

by any part of

name, make
sure the “Find
Anywhere”
check box is
selected

If the pop-up list doesn’t appear, customers have not yet been set up.
To set up customers, see Chapter 3, “Customer, Vendor & Item Setup.”

3 Select acustomer form thelist and click OK (or double-click a
customer name).

The customer name and address are entered in the Customer field, and
the cursor moves to the Date field.

4 Enter original invoicedate.

Enter the outstanding receivable's invoice date using the format MM/
DD/YY. For example December 27, 2016, would be entered like this:
12/27/16. Make sure you enter adate that is prior to your company’s
current fiscal year. The invoice date along with the terms selected will
determine the invoice's due date.

You can enter datesin the DD/MM/Y'Y format by selecting the
“International Date Format [dd/mm/yy]” option on the Preferences
Window under the File menu.
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5 Enter a Satement Description.

Terms pop-up
list

Statement descriptions print on customer statements. You could enter a
purchase order number or note here for reference. If you don't enter a
description, the customer name is automatically copied into thisfield
when you save the transaction.

After you press TAB, the cursor moves to the Termsfield. A pop-up list
of terms appears:

( ok ) ( Cancel )

f1|msh =L If you want to
2ivizae search the list
et \ by any part of
the term

name, make

sure the “Find

Anywhere”

check box is
| selected

If terms have not yet been set up, the cursor skips the Terms Field and
moves to the Ledger Account field. To set up terms, see “Customer
Terms’ on page 50. If default terms were selected in the Customer
setup window, those termswill be highlighted when thisfield is
selected.

6 Select thedesired term and click OK (or double-click the desired term)
or click Cancel to not enter any terms.




34 Chapter 2 Initial Setup

Ledger
Accounts
pop-up list

The cursor moves to the Ledger Account field, and a pop-up list of
accounts appears:

( ok ) ( Cancel )

4 [ Find Anywhere
| +808 Sales -
4806 .81 Sales-Store 1
499682 Sales-Stors 2 If you want to
4108 Sales Returns
4102.81 Sales Returns-Stare | search the list
4186.82 Sales Returns-Store 2
4208 Other Income | by any part Of
Sea8 Cost of Sales
5806 .81 Cost of Sales-Store 1 the account
5806 .82 Cost of Sales-Store 2 0
5188 Cost of Sales Returns number’ make
S186.81 Cost of Sales Returns-Store 1 “Cy
S188.82 Cost of Sales Returns-Store 2 sure the Flnd
5266 COS Damage /Shri nkage Anywhere"
5260.81 COS Damage/Shrinkage-Store 1 .
|5208.82 £OS Damage/Shrinkage-Store 2 check box is
5306 shipping/Postage
5488 Discount on Purchase | Selected

| GEBE AdvertisingMarketing
6608.81 Adv - Store 1

{6806 .82 Adv-Store 2

6188 Automobile Expense
6208 Bad Debts

6218 Bonus

6308 Bank. Service Charges b

7 Select asales account from thelist and click OK (or double-click the
account name).

You can type thefirst few characters of the account number or name to
automatically select the desired account.

Since transactions that are dated prior to your current fiscal year do not
affect the General Ledger balances, the specific ledger account you
choose really doesn’t matter. However, usually when you enter a
transaction in the Sales Journal, you choose a sales account in the
4000-4999 range.

After aledger account is entered, the cursor moves to the Job field.
Unless jobs have been set up already, the cursor skips the Job field and
moves to the Description field. Even if you want to use jobs, you don’t
need to set up any jobs until after your basic company setup is finished;
ajobs report will not show any transactions dated prior to your current
fiscal year.

8 Enter adescription.

If you don’t enter a description, the customer’s name will
automatically be copied to thisfield.

9 Enter thetotal amount of the prior outstanding invoice.

You don't need to enter adollar sign (&) or any zeros for .00 cents.
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10 PressTAB to add thelineto the detail list.

Invoice Total 250.00

Terms*®
Ledger Account® Job* Description Amount
kelley's Supply Shop
250 .88

| ETT) Sales Parts

After pressing TAB, the invoice

detail line is listed here.... ...and the Invoice Total is updated

Note You should enter the total for the outstanding invoice on one detail line.

11 Click Save

Save as outstanding item without affecting general

@ ledger balances?
T

12 Click Yes.

After clicking Yes, the document is saved, and the invoice number is
automatically increased by one.

13 Repeat steps 2-12 for each outstanding receivable.
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Verifying the Outstanding Receivables Setup

Click View or Print
to see the report

Don’t worry about
the sorting options
or Cutoff Date for
this report

All the customers __—

you set up are
shown here

—— |5ort by Due Date = TSA Distribution
———————— Cutoff Date | 0427117

After entering all your outstanding receivables that are dated before
your current fiscal year, you can use a Customers report to verify the
setup.

Click Customer Reportsin the Command Center.

v Customer Reports ===
HEIE
_— E| P Armold Schmidt
Lo - ; = CheckMark Software
View | Print | TextFile| XLS File Jamie Fischer
Jane Gleason
Accounts Receivable - Kelley's Supply Shop
Sylvia Holden

2 Makesure Accounts Receivablesis selected.

Note

Don't select any customers from the customer list. When no customers
are highlighted, al the customers with outstanding invoices will be
reported.

If you have entered current year transactions, you should change the
Cutoff Dateto the prior year-end date. Otherwise, the Cutoff Dateis not
important.
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3 Click View or Print.

After clicking View, areport window appears:

o606 Accounts Receivable 06/21/05
Retail Sample Co. —Corp
Accounts Receivable
86421 /85
Cus tomer Invaice Date Dus Date Amount
Arnold Schmidt 1nw3-98 84/20/84  85/20/84 206,08
Kelley's Supply Shop 1rwE-5 86/87/84 @687 /84 256,08
Larson's 1hw3-97 B4/20/85 B4/20/05 139,00
Arnold Schmidt 1hw3-96 B4/20/85 ©5/20/05 37.18
TSA Distribution Irw3-02 B8 /81 /85 @7/ /85 18,375.60
Arnold Schmidt w304 B6/16/85 @7 /16/05 7,589.00
18,581,180 Report total
1188 Accounts Receivable 18,581.18
¥
The report total and the This is the amount that was
Accounts Receivable entered for the Accounts
balance should agree Receivable balance on the

4 Verify that thetotal for the“ Amount” column on the reportsequals
the “ Accounts Receivable” balancelisted on the report.

Note Customer reports are discussed in more detail in Chapter 10,
“Customer, Vendor & Item Reports.”

What to do if your outstanding receivables
don’t balance

Several reasons could cause your outstanding receivables not to
bal ance with the Accounts Receivable ledger balance:

« An outstanding receivable was not entered.
Solution: Enter the outstanding receivable in the Sales Journal .

 Thewrong amount was entered for an outstanding receivable.

Solution: Delete the incorrect outstanding receivable by following the
steps below, and then enter the correct outstanding receivable in the
Sales Journal.
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Important

Deleting an incorrect outstanding receivable entry

Deleting an outstanding receivable from Customer Paymentsin the
following way will leave no record of the deletion. This procedureis
used only to delete incorrect outstanding receivables that were entered
with a date prior to your current fiscal year, and should not be used to
del ete outstanding receivables dated within or after your current fiscal
year.

1 Click Customer Paymentsin the Command Center.

2 Select the Appropriate outstanding receivable from the list.

3 Choosethe Delete button.

Save as outstanding item without affecting general

@ ledger balances?

4  Click Yes.

The outstanding receivable is deleted and removed from the list. Since
the outstanding receivable did not affect any general ledger balances
when it was entered (because it had a date that was prior to your
company’s current fiscal year), it should not affect any general ledger
balances when it is deleted.

» Accountsreceivable had an incorrect starting balance.

Solution: Correct the accounts receivable balance by editing the
amount on Account Balances.

Setting Up Outstanding Payables

Outstanding payables are those invoices that your company has not yet
paid. Outstanding payables that are dated prior to your current fiscal
year are entered as totals for each vendor in the Payables Journal.
Transactions entered with dates prior to your current fiscal year do not
affect ledger balances.

Outstanding payables that are dated within or after your current fiscal
year should be entered as new transactionsin Item Purchases or the
Payables Journal windows. For more details, See Chapter 8, “Vendor
Transactions.”
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Thetotal for outstanding payables invoices that you enter with a date
prior to your current fiscal year should match the beginning balance
you set up for the Accounts Payable ledger account on Account
Balances.

The steps for setting up outstanding payables are as follows:

Enter namesand information for vendor swith outstanding payablesin
Vendor Setup. (See Chapter 3)

Enter all the prior outstanding payablesfor each vendor in the
Payables Journal.

Verify the outstanding payables setup by checking balanceson an
Accounts Payablereport.

The following sections explains steps 2 and 3.

Entering Outstanding Payables
Once entered, prior outstanding payables appear in Vendor Payments.

Before entering your outstanding payables you should have already set
up vendor information.

Click Payables Journal in the Command Center.

Make sure you enter a date
that is prior to your current

fiscal year
k' Payables Journal = e
E [~ Recurring
Save | M
Document # Yendor* Date Cheque Stub Description
AP2-121 | [1stBank |[0arzer1s ][]
Address Due Date
Notes
Taotal 0.00
Ledger Account™ Job= Description Amount

| Il | | Mew Line|
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When the Payables Journal window opens, the cursor isin the
Document # field.

Note For more details about the fields on the Payables Journal window, see
“Sales Journal Field Descriptions” on page 143.

2 Enter or edit the document number.

Each Payables Journal document must have a document number
associated with it. Document numbers can contain both letters and
numbers, but must end in anumber and are limited to eight characters.
Document numbers are automatically increased by one after you save
the transaction.

When the cursor enters the Vendor field, a pop-up list of vendors

appears.
(oK ) ( Cancel ) ( Edit%E ) ( New ¥N )
I [ Find Anywhere

Vendors  IEEE 0 If you want to

pop-up list T - search the list
(o Bept o Lobor by any part of
B Dent of Lo the Vendor
|C0 Dept of Revenue
City Dept of Fev name, make
EACANCER S sure the “Find
(=1 Paso Steck. House Anywhere”
Finonciol troc < 5 check box is
|Lobor union selected

Magnolia Rental Properties
|Office Mart

Fostmaster

RHIHO OIL

RHHP

State Dept of Rew

Terry's Supply Store v

If the pop-up list doesn’t appear, vendors have not yet been set up. To
set up vendors, see Chapter 3, “Customer, Vendor & Item Setup.”

3 Select avendor from thelist and click OK (or double-click a vendor
name).

The vendor name, address, and any terms are entered in the Vendor
and Due Date fields, and the cursor moves to the Date field.

4 Enter the outstanding payable’s date.

Enter the outstanding payabl€e’s date using the format

MM/DD/Y'Y. For example, December 5, 2015 would be entered like
this: 12/5/15. Make sure you enter a date that is prior to your
company’s current fiscal year.
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Note

Theinitial due date for the payable is 30 days (as defined on the
Preferences window under the File menu) after the document date
unless other terms were set up for the vendor on the Vendor Setup
window. To change the due or discount dates, click under the label
“Due Date” and edit the values.

You can enter datesin the DD/MM/Y'Y format by selecting the
“International date format [dd/mm/yy]” option on the Preferences
window under the File menu.

5 Enter acheque stub description.

Ledger |

Accounts
pop-up list

The description will print on a cheque stub. You could enter the
vendor’s reference (invoice) number or note here for reference. If you
don't enter a description, the vendor’s name automatically copied into
this field when our save the transaction.

After pressing TAB, the cursor moves to the Ledger Account field, and
apop-up list of accounts appears:

(oK ) ( Cancel )

4 "] Find Anywhere

4000.02 Salee-otors 2 If you want to
::gg.m 33{22 gztﬂi:i-smg 1 search the list
G200 G e | by any part of
Ta06.01 bt of Soler gtara 1 the account
Sine - Cost of Sales Resrne 0 number, make
21000 Coct of Sales Returme-Stors sure the “Find
B SR S Anywhere”
oo mop e g aseStore 2 check box is
5488 Discount on Purchase |

|6BEE  RdvertisingMarketing | selected
£008.01 Adv - Store 1

|6000.82 Adv-5tore 2 |
6188 Automobile Experse
6208  Bod Debts

6218 Bonus

6308 Bonk Service Charges v

6 Select an expense account from thelist and click OK (or double-click
the account name).

You can type the first few characters of the account number or name to
automatically select the desired account.

Since transactions that are dated prior to your current fiscal year do not
affect General Ledger bal ances, the specific ledger account you choose
really doesn’t matter. However, usually when you enter atransaction in
the Payables Journal, you should choose an expense account in the
6000-8999 range.
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After aledger account is entered, the cursor moves to the Job Field.

Unless jobs have been set up already, the cursor skips the Job field and
moves to the Description field. Even if you want to use jobs, you don’t
need to setup any jobs until after your basic company setup is finished;

ajobs report will not show any outstanding transactions dated prior to
your current fiscal year.

7 Enter adescription.

If you don't enter a description, the vendor’s name will automatically
be copied to thisfield. Or you can set a Prefer ence under the File
menu to Use Cheque Stub Description in Payables Journal. For

information on setting preferences see “ Setting Program Preferences’
on page 76.

8 Enter theamount of the prior outstanding payable.

You don’'t need to enter adollar ($) or any zeros for .00 cents.

9 PressTAB to add thelineto the detail list.

Invoice Total 250.00
Terms*

Ledger Account® Job* Description Amount
Kelleg;s Supply Shop I
‘4698 Sales Parts 258 .88
After pressing TAB, the ...and the Invoice Total is updated
invoice detail line is listed
here....
10 Click Save.

Save as outstanding item without affecting general

@ ledger balances?

11 Click Yes

After clicking Yes, the document is saved, and the document number is
automatically increased by one.

Note For more detailed descriptions of the fieldsin the Payables Journal, see
“Payables Journal Field Descriptions’” on page 183.
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Verifying the Outstanding Payables Setup

After entering all your outstanding payables that are dated before your
current fiscal year, you can use a Vendors report to verify the setup.

1 Click Vendor Reportsin the Command Center.

Click View or Print 7 Vendor Reports El@
to see the report E| » @
—_— 1st Bank ~
e I
Lo “ﬁ ; / A Printed Page
View Print | Text File | XLS File AIC Advertising
Don’t worry about gTskDistributiUﬂ Supply
H H an
the sorting options Accounts Payable @ Sl Cross
or Cutoff date for ™ |Sort by Due Date ~ Blue Cross-CP
this report CA Dept of Labor
[ Cutolf Date | 042717 Eg gepI U; Eet\:enue
ept of Labor

CO Dept of Revenue
CheckMark Software

All the vendors you City Dept of Rev
set up are shown City of Denver
Credit Card Company
here ke
EDD-ETT
EDD-SDI

El Paso Steak House

Financial Group

Financial Group - 5

RS

Labor Union W

2 MakesureAccounts Payableis selected.

Don't select any vendors from the vendors list. When no vendors are
highlighted, all the vendors with outstanding payables will be reported.

Note If you have entered current year transactions, you should change the
Cutoff Dateto the prior year-end date. Otherwise, the Cutoff Dateis not
important.
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3 Click View or Print.

666

Yendaor

After clicking View, areport window appears:

Accounts Payable 06/21/05

Fetail Sample Co. —Corp
Accounts Pagable
86/21 /a5

Irvoice Date Due Date Amount

ETS Distribution Supply AP3-46 e86/18/85 @7/18/85 11,558.868

1155000 ——  ReEpOrt total

2188 Accounts Payable 11,558 .08

4

The report total and the This is the amount that was
Accounts Payable balance entered for the Accounts

should agree Payable balance on the

Account Balances window

4  Verify that thetotal for the* Amount” column on thereport equalsthe
“Accounts Payable’ balancelisted on thereport.

Note

Vendor reports are discussed in more detail in Chapter 10, “ Customer,
Vendor & Item Reports.”

What to do if your outstanding payables
don’t balance

Several reasons could cause your outstanding payables not to balance
with the Accounts Payable ledger balance.

* An outstanding payable was not entered.
Solution: enter the out standing payable in the Payables Journal.

» Thewrong amount was entered for an outstanding payablein
the Payables Journal.

Solution: Delete the incorrect outstanding payable by following the
steps below, and then enter the correct outstanding payable.
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Deleting an incorrect outstanding payable entry

Important Deleting an outstanding payable from Vendor Payments in the
following way will leave no record of the deletion. This procedureis
used only to delete incorrect outstanding payables that were entered
with a date prior to your current fiscal year, and should not be used to
delete outstanding payables dated within or after your current fiscal
year.

1 Click Vendor Paymentsin the Command Center.
Select the appropriate outstanding payable from the list.
3 Choosethe Delete button.

Save as outstanding item without affecting general

@ ledger balances?

4  Click Yes.

The outstanding payable is deleted and removed from the list. Since
the outstanding payable did not affect any general ledger balances
when it was entered (because it had a date that was prior ti your
company’s current fiscal year), it should not affect any general ledger
balances when it is deleted.

e Accounts payable had an incorrect starting balance.

Solution: Correct the accounts payable balance by editing the amount
on an Account Balances.

Setting Up Items

Items can be classified as inventory or non-inventory (for service
sales).

1 Enter thenameand information for each inventory item by following
theinstructions see “ Setting Up Items’ on page 65.

2 Verify theitemsyou set up by checking balanceson an I nventory-
current report.

Step 2 is explained in the following section.
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Verifying the Items Setup

After entering all your inventory items, you can use an Inventory-
current report to verify the setup. The total On Hand Cost for all your
items should equal the general ledger balance for the inventory
account. the following procedure shows you how to check these
values.

1 Click Item Reportsin the Command Center.

2 Select Inventory-current radio button.

Report Type

() sales Summary

() sales Detail

() Purchase Summary

() Purchase Detail

@ Inventory-Current

) Inventory-Selected Date
:; Price List

() sales Graph Dollars

() sales Graph Quantity

You do not need to select any inventory items from the items list.
When no items are highlighted, all inventory itemswill be reported.

3 Click View or Print.

After clicking View, areport window appears:

0606 Current Inventory 06/21/05
Fetail Sample Co. -Corp
Current Inventory
B6/21/85

| tem Oty on Hand Unit Cost Total Cost

Dingbats-Store 1 1,534.68 9.6635 14,823.83

Dingbots-Store 2 3,536.668 10.440%2 36,916.01

Dingwings-Store 2 2,2208.98 15.44082 34,400,658

Hhizbats-Store 1 2,778.88 12,2959 35,721.68

Uhizbats-Store 2 1,186.88 11.9382 14,877.68

Dingwings-Store 1 3,586 .66 14,2467 Igg:é?’g;g L Report total
1408 Irwertor 189,670,238
A

The report total and the This is the amount that was
Inventory balance should entered for the Inventory
agree balance on the Account

Balances window
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Note

4 Verify that thereport total equalstheInventory” balance listed.

These two amounts should agree.

Item reports are discussed in more detail in Chapter 10, “ Customer,
Vendor & Item Reports.”

What to do if your inventory doesn’t
balance

The following are some reasons that could cause your inventory not to
balance with the Inventory ledger balance;

e Anincorrect starting inventory balance was entered.

Solution: Correct the inventory balance by editing the amount in
Account Balances.

e Incorrect valueswereentered for an inventory item.

Solution: Double check the values entered for an item on Item Setup.




48 Chapter 2 Initial Setup




49

Chapter 3
Customer, Vendor & Item Setup

This chapter discusses the following topics:
«  Defining customer terms

e Setting up customers

e Setting up vendors

e Setting up items
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Customer Terms

Description
Days til Due
Note

Using customer termsis optional in MultiL edger. Customer terms
determine how long a customer has until payment is due and whether
they’ll receive a discount for early payment. If you don’t define
customer terms for your company, an invoice' s due date will be the
same as the invoice date. Y ou can define up to twelve customer terms.

Customer Terms Field Descriptions
The following section describes the fields on Customer Terms.

Enter aname up to 13 characters long, including letters, numbers, and
symbols.

Terms are usually named for the time period and any discounts that
should apply. For example, “2/10 Net 30" meanstheinvoice' sdue date
is 30 days after the invoice date, and that the customer will receive a
2% discount if they pay within 10 days.

Enter the number of days until the invoiceis due. Daystil Due
determines the due date for invoices that use the term.

For example, if you enter 30 for Daystil Duefor a“2/10 Net 30" term,
the due datefor aninvoice using “2/10 Net 30" and dated 3/7/17 would
be 4/6/17.

Daystil Dueisalso used to create aged accounts receivable reportsand
customer statements. The maximum number of Daystil Due is 999.

If no valueisentered intil Due, then the invoice date is used as the due
date, regardless of the name of the term.
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Early Payment Early Payment Discount determines the discount percentage the
Discount customer will receiveif aninvoiceis paid within the specified discount
period. The Early Payment Discount is applied automatically on
Customer Payments if the customer pays within the discount period.

For example, if you enter 2 for the Early Payment Discount and an
invoice using that term has atotal of $1000.00 due, the discount would
equal $20.

Enter awhole number, up to two digits, for the Early Payment
Discount. The maximum Early Payment Discount is99.

Early Payment Due Early Payment Due Days determines the number of days after the
Days invoice date that an early payment discount applies. The discount date
appears on Customer Payments.

Enter awhole number, up to two digits, for the Early Payment Due
Days. The maximum Early Payment Due Daysis 99.

Setting Up Customer Terms
1 Click Customer Termsin the Command Center.

The example below shows customer terms that are set up in the Retail

Sample Company:
kY Customer Terms =N =R "
=
Save
Terms
Description 1:Casgh
- ZNisa/MC
Days til Due et 30
Early Pagment Discount
Early Payment Due Dayps S:Net 20
2 Enter anamefor theterm.
Note Enter your most common terms first so they appear in the Terms pop-

up list during transaction entry. Thefirst term in the pop-up list is
highlighted automatically unless the customer has been set up with
Default Terms.




52 Chapter 3 Customer, Vendor & Item Setup

Important

Important

3 Continuedefining theterm by filling in the appropriatefields.

See the section, “Customer Terms Field Descriptions,” earlier in this
chapter for more information and tips.

4  Click Save.

The prefix number and colon (:) are automatically entered when you
click Save.

5 Repeat steps2-4 for up to 12 customer terms.

Modifying Customer Terms

After modifying aterm, any outstanding Customer Invoices or Sales
Journal invoices using the old term have the new term’s name (If
changed), but the Days il Due. Early Payment Discount, and Early
Payment Due Days will not be changed unless the invoice is modified
and resaved.

To edit or modify aterm, select the term from the list, modify the
information, and click Save.

Deleting Customer Terms

Y ou cannot delete asingleterm from thelist. Y ou can, however, delete
the entire list of terms.

To delete the entire list of terms, first select aterm from thelist. Then,
while holding down the Ctrl key (Windows) or the COMMAND key (36)
(Macintosh), click Save.

After deleting thelist of terms, any existing Customer Invoicesor Sales
Journal invoices using the old term will have no term name, but the
Daystil Due, Early Payment Discount, and Early Payment Due Days
will not change unless the invoice is modified and resaved.
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Customers

Inactive

Delete when Close
Year

Name
Code

Contact
Address

City, Province,
Postal Code

Notes and Add’l Notes

Phone

Customer Setup Field Descriptions
The following section describes the fields on Customer Setup.

Check this box to designate a customer as inactive, Inactive customers
appear at the bottom of a customer list with atilde (7) before their
names.

Marking a customer asinactive is an dternative to immediately
deleting a customer. Y ou can still view reports for inactive customers,
and you can make an inactive customer active again by unchecking the
Inactive box. An Inactive customer, however, is not deleted when you
close the year.

Marking the option “Delete when Close Year” leaves the customer as
active, and as long as no outstanding invoices exist for the customer,
that customer will be deleted when the year is closed.

Enter a name up to 36 characters long, including spaces.

Y ou can use an optional code field to sort or classify customers. For
details, see “ Codes for Customers, Vendors, and Items’ on page 100.

Enter a contact name up to 30 characters long, including spaces.
Enter an address up to 30 characters long, including spaces.

Enter city, province, and postal code up to 30 characters long,
including spaces.

Enter any internal notes you may have for a customer, such asthe
preferred shipping method or aninternal customer number. The Notes
field and Add'| Notesfield are each 30 characters long. The notes
entered here appear in the Notes field in Customer Invoices and the
Sales Journal, and on the Customer Information report.

Thereisacheck box on Preferences under the File menu, that when
checked, allowsthe Note and Add’' | Notesyou'’ ve set up for a customer
to print on Sales Journal invoices. They do not, however, print on
Customer Invoices or appear in the General Ledger.

Enter a customer’s phone number up to 30 characters long, including
spaces.

The information entered here appears on the Customer Information
report.
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Fax

E-mail

Website

Terms

Business #

Salesperson

Credit Limit

Sales Tax1

Enter a customer’s fax number up to 30 characters long, including
spaces.

This information appears on the Customer Information report.

Enter acustomer’s E-mail address up to 30 characters long. When you
click the button at the top of the window, it will take you to your E-
mail and automatically enter the E-mail addressin thisfield.

If you have an E-mail address setup, you can E-mail aquote or invoice
directly to your customer.

This information appears on the Customer Information report.

Enter either a customer’s website up to 30 characterslong, including
spaces. Y ou must include the www. portion of the address. When you
click the button at the top of the window, it will take you to the website
listed in thisfield.

This information appears on the Customer Information report.

When you click to the right of this label, a pop-up list of terms appears
If the pop-up list does not appear, terms have not yet been set up.

The term entered here will be highlighted automatically in the pop-up
list when you reach the Terms field in Customer Invoices or the Sales
Journal.

Enter a customer’ s Business identification number up to 15 characters
long, including spaces.

This number appears on the Customer Information report.

When you click to the right of thislabel, a pop-up list of salespeople
appears. If the pop-up list does not appear, salespeople have not yet
been set up.

The salesperson entered here will be highlighted automatically in the
pop-up list when you reach the Salesperson field in Customer Invoices.

Enter the credit limit for a customer. Enter a whole number, with no
decimal points. If you exceed the credit limit when you save a
Customer Invoice or Sales Journal invoice, an alert appears.

Enter the credit limit as awhole number up to nine digits long.

When you click to the right of thislabel, a pop-up list of sales tax
categories appears. If the pop-up list does not appear, salestax
categories have not yet been set up.

The sales tax entered here will be highlighted automatically in the pop-
up list when you reach the first Sales Tax field in Customer Invoices.
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Sales Tax 2

Sales Discount %

Sales Account

Pricing Level

When you click to the right of thislabel, a pop-up list of sales tax
categories appears. If the pop-up list does not appear, sales tax
categories have not yet been set up.

The salestax entered here will be highlighted automatically in the pop-
up list when you reach the second Sales Tax field in Customer
Invoices, unless you have the Skip Tax 2 During Invoice Entry box
checked on the Preferences window under the File menu. Y ou could
use the default Sales Tax 1 and Sales Tax 2 fields to keep track of the
different salestax categories for a customer. For example, you could
designate Sales Tax 1 asthe customer’s provincial tax and Sales Tax 2
as the customer’s harmonized sales tax. That way, the correct sales tax
categorieswill be selected automatically when you reach the Sales Tax
fields on a Customer Invoice.

The Unit Price on items sold to a customer on Customer Invoices will
be reduced by the percentage entered here.

The maximum Sales Discount % is 99.99.

When you click to the right of this label, a pop-up list of your chart of
accounts appears. Select the account to associate with the customer and
click OK. When the customer is selected in the Sales Journa, the
account will be automatically highlighted in the Ledger Account pop-
up list.

To remove the default account, click to the right of the label to open
the pop-up list and click Cancel.

Click the appropriate radio button to assign the correct pricing level for
items for your customers. Pricing levels 1, 2, and 3 refer to the prices
you set up for your items on Item Setup. If you do not assign a pricing
level to acustomer, Selling Price 1 will be selected automatically for
items on Customer Invoices.
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Setting Up Customers

1 Click Customer Setup in the Command Center.

Notes entered here
appear on Customer

Customer Setup = <
[~ Inactive
[~ Delete when Close Year
Customers
[T Rl Icheckiark Software] Arnold Schmidt
Code _w Software
Jamie Fischer

Contact Kristi

Addiess 724 Whaler's Way, Bldg H

City, Province, Postal Code | Fort Colins, CO 80525

Invoices and Sales.——

Journal windows

—

Notes

Add’ Notes

Phone §70-225-0387

Fax |870-225-0611

Email | kristi@checkmark.com

Web Site | www.checkmark.com

Terms* ‘
Business Number
Salesperson™

Default selections
made here save time —

during transaction

Credit Limit |0
Sales Tax 1%
Sales Tax 2=

Sales Discount % | 0.00

Sales Account™ N\

entry

Pricing Level & 1 2

Jans Gleason
Kelley's Supply Shop
Sylvia Holden

TSA Distribution

If you attempt to save an invoice that
exceeds the credit limit entered here, a

2 Enter acustomer Name

Note

3 Enter acontact name and customer’s address.

warning appears.

You can use an optional codefield to sort or classify customers. For
details, see “ Codes for Customers, Vendors, and Items” on page 100.

4  Enter any other relevant customer information.

See “Customer Setup Field Descriptions’” on page 53 for more

information and tips.

5 Click Save.
The customer name is added to the list on the right.
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Important

Note

Vendors

Inactive

Modifying Customer Information

To modify existing customer information, first select the customer
name from the list. Then modify the relevant customer information. Be
sureto click Save after modifying any information, or your changes
will belost.

Deleting a Customer

Y ou can delete a customer as long as the customer is not associated
with any transactionsin the open months. First, select the customer
from the list, then click the Delete button.

If you try to delete a customer that is associated with transactionsin the
open months, the following message appears.

MultiLedger

0 The selected object is used in transactions. Cannot delete.

Because of restrictions with the multi-user capabilities of MultiL edger,
you must be the only user accessing the company filesto delete a
customer.

As an dternative to deleting a customer, you can mark a customer as
inactive by checking the “Inactive” box or selecting “ Delete when
Close Year on Customer Setup see “ Customer Setup Field
Descriptions” on page 53.

Vendor Setup Field Descriptions
The following section describes the fields on Vendor Setup.

Check this box to designate a vendor as inactive. |nactive vendors
appear at the bottom of avendor list with atilde (7) before their names.

Marking avendor asinactive is an alternative to deleting avendor. You
can still view reports for inactive vendors, and you can make an
inactive vendor active again by unchecking the Inactive box. An
Inactive vendor is not deleted when you close the year.
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Delete when Close
Year

Name
Code

Contact
Address

City, Province,
Postal Code

Notes/Ref#

Add’l Notes

Phone

Fax

E-mail

Website

Marking the option “Delete when Closing Year” leaves the vendor as
active, and aslong as no outstanding invoices exist for the vendor, that
vendor will be deleted when the year is closed.

Enter avendor name up to 36 characters long, including spaces.

You can use an optional codefield to sort or classify customers. For
details, see “ Codes for Customers, Vendors, and Items” on page 100.

Enter a contact name up to 30 characters long, including spaces.
Enter an address up to 30 characters |ong, including spaces.

Enter the city, province, and posta code up to 30 characters long,
including spaces.

Enter any notes you may have for avendor up to 30 character long,
including spaces.

The notes entered here appear on Item Purchases and the Payables
Journal, and on the Vendor Information report. They also print on
cheques. They do not, however, print on Item Purchases or Purchase
Orders or appear in the General Ledger.

Enter any internal notes you may have for avendor up to 30 characters
long, including spaces.

The notes entered here appear on Item Purchases and the Payables
Journal, and on the Vendor Information report. They do not, however,
print on Item Purchases, cheques, or Purchase Orders, or appear in the
General Ledger.

Enter a phone number up to 30 characters long, including spaces.
This information appears on the Vendor Information report.

Enter avendor’s fax number up to 30 characters long, including
spaces.

This information appears on the Vendor Information report.

Enter avendor’s E-mail address up to 30 characterslong, including
spaces. When you click the button at the top of the window, it will take
you to your E-mail and automatically enter the E-mail addressin this
field.

If you have an E-mail address setup, you can E-mail an item purchase
invoice or purchase order directly to your vendor.

This information appears on the Vendor Information report.

Enter avendor’swebsite up to 30 characterslong. you must include the
www. portion of the address. When you click the button at the top of
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Business #

Default Account

Default Amount

the window, it will take you to the website listed in thisfield.
This information appears on the Vendor Information report.

Enter avendor’s Business ID number up to 15 characters, including
spaces.

When you click to the right of thislabel, a pop-up list of your chart of
accounts appears. Select the account to associate with the vendor and
click OK. When the vendor is selected in the Payables Journal or
Disbursements Journal, the account will be automatically highlighted
in the Ledger Account pop-up list.

To remove the default account, click to the right of the label to open the
pop-up list and click Cancel.

Enter an amount (such as for rent) that would automatically be entered
when the vendor is selected in the Payables Journal or Disbursements
Journal.

The Default Amount can be up to six places to the left and two places
to the right of the decimal point (999999.99).
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Due Days/Day of
Month

@ Day of Month

_] Day of Month

Discount %

Discount Days

Credit Limit

You can assign terms to a vendor, such as days until due, discount %,
or the number of discount days you’re given by the vendor.

If Day of Month is checked, the due date is the same day of each
month. For example, if you enter 15 in the edit box, the due date will
always be the 15th day of the month. The maximum number of Due
Daysis 31 if Day of Month is checked.

If Day of Month is not checked, the due date is the number of days
after the invoice date. For example, if you enter 15 in the edit box, the
due date would be fifteen days after the invoice date. The maximum
number of Due Daysis 240 if the Day of Month is not checked.

Initially, when you set up a new vendor, Due Daysis 30, which is
based on the value entered for Default Vendor Due Daysin Preferences
under the File menu and Day of Month is not checked, if you don’t
have avauein Due Days, MultiLedger usesthe invoice date as the due
date and as the aging date for payables.

If you change avendor’s default settings on Vendor Setup, it will not

change any outstanding payables for that vendor. Also, vendor terms

(due dates) can be changed for individual Item Purchases or Payables
Journal transactions on the transaction window.

Enter the percentage, if any, by which this vendor discounts your
purchases for an early payment. If you process the payable before the
discount date has passed, the discount will be applied automatically on
Vendor Payments.

The maximum Discount % is 99.99.

Discount Days determines the number of days after the invoice date
that an early payment discount applies.

The maximum number of discount daysis 99.

Enter the credit limit extended to you from a vendor. Enter awhole
number, with no decimal points. If you exceed the credit limit when
you save an Item Purchase or Payables Journal Transaction, an alert
appears. Enter the credit Limit as awhole number up to nine digits

long.
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Setting Up Vendors

1 Click Vendor Setup in the Command Center.

Check this box to mark a
vendor to be deleted
when the year is closed

Check this box to mark a
vendor as Inactive, but
retain in list

kY Vendor Setup =
L= [" Inactive
Savp Delete F Nebsite
e | fee ) e |ekee [~ Delete when Close Year
Notes entered here jlashis
appear on ltem Nane | Ls;ra"m - "
Purchases and Code AIC Advertising
Payables Journal Contact TS Distriouton Supply
i i Address Bank
windows, and print on _ _ BLg Cross
checks — City. Frovince, Fustal Code Ble Cross-CP
Notes/Ref CA Dept of Labor
Notes entered here AddT Notes CA Dept of Revenue
appear on ltem CO Dept of Labor
pp Phone (0 Dept of Revenue
Purchases and Fax CheckMark Software
Payables Journal ; Cty Dept of Rev
windows, but do not - Cly of Denver
L Web Site Credit Card Company
print on checks Tt | E0D
usiness Number EDDETT
—— Default Account EDD-DI
Default Amount El Paso Steak House
:I ™ Day of Honlh Financial Group
Due Days ay at Won Financial Group - §
Default selections made Discaunt % % 'Lﬁaiwumw
here save time during D'“"“’_“ D_E“_'* Magnoli Rental Properties
transaction entry CeditLink || Offcs Merl v

If you attempt to save an
invoice that exceeds the credit
limit entered here, a warning
appears

2 Enter aVendor name.

Note You can use an optional code field to sort or classify vendors. For

details, see “ Codes for Customers, Vendors, and Items” on page 100.
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Important

Note

3 Enter a contact name and the vendor’s address.

4 Enter any other relevant vendor information.

See “Vendor Setup Field Descriptions’ on page 57 for more
information and tips.

5 Click Save.

The vendor name is added to the list on the right.

Modifying Vendor Information

To modify existing vendor information, first select the vendor name
from the list. Then modify the relevant vendor information. Be sure to
click Save after modifying any information, or your changes will be
lost.

Deleting a Vendor

Y ou can delete avendor as long as the vendor is not associated with
any transactions in the open months. First, select the vendor from the
list, then click the Delete button.

If you try to delete avendor that is associated with transactionsin the
open months, the following message appears:

MultiLedger

o The selected object is used in transactions. Cannct delete.

Because of restrictions with the multi-user capabilities of MultiL edger,
you must be the only user accessing the company filesto delete a
vendor.

Asan alternativeto del eting avendor, you can mark avendor asinactive
by checking the “Inactive” box or mark “Delete when Close Year” on
the vendor setup window, see “Vendor Setup Field Descriptions’ on

page 57.
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Items

Name
Code

Selling Price 1, Selling
Price 2, Selling Price 3

Qty on Hand

I mportant

Total Cost

Item Setup Field Descriptions
The following section describes the fields on Item Setup.
Enter the item name up to 36 characters long, including spaces.

You can use an optional codefield to sort or classify items. For details,
see “ Codes for Customers, Vendors, and Items’ on page 100.

Each item you set up can have three different pricing levels. Assigning
multiple pricing levelsis a two-step process. First, you set up the
different pricing levelsis atwo-step process. First, you set up the
different pricing levels for items, then you assign the correct pricing
level to your customers. Assigning pricing levelsto customersis
discussed earlier in this chapter.

For example, you could set up the retail and wholesales prices for your
items as Selling Pricel and Selling Price 2. Then, you could set up
your retail customers with Selling Price 1 as their default, and your
wholesale customers with Selling Price 2 astheir default. That way
you can be sure that you charge the right price to your different types
of customers when you create an invoice.

If you don't assign default prices to your customers, Selling Price 1
will be entered automatically during invoice entry. You can change the
selling price during invoice entry.

If theitem’s selling priceisin whole dollars (such as $145), you don’t
need to enter adecimal point and “00” cents.

Theitem’s quantity on hand is increased when you buy the item in
Item Purchases and reduced when you sell theitem in Customer
Invoices.

Any changes made to values on Item Shop do not affect account
balances in the General Ledger. To change Qty on Hand value for an
item and adjust the General Ledger balances, use Adjust Inventory. For
more details, see “ Adjust Inventory Window” on page 216. For Items
that are non-inventory, such as labor or consulting, do not enter values
for Qty on Hand, Last Unit Cogt, or Total Cost, and do not check the
Inventory Item check box.

Enter the total cost for the inventory items on hand. MultiLedger
divides the value entered in Total Cost by the Qty on Hand to reach.
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Avg Unit Cost

Last Unit Cost

Reorder Quantity

Minimum on Hand

Sales Income Acct

Cost/Expense Acct

Taxable Rate 1

Taxable Rate 2

When an inventory item is bought in Item Purchases, the Qty on Hand
and Avg Unit Cost of the item are adjusted to reflect new items added
to those on hand. The weighted-average inventory pricing method is
used to calculate the new Avg Unit Cost. The cost of each unit is added
together, and then the total cost is divided by the total number of units
to determine the new Avg Unit Cost. This means that the Avg Unit
Cost of newly purchased inventory items affects the Avg Unit Cost of
the old inventory.

Thisreflects the last cost paid for an item when it was purchased
through the Item Purchases window.

If you are setting up a new item on Item Setup and do not assign a Last
Unit Coast, MultiLedger will use the Avg Unit Cost as the Last Unit
Cost.

When you setup a Reorder Quantity for an item, that quantity will
automatically fill the quantity field on an Item Purchase when the item
is selected. Thiswill also show on the Current Inventory report when
the ‘Qty Only’ checkbox is selected.

When you enter a minimum quantity on hand in thisfield, it will show
on the Current Inventory report when the ‘ Qty Only’ checkbox is
selected.

When you click in this box, a pop-up list of your chart of accounts
appears. From thelist of your chart of accounts, select a Sales Account
(in the 4000-4999 range) to associate with the item. When theitem is
sold, the cost account associated with that item is automatically
increased, and the inventory account you' ve selected on Interface
Accounts is decreased.

When you click in this box, a pop-up list of your chart of accounts
appears. From the list of your chart of accounts, select a Cost Account
(usually in the 5000-5999 range) to associate with the item. When the
item is sold, the cost account associated with that item is automatically
increased, and the inventory account you' ve selected on Interface
Accounts is decreased.

If checked, the salestax category and corresponding rate that is entered
in the first Sales Tax box on Customer Invoices will be calculated for
the item.

This box is automatically checked for new items. If theitem is non-
taxable, you should uncheck the box

If checked, the salestax category and corresponding rate that is entered
in the second Sales Tax box on Customer Invoices will be calculated
for theitem.

This box is automatically checked for new items. If theitem is non-
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Commissionable

Inventory Item

Important

Inactive

Setting Up Items

taxable, you should uncheck the box.

If checked, a sales commission for the salesperson selected on
Customer Invoices will be calculated on the item.

This box is automatically checked for new items. If the item is non-
commissionable, you should uncheck the box.

When this box is checked, theitem is costed automatically when the
itemis sold on Customer Invoices, and Qty on Hand is increased or
reduced when the item is bought or sold.

This box is automatically checked for new items. If theitem isanon-
inventory item, such as consulting or labor, you should uncheck the
box.

If anitem is marked as an inventory item, an alert appears in Customer
Invoicesif you try to sell more of the item than you have on hand. If an
item is anon-inventory item, be sure to uncheck the Inventory check
box when you' re setting up the item to avoid this alert.

Check this box to designate an item as inactive. Inactive items appear
at the bottom of an item list with atilde(™) before their names.

Marking an item asinactive is an alternative to deleting an item. You
can till view reports for inactive items, and you can make an inactive
item active again by unchecking the Inactive box. An inactive item,
however, is deleted when you close the year, aslong as there are no
outstanding transactions associated with that item.

There are two ways to set up itemsin MultiL edger:

e You can set up anew item while you are entering an Item
Purchase, provided thereis at least one other item set up already.
When you reach the Items pop-up list on Item Purchases, click
New. you can then set up information for theitem. If you set up an
item using this method, you do not have to enter valuesfor Qty on
Hand, Total Cost, or Last Unit Cost, because they will be entered
automatically when you save the Item Purchase.

e You can set up anew ltem Setup. Setting up anew item in this
manner is described below.
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Entering New Items
1 Click Item Setup in the Command Center

v Item Setup (o] @ )
Save | Delete
; Items
Each item C.an have UP to Name | | DBS1\Dingbats-Store 1
three different selling Code ] DBS2\Dingbats-Store 2
: 3 ] DWS1\Dingwings-Store 1
prices . Jelling Price 1 [ Taxable Rate 1 DWS2\Dingwings-Store 2
Selling Price 2 [ Taxable Rate 2 Hourly Consultations
. " - ¥ C i25i orabl Wh?zbats-sturﬂ
These fields are updated 5‘:;':"9 P':“’: o e |umatats Sore2
. . ty on Ham - ol
when you buy items in ~—~ A r
Item Purchases Av Unit Cost
Last Unit Cost
Reorder Oty
Choose a sales account -
inimum on Hand
and a cost of sales L Sales Income Accts
account for each item Cost/Expense Acct:
Use these checkboxes to define options for an item
2 Enter theitem’sname and press TAB.
Note You can use an optional codefield to sort or classify items. For details,

see “ Codes for Customers, Vendors, and Items” on page 100.

3 Enter any other relevant item information.

See “Item Setup Field Descriptions’ on page 63 for more information
and tips.

4 Click Save.
Theitem name is added to the list on the right.
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I mportant

I mportant

Important

Modifying Item Information

To modify existing item information, first select the item name from
the list, then modify the relevant item information, or your changes
will belost.

Any changes made to values on the Items window do not affect account
balancesin the General L edger. To changethe Qty on Hand valuefor an
item and adjust the General Ledger balances, use Adjust Inventory. For
more details, see “ Adjust Inventory Window” on page 216.

Deleting Items

Y ou can delete items provided no outstanding invoi ces associated with
theitem exist.

1 Click Item Setup in the Command Center.
2 Select theitem from thelist.
3 Click the Delete button.

After deleting an item, you can no longer obtain any reports for that
item.

If you try to delete an Item that has outstanding invoices, the following
message appears:

MultiLedger

0 The selected object is used in transactions. Cannot delete.

Because of restrictions with the multi-user capabilities of MultiL edger,
you must be the only user accessing the company filesto delete anitem.

As an aternative to deleting an item you can mark an item asinactive
by checking the Inactive box on the item setup window. See see “Item
Setup Field Descriptions’ on page 63.
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Chapter 4
Setup Options

This chapter shows you how to set up various optionsin MultiLedger.
The following topics are discussed in detail in this chapter:

e Setting up budgets

»  Defining shipping methods

e Using profit centers

e Setting up jobs

« Utilizing sales tax categories
e Setting up salespeople

e Customizing financial statements and formatting fields for
printing cheques, invoices, customer statements, etc.

e Setting up company preferences and user settings
e Using the Print command
e Setting up MICR Encoding Information

e Setting up codes for customers, vendors, and items.
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Setting Up Budget Amounts

You can set up and edit monthly budget amounts for income and
expense accounts (account numbers 4000 and greater) for all open
months.

Note To see budget amountsin areport format, click Income Statement in the
Command Center, click the Budget Report option or the Income vs.
Budget option, select a month or range of months, then click View or
Print.

You can a'so import or export budget amounts. For more details, see
“Importing and Exporting Data’ on page 222..

1 Click Budget Amountsin the Command Center.

Budget Amounts EI @

A li
You can set up budgets nnualize
for accounts 4000 and Chart of Accounts ’W‘
higher 4000 Sales A | oo 02118

4000. 01 Sales-Store 1
4000. 02 Sales-Store 2
4100 Sales Returns
4100. 01 Sales Returns-Store 1 .00 0513116
4100. 02 Sales Returns-Store 2 .o 06/30/16

0.00 02/25/16
0
]
0
]
4200 Other Income 0.00 0713116
]
]
a
]
0

.00 033116
.00 04/30/16

5000 Cost of Sales .o 08/3116
5000. 01 Cost of Sales-Store 1 .00 0930186
5000. 02 Cost of Sales-Store 2 0o 1013116
5100 Cost of Sales Returns .00 1113016
5100. 01 Cost of Sales Returns-Store 1 ] 12131116
5100. 02 Cost of Sales Returns-Store 2

5200 COS Damage/Shrinkage

5200. 01 COS Damage/Shrinkage-Store 1

5200. 02 COS Damage/Shrinkage-Store 2

5300 Shipping/Postage

5400 Dizcount on Purchase

8000 Advertising/Marketing

6000. 01 Adv - Store 1 W

All budget amounts areinitially set to 0.00.
2 Select thefiscal year you want from the pull-down menu.

The default selection is the first open year.
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( Annualize )
e

The total for the year
is shown here

3 Select theappropriate income or expense account from thelist on the
left.

apEE  Soles : .68 "01/31/04 ':]
456551 Sales—S kor

e 1
e 2 01/31/04

4180 Sales Returns @.008( 02/29/04
4186 .81 Sales Returns—Stors 1 a.0a( 03/31/04
4180.82 Sales Returns—Store 2 @.0a8( 04/30/04
4208 Other |ncome @a.0a| 05/31/04
SEEE Cost of Sales a.ea 06/30/04
SE60 .81 Cost of Sales—Store 1 @.08( 07/31/04
Soge .02 Cost of Sales—Store 2 @.0a

4  Enter the budget amount in the edit box for each month on theright
and press TAB.

08/31/04

Y ou can also use the down arrow keys on your keyboard to move sown
to another amount or click any amount to edit it.

To copy the amount in the edit box to all months, click the annualize
button. After you click, Annualize, you can still modify any month’s
amount before saving. As you enter budget amounts for the account,
the total for the year is shown at the bottom of the budget amounts:

43500, 60 "01/31/05 |3

01/31/05
4358008 02/28/05
43560.68| 03/31/05
4356068 04/30/05
43580.88| 05/31/05
43580.88| 06/30/05
45588 88| 07/31/05
42560.68| 08/31/05
43560.68| 09/30/05
43580.08| 10/31/05
45588 88| 11/30/05
43580.88| 12/31/05

582000.00
5 Click Save after editing the budget amountsfor each account.

Be sure to click Save before selecting another account, or else your
changes will be lost.
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Setting Up Shipping Methods

Y ou can set up alist of common shipping methods that will appear asa
pop-up list on Customer Invoices.

1 Click Ship Viain the Command Center.

eee __ship Via

You can set up an - !
unlimited number of I |
. . | Ship Via
shipping methods. Name o
Overnight

Us Mail

Methods appear in
alphabetical order |

2 Enter anamefor the Ship Viamethod in the edit box, then click Save.

The name of the methods appearsin the list above. Y ou can set up an
unlimited number of Ship Via methods.

Note All Ship Viamethods appear in alphabetical order regardless of the
order in which they were entered.

Modifying a Ship Via Method

First, select method from the list. Then, modify the name, and click
Save.

Deleting a Ship Via Method
First, select the method from the list, then click Delete.
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Setting Up Profit Centers

If your company has several departments or divisions, you might want
to individually track their income and expenses - that’ s where profit
centers come in. Each portion of your company (whether it'sa
department, store, or division) can be assigned a profit center name and
account numbers.

Y ou can create income statements for your profit centers. For details,
see “Profit Center Income Statements’ on page 290.

To set up profit centers, you need to complete two steps:

«  Enter the general profit center names on the Profit Centers
window under the Setup menu. Profit center names must be
entered to produce an income statement report for a particular
profit center.

«  Enter specific profit center account numbers and namesin your
company’s chart of accounts.

These two steps are discussed in the following sections.
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Setting Up Profit Centers on the Profit
Centers Window

1 Choose Profit Centersfrom the Setup menu.

k- Profit Centers = S <=

Save

01-93 Profit Center Mame

You can have up to |:||
99 Profit Centers for 07 Store 1
a company 02 Store 2

2 Enter anumber for the profit center that isbetween 1 and 99.

Note Leading zerosfor single-digit profit centers are automatically added for
you.

3 Enter anamefor the profit center and press TAB.
4 Click Save.
Repeat this step for up to 99 profit centers.

Don't forget to set up the profit centersin your chart of accounts too.
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Setting Up Profit Centers in the Chart of
Accounts

Y ou should set up a general account followed by specific profit center
accounts. For example, you could have a general sales account such as
the following:

4000 Sales

Y ou could the use the following profit centers for two stores:
4000.01 Sales - Store 1

4000.02 Sales - Store 2

Notice that each profit center account you enter into your chart of
accounts has afour digit number followed by a decimal point and the
appropriate profit center number (01-99). These profit center numbers
correspond to those set up on the Profit Centers window.

When you create a consolidated income statement, the general account
“4000 Sales’ will be used for the consolidated description. If no 4000
account has been set up in the chart of accounts, the first profit center

account description will be used for the consolidated description.

Y ou should follow the same procedure for entering profit center
accounts into your chart of accounts as you do for entering any other
account. For details, see “ Setting Up the Chart of Accounts’ on

page 22.

What accounts can | set up as profit
centers?

Y ou can set up profit centersin your chart of accounts for any type of
account from 4000 and greater including income accounts (such as
sales) and operating expense accounts (such as advertising).

Y ou cannot set up profit centers for asset (such asinventory, in the
1000-1999 range), liability (in the 2000 range), or equity accounts (in
the 3000 range)
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Setting Program Preferences

Check for Duplicate
Documents

IncludeTax 1in Tax 2
Computation (GST)

In MultiLedger you can set both program Preferences and User
Settings Options set on Preferences apply to all usersin a particular set
of company files. Options set on User Settings, on the other hand,
apply to each individual user. For more information on User Settings,
see the next section, “ Setting User Settings”

Y ou can use Preferences under the File menu to set various
MultiLedger options, such as checking for duplicate documents or
hiding the cash balance on transaction windows.

After choosing Preferences from the File menu, the following window
appears:

Preferences

ltem Purchase Tax Label FEEEY =~ [ Check for Duplicate Documents
Shipping Label ’W [ Include Tax 1 in Tax 2 Computation [G5T)
Do S ,$— [ Skip Tax 2 during Invoice Entry

[ Remove Item Code field on Invoice
Default Vendor Due Days ’T [~ International D ate Format [dd/mm.yy]

Label Left |0.30 [~ Show Code Field on Reports
Label Top[0.20 [ Hide Unit Costin Customer Invoice Entry
Label Height ,—1 I ||: Erint EE:st Notsetx EB Sale§ ‘:-Duma::.l nvcgl:esJ |
' ’— g8 Cheque Stub Description in Papables Joumal
Labelwidth|3.00 [ Hide EaSEIL Balance i '
HAcioss ’1_ [~ Print Cheque D ates in CP4 Format [
Repeat Factar |1_ [~ Print Page Mumber on Customer Statements

[~ Prompt Before Deleting [tems
[~ Enable Out of Balance "W arming

QK. Cancel

Select each option according to the following guidelines

If checked, awarning appears when you try to save a document
number that’s already been used in that journal window. MultiL edger
looks for duplicate document numbers in the current month, the
previous month and the future month, all based on the transaction date,
when thisoption is checked. Thisbox isautomatically checked for new
companies.

Please note that some journal windows use the same numbering
system. See “Document Numbers’ on page 115 for more details.

If checked, Tax 2 calculates a percentage of Tax 1. This accomodates
the Canadian GST.
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Skip Tax 2 During
Invoice Entry

Remove Item Code
Field on Invoice

Inter natioanl Date
Format (dd/mm/yy)

Show Code Field on
Reports

Hide Unit Cost in
Customer I nvoice

Print Customer Notes
on Sales Jour nal

Use Cheque Stub
Description in
Payables Journal

Hide Cash Balance

Print Cheque Datesin
CPA Format (YYYY)

Item Purchase/PO Tax
L abel

Currency Symboaol

Default Vendor Due
Days

If Checked, the second Sales Tax field i s skipped on Customer Invoices.
This box is automatically checked for new companies.

This option will remove the item codes when printing invoices.

If checked, dates can be entered in the international day/month/year
format instead of month/day/year format.

If this option is checked at the time you select a report to be viewed or
printed, the code set up for the Customer, Item, or Vendor will appear.
This affects most reports printed or viewed from the Customer Reports,
Vendor Reports, and Item Reports, except mailing labelsfor customers
and vendors and Customer Statements.

If checked, the Unit Cost field for items doesn’t show on Customer
Invoices.

If checked, the Notesand Add’ | Notesyou'’ ve set up for acustomer print
on Sales Journal invoices.

If checked, information entered in the Cheque Stub Description field on
the payables journal will automatically be copied into the Description
field on the next line

If checked, the cash balance isreplaced by asterisks (***) on Customer
Payments, Vendor Payments, Receipts Journal, and Disbursements
Journal. Thisis helpful if you want them to allow users to enter
transactions in these journals, but do not want them to see the balance
in the cash account.

CPA stands for Canadian Payments Association. Mark this option if
you are in Canada and must print cheques in accordance to the
regulationsthat the CPA sets. Seethe Canadian Payments Association’s
website at www.cdnpay.cafor more information.

Y ou can use thisfield to change the shipping amount label that prints on
invoices. “ Shipping” is automatically assigned. If you are using
preprinted invoicesthat already havethislabel printed in them, you can
remove this text.

Y ou can use thisfield to change from the dollar currency symbol ($) to
another currency symbol such as £ on chegues. Please note that this
option simply changesthe symbol that appears on cheques, invoicesand
customer statments; it does not convert any currency values.

Y ou can usethisfield to change the number of due days assigned to new
vendors. Thirty daysis assigned by defaullt.
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Mailing Label Options
Label Left  Enter the number of inches from the left hand page edge.
Label Top  Enter the number of inches from the top of the page edge.
Label Height  Enter the height of each label ininches.
Label Width  Enter the width of each label ininches
Across  Enter how many labels are across the label sheet

Repeat Factor Enter how many mailing labels should be printed for each selected
customer or vendor. For example, a Repeat Factor of “3” will cause
three mailing labels to be printed for each selected customer or vendor.

Note Enter inches to (.01) hundreths of an inch.

Setting User Settings

In MultiLedger you can set both program Preferences and User
Settings. Options set on Preferences apply to all usersin aparticular set
of company files. Options set on User Settings, on the other hand, apply
to each individual user. For more information on Preferences, see the
previous section, “ Setting Program Preferences.”

Y ou can use User Settings under the File menu to set various
MultiLedger options, such as automatically launching the last opened
company and automatically showing scheduled recurring entries when
you open acompany. After choosing User Settings from the File menu,
the following window appears:

| Open Last Company on Launch

I Prompt if no backup in this many day EI

I Show Scheduled Recurring Entries

v Usze <Enter> key to move between edit fields
[ Sort Customers by Hame

I Sort Yendors by Hame

[~ Sort Items by Hame

I Save Window Placement

I Check for Latest ¥erzion on Launch

0K Cancel
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Open Last Company
on Launch

Prompt If No Backup
in This Many Days

Show Scheduled
Recurring Entries

Use <Enter> Key to
Move Between Edit
Fields

Sort Customers by
Name

Sort Vendors by Name

Sort Items by Name

Save Window
Placement

Select each option according to the following guidelines:

If checked, the last set of company files that was used will open
automatically when you launch MultiLedger. If you want to open
another set of company files, simply choose Close Company from the
File menu, then choose Open Company from the File menu and select a
set of company files using the dialog box that appears. Or choose Open
Recent Company and select a company from the list.

If checked, MultiLedger will ask you to make a backup of your
company files when you attempt to close the company or Exit/Quit
MultiLedger. Enter the number of days you want between backupsin
the edit box.

After the number of days you enter has passed, you will be asked
whether you want to make a backup of your company files when you
close the company or Exit MultiLedger. If you click Yeson thealert, a
Save Asdialog appears. Y ou should follow the instructions in Chapter
12, “Backing Up & Restoring” to make abackup of your company files.
If you click No on the alert, no backup is made and the company files
close or MultiLedger quits as normal.

If the “Prompt If No Backup In# Days’ check box is checked and you
enter zero (0) or leave the edit box blank, you will be alerted to make a
backup every time you close the company or quit MultiLedger.

If checked, the Schedules Recurring Entries window will appear each
time you open a set of company filesthat has recurring entries due. For
more information on entering and using schedul ed recurring entries, see
“Recurring Entries’ on page 124.

PC only, if checked, you can use your <Enter> key to go from field to
field. Otherwise, you must use the <Tab> key.

If codes are setup for customers, al lists will sort by the code as the
default. To changeit to sort by Customer name, this preference must be
checked.

If codes are setup for vendors, al listswill sort by the code as the
default. To change it to sort by Vendor name, this preference must be
checked.

If codes are setup for items, all listswill sort by the code as the default.
To changeit to sort by Item name, this preference must be checked.

When checked, if you resize or reposition awindow within the
MultiLedger program, the new sizes and positions are saved.
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Check for Latest
Version on Launch

Note

An internet connection is required. When checked, MultiL edger will
determine if any patches or updates are avail able when you open the
program.

When you mark a checkbox to change the sort, the change will take
effect when the company is re-opened.

Customizing Financial Statements

You can customize the account headings that appear on your balance
sheet and income statement. You can also group accounts so they will
appear as one line summaries on financia statements.

1 Click Financial Satementsin the Command Center.

Note

Y Financial Statement Format El@
Save | Delele
Range Description Chart of Accounts
|:|| 1010 CashlnBank-ChequeimgAcct o

14
T 1288 Errar Trameta 101. Mune;f Market Account
S 1020 Cash in Bank - Payroll Acct
1600-1889 Fixed Aszets )
19001999 Other Assets 1030 Cash Register Drawer
§ 1040 Petty Cash

2000-2388 Current Liabilties .
2600-2889 Long Term Liabilfes e ’;‘;;w:: Fecelatle
5000-3333 Owners Equity 1200 Prepaid Expenses

4000-45939 Income
k]
5000-5999 Cost of Sales 1433 ;r::;:;“d

Ggggfg?:;ﬁi@?ﬁf&?ﬁgf“ 1?10 Furniture & Equipment
8800-3850 PR Tax Exp-Gengral 1720 Lea gehuld Improvements
9000-9488 Other Income 1730 Vehicles _ _
9500-3999 Other Expenses 1E10 Accum Depr - Furniture & Equip
Assets 1820 Accum Depr- Lea;ehuld

Total Assets 1830 Accum Depr - Vehicles
Liabilties & Equity 2100 Accounts Payable

Current income EEDD S?ate Sales Tax Payable
Total Liabilties & Equity 2250 Chy Sales Tax Payable

Gross Margin 2300 Federal Withholding Tax

230 Federal Unemployment Tax

::I :22322 E:E:f before Taxes 2350 Lacal Wihhoiding Tex
! 2400 State Withholding Tax v

Balance Sheet and Income Statement titles and footers can be changed
in the Report window. To customize the headings, ranges, and account
groupings, see the following sections.
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Customizing Heading Descriptions

1 Click the Heading Description you want to modify.

2

Edit the highlighted Heading Description in the edit box.

3 Click Save.

Repeat the steps above for all Heading Descriptions you want to
change. Y ou may need to usethe Vertical scroll bar to see the complete
list of modifiable Heading Descriptions.

Customizing Heading Ranges

1

2
3

AW N R

Each heading has an associated account number range made up of a
lower and upper limit. This range determines the account numbers for
the heading description. For example, the heading “ Current Assets’
has arange from alower limit of 1000 to an upper limit of 1599.

Click therange that you want to modify.
Y ou can change the upper limit only of the following range:
1000-1599 Current Assets
1700-1899 Fixed Assets
20002599 Current Liabilities
Click in the edit box, then change the upper limit for the range.
Click Save.

The lower limit of the next range in the list will automatically be
adjusted.

Repeat the steps above for all of the ranges that you want to change.

Customizing Account Groupings

You can group accounts to appear as one line summaries on balance
sheets and income statements. After grouping accounts for a financial
report, you can still see the individual accounts that make up the one
line summary by selecting the Show Detail Accounts option on the
Income Statement or Balance Sheet Reports. Accounts must be
consecutive and cannot be part of more than one grouping, nor can a
group span more than one heading.

Click in the edit box on the far left above Description.
Typein thefirst account number for the grouping, then press TAB.
Typein thelast account number for the grouping, then press TAB.

Typein thedescription for the grouping, then click Save.
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You can group
accounts to appear
as one line on
financial statements

[o|l® |FEs)

Financial Statement Format

Range Description Chart of Accounts

[1010][1040] [casn | ‘1010 Cash In Bank - Chequeing Acct ~

1015 Money Market Account
158
1000-1555 Current Asssts 1020 Cash in Bank - Payroll Acct
1800-1858 Fixed Assets N
1020 Cash Register Drawer
1800-1988 Other Assets 1040 Petty Cash
2000-25%9 Current Liabilties . - -

Modifying or Deleting Custom Account
Groupings

1 Click the Group Description so that it appearsin the edit box.

2 Moadify the Range and/or the Group Description in the edit box, or

Jobs Set Up

Note

Job #
Completed

Name

Est. Income

Est. Expense

Prior Income

click Deleteto removeit.

You can use MultiLedger to set up jobs or projects and track their
income and expenses. You can have up to 9999 jobs.

You can also use Profit Centers to keep track of different jobs or
projects. For moreinformation on using Profit Centers, see” Setting Up
Profit Centers’ on page 73.

For details about creating job reports, see “Job Reports’ on page 303.

Job Setup Field Descriptions
This section discusses the individual fields on Job Setup.
Y ou can enter up to 9999 jobs. Y ou don’t have to enter leading zeros.

Check this box when ajob is complete. Completed jobs are deleted
when you close the year.

Enter ajob name up to 30 characters long, including spaces.

Enter how much income you expect this project to earn. The amount
entered here appears on the Job Summary report, so you can compare
estimated income to actual income for a job.

Enter how much you expect this project to cost. The amount entered
here appears on the Job Summary report, so you can compare estimated
expense to actual expense for ajob.

Enter how much money this project has already earned (from periods
prior to your current fiscal year).
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Enter how much money this project hasalready cost (from periods prior

Prior Expense
to your current fiscal year).

When you close the year, the current year’s income and expenses for a
job are automatically added to the job’s Prior Income and Prior
Expense. Job detail is not maintained after you close the year.

Important

Setting Up Jobs

1 Job Setup in the Command Center.

v
Save | Delete
Jobs

Job# || I Completed 0001 Job 1
0002 Job 2

Mame
0003 Job 3

Est. Income

Est. Expense

Job Setup ===

Prior Income

PﬁorExpense[::::::::]

2 Enter anew job number between 1 and 9999.
When you save the job, leading zeros are automatically added.

3 Enter ajob name.

Job # | ] Completed

Name

4  Enter any other relevant job information.
For more details, see “ Setting Up Jobs” on page 83.
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5 Click Save.

Important

After you click Save, the job number and name are added to the jobs
list.

When entering transactions, you can quickly associate job numbers
(through a pop-up list of jobs) with any item line to track income and
EXpenses.

If you want to make entries without having the job field pop-up each
time, you can go under the edit menu and select “ Skip Job” or hit

Ctrl K (Windows) or Command K ( #- Macintosh) on the keyboard. Do
the same thing to return to having the field pop-up.

Modifying a Job

First, select the job from the list on the right. Then, edit the necessary
job information and click Save.

You cannot modify ajob number once it has been saved. Modifying a
job number and clicking Save will add the new job number to the list
but will not remove the old one.

Deleting a Job

You can delete ajob that has had no activity in the 30 open months. To
delete ajob, first select the job from the list on the right, then select
Delete from the Edit menu. Jobs that have had activity in any of the 30
open months cannot be deleted mid-year.

You can also delete ajob at year end. To delete ajob at the end of the
year, check the Completed option and the job will be deleted when you
close the year.
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Sales Tax Set Up

Tax Name
Note
Note
Tax %
Note

Ledger Account

MultiLedger lets you set up as many as 100 different Sales Tax
Categories for tracking purposes. You can also get detailed Sales Tax
reports. For information on these reports, see “Sales Tax Report” on
page 298.

Sales Tax Setup Field Descriptions

The following section describes the fields on Sales Tax Setup.

Enter aname up to 13 characters long, including spaces.

The salestax categories appear in the pop-up list on Customer Invoices
in the order that you enter them. You may want to enter the most
common sales tax categoriesfirst.

If you type aminus sign (-) in front of the salestax name, the sales tax
name won't print on invoices.

Enter the Tax % as a percentage. For example, atax rate of 3% should
be entered as 3. Y ou can enter a percentage that is up to two placesto
the left and four places to the right of the decimal point (99.9999).

If you try to enter a percentage that is more than two places to the | eft
or more than four places to the right of the decimal point, MultiLedger
will truncate the number, not round it up.

When you click in this box, a pop-up list of your chart of accounts
appears. From the list of your chart of accounts, select a Liability
Account (in the 2000 range) to associate with the sales tax category.
When the sales tax category is used on Customer Invoices, the liability
account associated with that category is automatically increased.
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Setting Up Sales Tax Categories
1 Click Sales Tax Setup in the Command Center.

v Sales Tax Setup | ]
Save
Sales Tax
Name[| | CO State 3. 0000
Ft Collins 3.0000
Tax %
a Out of Area 0. 0000
Ledger Account™ Reseller 0. 0000

2 Typein anamefor the salestax category in the Tax Name edit box.
3 Enter the percentage for the salestax in the Tax % edit box.

4  Select ageneral ledger account (usually aliability account in the 2000
range) from the Ledger Account pop-up list for this salestax category,
then click Save.

Modifying Sales Tax Categories

Important After modifying asalestax category, any outstanding invoices using the old
salestax category will not be changed to the modified sales tax category.

To edit or modify a sales tax category, select the category from the list,
modify the information, and click Save.

Deleting Sales Tax Categories

You cannot delete sales tax categories.
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Salesperson Setup

Name

Long Name

Commission Rate

Commission on Gross
Margin

You can track sales of commissionable items by salesperson. If no
salespeople are set up, the Salesperson field on Customer Invoiceswill
be skipped automatically during invoice entry. You can set up as many
salespeopl e as you need.

Salesperson Setup Field Descriptions
This section describes the fields on Salesperson Setup.

Enter aname up to nine characters long.

The name you enter appearsin the Sal esperson pop-up list on Customer
Invoicesin alphabetical order.

Enter aname up to thirty characters long.
The name you enter appears on the Sal esperson report.

Enter the salesperson’ s commission rate as a percentage. For example,
acommission of 15% should be entered as 15. Y ou can enter a
percentage that is up to two placesto the left and two placesto the right
of the decimal point (99.99).

Commissions are calculated only on items that have been set up as
commissionable on Item Setup.

Each sal esperson can have only one commission rate. If a salesperson
receives different commissions for different types of sales, you may
want to set up the salesperson more than once with aslightly different
name and a different commission rate in order to keep track.

Check thisoption if the sal esperson’ s commission should be calculated
based on sales minus cost of sales.

If not checked, the commission will be calculated based on gross sales.
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Setting Up Salespeople
1 Click Salesperson Setup in the Command Center.

¥ Salesperson Setup = R

Salespeople

Long Mame :{1 ﬁlﬂy
o M. May
Commigsion Rate

[ Commiszion on Gross Margin

Enter the salesperson’s name.
Enter the salesperson’sfull name.
Enter the salesperson’s commission percentage.
If necessary, check the Commission on Gross Margin option.
Click Save.
The salesperson's name is added to the salesperson list.

o 0o~ W N

Modifying Salespeople Information

To modify an existing salesperson, select the salesperson’s name from the
list and edit the relevant information. Click Save when finished.

Important If you modify the salesperson’s commission rate, all existing sales for that
salesperson will be re-calculated at the new rate.

Important If you change the checkbox for Commission on Gross Margin from its
original setting, all existing salesfor that salesperson will be re-cal culated.
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Deleting Salespeople

To delete a salesperson, select the salesperson’s name from the list and
choose Delete from the Edit menu.

You cannot delete a salesperson if he/she is associated with any
invoices in the 30 open months.

Selecting the Font for Printing

MultiLedger allows you to select the font used for printing all
transactions, reports, cheques, and mailing labels.

1 ChoosePrint Font from the File menu.

Fant: Fant shyle: Size:
Arial Regular 10 ok
Fonts that appear | —— : I ‘
I Antique Olive Compac | a | | Regular a C |
here are the ones % Antique Olive Roman | — | Italic g el
. Apple Chancery Bold 10
installed on your % Al Bald Ialic 1
i Arial Black 12
partlcular computer By rial Narmow 11
system T Avial Founded MT Boh™ |
Sample
AaBbYyiz
Script:
|'westem LJ
This iz an OpenT ype font. This zame fant will be uzed on bath wour
printer and your screen.

2 Click afont in thelist and a point size.

Fonts that appear are the ones that are installed on your particular
system. Y ou can use point sizesfrom 9 to 12 with MultiLedger on Mac
and 8 to 14 with MultiL edger on Windows.
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Using the Print Screen

Cheques

Laser Stub

Label Fields

Company Name on
Stub

Customer Invoices &
Quotes

Packing Slips

Shipping Labels

Sales Journal Invoices

Sales Journal Labels

Item Purchases &
PO’s

With the Print command, you can print cheques, invoices, quotes,
packing slips, labels, Item Purchases documents, purchase orders and
deposits.

Printing Options

The following section describes what can be printed with the Print
command and the available options.

Chegues created with Vendor Payments and the Disbursements Journal
for the selected month are shown.

Check this option to print a second stub at the bottom third of the page
for use with laser cheques.

Check this option to print the “Pay”, “To the Order of”, “Amount”, and
“Authorized Signature” field labels on blank cheque stock used for
MICR encoding.

Check this option to print your Company Name at the top of the cheque
stub.

Invoices and quotes created in Customer Invoices for the selected
month are shown.

Invoices created in Customer Invoices for the selected month are
shown. The packing slip printsinformation from the invoice excluding
any dollar amounts.

Invoices created in Customer Invoices for the selected month are
shown. Thisallowsyou to print the customer name and Ship To address
from the Customer invoice. If no Ship To address has been entered on
the Customer Invoice, the customer’ s name and address asit appearson
Customer Setup prints.

To adjust the printing dimensions for the label, use Preferences under
the File menu. For details, see “ Setting Program Preferences’ on

page 76.
Invoices created in the Sales Journal for the selected month are shown.

Invoices and quotes created in the Sales Journal for the selected month
areshown. Thisallowsyou to print the customer name and addressfrom
the Customer field on theinvoice. To adjust the printing dimensionsfor
the label, use Preferences under the File menu. For details, see“ Setting
Program Preferences’ on page 76.

Payables and purchase orders created in Item Purchasesfor the selected
month are shown.
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Deposits

Print Metafile
(Windows) or Print
PDF/PICT File
(Macintosh)

Print MICR

Email Without Prompt

.Sort by Doc # or by
Date

Deposits created in Customer Payments and Receipts Journal for the
selected month are shown. Thiswill print a deposit slip with MICR
information with up to 17 individual invoices. Y ou can include more
than 17 invoices per deposit slip, but invoicesover 17 will appear asone
lump sum, rather than individual invoices. Be sure Print MICR is
selected and that you have set up MICR Encoding Specifications. For
moreinformation, see” Setting Up the MICR Encoding Information” on

page 93.

Check this option for cheques, invoices, quotes, item purchases and
purchase orders to have an Open File dialog box appear after clicking
Print or OK in a Print dialog box. Select the appropriate metafile or
PDF/PICT filefrom thelist and click OK. (Metafiles and PDF/PICT
files can be created in a graphics program) Use the samefield positions
asthe default. To adjust where the variousfields print on forms, use the
Format command under the File menu. For more details, see
“Positioning Print Fields for Windows Metéfiles or Macintosh PDF or
PICT Files’ on page 98.

Check this option to activate the Bank information, routing number and
account number fields to enable the MICR encoding to print on the
cheques.

Selecting this option will send the emailed document immediately
without any warning or message when selecting the Email button.

This drop down list will allow you to sort the way you print your
invoices either by the document number (default) or by the date.
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1

How to Use the Print Command

Coosethe Print window from the Command Screen

View optionis Print B
not available on———|
Mac
Sortby Doc 4 ~
If necessary, check Period Documents
the yro fiate \\D"“""'e“' Trpe UG a|  [CK164 OZEITT APrinted Pege
rrr)ft) S ptions = Chegues ™ Laser Stub |~ Label Fields e
p p [” Company Name on Stub U&’SW;
(" Customer Invoices/Quotes 0913016
(" Pasking Slips bl
. . o
If printing cheques or (" Shipping Labels 125116
deposit slips with (" Sales Journal Invoices/Quotes 03117
MICR encoding, (" Sales Jounal Labels ggﬁ:; -
make sure the Print (" Item Purchases/P0's W/
MICR box is selected r* Deposits il
0E/301T7
\ v
[ Print Metafile
A list of v i
transactions for the Email Without Prompt
radio button and
month selected
appears here

2
3

Important

Select the correct month from the Period list.

Click the appropriateradio button to seealist of documents available
for printing.

Check any appropriate print options such aslaser stub, Print M etafile
(Windows), or Print PDF/PCT File (Macintosh).

Select Sort by option.

Select the documentsfor printing.

Select adocument by clicking its document number or select more than
one document by clicking and dragging through thelist. Y ou can select
a non-consecutive series of documents by holding down the Ctrl key
(Windows) or shift key (Macintosh) while clicking the desired lines.

If no single document or group of documentsis selected, all documents
will be printed.
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Cheques, Customer Invoices and Quotes, Sales Journal Invoices, and
Item Purchases and Purchase Orders followed by an asterisk (* -
Windows) or bullet (¢ - Macintosh) have aready been printed.

Y ou can also use the Find and Find Again commands under the Edit
menu to find a particular document, customer, or vendor.

7 Select the print optionsyou want, and click Print.

How to use the E-mail Command

You can email Customer Invoices, Sales Journal Invoices/Quotes and
Item Purchases/PO’s.

To send an email, follow the same steps as you would to print a
document which is covered above in How to use the Print
Command, but instead of clicking the Print button, click on the Email
button.

Windows: Utilizes Messaging Application Program Interface (MAPI)
that is a part of the Windows operating system. This feature may
require additional setup in your email program. This feature does not
necessarily interface with an internet based email program.

M acintosh: Requires OS X to use this feature. Emailing documents
will only work with the Apple Mail program.To set Mail as the default
mail program first launch the Mail program. Under the Mail menu,
select Preferences. On the General tab, select the Mail program as the
default. Close the Preferences window.

Setting Up the MICR Encoding Information
1 Open uptheChart of Accountswindow from the Command screen.

2 Highlight a Cash Account in your Chart of Accountslist.

This activates the Save button so you can begin entering the MICR
information.

3 Enter your bank’snine digit ACH number.

Thisisusualy thefirst nine digits at the bottom of a pre-printed
cheque.

4  Enter your ninedigit deposit routing number.

Thiswill print on Deposit Slips printed from this window and also
deposit dips directly printed from Customer Payments. For more
information, see “ Recording Customer Payments’ on page 154. The
Routing # and Bank information will print unless you don’t have the
print option to Print M1 CR checked in the Print window of the
Command screen. For information on Printing documents see “How to
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Use the Print Command” on page 92.

5 Enter your company’s bank account number, up to 15 digits.

Note In most cases, the MICR software automatically prints the symbols. If
you have to manually enter the symbols:

Enter a“D” (capital D) to type a MICR hyphen: 'S
Enter a“C” (capital C) to type this symbol: II"

Enter an“A” (capital A) to type this symbol: 12

6 Enter your bank’sname and addressin the appropriate fields.
7 Enter your bank’s Fractional Routing #.

Some cheques (not all) have a number printed near the bank name or
near the top of the cheque. This number isaso called aNon-MICR
ACH#.

8 Repeat steps2-7 for all accountsthat you wish to print MICR.
9 Print chequesor deposit slipsas you normally would.

Make surethe Print MICR option is selected in the Print window of the
Command screen. For information on how to print see “How to Use
the Print Command” on page 92.

Formatting Cheques, Invoices, Statements & Deposits

The Format window under the File menu is used to position print fields
for cheques, invoices, purchase orders, quotes, customer statements
and deposit dlips. You can position print fields for any compatible
printer
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' Format [r=r]E S

& Default Cheque
" Custom Cheque

= Default Laser Invoice
" Custom 11" Invoice/Quote/PD

i+ Default Laser Statement
¢~ Custom 11" Statement

& Default Deposit
7 Custom Deposit

[ Display Metafile

i Copy Formats to Another Company :

Print fieldsfor the Default items have been positioned to fit formsfrom
CheckMark’s Forms division. (Forms can be ordered by calling 1-800-
444-9922 or online at www.checkmark.com.)

You might want to customize the position of print fields for the
following reasons:

* You need to fine tune the preset print fields for your specific
printer.

e Youwant to print on pre-printed forms other than those made by
CheckMark Forms.

e Youwant to print forms saved as metafiles (Windows) or PDF/
PICT Files (Macintosh). Metafile is a Windows-based format and
aPICT FileisaMacintosh-based format for a graphics document
created by many graphics programs. PDF files can also be used on
the Macintosh version of MultiL edger.

Customizing Print Field Positions for Your
Printer

Theinitial positions of the print fields for Custom options are based on
CheckMark Forms. To customize the preset print fields for your printer
or to create aformat other than that used by CheckMark Forms, do the
following:

1 Click theappropriate“Custom” radio button.
Clicking the Custom 11" Invoice/Quote/PO radio button opens the
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following formatting window:

eoe Format

Company Name & Address

[Salesperson | [CDate |

[reere | [swpose] [ wwva ]
g

H | Qty | | Description | | Price |

2 Dragtheprint fieldsto their new positions.

Note

Select agroup of print fields by dragging over the fields or by holding
down the sHIFT key while clicking individual fields. Moving one of the
fields moves the entire group.

To restrict movements to vertical positioning, hold down the Alt key
(Windows) or the opPTION key (Macintosh) while dragging the field or
fields.

To restrict movements to horizontal positioning, hold down the Ctrl
key (Windows) or Command key (36 - Macintosh) while dragging the
field or fields.

Y ou can use the arrow keys to move the fields.

Double-click afield to activate or de-activate. If thefield |abel isred, it
isinactive.

3 When you arefinished repositioning the print fields, click the
window’s close box.

The following dialog appears:

Save Changes?

&
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4  Click Yesto save the changes you made to the print field positions.

Click No to return to the Format window without saving any position
changes.

Note To return any custom format to its original settings, hold down the Ctrl
key (Windows) or Command key (38- Macintosh) while clicking the
appropriate default radio button.
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Note

Note

Positioning Print Fields for Windows
Metafiles or Macintosh PDF or PICT Files

If you' ve created your own form as a Windows metafile (.wmf) or a
Macintosh PICT file (.pct) or PDF (.pdf) in agraphics program, or you
want to use one of the sample metéfiles, PDFs or PICTs that came on
the MultiLedger master disk, MultiLedger can show the metafile, PDF
or PICT file on your screen to help you position print fields.
MultiLedger can also print the metafile, PDF, or PICT file along with
the corresponding transaction information.

Create theinvoice, cheque, quote, purchase order, or customer
statement form using any graphics program that can save Windows
metafiles or Macintosh PDF/PICT files.

Savethe graphicsfile (in the graphics program) in the metafile format
(.wmf) or PDF/PICT format (.pdf/.pct). You can save the metafile or
PDF/PICT in the samefolder that containsyour company’s data files.
Close the metafile or PDF/PICT file.

Open your MultiLedger company files.
Choose For mat from the File menu.
Y ou can align the print fields according to the following directions:

Check the Display M etafile option (Windows) or Display PDF/PICT
File option (Macintosh):

v Display Metafile 4 Display PDF/PICT file

Click the appropriate“ Custom” radio button.

For example, clicking the Custom 11" Invoice/Quote/PO radio button
with Display Metafile or Display PDF/PICT File checked causes a
standard Open File dialog box to appear on your screen.

Invoices, quotes, and purchase orders use the same format.

Open the appropriate M etafile or PDF/PICT File.

On Windows: Several sampleformsin the metafile format are included
inthe “Metafile” folder installed in the MultiLedger directory.




Formatting Cheques, Invoices, Satements & Deposits 99

Note

Note

On Macintosh: Several sample formsin the PDF/PICT format are
included in the “Sample PDF/PICTS’ folder installed in the
MultiLedgerf folder.

Y our company name and address from Company Information will
print on invoices and statements that use these metafiles or PDF/PICT
Files. For example, if you click “11_Inv.wmf” in the scroll box, and
then click Open, the following formatting window would appear:

860 Format
a 1 2 3 4 5 i} T
& I | 1 1 M | |
Company Mame % Address INVOICE ,W'
EALLSCLEEN MTGL DAL
|
1 9m =IE g
To thip To
2 -
| ACCTR | EHIP DATE | SHIPRED V1A | TEAMS | PURCHASECQROER ®
[[Acet ® hip Date] [ Ship Via | [ Terms ] [ PO Humber |
aTyY | DESCAIFTION UNIT FRKGE AMOUNT
3 | oty ‘ ‘ Description | ‘ Price AmaLnt

4 Dragtheprint fieldsyou want to reposition to their new positions.

You cannot reposition the background metafile or PDF/PICT File. For
example, thetext “ Acct#’ is part of the metafile or PDF/PICT file—not
aprint field. To edit the text, graphics, or background for this particular
metafile or PDF/PICT File, you must use a graphics program that can

edit Windows metafiles or Macintosh PDF/PICT Files.

5 When you arefinished repositioning the print fields, close the window.

Save Changes?

£
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6 Click Yesto save the changesyou madeto the print field positions.

Click No to return to the Format window without saving any position
changes.

Note To return any custom format to its original settings, hold down the Ctrl
key (Windows) or Command key (88 - Macintosh) while clicking the
appropriate default radio button.

Codes for Customers, Vendors, and ltems

You can use an optional codefield to sort or classify customers,
vendors, and items. Codes can be entered up to 15 alpha-numeric
characters and are entered in the Customer, Vendor, or Item setup
windows.

For example, if you want to sort vendors by an account number, you
would setup a code in the code field on vendor setup and it will show
as below on dl vendor lists.

C123\ACME Office Supplies

Characters up to and including the backslash (\) won't automatically
print on cheques, invoices, mailing labels, or customer, vendor, and
item reports. The code, however, will appear on transaction journal
reports.

Note To have MultiLedger print the codes you' ve set up for customers,
vendors, and items on reports, check the*“ Show Code Field on Reports’
option on Preferences under the File menu.
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Chapter 5
Multi-User MultiLedger

This chapter discusses the following topics:
Utilizing the multi-user capabilities
Assigning users and passwords

Locking and unlocking months
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Using Multi-User MultiLedger

Important

Important

MultiLedger has built-in multi-user capabilities that allow up to 10
users to access your company’s accounting data over a network
simultaneously. This means that one or more users can be entering
invoices or payables while another user might be viewing financial
reports. All datais stored and updated in one location on your network.
When information is saved, records are locked to prevent overwriting
of data.

To utilize the multi-user capabilities, the volume (hard drive) or folder
containing your company’s data files must be shareable with other
users connected to your network.

If you are using all Macintosh computers and use aMac OSX computer
asadedicated server to allow accessto your MultiLedger company files
between Mac OSX, OSX will work fine. HOWEVER, you should not
open MultiLedger files on the OSX computer that is acting as the host,
sinceit is not recognized as a user and corruption problems can occur.

OSX Server hasaproblem handling “ byte-rangelocking” requestsfrom
Windows (ie., SMB) users and Mac users simultaneously. You'll need
aWindows Server.

Installing MultiLedger for Multi-User

You will need to install MultiLedger on each user’s computer, as
described in Chapter 1, “ Getting Started.”

Mapping the Drive on Windows

For better data access over a network, you should map your network
drive to aletter. Each operating system handles this differently. For
more information, see the documentation the came with your operating
system.
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Using the Multi-User Capabilities

Note

All that is required to initiate multi-user operation isto place the
company files on a shared disk.

Daily backups are strongly recommended for shared data. For more
information on backing up company files, read Chapter 12, “Backing
Up and Restoring Company Files.”

Using MultiLedger in amulti-user environment isvery similar to using
itinasingle user environment. The main difference isthat
simultaneous access to the same data must be regulated, either by
disalowing certain operations at a given time, or by delaying a
particular operation until requested data is available.

Access Limitations
Access limitations are indicated by the following messages:

e “Exclusive accessrequired or maximum number of users
exceeded. Operation not allowed.”

Only one user may access company files during certain operations,
e.g., closing the year, deleting a customer. The maximum number
of usersyou can haveis 10.

e “Operation not allowed if more than one user accessing data.”

Certain operations may be performed by only one user at onetime,
such as Customer Payments, Vendor Payments, Finance Charges,
Bank Reconciliation, and Chart of Accounts.

Delaysin accessing data occur in two situations, each signaled by
the appearance of the network cursor ( 4=+ ):

*  When the cursor is blinking, another user is accessing data needed
for the current operation, so the program is waiting until the
required data becomes available. When the datais no longer in
use, the operation will proceed. On Windows, holding down the
Escape (esc) key will abort the operation. On Mac, hold down the
command key and period at the sametime. Thisistypified by two
users trying to simultaneously save atransaction, or a user
attempting to save atransaction at the same time another user is
generating a balance sheet.
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*  When the cursor appears without blinking, another user has added
data, and the program is incorporating this additional data; the
duration depends on the amount of datainvolved. Once the data
has been incorporated, the program will continue. An example of
this would be selecting the Customer report after customers have
been added by another user.

Multi-User Restrictions

The fundamental restriction is alowing only one user to access
transactions at one time. Access occurs whenever transactions are
saved (including customer/vendor payments, import, backing up, etc.),
or reports requiring a“balanced” state (Balance Sheet, Trial Balance,
or General Ledger listing) are being created. If simultaneous
transaction access is attempted, the blinking network cursor will
appear until the operation is completed. The delay will be equal to the
time needed to perform the operation, which in most casesis relatively
short.

There are several special cases of restricted access. A receivable/
payable cannot be modified if the Customer/Vendor Paymentsscreenis
in use. Deletions (accounts, customers, vendors, items, salespeople)
require that only one user is accessing company files.

The following table shows the access controls for the menus that are
not multi-user. Operations are classified as single (available to only
one user at atime), and exclusive (available only if no other user has
opened the same company).
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Operation Access
Profit Center Single
Chart of Accounts Single
Customer/Vendor Payments Single
Adjust Inventory Single
Finance Charges Single
Bank Reconciliation Single
Close Year Exclusive
Delete (account, vendor, customer,...) Exclusive
Back Up Company Exclusive
Rebuild Files Exclusive
Import chart of accounts Exclusive

All other operations are available to multiple users, subject to the
restrictions and delays previously described. Note that for certain
operations, even though multiple users are not prohibited, a
“reasonable’ use of the program is assumed. An instance of thiswould
be Account Balances. More than one user can enter balances—if they
are entering the same month, then the last one saved will overwrite any
previous values. (While saving, no other user may access transactions.)

Network Considerations

For windows permitting multiple access, if two users access the same
data and save it, the last one to save will overwrite any previous
changes. For example, if two users modify the Preferences window,
one enabl es the check for duplicate documents and the other disables
it, the stored value will be that of the user who saves last.

Network timing will determine the data available to auser at any
particular time. If, for example, atransaction journal report is being
created while another user adds an entry to the journal, the entry will
not be included; however, if the report is recreated, the new entry will
appear. In general, datais made available at thetimeit is requested; for
example, the customer list is updated when the customer setup or
customer reports screens are entered.
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Since more than one user can be entering into the same journal, we
recommend you check “ Check for Duplicate Document Numbers’ on
the Preferences window under the File menu.

Users and Passwords

Note

MultiLedger allows you to set up individua users with unique
passwords, then assign the menu commands that each user should have

access to.

Setting Up Users and Passwords

You can set up as many as 20 users and passwords in MultiL edger.

Although you can set up as many as 20 users, the maximum number of
users that can access your company’s data files
simultaneoudly is 10.

The number of users who currently have the company files openis
displayed at the bottom of the Command Center.

1 Click Company Information in the Command Center, then click
Passwor ds.

The following window appears:

Uzer |Brian i Master
Pazzward |Ski Delete
Accessible Menus Dione
Company Infarmation ||

Profit Centers

Chatt of Accounts
Interface Accounts
Financial Statement Format
Account Balances

Budget Amounts
*Customer Setup

*endor Setup

tem Setup

*Customer Terms

Sales Tax Setup
Salesperzon Setup

Job Setup

*Ship Yia dt
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Note

Note

Note

Typein auser’'sname (up to 20 characters).
Typein apassword (up to 10 characters).

The password can be letters, numbers, or a combination of both.
Passwords are not case-sensitive, meaning entering “ SKI” is the same
as entering “ski”.

Click the menu commands from the Accessible Menu Commands list
that thisuser should have accessto, then click Save.

To deselect amenu command, simply click it so that the asterisk
(Windows) or checkmark (Macintosh) is removed. Y ou can select or
deselect arange of menu commands by clicking on the first one and
dragging down the list.

Y ou can continue entering new users and passwords, or, if you're
finished, click Done.

When you create a new company with MultiLedger, a user named
Master is automatically set up for you. The Master initially has no
password, but has access to all menu commands. If you will be using
passwords for your company, you need to assign a password to the
Master before any other users and passwords are activated. Please note
that you can change the name Master to a user’ s name. However, the
first user’ snamein thelist is always considered the Master and always
has access to all menu commands.

The posting category on transaction journal windows and the Bank
Reconciliation cannot be changed if you do not check Interface
Accounts.

Renumber Accounts in the File menu will be active or inactive when
you check or uncheck the Chart of Accounts.

The Cash Flow Statement and Financial Snapshot will be active or
inactive when you check or uncheck the Balance Sheet.
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Modifying and Deleting Users and
Passwords

Only the Master can modify or delete users and passwords. Please note
that while you can change the name Master and the password, you
cannot change the accessible menu commands or delete the Master.

1 Click Company Information in the Command Center, then click
Passwor ds.

2 Highlight auser’snamefrom thelist on theright.

Y ou can change any information for this user. After making changes,
be sureto click Save before selecting another user or clicking Done, or
else your changes will belost.

To delete the user, click Delete. When you are finished making
changes in this window, click Done to return to the Company
Information window.

How Passwords Work

If you' ve set up users and passwords for your company, you'll be
prompted to enter a password when you open your company files.
Highlight auser’'s name in thelist, type the correct password, then
press TAB. When you are prompted for the password, you get three
chances to enter a correct password before you are exited from the
program.

After opening a company using a password, if auser triesto accessa
window that he/she doesn’t have password access to, the following

message appears:

Password does not allow access to this operation.

Locking and Unlocking Months

MultiLedger has afeature that allows you to lock transactions through
a specific month-end date, and unlock a month or range of months if
changes are necessary. This feature can be password protected. For
more information on setting up passwords, See “ Setting Up Users and
Passwords” on page 106.
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How to Lock a Month
When you are ready to lock a month, the procedureis simple:
Click Company Information in the Command Center.

Click the month you want to lock entriesthrough in the Lock Entries
Thru list.

For example, if you want transactions locked through April 2017, you
would highlight 04/30/17. Transactionswith dates from your first open
month through April 2017 cannot be entered, modified, imported, or
deleted, but reports for those months can still be viewed and printed.

[ X ] Company Information
Company Name Business Number
City, Province, Postal Code |Yoncouver, BC YBK B21 Phone
Ending Date of Prior Year 12/21/16 Email |J§m\th@noemu\ L.joe | |
Lock Entries Through OO
ST | Passwords |
w2217 |

B33 417

B4 /20,17

B5/31 /17 Accounts: 54

B6/20./17 |
avia1 417 Customers: 3

B2/ 17 3
89,3817
18/31/17 Items: 2

11/38/17 |
12731117 Salespeople: 3

81721718

B2/28/18 Jobs: 3

B3/ 18

84/30/18 ‘
B5/31 /18 |
86/38/18 |

How to Unlock a Month

If amonth islocked, but you need to make a change in that month, you
can aways unlock the month.

Click Company Information in the Command Center.

Click the selected month in the Lock Entries Thru list to deselect it,
which unlocks all months, or highlight a month from the Lock Entries
Thru list that is before the month you want to make changesin.

For example, if you need to make a change in April 2017, you could
highlight 03/31/17 in the list to keep transactions prior to April 2017
locked.
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Chapter 6

Introduction to Transactions

This chapter discusses the following topics:

Using MultiLedger’s transaction windows

Working with pop-up lists

Using MultiLedger’s Find command for pop-up lists
Adding or Editing namesin apop-up list

Valid document numbers and transaction dates
Adding comment lines to transactions

Modifying and deleting transactions

Entering void documents

Working with recurring entries
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Moving Between Fields

Recording atransaction in MultiLedger is similar to filling out a paper
form—you enter information under heading or field names. You can
enter information in any order you want by clicking in each field's edit
box. However, the quickest way to move the cursor (aflashing vertical
bar in the edit box) to the next field isto press TAB or ENTER on
Windows or TAB or RETURN on Macintosh. To move to a previous
field, click in that field’s edit box.

Using Pop-Up Lists

Whenever the cursor enters afield that has an asterisk (*) after its
name, such as the Customer, Vendor, or Item fields, a pop-up list like
the following one appears:

( ok ) ( Cancel ) (Edit 3E ) (New %N)

[ Find Anywhere

Arnold Schmidt
Jamie Fischer

Jane Gleason

Kelley's Supply Shop

Sylwvia Holden i
TSA Distribution |

Pop-up lists consist of customers, vendors, terms, salespeople, items,
jobs, shipping methods, salestax categories, or account numbers.
These lists make data entry fast and easy. For example, by selecting a
customer name from a pop-up list, the customer’s name, and address
are all automatically added to the transaction.
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Note

You can set up certain defaults for customers, vendors, and itemson the
individual Setup window that will be automatically selected in apop-up
list during transaction entry. For example, you can assign default
Customer Terms for a customer on Customer Setup, then that term will
be automatically selected in the pop-up list for the customer when you
create a Customer Invoice.

Finding a Name in a Pop-Up List

MultiLedger offers you several ways to quickly find aname in a pop-
up list:

e You can use the Find box to search for names, account numbers,
jobs, etc. For example, you can typein al or part of a customer’s
name, and the program will find the first occurrence of those
letters. You can then use the arrow keys on your keyboard to move
through the list.

( ok ) ( Cancel ) ( Edit 2E ) ( New %N )

hel ™ Find Anywhere

Arnold Schmidt
Jamie Fischer

Jane Gleason
Kelley's Supply Shop

Sylwia Holden
TSA Distribution

The Find feature is case-sensitive if the “ Find Anywhere” box is not
checked: typing in “ACT” will find “ACT Services’ but not “Action
Services.” It will search on the beginning characters of a name or
number, and assumes that the first character of anameis capitalized.
For example, typing in “Action” will find “Action Services” but not
“Uniform Action” or “action plus.”

If you have the “ Find Anywher €’ box checked, it is not case-sensitive
and MultiLedger will search for the first occurrence of the letter
sequence you enter. For example, typing in “ve’ will find “Inventory”
before it will find “Vehicle.” The Find Anywhere box should be
checked before you type information to search for. Otherwise, it will
search on the beginning characters only.

or

e Presstheup arrow or down arrow keys on your keyboard to move
through the list.

or
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e Usethe pop-up list's scroll bar to scroll the list up or down, and
click aname when it scrollsinto view.

Note You cantypethefirst letter of anameto scroll to that letter groupin the
list, and then use the down arrow key to quickly move to the desired
name.

Entering Information with a Pop-Up List

You can enter information into a transaction from a pop-up list in one
of two ways:

» Ifthenamein thelist is not aready highlighted, click it onceto
highlight it, then click OK or press TAB, RETURN (Macintosh), or
ENTER (Windows) to enter the information into the transaction.

or

* Double-click anamein thelist.

Adding or Editing Names in a Pop-Up List

You can access Customer, Vendor, and Item Setup windows directly
from apop-up list. For those pop-up lists that don’t have the option of
New or Edit, you can access the Setup windows without having to
close a transaction window by choosing the appropriate option from
the Command Center or the pull-down menus.

F——— Toadd anew customer, vendor, or item through apop-uplist, click New

S (Alt-N on Windows or 8N on Macintosh). The appropriate Setup
window will open. After setting up the new customer, vendor, or item,
click Save on the Setup window or press ENTER. Y ou return to the
transaction window and the new customer, vendor, or item is
highlighted in the pop-up list. Press TAB to add the customer, vendor, or
item to the transaction.

CEdnRED To edit information for an existing customer, vendor or item through a
pop-up ligt, first highlight the name in thelist. Then, click Edit (Alt-E
on Windowsor 3 E on Macintosh). The appropriate Setup window will
open. After editing the customer, vendor, or item, click Save or press
ENTER on the Setup window. Y ou return to the transaction window and
the edited customer, vendor, or item is highlighted in the pop-up list.
Press TAB or click OK to add the customer, vendor, or item to the
transaction.
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Skipping a Pop-Up List
A pop-up list will be skipped if no information is set up for it.

If Skip Jobs under the Edit menu is checked(Ctrl-K on Windows or
Command (38) K on Macintosh), the Job field on all transaction
windows will be skipped.

( Cancel ) Click Cancel (Alt-F4 on Windows or Command (38) period on
Macintosh) to close a pop-up list without entering any information.

Document Numbers

Each transaction (document) must have a document number that
identifies it. Depending on the transaction window, these document
numbers are labeled as Document #, Invoice #, Doc #, Cheque #,
Deposit #, or Ref #.

Although document numbers can contain up to eight characters, such
as letters, numbers, or dashes, the last character must be anumeral. For
example, “INV-1138" would work, but “1138-INV” would not.

If adocument number is missing or does not end with a numeral, the
following message appears when you try to save the document:

The reference number must end with a number.

Click OK and re-enter the document number.

After you save atransaction, the document number automatically
increases by one. The next document number is saved for each
transaction window and will automatically be entered when the
window is opened again.

Sales Journal and Customer Invoices share the same last document
(invoice) number. Saving adocument number in one will automatically
increment the next document number in both windows by one. For
example, after saving the document number “1138” in the Sales
Journal, the next document number in either the Sales Journal or
Customer Invoices would be “1139.”

The Payables Journal and Item Purchases also share the same last
document number, as do the Disbursements Journal and Vendor
Payments, and the Receipts Journal and Customer Payments.
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Quotes and Purchase Orders use their own unique numbers. For
example, when you save a Quote, you can assign the quote a document
number such as“ QU 100.” Then, the next time you save a Quote, it
will automatically be assigned document number “QU 101.” When
you convert a Quote or Purchase Order to atransaction, it will be
assigned the next available document number for that transaction.

Checking for duplicate document numbers

MultiLedger allows you to save a transaction in the same journal with
the same document number (but not also the same date), unless you
have Check for Duplicate Documents checked on Preferences under
the File menu.

Some transaction windows access the same journal in MultiLedger and
will check for a duplicate document number entered in either
transaction window. For more information on which journals use the
same numbering system, see the “Document Numbers” section above.

If you have Check for Duplicate Documents on Preferences checked
and a duplicate document number is found, the following message

appears:

Document number and date not unigue. Use next
=7 available document number?
|

Click Yesto assign the next available document number, or click No to
return to the transaction window, then assign the transaction a new
document number.

Working with 30 Open Months

Important

Important

MultiLedger allows you to work in any month in the open 30 months.
For example, if your company operates on a calendar year, you could
enter and modify transactions for January, 2016, through June, 2018,
before you would be required to close 2016.

Once ayear has been closed, it cannot be reopened.

We cannot stress enough theimportance of making frequent backups
of your company files. For moreinformation on backing up, see
Chapter 12, “Backing Up and Restoring Company Files.”
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Locking and Unlocking Months

Transaction Dates

Having 30 months open does not mean that you have to compromise
the security of your company files. MultiLedger has a feature that
allows you to lock a month when transaction entry should be closed,
and unlock amonth if changes are necessary. For more information on
locking and unlocking months, see “Locking and Unlocking Months”
on page 108.

You can use the +/- keys on your keyboard to increment/decrement the
datein any transaction window. You can also type over the date to
modify it.

Date Formats

Enter datesin the MM/DD/Y'Y format. For example, to enter February
15, 2017, you would enter the date like this; 2/15/17. Notice that you
do not have to enter any leading zeros.

If you want to enter datesin the DD/MM/Y'Y format, check the
“International Date Format [dd/mm/yy]” option on Preferences under
the File menu.
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Note

Valid Transaction Dates
The following table shows the dates that are allowed for each

transaction window:

TransactionWindow

Item Purchases
Customer Invoices
Vendor Payments
Customer Payments
Disbursements Journal
Receipts Journal
General Journal
Finance Charges
Adjust Inventory

Payables Journal
Sales Journal

Valid Dates

Any date from 30 open months, provided
the month isn’t locked. No date prior to
the current fiscal year is allowed.

Any date from the 30 open months,
provided the month isn’t locked. For
setting up a company’s outstanding
receivables and payables, you can enter a
date prior to your current fiscal year.

To seewhat the current fiscal year is, click Company Information in the

Command Center.

Date Alert Messages

If you enter an invalid date and try to move the cursor out of the Date
field on a transaction window, the following message appears:

You have entered a date that is not within the open
period range or is in a locked month.

Click OK and change the highlighted date to avalid one.
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If you enter an invoice in the Sales Journal or Payables Journal with a
date prior to your current fiscal year, the following alert appears:

Save as outstanding item without affecting general

@ ledger balances?
e )

Click Yesto save the transaction. Saving the transaction adds the detail
to your Accounts Receivable or Accounts Payable report, but does not
affect any ledger balances. Invoices entered in the Sales Journal or
Payables Journal with a date prior to your current fiscal year should be
invoices that your company has not yet received payment for or that
your company has not yet paid as of the first day of your current fiscal
year.

Click No to not save the transaction.

Adding Comment Lines to Transactions

You can add comment lines to transactions by choosing Insert Line
(Ctrl-I on Windows or 31 on Macintosh) from the Edit menu. A five
line edit box appears:

Uptob
separate lines
vou can add
at one

tirne

Ok LCancel

Enter the comment, up to fivelineslong and click OK. The comment
lines are added to the transaction detail list.

If you try to wrap the text, it may not show up as entered. It isbest to
force the line a line break with the Enter key on your keyboard.

Comment lines appear in transaction journal reports and when you
print the transaction. You can add as many comment lines as necessary.
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Note You can add comment lines between detail lines on a transaction.
Simply select the detail line you want the comment line to appear
before, choose Insert Line (Ctrl-1 on Windows or 3€1 on Macintosh)
from the Edit menu, then typein the comment line and click OK.

Important You cannot add comment linesto Receipts Journal transactions created
in Customer Paymentsor Disbursements Journal transactions created in
Vendor Payments.

Modifying or Removing Comment Lines

To modify or remove acomment line, click the comment line on the
transaction window. The Insert Line edit box with the comment line
highlighted appears. Choose Cut from the Edit menu (or press del ete)
or edit the line and then click OK.You can only edit oneline at atime.

Saving a Transaction

After all the necessary information for a transaction has been entered,
click the Save button on the transaction window or press the ENTER
(Macintosh only) key on your keyboard. MultiLedger automatically
posts the transaction to the general ledger.

If you don’t want to save the document, simply close the transaction
window without clicking Save, the following alert appears:

Exit without Saving?

)

Click No.

Modifying or Deleting a Transaction

You can modify or delete any transaction within the months that have
activity, provided the month isn’t locked.

If, while entering atransaction, you decide that you no longer want to
record it, smply close the transaction window, then click No on the
alert that appears.
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Note

If the transaction has

been saved, start here.

If the invoice or payable you want to modify has a Customer Payment
or Vendor Payment associated with it, you should delete the Customer
Payment or Vendor Payment first before modifying the invoice or
payable.

If the transaction has already been saved, do the following beginning
with step 1. If the transaction has not yet been saved, start with step 6.

1 Open thewindow that was used to create the transaction.

2 Makesurethecursor isin the document number field.
3 Click the Maodify button.

s
Modify

When you click Modify, a pop-up list of documents (showing
numbers, dates, and descriptions) from the month selected in the pull-
down menu appears.

Initially, this is the
month with the most

ok ) ( Cancel ) June 05 =

| [_I Find Anywhere

Tm3-22  6/81/65 TSR Distribution recent transaction
Ir3-93  B6/16/85  Jamie Fischer
Inw3-24  BB/16/BS  Arnold Schmidt date, but you can
Inw3-06  05/20/85  TSA Distribution .
BE/30/05 e O\easen change it to any of the
months that have
activity.

If the transaction you’ re looking for does not appear, be sure you have
the correct month and year selected in the pull-down menu and that
you are looking in the correct transaction window. If a month appears
grayed out in the pull-down menu, it islocked.

Double-click the desired document, or click the desired document so
that it’shighlighted, and then click OK. To select multiple documents
to modify, hold down the sHIFT key while clicking each document or
click and drag the desired documents.
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The following choices appear:

( Modify ) (Cancel ) (Delete ) ( Skip )

|

5 Click Modify to modify the transaction, Cancel to exit the transaction
without making changes, Delete to remove the transaction, or Skip to
move to the next document without cancelling the remaining selected
transactions.

If you click Delete, you're done and don’'t need to follow steps 6
through 8.

If you click Modify, the original transaction appears.

Note If you click Cancel while modifying multiple documents, all documentsyou are
modifying are closed and you are returned to the transaction window.

Note If you click Skip while modifying multiple documentsiit will skip the
document on the screen and move on to the next one.

If the transaction has
not been saved yet,
start here

6 If necessary, click thedetail line or field to be modified or deleted.
Theinformation for the detail line appears in the appropriate fields.
7 Moadify the necessary information.

To modify afield in adetail line, select the field that you want to
modify, make the changes, and press TAB to move through the
remaining fields and replace the old detail line in the list with the new
information.

To delete adetail line, enter azero (0) in the highlighted Amount field
and press TAB to remove the line from the list.

8 Click Saveto savethe changes.

If you don’t want to save the changes, close the transaction window
without clicking Save, then click No on the alert that appears to not
save the changes.
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Entering a Void Document

Note

Note

A void document can be recorded in the Payables, Sales, Receipts, or
Dishbursements Journals. Enter the transaction information as you
normally would, except don’'t enter any ledger account or amount.
After you click Save, the following message appears:

Save as a void document?

¥

Click Yesto save the void document. Click No to return to the
transaction window without saving the void document.

Tovoid atransaction that hasalready been saved, follow the guidelines
in “Modifying or Deleting a Transaction” on page 120. If you delete all
detail lines and then click Save, you will get the message noted above.
Click Yesto save the void document. Click No to return to the transaction
window without saving the void document. You could also delete the
document, and re-enter it as a Void document as described above.

If the disbursement was created in Vendor Payments or the receipt was
created in Customer Payments, you cannot save the document as Void.
You can, however, save the document with a zero balance. The
outstanding payable(s) or receivable(s) associated with the payment
will again appear in Vendor Payments or Customer Payments.

For more information on modifying Disbursements created in Vendor
Payments, see “Modifying or Deleting Payments Before Saving a
Cheque” on page 198. For more information on modifying Receipts
created in Customer Payments, see “Modifying or Deleting Payments
After Saving a Deposit” on page 159.

If the document you want to void has a comment line inserted using
Insert Line under the Edit menu (Ctrl-I on Windows or 31 on
Macintosh), you cannot save the document as Void. You can, however,
save the document with a zero balance.
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Recurring Entries

Transactions entered in the following journals can be saved as
Recurring entries:

*Customer Invoices
+Sales Journal

oItem Purchases
Payables Journal
*Disbursements Journal
*Receipts Journal

*General Journd

You can define any transaction as Recurring, with a frequency ranging
from none to annually. MultiLedger can alert you when Recurring
entries defined as weekly, bi-weekly, monthly, quarterly, semi-
annually, or annually come due. Some excellent uses for recurring
entries include rent, 941 payments, and bank charges.

Creating a Recurring Entry

The following procedure for creating a Recurring entry uses the
Disbursements Journal as an example. You can, however, create a
Recurring entry in the other journals listed above as well.

1 Click Disbursements Journal in the Command Center.

¥ Recuriing| 2 Check the Recurring check box.

3 Enter the cheque as you normally would, then click Save.

A frequency dialog appears.
" Monthly | :]
Scheduled Date 57 /85 /a5

| ( ok ) (Cancel)

4  Choosethe desired frequency from the pop-up menu.

The Scheduled Date indicates when the next entry should be created
and changes depending on the frequency you select.
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Note

5 Click OK

A chequeis created and the transaction is marked to recur based on the
frequency you selected. Click Cancel to return to the Disbursements
Journal without saving the recurring information.

Working with Recurring Entries

When arecurring entry comes due, MultiLedger will alert users who
have Show Scheduled Recurring Entries checked on User Settings
(under the File menu). You can either create the recurring entry from
the Recurring Alert dialog, or you can create it from the Recurring
window..

The Recurring Alert Dialog

When recurring entries are due, the Recurring Alert dialog will appear
when you open the company filesin MultiLedger. You can create the
transaction directly from this window, or you can click Cancel and
create the transaction later from the Recurring window. For more
information on the Recurring window, see the next section.

If you have scheduled recurring entries and the Recurring Alert dialog
does not appear when you open your company files, make sure the
Show Scheduled Recurring Entries option is checked on User Settings
under the File menu.

200 Recurring

a1,/81 A7 ez/mAa? 123 Sample Customer Sample Customer
B1/81/.17 B2/e1/17 P-1231 Wendaor 1 Yendor 1
81/m1/17 @2/ 17 Ga-125 Transfer

To create atransaction directly from the Recurring Alert dialog, do the
following:
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1 Select therecurring entry you want to save as a transaction.

Y ou can select more than one recurring entry at atime. To select a
contiguous selection, simply click and drag through the list. To select
non-contiguous selections, hold the Ctrl key (Windows) or the SHIFT
key (Macintosh) while clicking each recurring entry.

Thiswindow displays the last used date of the recurring transaction,
the scheduled date, the next available document number that will be
used for the transaction, the customer/vendor name (if applicable), and
a description for the transaction.

2 Click Create

All selected recurring entries are created in their appropriate
transaction journals and the Recurring Alert dialog closes. You can
modify or delete the transaction as you would any transaction. For
more information on modifying and deleting transactions, see
“Modifying or Deleting a Transaction” on page 120.

Y ou can see the created transactions by viewing the appropriate
Transaction Journal report. For more information on Transaction
Journal reports, see “ Transaction Journals Reports’ on page 278.
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The Recurring Window

The Recurring window allows you to do the following:
e Modify the frequency of recurring entries
» Deletearecurring entry

e Convert arecurring entry into a transaction

1 Click Recurringin the Command Center.

[ L X ] Recurring
Select the . i
appropriate radio 1 |z| Disbursements
button to see the | L) Receipts
- n | G I
Recurring Entries —| o P::::ES
for that journal | e
.j-_:_- Purchases
| (") Invoices
|
[C] sort by Name
Last Date Scheduled Ref# Name Description

| al/e1 A7 B2/81 17 Gl-134 Transfer

2 Select theradio button for the recurring entry you want to work with.
A list of recurring entries for that journal appears.

3 Select therecurring entry you want to create, delete, or edit the
frequency for.

Y ou can select a continuous range by clicking and dragging. Y ou can
select a discontinuous range by holding down the Ctrl key (Windows)
or the sHIFT key (Macintosh) and clicking each desired transaction.
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Create

Delete

Edit Frequency

The following descriptions outline each option:

When you click Create, the appropriate transaction journal window
appears with the details of the transaction automatically filled in for
you and you have three options, Create, Cancel, or Skip.

If you click Create, you can modify any information, such as
changing the amount or document number, then click Save. The
transaction is saved and the schedule date for the next occurrence of
the recurring entry is advanced based on the frequency you originally
defined.

If you click Cancel, ablank transaction journal window appears. Click
the window’ s close box to return to the Recurring window and start
over.

If you click Skip, it will skip the entry on the screen and move on to
the next entry. When you' re done creating your recurring entries, the
one(s) you skipped will still show on the list with the same scheduled
date as it had before you started.

Click Delete to stop the entry from recurring. Transactions already
created based on the recurring entry will be unaffected.

When you click Edit Frequency, the frequency dialog appears. Make
any necessary changes, then click OK. Click Cancel to close the
frequency dialog without saving any changes.

Viewing and Printing Recurring Entries

You can view or print alist of Recurring Entries for a particular
journal.

Click Transaction Journalsin the Command Center.

Check the Last Used Recurring Entries check box.

3 Click the appropriateradio button.

The last-used recurring entries for the journal appear, regardless of the
month you select in the Month list.

4  Click View or Print.
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Chapter 7
Customer Transactions

This chapter discusses the following topics:
Recording sales
Modifying or deleting sales
Recording customer payments
Working with quotes
Working with customer credits and refunds

Handling finance charges
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Customer Transactions Flowchart

The following flowchart is designed to give you a basic overview of
customer-based transactions. The rest of this chapter describes each

option in detail .
Customer Invoices Sales Journal
Create an invoice for inventory sales. Create an invoice for non-inventory sales.
Track salesperson commissions. Create a quote
Track sales tax.
Create a quote

P ¥

Finance Charges
(optional)

Customer Payments

4’ Create a deposit from Customer Invoices, ‘7

Sales Journal, and Finance Charges

\4

Receipts Journal

Customer Payments are posted here.
Also use for cash sales or other deposits

Bank Reconciliation

Shows deposits from Customer Payments
and Receipts Journal
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Recording Sales

MultiLedger offers great flexibility for recording sales. Depending on
the type of sale you want to record, the three windows you can use are:

¢ Customer Invoices
* SdesJourna

e  Receipts Journal

These windows are discussed in the following table.

If you want to.... Use this transaction window

Record asale of inventory itemsand ~ Customer Invoices
create an outstanding receivable

Record a service sale that creates an Customer Invoices

outstanding receivable or Sales Journal
Create arecurring transaction Customer Invoices, Sales
Journal, or Receipts Journal
Create aquote Customer Invoices
or Sales Journal

Record commissionable salesfor your  Customer Invoices
salespeople

Create outstanding receivables that Sales Journal
are dated prior to your Start Month

(for setting up your company with

MultiLedger)

Record a cash sale or part of adeposit  Receipts Journal
that doesn’t involve inventory or
create an outstanding receivable
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If you need to track inventory or salesperson commissions, your choice
is simple—you should use Customer Invoices.

If you do not need to track inventory and want the sale to create an
outstanding receivable, you can use either Customer Invoices or the
Sales Journal. Both windows can record non-inventory sales, such as
consulting, labor, or some other service.

Customer Invoices Customer Invoices offers more flexibility than the Sales Journal for
recording a sale that creates an outstanding receivable. It’ sthe only one
touseif you want to account for inventory sales, but it also offers many
convenient features for non-inventory sales as well:

* You can select up to two sales tax categories and
MultiLedger will automatically calculate the sales tax on
taxable items and on shipping if the checkbox is selected.

» Since items (non-inventory as well as inventory) already
have ledger accounts associated with them, you don’'t have
to worry about picking the right ledger account for each
item; you just pick the right item.

» MultiLedger will automatically insert the Selling Price for
a selected item (non-inventory and inventory). This can
mean fewer mistakes during transaction entry.

» The Amount for each detail line will automatically be
calculated based on Quantity times Selling Price. You can
till modify the cal culated amount.

* You can create a Quote which can be modified or
converted to a Customer Invoice at any time.

* You can track commissionable sales for your salespeople.

* You can utilize the default pricing level you set up for
customers.

Sales Journal The Sales Journal offers the simplest means for recording a sale that
creates an outstanding receivable. For many, it’s the quickest way to
enter a sale when they don’t need to keep tabs on an inventory.

Although the Sales Journal does not automatically calculate a sales tax
based on a percentage, you can manually figure the tax and enter it asa
detail line on the invoice.

The Sales Journal is also used to enter any outstanding invoicesthat are
dated prior to your Start Month when you initially start your company
using MultiLedger.
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Receipts Journal

Customer Invoices

Note

Important

Quote

Recurring

Print on Save

Modify Item
Description

The Receipts Journal gives you away to arecord a cash sale or part of
adeposit that doesn’t involve inventory or an outstanding receivable.

Use Customer Invoices when you want to create an invoice that
records inventory sales, track sales commissions, enter tax rates, enter
a shipping date, and so on. You can also record service sales (such as
consulting) with Customer Invoices by setting up a service as anon-
inventory Item (for details, see “ Setting Up Items’ on page 65).

Saving an invoice automatically updates the general ledger and creates
an outstanding receivable. Use Customer Payments to record the
amount a customer pays against the invoice.

Before an inventory or non-inventory item can be sold in Customer
Invoices, the item should have been set up on the Items window. For
more details, see " Setting Up Items' on page 65.

Do not use Customer Invoices to enter outstanding receivables dated
prior to your Current fiscal year. Use the Sales Journal to enter these
outstanding receivables when setting up your company with
MultiLedger.

Customer Invoices Field Descriptions
This section discusses the individual fields on Customer Invoices.

When you save a Customer Invoice with Quote checked, the transaction
does not affect the General Ledger, and can be modified, deleted, or
converted to a Customer Invoice at any time. For more details on
working with Quotes, see "Quotes" on page 161.

If you have Customer Invoices that occur on aregular basis, you can

save them with Recurring checked. Y ou can define the frequency for a
recurring entry and have MultiL edger remind you when the transaction
should be created. For more details on working with recurring entries,

If checked, the Print dialog box appearsimmediately after aninvoiceis
saved.

If checked, when item is selected, you get a text box in which you can
change description or add to it. This can be selected or de-selected for
individual lineitemsontheaninvoice. The modified item will appear as
changed on the invoice, in the transaction journal and in the General
Ledger.
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Invoice #

Customer

Ship To

Enter an invoice number up to eight characters long to identify the
invoice. The last character must be a number.

After the invoice is saved, the invoice number (or last number of a
combination of characters) is automatically increased by one.

Y ou can have MultiLedger automatically warn you if you attempt to
save atransaction with a duplicate document number by checking
Check for Duplicate Documents on Preferences under the File menu.
For more details, see " Setting Program Preferences”’ on page 76.

Select a customer from the pop-up list. The customer’ s address,
Discount Percentage, and notes set up for the customer are entered
automatically too. Notes appear during transaction entry, but do not
print on the invoice. If the pop-up list does not appear, customers have
not yet been set up.

Y ou can add a new customer or edit existing customer information
without closing the Customers pop-up list by clicking New (Alt-N on
Windows or $N on Macintosh) or Edit (Alt-E on Windows or 3E on
Macintosh).

Any Discount % set up for a customer will reduce the Selling Price for
each item sold by the percentage shown.

Once a customer name is entered, you can select an existing or add a
new shipping address to this invoice by clicking anywhere in the Ship
To box. The following edit box appears:

TSA Dist - KS TSA Dist - CO

Attn: Flo

185 Mound

Wichita, KS 67880

(save ) ( Use ) (Delete )

f. -W
Cancel

Enter aShip To address, then click Save. Ship to addresses appear inthe
order in which they are entered. To use a Ship To address on this
invoice, select the address in the list, then click Use.
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Important

Date

Statement Description

Sales Tax

Taxable

After you click Use, theinformation is entered into the invoice, and the
cursor moves to the Date field. To not enter a Ship To address, click in
the Ship To box, then click Cancel. To remove a Ship To address from
an invoice, click in the Ship To box, then click Cancel.

You can modify existing addresses if necessary, but it's best not to
Delete Ship To addresses.

Simply type over the highlighted day or use the +/- keys on your
keyboard to increment/decrement the date. Y ou can enter adate from
the 30 open months, provided the month isn’t locked, in the form MM/
DD/YY.

Theinvoicedate, alongwith any selected terms, determinetheinvoice’s
due and discount dates.

Enter adescription up to 25 characterslong. Y ou could enter apurchase
order number or some other reference number. The description will
print on a customer statement but not on theinvoice. If you don’t enter
adescription, the customer name will be automatically copied to this
field when you save the invoice.

Select a Sales Tax category from the pop-up list. If the pop-up list does
not appear, sales tax categories have not yet been set up.

Y ou can have up to two sales tax categories per invoice. Thefirst sales
tax field could be used for aprovincial tax and the second salestax field
could be used for harmonized tax. If no tax should be applied, click
Cancel in the pop-up list. These tax rates only apply to items that have
been set up with Taxable Rates 1 and 2 checked and to shipping if the
checkbox is selected.

Y ou can set up default salestax categories for your customersthat will

be sel ected automati cally when you reach the Sales Tax pop-up list. The
second Sales Tax field is skipped automatically unless you uncheck the
“Skip Tax 2 During Invoice Entry” option on Preferencesunder theFile
menu.

If “Include Tax 1 in Tax 2 Computation” is checked on Preferences, the
calculated tax value in the second Sales Tax field includes the amount
in Tax 1, aswell the amount of all items on the invoice.

If checked, the shipping amount will be included in the sales tax
calculation.
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Ship Chg

Terms

Ship Date

Salesperson

Note

Order #
Ship Via

Item

If shipping is charged to a customer, enter a dollar amount.

To account for a shipping charge in your chart of accounts, set up the
account using Chart of Accounts, and then assign it to the Shipping
Charged on Interface Accounts.

Select the terms from the pop-up list. If the pop-up list does not appear,
terms have not yet been set up.

Y ou can choose default terms for your customers on Customer Setup
that will be selected automatically when you select the customer from
the pop-up list.

Terms determine the discount date and when payment is due for the
invoice. If terms are not entered, the invoice’ s date becomes the due
date.

The Ship Dateisfilled in automatically with the invoice date. If
necessary, enter a new date.

Select the salesperson from the pop-up list. If the pop-up list does not
appear, salespeople have not yet been set up.

Y ou can choose adefault salesperson for acustomer on Customer Setup
that will be selected automatically when you reach the Sal esperson pop-
up list.

Sales of commissionable items appear on Salespeopl e reports.
Enter a purchase order number up to 13 characterslong.

Select the Ship Viamethod from the pop-up list. If the pop-up list does
not appear, shipping methods have not yet been set up.

Y ou can either enter a name from this pop-up list or click Cancel inthe
pop-up list box and type a 13 character name that’s not in the Ship Via
list. If you type the Ship Viamethod in, MultiLedger won't save the
Ship Viamethod for future use.

Select the item from the pop-up list. If the pop-up list does not appear,
items have not yet been set up.

Y ou can add anew item or edit information for an existing item without
closing the Items pop-up list by clicking New (Alt-N on Windows or
N on Macintosh) or Edit (Alt-E on Windows or $E on Macintosh).

By selecting the optionto M odify Item Description, you can change or
enter additional text in the item description line. Thistext will show on
an invoice and in the transaction joural reports.
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Important

Job

Quantity

Selling Price

If the item you select does not have a sales account (in the 4000 range)
assigned to it when you save the invoice, MultiLedger warns you that
the sale will be incorrectly posted to the first account in your chart of
accounts (usually the cash account). You should assign the correct sales
account to the item on Item Setup, then you should modify the invoice
and resaveit in order for it to post to the correct account.

Select ajob from the pop-up list. If the Jobs pop-up list does not appear,
no jobs have been set up, or Skip Jobs (Ctrl-K on Windows or 3K on
Macintosh) under the Edit menu is checked.

Enter aquantity that is up to seven digitsto the left of the decimal point
and three digits to the right (9999999.999).

MultiLedger warns you if you attempt to sell more of an item than you
have on hand. If you enter aquantity that is greater than what you have
on hand for the item, the following alert appears:

Quantity exceeds number on hand. Continue?

)

[ No | Yes
|

Click Yesto accept the quantity entered or click No to return to the
invoice so that you can change the amount.

When the cursor enters the Selling Price field, the selected item’s
Selling Price, as defined on Item Setup, is entered and highlighted
automatically. Y ou can have up to threedifferent selling prices per item.
Y ou can also assign adefault pricing level to your customers. That way,
the correct pricing level is entered automatically for the selected
customer. If the customer on thisinvoice does not have adefault pricing
level assigned, Selling Price 1 is used.

Y ou can change the Selling Price for aparticular invoice by editing the
highlighted amount. If you want to permanently change the Selling
Price associated with a particular item, you should change the Selling
Price on Item Setup.
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Unit Cost

Note

Amount

New Line
(Windows Only)

Invoice Total

When the cursor entersthe Unit Cost field, the selected inventory item’s
Average Unit Cost, asdefined on Item Setup, isentered and highlighted
automatically. Y ou can enter a unit cost up to six placesto the left and
four placesto the right of the decimal point (999999.9999).

The Unit Cost shown hereis used to cost the inventory item when the
invoiceissaved. The cost of theitem isacalculation based on Quantity
times Unit Cost. When you savetheinvoice, the Cost Account assigned
on Item Setup isincreased (debited) and the Inventory account is
decreased (credited).

If you change the Unit Cost on Customer Invoices, the Average Unit
Cost for theinventory item isautomatically adjusted for futureinvoices.

If the item’s quantity on hand is greater than zero, then the Avg Unit
Cost is used as the Unit Cost to cost the item.

If theitem’ s quantity on hand islessthan or equal to zero, then the L ast
Unit Cost is used as the Unit Cost to cost the item.

Please note that you can hide the Unit Cost field on customer invoices
by checking Hide Unit Cost in Customer Invoice on Preferences under
the File menu. For more details on this option, please see " Setting
Program Preferences’ on page 76.

When the cursor enters the Amount field, the amount will be calculated
automatically based on Quantity times Selling Price.

To enter another detail line to the invoice, click New Line or press
ENTER.

This shows the total for the invoice as you add items to the invoice.
When you save the invoice, the Invoice Total amount increases the
Accounts Receivable account assigned on Interface Accounts.
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Recording a Sale with Customer Invoices

1 Click Customer Invoicesin the Command Center.

Invoice number must Information entered here prints on a
end in a number customer statement, but not on the invoice

Click in the.ShIp To field 7 Customer Invoices B
to add a ship to address = F ot
. uote
or select an existing one E = I Recuriing
et Heoky [ Print on Save
[~ Modify ltem Description
Invoice # Customer* Date Statement Description
Check Taxable to have [nv-233 | [Amold Schmidt |[ 042817 |[ P 123
sales tax calculate on Bill Address Aralg Notes
th hi . t 4040 Lamplight Lane
€ shipping amoun Fort Callns, CO 80525
Sales Tax* % Tax Amount
Press TAB of RETURN Ship To* :};ngligzzﬂ:dﬁ\ddress co St.ate 3.0000 525
(Macintosh) or Press an &
New Line or ENTER \ Invoice Total 185.50
(Windows)after the Lilrstie
: Shipping  Terms® Ship Date Slsperson® Order # Ship ¥ia™ Disc %
Amount field to add ‘ [Netso (e || | I | om0
another detail line to the
: H Item* Job* Quantity Sell Pice Unit Cost  Amount
Invoice
[ I I ||
DBS1\Dingbats-Store 1 0001 5.00 35,0000 9.5326 175.00
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Note

v Transaction Detail 04/29/17 =

If necessary, enter or change theinvoice number, press TAB.

The Customers pop-up list appears:

ok ) ( cancel ) ( Edit #E ) ( New %N )
| ] Find Anywhere

|Arnold Schmidt

Jamie Fischer

Jare Gleason

Kelley's Supply Shop

Sylvia Holden |
|TSA Distribution |

3 Select acustomer from the pop-up list, and press TAB.

For details about using pop-up lists, see "Using Pop-Up Lists" on page
112.

After selecting a customer, you can see the customer’s transaction
history by clicking on the History button at the top of the window. The
current date is used as the Cutoff Date for the report.

Retail Sample Co. -Corp
Transaction Detail
04/25/17
Receipt

Customer Date Type Doc § Szle

CheckMark Scitware
08/25/1e Szale Inv-232 350.00

Click the window’s close box to close it and return to Customer
Invoices.
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4 Continuefillingin therest of the fieldswith the appropriate
information.

For field explanations, see "Customer Invoices Field Descriptions' on
page 133.

Note You can add comment linesto theinvoice at any time by choosing I nsert
Linefrom the Edit menu (Ctrl-I on Windowsor 31 on Macintosh). You
can also add additional description to the Item description line. For
more details, see "Adding Comment Lines to Transactions" on page
119.

5 After you have entered an item, quantity, selling price, and amount,
press TAB to add theitem to theinvoice.

Asyou add itemsto the invoice, the Invoice Total field is updated:

]
il
Save Invoice Total 1431.00
After thefirst item is added, the Save button is enabled.
Important If the item you select does not have a sales account (in the 4000 range)

assigned to it when you save the invoice, MultiLedger warns you that
the sale will be incorrectly posted to the first account in your chart of
accounts (usually the cash account). You should assign the correct sales
account to the item on Item Setup, then you should modify the invoice
and resaveit in order for it to post to the correct account.

6 On Windows, if necessary, click New Lineor pressENTER to begin
entering another item.

On Macintosh, if necessary, press TAB or RETURN again to begin
entering another item.

7 When you arefinished entering all the information for the document,
click Save.

If the Invoice Total exceeds the customer’s credit limit, an alert
appears alowing you to continue to save or cancel.

After theinvoiceis saved, the transaction is automatically posted to the
general ledger, and the invoice number isincreased by one.
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Note

Note

A W N P

Printing a Customer Invoice
MultiLedger offers you two ways to print an invoice:

» Check “Print on Save” on the Customer Invoice window.
When you save an invoice, a standard Print dialog box
appears. Select your print options and click OK or Print.
or

» Usethe Print on the Command Center. After saving a
Customer Invoice, do the following:

Click Print from the Command Center.

Select the correct month.

Click the Customer Invoices & Quotesradio button.

From thelist of documents, select the invoices that you want to print.

If noinvoices are highlighted, all invoices and quotes for the selected
month will be printed.

If necessary, check Print Metafile (Windows) or Print PDF/PICT File
(Macintosh).

For more information on using Metafiles or PDF/PICT Files, see
“Using the Print Screen” on page 90.

Click Print.
Select your print optionsand click OK or Print.

For more details about the Print command, see "Using the Print
Screen™ on page 90.

MultiLedger’s flexibility allows you to adjust where the Customer
Invoice fields print on an invoice form. For more information, see
"Customizing Print Field Positions for Your Printer" on page 95.

MultiL edger also prints packing slips based on Customer Invoices.
Packing dlips contain most customer invoice information except dollar
amounts. For more information on printing packing dlips, see "Using
the Print Screen" on page 90.

Modifying or Deleting an Invoice

When the cursor isin the Invoice # field, the Modify button is enabled.
Click Modify to see alist of Customer Invoices that you can modify or
delete. If the Customer Invoice you're looking for doesn’t appear, you
may have to select another month from the pull-down menu.
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Sales Journal

Note

Quote

Recurring

Invoice #

Customer

Use the Sales Journal when you want to create an invoice that records
sales that do not involve inventory, such as service sales or consulting,
and creates an outstanding receivable. If you need to record inventory
sales, use Customer Invoices. Sales tax and shipping amounts are not
automatically calculated in the Sales Journal, but can be added as detail
lines.

Saving a Sales Journal invoice automatically updates the general
ledger and creates an outstanding receivable. You can use Customer
Payments to record the amount a customer pays against the invoice.

When setting up your company with MultiL edger, you should use the
Sales Journal to enter outstanding receivables that are dated prior to
your Start Month. An outstanding receivable will be created without
affecting the general ledger account balances. For more information,
see " Setting Up Prior Outstanding Receivables' on page 30.

Sales Journal Field Descriptions
This section discusses the individual fields on the Sales Journal.

When you save a Sales Journal invoice with the Quote option checked,
the transaction does not affect the General L edger, and can be modified,
deleted, or converted to a Sales Journal invoice at any time. For more
details on working with Quotes, see "Quotes" on page 161.

If you have Sales Journal invoicesthat occur onaregular basis, you can
save them with Recurring checked. Y ou can define the frequency for a
recurring entry and have MultiL edger remind you when the transaction
should be created. For more details on working with recurring entries,
see "Recurring Entries' on page 124.

Enter an invoice number up to eight characters long to identify the
invoice. The last character must be a number.

After theinvoice is saved, the invoice number (or last number of a
combination of characters) isautomatically increased by one.

Select a customer from the pop-up list. The customer’s name, address,
and any notes set up for the customer are entered automatically too.
Notes appear during transaction entry, but do not print automatically on
theinvoice.

Y ou can add a new customer or edit existing customer information
without closing the Customers pop-up list by clicking New (Alt-N on
Windows or $N on Macintosh) or Edit (Alt-E on Windows or 3E on
Macintosh).
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Date

Statement Description

Terms

Ledger Account

Job

Description

Amount

Y ou can have the Notes and Add’| Notes you’ ve set up for a customer
print on Sales Journal invoices by selecting “ Print Customer Notes on
Sales Journa” on Preferences under the File menu.

Simply type over the highlighted day or use the +/- keys on your
keyboard to increment/decrement the date. Y ou can enter a date from
the 30 open months, provided the month isn't locked, in the form MM/
DD/YY.

Theinvoicedate, along with any selected terms, determinetheinvoice’s
due and discount dates.

Enter adescription up to 25 characterslong. Y ou could enter apurchase
order number or some other reference number. The description will
print on a customer statement but not on the invoice. If you don’t enter
a description, the customer name will be automatically copied to this
field when you save the invoice.

Select the terms from the pop-up list. If the pop-up list does not appear,
terms have not yet been set up.

Y ou can choose default terms for your customers on Customer Setup
that will be selected automatically when you reach the Terms pop-up
list.

Terms determine the discount date and when payment is due for the
invoice. If terms are not entered, the invoice’ s date becomes the due
date.

Select the ledger account from the pop-up list. For moreinformation on
using pop-up lists, see "Using Pop-Up Lists" on page 112.

When you save theinvoice, the account entered hereisincreased by the
amount for the detail line. Usually, thisis an income account in the
40004999 range.

Select thejob for this detail linefrom the pop-up list. If the Jobs pop-up
list does not appear, no jobs have been set up, or Skip Jobs (Ctrl-K on
Windows or $K on Macintosh) under the Edit menu is checked.

When the cursor entersthisfield, the customer’s nameis automatically
copied to it and highlighted.

Y ou can enter up to 25 characters of descriptive text for a particular
detail linein theinvoice. Thetext entered in the Description field prints
on invoices along with the amount (unlike the Statement Description
field, which printsjust on customer statements).

Enter an amount for the detail line. If the amount has zero cents, you
don’t have to enter .00.
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New Line  To enter another detail line to theinvoice, click New Line or press
(Windows Only) ENTER.

Invoice Total This shows the total for the invoice as you add detail linesto the
invoice' s detail list. When you save the invoice, the Invoice Total

amount increases the Accounts Receivable account in the General
Ledger.

Recording a Sale with the Sales Journal

1 Click SalesJournal in the Command Center.

Information entered here prints on a customer
statement, but does not print on the invoice

¥y Sales Journal =8 =
E [~ Quote
Savle [~ Recurring
Invoice number must Invoice # Customer* Date Stat t Descrip
endin anumber — T [I-23¢ | [ checkilark Softwere |[04/28117 | | consuting
Bill Address Krist Notes

724 Whaler's Way, Bidg H
Fort Colins, CO 80525

Temms* Invoice Total 550.00
Press TAB or RETURN
(Macintosh), Press New Ledger Account® Job* Description
Line or ENTER —— L] |
(Windows)after the 4000.02 Sales-Store 2 0001 CheckMark Software

Amount field to add
another detail line to the
invoice
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2 If necessary, enter or change the invoice number.

The Customers pop-up list appears:

ok ) ( Cancel ) ( Edit 3E ) ( New %N )

| 1 Find Anywhere

Arnold Schmidt
Christy Hallen
City of Lake Tahoe
Dylan, Jdim

Hartin,Joe Tahoe Summit HOA
Michaels, Curt Tahoe Summit HOA
Stewens HOA

Thomson, Don and Lisa

3 Select acustomer from the pop-up list and press TAB.

For details about using pop-up lists, see "Using Pop-Up Lists" on page
112.
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Note

Note

CheckMark Software

After selecting a customer, you can see the customer’s transaction
history by clicking the History button at the top of the window. The
current date is used as the Cutoff Date for the report.

Transaction Detail 04/29/17 =R

Betzil Sample Co. -Corp
Transaction Detail
04/23/17
Date Type Doc Szle Receipt

08/25/1e Sale Inv-232 350.00

Click the window’s close box to close it and return to the Sales Journal.

4 Continuefillingin therest of the fieldswith the appropriate
information.

For field explanations, see "Sales Journal Field Descriptions' on page
143.

You can add comment lines to the invoice at any time by choosing
Insert Line from the Edit menu (Ctrl-1 on Windows or 31 on
Macintosh). For more information, see "Adding Comment Linesto
Transactions' on page 119.

5 After you have entered aledger account (usually an income account in
the 4000-4999 range) and amount (Job and Description are optional),
press TAB to add the detail lineto the invoice.

Asyou add detail linesto the invoice, the Invoice Total field is
updated:

Invoice Total 4025.00

On Windows, if necessary, click New Line or presseNTER to begin
entering another item.

On Macintosh, if necessary, press TAB or RETURN again to begin
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Note

7

A W N P

entering another item.

When you’'refinished entering all the information for theinvoice, click
Save.

If the Invoice Total exceeds the customer’s credit limit, an alert
appears allowing you to continue to save or cancel.

When the invoice is saved, the transaction is posted automatically to
the general ledger, and the invoice number is increased by one.
Printing a Sales Journal Invoice

Use Print on the Command Center to print Sales Journal invoices.
After saving an invoice, do the following:

Click Print in the Command Center.

Select the correct month from thelist on theright.

Click the Sales Journal Invoicesradio button.

From thelist of documents, select the invoices that you want to print.
If noinvoices are highlighted, all invoiceswill be printed.

If necessary, check Print Metafile (Windows) or Print PDF/PICT File
(Macintosh).

For more information on using Metafiles or PICT Files, see "Using
Pop-Up Lists' on page 112.

Click Print.
Select your print optionsand click OK or Print.

For more details about the Print command, see "Using the Print
Screen” on page 90.

MultiLedger’s flexibility allows you to adjust where the invoice fields
print on an invoice form. For more information, see " Customizing Print
Field Positions for Your Printer" on page 95.
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&
Modify

Receipts Journal

Note

Recurring

Print on Save

Cash Account

Deposit #

Description

Modifying or Deleting Sales Journal
Invoices

When the cursor isin the Invoice # field, the Modify button is enabled.
Click Modify to see alist of Sales Journal invoices that you can modify or
delete. If the Sales Journal invoice you' re looking for doesn’t appear, you
may have to select another month from the pull-down menu.

You can use the Receipts Journal to record a deposit that isthe result of
income not associated with an accounts receivabl e transaction. You
can also record miscellaneous deposits, such as bank interest or a
refund that you' ve received. Please note that because you can’t
associate a Receipts Journal deposit with a customer name, deposits
entered with the Receipts Journal do not affect customer transaction
history.

Customer payments against outstanding invoices should berecorded in
Customer Payments.

Receipts Journal Field Descriptions

The following section discusses the individual fieldsin Receipts
Journal.

If you have Receipts Journal transactions that occur on aregular basis,
you can save them with the Recurring option checked. Y ou can define
the frequency for arecurring entry and have MultiLedger remind you
when the transaction should be created. For more details on working
with recurring entries, see "Recurring Entries’ on page 124.

If checked, the program will print adeposit slip with the total amount of
the receipt. For more information on printing deposit dlips, see “Using
the Print Screen” on page 90.

The account shown will be increased by the Deposit Total when you
savethe document. Thisaccount isinitially the account number that was
assigned to the Cash Account on Interface Accounts. To change
accounts, click the account shown and select another cash account from
the pop-up list of accounts.

Enter a document number up to eight characterslong to identify the
receipt. The last character must be a number.

After the deposit is saved, the deposit number (or last number of a
combination of characters) isautomatically increased by one.

Enter adescription up to 25 characterslong. A description must be
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Date

Ledger Account

Job

Description

Amount
New Line

(Windows Only)

Cash Balance

Deposit Total

entered before the transaction can be saved.

Simply type over the highlighted day or use the +/- keys on your
keyboard to increment/decrement the date. Y ou can enter a date from
the 30 open months, provided the month isn’t locked, in the form MM/
DD/YY.

Select aledger account from the pop-up list. For more information on
using pop-up lists, see "Using Pop-Up Lists" on page 112.

When you save the receipt, the account entered here isincreased by the
amount for the detail line. Usually, thisis an income account in the
40004999 range.

Select ajab for this detail line from the pop-up list. If the Jobs pop-up
list does not appear, no jobs have been set up, or Skip Jobs (CTRL - K on
Windows or ¥k on Macintosh) under the Edit menu is checked.

When the cursor enters this field, the description for the deposit is
automatically copied to it and highlighted.

Y ou can enter up to 25 characters of descriptive text for a particular
detail line on the deposit.

Enter an amount for the detail line. If the amount has zero cents, you
don’t have to enter .00.

To enter another detail line to the deposit, click New Line or press
ENTER.

Thisshowsthe current balance (from the general ledger) for the account
listed for Cash Acct.

Y ou can hide the Cash Balance on this window by choosing Hide Cash
Balance on Preferences (under the File menu).

Thisshowsthetotal for the deposit asyou add detail linesto the deposit.
When you save the deposit, the Deposit Total amount increases the
account selected for Cash Acct.
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Recording a Deposit with the Receipts
Journal

1 Click ReceiptsJournal in the Command Center.

¥ Receipts Journal BE~

H [" Recuriing

Save | Modify [” Print on Save

Cash Account® |101U Cash In Bank - Chequeing Acct |

Click in the box to / Depasit f Description Date
[Dep2t | [Refund || o427

change cash accounts

Cash Balance 995331370
Deposit Total 6,500.00

Ledger Account* Job* Description Amount

6000 Advertising/Marketing Refund

Press New Line or €500.00
ENTER (Windows) or TAB
or RETURN (Macintosh)

after the Amount field to
add another detail line to /
the invoice

2 If necessary, enter or change the deposit number.
The cursor moves to the Description field.
Typein adescription for thisdeposit.
4 Verify that the date for the deposit is correct.
Select a cash account for the deposit.

When you open the Receipts journal, the default cash account assigned
on Interface Accounts is shown.

To change cash accounts, click in the box and select an account from
the pop-up list.

For details about using pop-up lists, see "Using Pop-Up Lists' on page
112,
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Note

iR

6 Continuefillingin therest of thefieldswith the appropriate

infor mation.

For field explanations, see "Receipts Journal Field Descriptions” on
page 149.

You can add comment lines to the transaction at any time by choosing
Insert Line from the Edit menu (CTRL - | on Windows or 381 on
Macintosh). For more information, see "Adding Comment Linesto
Transactions' on page 119.

After you've entered aledger account (usually thisisan income
account in the 4000-4999 range) and amount (Job and Description are
optional), press TAB to add the detail lineto the deposit.

Asyou add detail lines to the deposit, the Deposit Total field is
updated.

On Windows, if necessary, click New Line or pressENTER to begin
entering another item.

On Macintosh, if necessary, press TAB or RETURN again to begin
entering another item.

When you arefinished entering all theinformation for thetransaction,
click Save.

When the transaction is saved, it is posted automatically to the general
ledger, and the deposit number isincreased by one.

Modifying or Deleting Receipts Journal
Documents

When the cursor isin the Deposit # field, the Modify button is enabled.
Click Modify to see alist of Receipts Journal transactions that you can
modify or delete. If the transaction you' re looking for doesn’t appear,
you may have to select another month from the pull-down menu.
Please note that the transactions that appear here a so include deposits
recorded in Customer Payments. For more details, see "Modifying or
Deleting a Transaction" on page 120.
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The Customer Payments Window

Cash Acct

Disc/Adj Acct

Deposit #

Date

You can use Customer Payments for any of the following situations:

e You need to record a deposit consisting of payments for
outstanding receivables, such as invoices or finance charges.

e A customer failsto pay an invoice or finance charge, and you want
to record this as a bad debt or reverse the original sale.

e A customer overpays an invoice and you want to record the
overpayment and keep the credit balance to apply to future
invoices.

e You need to apply the amount of an advance deposit to an
outstanding invoice.

*  Anoutstanding receivable dated prior to your current open months
was entered incorrectly when your company was set up with
MultiL edger.

e You need to write arefund cheque for a customer credit.

Customer Payments Field Descriptions
This section describes the fields on Customer Payments.

The cash account assigned on Interface Accountsis shown. Y ou can
change the cash account by clicking the account number or name and
selecting a new account from the pop-up list.

Y ou can change the discount or adjustment account by clicking the
account number or name and selecting a new account from the pop-up
list.

This account can be used to record customer discounts or to reverse an
original sale, and istypically not the Accounts Receivable account.
Once you' ve selected an account as the Disc/Adj Acct, you can change
the account, but you cannot remove it.

Enter adocument number up to eight characterslong to identify the
invoice. The last character must be a number.

After the deposit is saved, the invoice number (or last number of a
combination of characters) isincreased automatically by one.

Simply type over the highlighted day or use the +/- keys on your
keyboard to increment/decrement the date. Y ou can enter adate from
the 30 open months, provided the month isn’t locked, in the form MM/
DD/YY.
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Statement Desc

Total Paid

Total Discount

Cash Balance

Print Deposit Slip on
Save

Refund

Theinformation that appears here is the text that was entered for
Statement Description on Customer Invoices or the Sales Journal . The
text appearsfor reference purposes only; you cannot modify the text on
this window. To change the information that appears here, you should
modify the original invoice using Customer Invoices or the Sales
Journal.

Asyou apply payments, the Total Paid field shows the total for the
deposit.

Asyou apply discounts, the Total Discount field shows the total
discounted for the deposit. Thiswill be the total amount recorded to the
account you selected in the Disc/Adj Acct field.

This field shows the general ledger balance for the selected Cash Acct.

If checked, it will print adeposit slip with up to 18 individual invoices
when you click Save. Y ou can include more than 18 invoices per
deposit dlip, but invoices over 17 will appear as one lump sum, rather
thanindividual invoices. For moreinformation on printing deposit slips,
see “Using the Print Screen” on page 90.

When you select a credit amount in the list, the Refund button is
enabled. For more information on writing arefund chequeto a
customer, see "Writing a Refund Cheque for the Customer Credit" on
page 167.

Recording Customer Payments

When you save customer payments as adeposit, MultiL edger increases
the selected cash account and decreases your accounts receivable
account (as assigned on Interface Accounts) by the amount of the
deposit. While an individual deposit can have only one cash account
and one discount/adjustment account, you can choose different cash
accounts and different accounts for any discounts or adjustments for
separate deposits.
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Choose to sort the
list by due date,
name, document
number or term

List of outstanding
receivables and
credits

This column shows
terms. You can sort
by term to pay all of
the same type of
invoices together

1 Click Customer Paymentsin the Command Center.
Click in the boxes to change accounts for
the deposit or adjustment
v [o]l® s
Save | Delete | Detail | Refund
Cash Account™ | 1010  Cash In Bank - Chequeir;dAcct | Deposit #
Disc/Ad) Account™ | 1200 Prepaid Expenses /7 | Date
Customer Total Paid
Due/Disc Dated% Total Discount
\tatement Desc 99,652,318.70 Cash Balance
Sort by Due Date hd l:l l:l
\ Due/Disc Date Term Invoicelt Customer Hame Amt Due  Amt Pad Disc/Adjust
N, 082513 1:Cash Inv-231 Kelley's Suppl 10000. 00 0.00 0.00
091513 FNet30  Inv-229 Arnold Schmidt 57.10 0.00 0.00
08/25/16 Inv-232 CheckNMark Soft 350. 00 0.00 0. 00
052817 F:Net30  Inv-233 Arnold Schmidt 1835. 50 0.00 0.00

For field explanations, see " Customer Payments Field Descriptions' on
page 153.

2 Select a cash account for the deposit.

3

When you open Customer Payments, the default cash account assigned on
Interface Accounts is shown.Y ou can change the cash account by clicking the
account number or name and selecting a new account from the pop-up list.

If necessary, select an account for any discounts or adjustments.

Y ou can add or change the discount or adjustment account by clicking
the account number or name and selecting a new account from the pop-
up list (if no account is shown, click just to the right of the Disc/Ad;
Acct label). Once you' ve selected an account asthe Disc/Adj Acct, you
can change the account, but you cannot removeit.
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Note

If necessary, enter or change the deposit number.

After the deposit is saved, the deposit number (or last number of a
combination of characters) isincreased automatically by one.

5 Verify that the deposit dateiscorrect.

6 Select theinvoicethat’s been paid.

Y ou can sort the receivables by date, name, document number or term
by clicking the appropriate option in the drop down menu.

|Sorl by Due Date ﬂ

When you select an outstanding receivable, the customer name, due
date, discount date, invoice total, and discount or adjustment (if any)
automatically fill in the appropriate fields above the outstanding
receivables list.

If you want to print a deposit dip with MICR information, be sureyou
have“ Print Deposit Slip on Save” checked.

When you click Save, you will get aprint dialog to print the deposit
dlip. For information on setting up the Deposit Slip with MICR
information, see “Using the Print Screen” on page 90.

A deposit slip will print and total up to 17 individual invoices. If there
are more than 17 invoices on adeposit, invoices over 17 will appear as
one lump sum, rather than individual invoices. For more information,
see “Using the Print Screen” on page 90.

If the deposit date is later than the invoice's discount date, the
following dialog appears:

Past discount date. Apply discount anyway?

9

Click Yesto still apply the discount to the invoice.
Click No to not apply the discount.
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Note To apply full payment quickly without any discount or adjustment, hold
down the Control key (Ctrl) on Windows or the Command key (3€) on
Macintosh while you click the outstanding receivable. The amount due
will be listed automatically as the amount paid. You could then go to

step 9, skipping steps 7 and 8.

8 If necessary, edit the highlighted amount in the Amt Paid edit box to
match the actual customer payment and press TAB.

The cursor moves to the Disc/Adjust edit box:

Amt Faid Disc/Adjust

9 If necessary, changeor enter any discount amount or adjustment and

Press TAB.
After entering any :
adjustment or discount, (sort oy Due are [ EED |[2.20
press TAB to app|y the Due/Disc Date  Term Wﬂue Amt Paid Disc/Adjust
123 Samp le Custome 586 .88 A .68 B.88

@ .68

124

Samp le Custome 1686 .88
Somple Custome 168 .88

payment

Samp le Custome

After the payment and discount are applied, the payment is added to
the Total Paid field for the deposit, the discount is added to “ Total
Discount” field and the Save button is enabled.

200000 Total Paid

Note If you find that you’ ve made a mistake, you can easily correct it before
saving the deposit. See “Modifying or Deleting Payments Before
Saving a Deposit” on page 159
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Note

10 Continuerecording the paymentsfor the deposit. After the amount
shown for Total Paid matches the amount of the deposit that you are
making, click Save.

When you save the deposit, the Total Paid amount and any discounts or
adjustments increase the accounts that you selected.

) Customer Payments [E=3EcH ==
‘ E EJ [~ Print Deposit Slip on Save
Save | Delete | Detail | Refund

Cash Account* [1010 Cash In Bank - Chequeing Acet [Dep-121 | Deposit #
Dizc/Ad] Account™ | 1200 Prepaid Expenses | 04/30/17 | Date
Customer Jane Gleason 735.00 Total Paid
Due/Disc Datef% 033017 p3oM7 15.00 Total Dizcount
Statement Degc Jane Gleason 9985831970 Cash Balance
Sort by Due Date -
Due/Disc Date Term  Invoicelt Customer Name Amt Due  Amt Paid Disc/Adjust
0872513 1:Cash Inv-231 Kelley's Suppl 10000 00 0.00 0. 00
091513 INet 30 Inv-229% Arnold Schmidt 57110 0.00 0. 00
08/25M18 Inv-232 CheckMark Soft 350) 00 _0.00 0,00
0320M7 0310 4210 Net Inv-224 Jane Gleason 740 G0 735.00 15.00
052917 JNet30 Inv-233 Arnold Schmidt 185. 50 0.00 0.00

If you discover apayment error after saving the deposit, see"Modifying
or Deleting Payments After Saving a Deposit” on page 159.
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Modifying or Deleting Payments Before
Saving a Deposit

If you’ ve made a mistake (such as entering a payment incorrectly or
entering a payment for the wrong invoice), you can quickly fix the
problem before saving the deposit:

Select the appropriate outstanding receivable.

Change the highlighted amount paid (or press DELETE Or BACKSPACE
to removeit), then press TAB.

I f necessary, modify the amount in the Disc/Adjust edit box.
PressTAB tore-enter the modified payment (or removethe old one) on
theline.

Modifying or Deleting Payments After
Saving a Deposit

When you save a deposit using Customer Payments, MultiLedger uses
the Receipts Journal to post the transaction to the general ledger. You
can use the Receipts Journal to modify or delete the deposit that

contains the incorrect customer payment. Customer Payments and the
general ledger will automatically be updated to reflect the change.

To modify or remove a payment from a saved deposit:
Click Receipts Journal in the Command Center, and click M odify.

Please note that the list of deposits that appears also contains any
deposits made in the Receipts Journal .

Select the deposit from the transactions list.

If the transaction you' re looking for doesn’t appear, you may have to
select another month from the pull-down menu.

M odify the payment amount for a detail line or enter 0.00 in the
Amount edit box to remove a payment from the deposit.

PressTAB to replacethedetail linein thelist, then click Save.

The invoice associated with the payment will again appear as
outstanding on Customer Payments.

If you delete a deposit that was made in Customer Payments from the
Receipts Journal, al the customer payments that made up the deposit
will again appear as outstanding on Customer Payments.

For more details about modifying transactions, see "Modifying or
Deleting Receipts Journal Documents' on page 152.
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When a Customer Fails to Pay an Invoice

If a customer failsto pay an invoice, you can remove the receivable in
away that recordsit as a bad debt or reversesthe original sale.

Using the Disc/Adjust account on Customer Paymentsto reverse a
receivable or record the receivable as a bad debt gives you a complete
audit trail.

You can also delete the original receivable using Customer Invoices or
the Sales Journal. Deleting the original invoice leaves no record of the
transaction. For more information on deleting invoices, see
“Modifying or Deleting an Invoice” on page 142 or see "Modifying or
Deleting Sales Journal Invoices' on page 149.

1 Click Customer Paymentsin the Command Center.

2 Click just totheright of Disc/Adj Acct* and select an account for the
bad debt (usually in the 6000-8999 range) or select the original sales
account for the invoice from the pop-up list.

If abad debt account is not listed, you can create one by following the
stepsin “ Setting Up the Chart of Accounts’ on page 22.

3 Select the unpaid invoice.

After selecting the invoice, the invoice' s amount appears in the Amt
Paid edit box.

4 PressDELETE or enter zeroin the Amt Paid edit box and press TAB.

This removes the amount from the Amt Paid edit box and moves the
cursor to the Disc/Adjust edit box. With no amount or azero amount
entered for the Amt Paid field, saving the deposit will not affect your
cash account.

5 Enter theamount of thereceivablein the Disc/Adjust edit box and
press TAB.

6 You could changethe deposit number to an appropriate document
number, such as“ VD [dat€],” to indicate a void deposit.

7 Click Save.

Here's how this procedure affects your books:

e MultiLedger increases the account selected for the Disc/Adj Acct
field by the amount shown for the Disc/Adjust amount.

» MultiLedger decreases your accounts receivable account by the
Disc/Adjust amount.

»  The cash account selected for the “ Cash Acct” field is not affected
because a zero amount was entered for the “Amt Paid” field.
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Quotes

E Quote

Note

1
2
3

Modify

For quotesinvolving inventory, you should use Customer Invoices. For
other quotes, you can use the Sales Journal. Saving an invoice as a
Quote does not create an outstanding receivable and does not affect the
general ledger until the quoteis converted to an invoice. A quote can
be modified, deleted, or converted to an invoice at any time.

Creating Quotes
Click Customer Invoices or Sales Journal in the Command Center.
Check the Quote check box.

Enter the Quote information as you normally would enter an invoice.

For detailed information on entering a Customer Invoice, see
“Recording a Sale with Customer Invoices’ on page 139. For detailed
information on entering a Sales Journal invoice, see "Recording a Sale
with the Sales Journal" on page 145.

You may want to change the document number for Quotes, so as not to
confuse them with actual Customer Invoices or Sales Journal invoices.
For example, you could use “QU [document number],” to indicate a
guote. The document number you enter the first time for a quote will
automatically be incremented by one for each new quote you save.

Click Save.

Working with Quotes

You can modify, delete, or convert a Quote to an invoice at any time.
Click Customer Invoicesor Sales Journal in the Command Center.
Check the Quote check box.
Click Modify.

A list of Quotes entered with that journal appears. If the Quote you are
looking for does not appear in the list, you may haveto select a
different month from the pull-down menu.

Select the Quote from thelist, then click OK.

Y ou have four options: Modify, Cancel, Delete, and Create Invoice/
Item Purchase.

If you click Modify, you can change any information for the Quote.
After you modify information, click Save to save the Quote with
changes.
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Cancel If you click Cancel, you return to Customer Invoices or the Sales
Journal.

Delete If you click Delete, the Quoteis deleted, and you are returned to
Customer Invoices or the Sales Journal.

Create Invoice/ltem If you click Create Invoice/ltem Purchase, an invoiceis created using
Purchase  theinformation from the Quote and the following happens:

*  The document number changes from the Quote document number
to an invoice document number. The new invoice is one greater
than the last invoice saved.

* Thedatefor the new invoice defaults to the last date saved.
» Thequoteitself is deleted when you create an invoice from it.

*  You can modify anything on the new invoice before saving it.

Printing Quotes
1 Click Print from the Command Center.
2 Select the month.

3 Sdlect the Customer Invoices/Quotes or the Sales Journal Invoices
Quotesradio button.

A list of available invoices and quotes appears.
4  Select the quote(s) you wish to print.
If no quotes are highlighted, then all invoices and quotes will print.

5 If necessary, select Print Metafile (Windows) or Print PDF/PICT File
(Macintosh).

6 Click Print.
A standard Print dialog appears.

For more details on using the Print command, see "Using the Print
Screen™ on page 90.

Note Quotes use the same format as Customer Invoices. You can, however,
have a separate Metafile (Windows) or PDF/PICT File (Macintosh) for
quotes. For information on using Metafiles or PDF/PICT Files, see
"Positioning Print Fields for Windows Metafiles or Macintosh PDF or
PICT Files' on page 98.
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Viewing Quotes
Click Transaction Journalsin the Command Center.
Select a month from the month list box on theright.

Click the Quotesradio button.

A W N P

Select the quote(s) you want to view, then click View.

If the quote you are looking for does not appear, you may need to
select another month from thellist.

Special Customer Situations

Recording Advance Deposits

Advance deposits are recorded in the Sales Journal. This section
briefly shows you how to enter the minimal information for the
advance deposit. For more details about entering information in the
Sales Journal, see "Recording a Sale with the Sales Journal” on page
145.

1 Click SalesJournal in the Command Center.

2 If necessary, enter or change the highlighted document number and
press TAB.

3 Select acustomer from the Customer pop-up list.
4  If necessary, changethe date.

5 Select a cash account (in the 1000-1999 range) for the advance deposit
from the L edger Accounts pop-up list.

6 Enter anegative amount for the advance deposit.

Enter a negative amount for Amount
an advance deposit -356.60

The minus sign debits (increases) the selected cash account.

7 Click Save.

The advance deposit will appear on the Customer Payments window as
acredit and can be applied as payment toward a future invoice.
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Important

7

Reversing a Receivable

If you want a complete audit trail, you can use the Disc/Adjust Acct on
Customer Payments to reverse areceivable.

If there isapayment associated with the receivable you want to reverse,
you should delete the payment in the Receipts Journal before deleting
or modifying the receivable.

You can aso delete the original Customer Invoice or Sales Journal
invoice. Deleting the original invoice leaves no record of the
transaction. For more information on deleting invoices, see
“Modifying or Deleting an Invoice” on page 142 or see "Modifying or
Deleting Sales Journal Invoices' on page 149.

Click Customer Paymentsin the Command Center.
Select the Disc/Adj account.

Usually, thisisthe same sales account (4000-4999) that was used in
the original sale, not the Accounts Receivable account.

Select the outstanding invoice.
Enter zeroin the Amt Paid edit box and press TAB.

Enter the amount of the receivablein the Disc/Adjust edit box and
press TAB.

You could change the deposit number to an appropriate document
number, such as“VD [invoice#],” to indicate a void sale.

Click Save.

Recording Customer Credit Memos

1
2

Item

Recording Customer Credit for Returned
Inventory

Click Customer Invoicesin the Command Center.
Enter the credit memo infor mation.

Y ou could enter an invoice number, such as CM[date], to help identify
the credit memo. Follow the guidelinesin “ Recording a Sale with
Customer Invoices’ on page 139, except for the following fields:

Select the returned item from the Item pop-up list.
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Quantity Enter a negative quantity for the returned inventory:

Quantity
-18

Amount  The Amount of the credit will show automatically as negative amount:

Amount

—35@.88

3 PressTAB to add the credit memo to the detail list, and then click Save.
The customer credit will appear on Customer Payments as a credit and
can be applied as payment toward a current or future invoice.
Recording Other Customer Credit

1 Click SalesJournal in the Command Center.

2 Enter the credit memo information.

Y ou could enter an invoice number, such as CM[date], to help identify
the credit memo. Follow the guidelinesin “ Recording a Sale with the
Sales Journal” on page 145, except for the following fields:

Ledger Account Select the sales account (in the 40004999 range) that was used to
originally record the sale.

Amount Enter the credit as a negative amount like this:

Amount
=350 .88

3 Click Save.

The customer credit will appear on Customer Payments as a credit and
can be applied as payment toward a current or future invoice, or you
can write arefund cheque to the customer. For more information on
these options, see the following section.

Applying Customer Credits

The credit amount is equal to the
outstanding receivable amount

1 Click Customer Paymentsin the Command Center.
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2 Select the outstanding receivable and press TAB twice.

3 Select the customer’s credit memo (with a minus (-) sign) and press
TAB twice.

The amount shown for Total Paid should be zero.
4 Changethedeposit number to an appropriate description.
Click Save.
Both the outstanding receivable and the credit memo are removed from

Customer Payments.

The credit amount is larger than the
outstanding receivable amount

1 Click Customer Paymentsin the Command Center.
2 Select the outstanding receivable, and press TAB twice.

3 Select the customer’s credit memo (with a minus (-) sign), change the
amount shown in the Amt Paid edit box to the amount of the
outstanding receivable with a minus (-) sign, and press TAB twice.

For example, if the outstanding receivable amount is $250, you would
enter “-250” in the Amt Paid edit box for the credit memo. The amount
shown for Total Paid should be zero.

4 Changethedeposit number to an appropriate description.
Click Save.

The remaining credit amount appears on Customer Payments to be
applied toward another outstanding receivable or refunded to the
customer.

The credit amount is less than the
outstanding receivable amount

1 Click Customer Paymentsin the Command Center.

2 Select the customer’s credit memo (with aminus (-) sign) and press
TAB twice.

3 Select the outstanding receivable.

If the customer is paying the remainder of the outstanding
receivable, simply press TAB twice. The Total Paid amount should
equal the outstanding receivable amount minus the credit amount.
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If the customer isnot paying the remainder of the outstanding
receivable, and you just want to apply the credit amount, change
the amount in the Amt Paid edit box to match the amount of the credit
amount with no minus (-) sign. For example, if the credit amount is “-
100,” you would change the Amt Paid for the outstanding receivable to
“100.” The Tota Paid amount should be zero.

4 Changethedeposit number to an appropriate description.
5 Click Save.

If the customer paid theremainder of the outstanding receivable,
both the outstanding receivable amount and the credit amount are
removed from Customer Payments.

If the customer did not pay the remainder of the outstanding
receivable, the remaining outstanding receivable amount remains on
Customer Payments to be paid later.

Writing a Refund Cheque for the Customer
Credit

1 Click Customer Paymentsin the Center.

2 Select the customer’scredit memo (with aminus(-) sign) and pressthe
Refund Button.

{( Create Check ) (Cancel ) CK1735

a7/21 /85
371.00

1188 Accounts Receivable Arnold Schmidt

3 Verify that the cheque number and date are correct.
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4

If necessary, select the credit amount you want to refund.

If the customer has more than one credit memo, all credit amounts
appear in thiswindow. Y ou can write one chequefor all credit amounts
listed by holding down the sHIFT key while clicking on each credit
amount. The Refund Amount will show thetotal for all selected credits
amounts.

5 Click Create Chequetowritetherefund cheque.

Click Cancd to return to Customer Paymentswithout creating arefund
cheque.

Refund cheques cannot be modified, but they can be deleted in the
Disbursements Journal. For more information, see “Modifying or
Deleting Disbursements Journal Documents” on page 193.

Y ou can print the refund cheque using the Print command on the
Command Center. For more information, see “Using the Print Screen”
on page 90.

Calculating Finance Charges

Note

Finance Charge Acct

Ref #

You can cal cul ate finance charges on outstanding customer invoices by
using Finance Charges. You should create a new finance charge each
month for past due invoices.

You could print out an aged accounts receivable report (on Customer
Reports) to help identify outstanding receivables past their due dates.

Finance Charges Field Descriptions

The following section discusses the individua fields on Finance
Charges.

Select an account from the pop-up list of your chart of accounts.
Usually, an income account in the 40004999 range is used for finance
charges.

If you don’t find an appropriate income account for the finance charge,
you can add one in Chart of Accounts. Make it an income account
number in the 40004999 range and name the account “FC Income” or
“Miscellaneous Income” or something similar. See “ Setting Up the
Chart of Accounts’ on page 22 for more details on entering new
accounts.

Enter areference number up to eight characterslong, including letters,
numbers, spaces, and other symbol s to identify the transaction (such as
FC 1). Finance charge document numbers automatically increment by
one.
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Description

Date

% Rate

Charge

Enter adescription up to 20 characterslong, including | etters, numbers,
spaces, and other symbols.

Simply type over the highlighted day or use the +/- keys on your
keyboard to increment/decrement the date. Y ou can enter adate from
the 30 open months, provided the month isn’t locked, in the form MM/
DD/YY.

% Rateis multiplied by theinvoice’' sDue Amt to determinethe Charge.
A new percentage rate should be entered befor e selecting aninvoice, so
the calculated finance charge correctly reflects the new % Rate.

After aninvoiceisselected, the cal culated finance charge (% Rate times
Due Amt) is put into the Charge edit box.
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Recording Finance Charges

1 Click Finance Chargesin the Command Center.

v Finance Charges =2 =

Click in the box to E
select an account |5

Finance Charge Account® ‘ 4200 Other Income |

Ref # Description Date % Rate
. " c

An asterisk means the = | | Finance Charges || 04/30M7 I 15 | Charge

transaction previously Sortby:* Date (" Customer

had a finance charge —_— Date DueDate Doc#t  Customer Amount Due  Chaige

applied ————— [®02/25/13 08/25/13 mv-231  Keley's Supply Shop 10000, 00 0.00
*08M6M3 081513 Inv-Z29 Arnold Schmidt g7.10 0. 00
082516 082518 Inv-232 CheckMark Software 350.00 0.00
022817 033017 Inv-234 Jane Gleason 750. 00 0. 00
04/3017 043017 FC-T Arnold Schmidt 0.86 0. 00
04/3017 043017 FC-B Kelley's Supply Shop 150. 00 0.00
042917 052917 Inv-233 Arnold Schmidt 185. 50 0. 00

2 If necessary, click just totheright of “ Finance Charge Acct” and select
an income account for the finance charge (usually in the 40004999
range) from the pop-up list.

If afinance charge income account is not listed, you can create one by
following the steps in “ Setting Up the Chart of Accounts’ on page 22.

The income account selected will be increased when payment of the
finance charge is recorded in Customer Payments.

3 If necessary, change or enter information for Ref#, Date, Description,
and % Rate.

For field explanations, see "Finance Charges Field Descriptions' on
page 168.

Note % Rate should be entered before selecting an invoice so that the
calculated charge correctly reflectsthe % Rate. If theinvoiceis selected
before entering a percentage rate, the amount of the charge will not
reflect the new rate correctly.
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4
Select an invoice
line to
automatically
calculate the
finance charge

5

6

7

Select the desired invoice from the outstanding receivablelist.

Finance charge = %Rate times Due Amt

] Finance Charges
o]

Save

Finance Charge Account™ | 4200 Other Income |

Ref # Deszcription Date ¥ Rate
Finance Charges 04/30i(7 | 1.5
=] | s o 1s ) Crorge
Sort by: (¢ Date ( Customer l:l
Date Due Date Doc # Customer Amgunt Due Charge
T |*08/25M3 082513 Inv-231 Kelley's Supply Shop C 1o0000. Ug) 0.00
0eMeM3 091513 Inv-229 Arnold Schmidt T 0. 00
082516 08/25M16 Inv-232 CheckMark Software 350. 00 0. 00
022817 033017 Inv-234 Jane Gleason 750. 00 0. 00
0430117 0430017 FC-7 Arnold Schmidt 0.88 0.00
0430017 043017 FC-5 Kelley's Supply Shop 150. 00 0. 00
0402817 0572817 Inv-233 Arnold Schmidt 185, 50 0. 00

Y ou can sort the invoices by date or customer by clicking the appropriate Sort
by radio button.

After you've selected the invoice, the finance charge is automatically
calculated (% Rate times Amount Due) and put in the Charge edit box. You
can manually override the amount for the finance charge by typing an amount
in the Charge edit box.

Entries that previously have had a charge applied are marked with an asterisk
*)-

PressTAB to apply the finance charge to the selected invoice.

Repeat steps 4 through 5 for each finance charge.

After all the finance charges have been calculated and listed, click
Save.

Finance charges appear on Customer Payments and Finance Charges as
outstanding receivables, but do not affect the general ledger balance for the
cash account or the finance charge income account until they are paid in
Customer Payments.

After saving, receivables that have just had a finance charge applied are
marked with aplus (+).
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Important

Recording Finance Charge Payments

When a customer pays afinance charge, you record it like any other
customer payment in Customer Payments. See “ Recording Customer
Payments” on page 154 for more details.

When you save the customer payment, the transaction increases the
cash account that is chosen on Customer Payments and increases the
account that was sel ected when the finance charge was created on
Finance Charges. MultiLedger automatically uses the Receipts Journal
to post the payment to the general ledger.

Deleting Finance Charges

If the finance charge hasn't been saved yet on Finance Charges, you
can select the finance charge, press the DELETE or BACKSPACE key on
your keyboard (or choose Cut from the Edit menu), and then press TAB
to remove the finance charge.

Once a finance charge has been saved, you can deleteit, if necessary,
on Customer Payments by selecting the appropriate finance charge line
and click Delete. The following warning appears:

Save as outstanding item without affecting general

@ ledger balances?

Click Yesto delete the finance charge. Click No to leave the finance
charge on Customer Payments. Since the finance charge did not affect
any general ledger balances when it was entered, it should not affect
any general ledger balances when it is deleted.

Deleting afinance charge from Customer Payments |eaves no record of
the deletion.
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Chapter 8
Vendor Transactions

This chapter discusses the following topics:
Recording purchases
Recording vendor payments, vendor credits, and refunds
Writing cheques

Handling specia vendor situations
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Vendor Transactions Flowchart

The following flowchart is designed to give you a basic overview of
vendor-based transactions. The rest of this chapter describes each
option in detail .

Item Purchases Payables Journal

Create a payable for inventory items. Create a payable for non-inventory items.
Create a purchase order.

Vendor Payments

_> Create a check for Item Purchases or <

Payables Journal.

v

Disbursements Journal

Vendor Payments are posted here.
Also use to record miscellaneous disburse-
ments or manual checks.

!

Bank Reconciliation

Shows checks from Vendor Payments and
Disbursements Journal.
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Recording Purchases

MultiLedger offers great flexibility for recording purchases.
Depending on the type of purchase you want to record, the three
windows you can use are:

¢ [tem Purchases
e Payables Journal

¢ Disbursements Journa

These windows are discussed in the following table.

If you want to.... Use this transaction window
Record an inventory purchase for Item Purchases
resale that creates an outstanding
payable
Record a purchase order Item Purchases

Record a non-inventory purchasethat  Payables Journal
creates an outstanding payable

Create outstanding payablesthat are  Payables Journal
dated prior to your Start Month (for

setting up your company with

MultiL edger)

Record a chegue written for purchases  Disbursements Journal
not involving inventory or
outstanding payables
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Item Purchases

Note

Important

Purchase Order

Recurring

Modify Item
Description

Use Item Purchases when you want to record the purchase of inventory
itemsfor resale.

Saving an Item Purchase automatically updates your inventory, the
general ledger, and creates an outstanding payable.

After item purchases are recorded, use Vendor Payments to create the
cheque to pay the vendor.

Before an item can be purchased in Item Purchases window, the item
should have been set up on Item Setup. For more details, see “ Setting
Up Items” on page 65.

Do not use Item Purchases to enter outstanding payables dated prior to
your Current fiscal year. Use the Payables Journal to enter these
outstanding payables when setting up your company with MultiL edger.

Iltem Purchases Field Descriptions

The following section discusses the individual fields on Item
Purchases.

When you save an Item Purchase with Purchase Order checked, the
transaction does not affect the General Ledger, and can be modified,
deleted, or converted to an Item Purchase at any time. For more details
on working with Purchase Orders, see “Purchase Orders’ on page 199.

If you have Item Purchases that occur on aregular basis, you can save
them with the Recurring option checked. Y ou can define the frequency
for arecurring entry and have MultiLedger remind you when the
transaction should be created. For more details on working with
recurring entries, see “ Recurring Entries’ on page 124.

If checked, when item is selected, you get atext box in which you can
change description or add to it. This can be selected or de-selected for
individud line items on the invoice. The modified item will appear as
changed on the invoice, in the transaction journal and in the General
Ledger.
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Document #

Vendor

Date

Due Date

Important

Enter adocument number up to eight characters long to identify the
purchase. The last character must be a number.

After the Item Purchase is saved, the document number (or last number
of acombination of characters) isautomatically increased by one.

Y ou can have MultiLedger automatically warn you if you attempt to
save a transaction with a duplicate document number by checking
Check for Duplicate Documents on Preferences under the File menu.
For more details, see “ Setting Program Preferences’ on page 76.

Select avendor from the pop-up list. The vendor’ s name, address, and
notes (as saved on Vendor Setup) are automatically entered. If the pop-
up list does not appear, vendors have not yet been set up.

Y ou can add a hew vendor or edit existing vendor information without
closing the VVendors pop-up list by clicking New (Alt-N on Windows or
N on Macintosh) or Edit (Alt-E on Windows or 38E on Macintosh).

Simply type over the highlighted day or use the +/- keys on your
keyboard to increment/decrement the date. Y ou can enter adate from
the 30 open months, provided the month isn’t locked, in the form MM/
DD/YY.

The invoice date, along with any selected terms, determine the
payable’'s due and discount dates.

Due Date, Discount Date, and Discount %, asdefined on V endor Setup,
are shown under the Due Date label.

To change any of these values for a particular transaction, click the due
date shown. The following dialog box appears:

Due Date 65 /28,85
Discount 87 /31 /85
Discount % .88
[ OK ) (Cancel)

Edit any of the entries and click OK. Click Cancel to keep the original
values. You can also use Vendor Setup to change the terms for the
Vendor.

Note: You cannot enter a Due Date more that 240 days from the date of
theinvoice.
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Cheque Stub
Description

Tax Paid

Shipping

Item

Note

Job

Quantity

Unit Cost

Enter a 25 character description that will print on a cheque stub when
you pay for this purchase in Vendor Payments.

Y ou could enter a vendor’ s reference (invoice) number or other
information to help the vendor identify the transaction when your
payment is processed.

Enter any tax paid for the items purchased.

To account for tax paid in your chart of accounts, set up an account for
the tax on Chart of Accounts, and then assign it to Sales Tax Paid on
Interface Accounts.

Enter the amount of shipping charged by the vendor.

To account for shipping paid in your chart of accounts, set up the
account on Chart of Accounts, and then assign it to Shipping Paid on
Interface Accounts.

Select the item from the pop-up list. If the pop-up list does not appear,
items have not yet been set up.

Y ou can add anew item or edit information for an existing item without
closing the Items pop-up list by clicking New (Alt-N on Windows or
3N on Macintosh) or Edit (Alt-E on Windows or 38 E on Macintosh).

By selecting the optionto M odify Item Description, you can change or
enter additional text in theitem description line. Thistext will show on
an invoice and in the transaction joural reports.

Select a specific job from the pop-up list for the detail line. If the Jobs
pop-up list does not appear, no jobs have been set up, or Skip Jobs (Ctrl-
K on Windows or $K on Macintosh) under the Edit menu is checked.

Enter aquantity that isup to seven digitsto the left and two digitsto the
right of the decimal point (9999999.99). If you have a Reorder Quantity
setup for anitem, that quantity will automatically fill thisfield when the
item is selected.

When the cursor entersthe Unit Cost field, the selected item’ sUnit Cost
as defined on Item Setup is entered and highlighted automatically.

Y ou can change the Unit Cost for a particular purchase by editing the
highlighted amount. Y ou can enter aunit cost up to six placesto the left
and four places to the right of the decimal point (999999.9999).

When an inventory item is bought in Item Purchases, the Qty on Hand
and Average Unit Cost of theitem in inventory are adjusted to reflect
new items added to those on hand. For more details, see “Item Setup
Field Descriptions’ on page 63.
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Amount  When the cursor enters the Amount field, the amount will be
automatically cal culated based on Quantity timesUnit Cost. Clickingin
the Amount edit box will not automatically calculate the amount. Y ou
can change the amount by editing the highlighted value.

New Line To enter another detail line to the Item Purchase, click New Line or
(Windows Only) press ENTER.

Total Thisshowsthetotal for the Item Purchase asyou add detail lines. When
you save the document, the Total amount increases the Accounts
Payable account and Inventory account assigned on Interface Accounts.

Recording a Purchase with Item
Purchases

1 Click Item Purchasesin the Command Center.

v Item Purchases === =
E [~ Purchase Order
Save | lodif [~ Hecu_.llring o
[~ Modify ltem Description
Document it Vendor= Date Cheque Stub Description
[AP3-121 | [BTS Distribution Supply |[ 043017 | [ PO 10505
Address Due Date
1408 Steele Street 053017
New “ork, NY 10038 Tax Paid
Motes Main Inventory Supplier Shipping | 50.00
Total 56,050.00
Item* Job* Quantity Unit Cost  Amount
] I I | Newline:
DBS1\Dingbats-Store 1 0001 2000.00 14. 0000 28000. 00

DBS2\Dingbats-Store 2 0002 2000.00 14. 0000 28000. 00
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2 If necessary, enter or change the Document # and press TAB.

The Vendors pop-up list appears:

oK ) ( Cancel ) ( Edit ®E ) ( New 3N )

| T Find Anywhere

|1st Bark
A Printed Page 0
AIC Advertising

BTS Distribution Supply

Elug Cross

|Blue Cross-cP

|CA Dept of Labor
CA Dept of Rewenus
CO Dept of Labor
CO Dept of Rewenus
iCitg Dept of Rew
Credit Card Company
|EDC-ETT

EDD-2D1

El Paso Steak House
Financial Group
Firancial Group - 5
IRS

|Labor Union
Magholia Rental Properties
(Office Mart
\Postmaster

\R.M. PARKS

\R.M. Parks
RIMEHART 0OI1L ¥

3 Select avendor from the pop-up list and pressTAB.

For details about using pop-up lists, see “Using Pop-Up Lists’ on
page 112.
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Note After selecting avendor, you can see the vendor’ stransaction history by
clicking the History button at the top of the Item Purchase window.

"

¥ Transacion Detal 4/30/17 BE™

Betail Semple Co. -Corp
Transzction Detail

04/30/17
Vendor Dzte Type  Docd Payzble [Disbursement
BIS Distribution Supply
04/15/17 Payzble AP3-122 g,000.00
04/30/17 Payzble AP3-1Z1 5¢,050.00
04/30/17 Check CR1B85....AR3-1Z1 5g,050.00
04/30/17 Check CElBge....AR3-122 g,000.00

&2,050.00 &2,030.00

The current date is used as the Cutoff Date for the report. Click the
window’s close box to close it and return to the Item Purchases window.

4  Continuefillingin therest of the fieldswith the appropriate
information.

For field explanations, see “Item Purchases Field Descriptions” on
page 176.

Note You can add comment linesto the Item Purchases document at any time
by choosing Insert Line from the Edit menu (Ctrl-1 on Windows or 381
on Macintosh). By selecting the option to M odify Item Description,
you can also change or enter additional text intheitem description line.
This text will show on an invoice and in the transaction joural reports.
For more details, see “Adding Comment Linesto Transactions’ on
page 119.

5 After you have entered an item, quantity, unit cost, and amount (Job is
optional), press TAB to add the item to the document.

Asyou add detail lines to the document, the Total field is updated:

Total 1117.00

[ ]
After thefirst detail line is added, the Save button is enabled.

Save
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6 On Windows, if necessary, press New Line or click ENTER to begin
entering another item to this document.

On Macintosh, if necessary, press TAB or RETURN to begin entering
another item to thisdocument.

7 When you arefinished entering all the information for the document,
click Save.

If the Total exceeds the vendor’s credit limit, an alert appears allowing
you to continue to save or cancel.

After the document is saved, the transaction is automatically posted to
the general ledger, and the Document # is increased by
one.
Printing an Item Purchase
After saving an Item Purchase, do the following:
Click Print on the Command Center.
Select the correct period.

Click the Item Purchases/PO’sradio button.

A W N P

From thelist of documents, select the purchasesthat you want to print.
If no purchases are selected, then all purchases will print.

5 If necessary, check Print Metafile (Windows) or Print PDF/PICT File
(Macintosh).

For more information on using metafiles or PICT Files, see“Using the
Print Screen” on page 90.

6 Click Print.
7  Select your print optionsand click OK or Print.

For more details about the Print command, see “Using the Print
Screen” on page 90.

Modifying or Deleting an Item Purchase

When the cursor is in the Document # field, the Modify button is
enabled. Click Modify to seealist of Item Purchases that you can
modify or delete. If the Item Purchase you' re looking for doesn’t
appear, you may have to select another month from the pull-down
menu.

HIN
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Payables Journal

Note

Recurring

Document #

Vendor

Date

Use the Payables Journal to record a purchase that creates an
outstanding payable that does not involve inventory. If you need to
record inventory purchases, use Item Purchases.

Saving a Payables Journal document automatically updates the general
ledger and creates an outstanding payable.

After the payableis created, you can use Vendor Payments to create a
cheque to pay the vendor.

When setting up your company with MultiL edger, you should use the
Payables Journal to enter outstanding payables that are dated prior to
your current open months. An outstanding payable will be created
without affecting the general ledger account balances. For more
information, see“ Setting Up Outstanding Payables’ on page 38.

Payables Journal Field Descriptions
This section discusses the individual fields on the Payables Journal.

If you have Payables Journal transactionsthat occur on aregular basis,
you can save them with Recurring checked. Y ou can define the
frequency for arecurring entry and have MultiL edger remind you when
the transaction should be created. For more details on working with
recurring entries, see “ Recurring Entries’ on page 124.

Enter a document number up to eight characterslong to identify the
transaction. The last character must be a number.

After the document is saved, the document number (or last number of a
combination of characters) isautomatically increased by one.

Select a vendor from the pop-up list. The vendor's name, address, and
any notes set up for the vendor are entered automatically, too. If the
pop-up list does not appear, vendors have not yet been set up.

Y ou can add a hew vendor or edit existing vendor information without
closing the VVendors pop-up list by clicking New (Alt-N on Windows or
N on Macintosh) or Edit (Alt-E on Windows or 3 E on Macintosh).

Simply type over the highlighted day or use the +/- keys on your
keyboard to increment/decrement the date. Y ou can enter adate from
the 30 open months, provided the month isn’t locked, in the form MM/
DD/YY.

The date, along with any selected terms, determine the payable’ s due
and discount dates.
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Due Date

Important

Cheque Stub
Description

Ledger Account

Job

Description

Amount

Due Date, Discount Date, and Discount %, asdefined on V endor Setup,
are shown under the Due Date | abel.

To change any of these valuesfor a particular transaction, click the due
date shown. The following dialog box appears:

Due Date 85 /28 /85
Discount a7 /31 fas

Discount % Z.08

( ok ) (cancel)
Edit any of the entries and click OK. Click Cancel to keep the original

values. You can also use Vendor Setup to change the terms for the
Vendor.

Note: You cannot enter a Due Date more that 240 days from the date of
theinvoice.

Enter a 25 character description that will print on a cheque stub when
you pay for this purchase in Vendor Payments.

Y ou could enter a vendor’ s reference (invoice) number or other
information to help the vendor identify the transaction when your
payment is processed.

Select the ledger account from the pop-up list. For moreinformation on
using pop-up lists, see “Using Pop-Up Lists” on page 112.

When you save the payable, the account entered hereisincreased by the
amount for the detail line. Usually, thisis an expense account in the
6000-8999 range.

Select thejob for this detail linefrom the pop-up list. If the Jobs pop-up
list does not appear, no jobs have been set up, or Skip Jobs (Ctrl-K on
Windows or $K on Macintosh) under the Edit menu is checked.

The vendor's name is automatically copied and entered here, unlessyou
have the preference selected to “ Use Cheque Stub Description in
Payables Journa”. If you have the preference selected, the information
you entered in the Chegue Stub Description field will automatically be
entered in thisfield. Or you can enter up to 25 characters of descriptive
text for specific detail intheinvoice, see” Setting Program Preferences”
on page 76.

Enter an amount for the detail line. If the amount has zero cents, you
don’t have to enter .00.
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New Line
(Windows Only)

Total

To enter another detail line to the payable, click New Line or press
ENTER.

This shows the total for the payable as you add detail linesto it. When
you save the payable, the Total amount increases the account assigned
to Accounts Payable on Interface Accounts.

Recording a Purchase with the Payables
Journal

1 Click Payables Journal in the Command Center.

Document # must end
in a number

Comment line added
with Insert Line
command (Ctrl-l on
Windows or §81 on
Macintosh)

k' Payables Journal = =]
E [~ Recurring
Save | M
Document # Yendor® Date Cheque Stub Description
— [ | [APrinted Page |[ 0473017 | [ Printing
Address Cindy Due Date
033017
Muotes
Total 750.00
Ledger Account® Job* D ipti Amount
] I | o Line]
2000.02 Printing-Stere 2 0002 A Printed Pag 750.00

Brochures for Store 2

Click in the Due Date field to
change the Due Date, Discount
Date, or Percentage.
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2 If necessary, enter or change the Document # and press TAB.

The Vendors pop-up list appears:

( oKk ) ( Cancel ) ( Edit ®E ) ( New %N )

| "I Find Anywhere

| 1=t Bank
A Printed Page O

AIC Adwertizing

BTS Distribution Supply
Eluz Cross
|Blue Cross-CP

|CA Dept of Labor

CA Dept of Revenues

CO Dept of Labor

CO Dept of Rewenus
iCitg Dept of Rew

Credit Card Company
IEDD—ETT

EDD-2D1

El Paso Steak House
Financial Group

Financial Group - 5

IRS

|Labor Union

Magholia Rental Properties
|0ffice Mart

\Postmaster

\R.M. PARKS

(R.M. Parks

RIMEHART OIL b |

3 Select avendor from the pop-up list and pressTAB.

For details about using pop-up lists, see “Using Pop-Up Lists’ on
page 112.

Note After selecting avendor, you can see the vendor’s transaction history by
clicking the History button at the top of the Payables Journal window.

r

¥ Transaction Detall 04/30/17 BE~

Retzil Sample Co. -Corp
Transaction Detail

04/30/17
Vendor Date Type  Doc Payable [isbursement
BTS Distribution Supply
04/15/17 Paysble AP3-122 £,000.00
04/30/17 Paysble AP3-121 58,050.00
04/30/17 Check CE1RRS... AP3-1Il 58,050.00
04/30/17 Check CE1BAS... AP3-1IZ £,000.00

6Z,050.00 6Z,050.00
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Note

I |

Save

LN

The current date is used as the Cutoff Date for the report. Click the
window’s close box to close it and return to the Payables Journal.

4  Continuefillingin therest of the fieldswith the appropriate

information.

For field explanations, see “Payables Journal Field Descriptions’ on
page 183.

You can add comment lines to the payable at any time by choosing
Insert Line from the Edit menu (Ctrl-1 on Windows or 381 on
Macintosh). For more details, see “ Adding Comment Linesto
Transactions’ on page 119.

After you have entered a ledger account (usually an expense account in
the 6000-8999 range) and amount (Job and Description are optional),
press TAB to add the detail lineto the transaction.

Asyou add detail linesto the transaction, the Total field is updated:

Total 1117.00

After thefirst detail line is added, the Save button is enabled.

On Windows, if necessary, click New Line or presseNTER to begin
entering another detail line. On Macintosh, if necessary, press TAB or
RETURN again to begin entering another detail line.

When you’'refinished entering all theinformation for theinvoice, click
Save.

If the Total exceeds the vendor's credit limit, an alert appears allowing
you to continue to save or cancel.

When the payable is saved, the transaction is posted automatically to
the general ledger, and the Document # is increased by
one.

Modifying or Deleting Payables Journal
Transactions

When the cursor isin the Document # field, the Modify button is
enabled. Click Modify to see alist of Payables Journal transactions that
you can modify or delete. If the Payables Journal transaction you're
looking for doesn't appear, you may have to select another month from
the pull-down menu.
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Disbursements Journal

Important

Recurring

Print on Save

Cash Acct

Cheque #

Paid To

With the Disbursements Journal you can create cheques for purchases
that don’t involve inventory or accounts payable transactions. You can
also record cheques that were written manually.

Saving a Disbursements Journal cheque automatically updates the
genera ledger.

Vendor Payments against outstanding payables should be recorded in
Vendor Payments, not the Disbursements Journal.

Disbursements Journal Field Descriptions

The following section discusses the individual fields on the
Disbursements Journal.

If you have Disbursements Journal cheques that occur on aregular
basis, you can save them with Recurring checked. Y ou can define the
frequency for arecurring entry and have MultiL edger remind you when
the transaction should be created. For more details on working with
recurring entries, see “ Recurring Entries’ on page 124.

If checked, the Print dialog box appearsimmediately after achequeis
saved in the Disbursements Journal .

The account shown will be decreased by the Cheque Total when you
save the cheque. Thisaccount isinitially the account that was assigned
to Cash Account on Interface Accounts. To change accounts, click the
account shown and select another cash account from the pop-up list.

Enter a cheque number up to eight characters long to identify the
disbursement. The last character must be a number.

After the disbursement is saved, the cheque number is automatically
increased by one.

A pop-up list of vendors appears. If the pop-up list does not appear,
vendors have not yet been set up.

On Windows, you can either enter a name from this pop-up list or type a 25
character name that’s not in the Vendor list and click “1 Time". If the vendor name
istyped in, MultiLedger won't save the vendor name or track payments made to that
vendor. To keep track of payments by vendor name, you must add the vendor on
Vendor Setup.

On Macintosh, you can either enter a name from this pop-up list or click Cancel in
the pop-up list box and enter a 25 character name that’s not in the Vendor list. If the
vendor nameistyped in, MultiL edger won't save the vendor name or track payments
made to that vendor. To keep track of payments by vendor name, you must add the
vendor on Vendor Setup.




Disbursements Journal 189

Important

Date

Ledger Account

Job

Description

Amount
New Line
(Windows Only)

Cash Balance

Cheque Total

You should not use the Disbursements Journal to pay outstanding
payables you've entered in Item Purchases or the Payables Journal.
Those payments should be made in Vendor Payments.

Simply type over the highlighted day or use the +/- keys on your
keyboard to increment/decrement the date. Y ou can enter adate from
the 30 open months, provided the month isn’t locked, in the form MM/
DD/YY.

Select aledger account from the pop-up list. For more information on
using pop-up lists, see “Using Pop-Up Lists’ on page 112.

When you save the chegue, the account entered hereisincreased by the
amount for the detail line. Usually, thisis an expense account in the
6000-8999 range.

Select ajob for this detail line from the pop-up list. If the Jobs pop-up
list does not appear, no jobs have been set up, or Skip Jobs (Ctrl-K on
Windows or 3K on Macintosh) under the Edit menu is checked.

When the cursor enters this field, the name entered for Paid To is
automatically copied to it and highlighted.

Y ou can enter up to 25 characters of descriptive text for a particular
detail line on the disbursement. The text entered here appears on the
cheque stub and on reports.

Enter an amount for the detail line. If the amount has zero cents, you
don't have to enter .00.

To enter another detail line to the cheque, click New Line or press
ENTER.

This showsthe current balance (from the general ledger) for the account
listed for Cash Acct.

This shows the total for the cheque as you add detail linesto it. When
you save the cheque, the Cheque Total amount decreases the account
selected for Cash Acct.
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Recording a Cheque with the
Disbursements Journal

1 Click Disbursements Journal in the Command Center.

Click in the box to
change cash accounts

Disbursements Journal El@

[~ Recurring
[~ Print on Save

Cash Account™ | 1010 Cash In Bank - Chegueing Acct |

Cheque # Paid To* Date
| [ APrinted Page |[07728017 |

Address Cindy
Cash Balance 99,594,564.70

Ch 5
Choose a ledger Notes G 5,000.00
account to record the
expense for Cheque Ledger Account™ Job™ Description Amount -
R ‘ H:H H | Nelene|
§000.01 Adv - Store 1 0001 A Printed Page 5000. 00

Comment line added

with Insert Line ]

command (Ctrl-l on 7
Windows or §81 on
Macintosh)

L~ Brochures for Store 1

2 If necessary, change the cash account for the cheque by clicking in the
Cash Acct edit box and selecting another cash account from the pop-up
list.

3 If necessary, enter or change the Cheque # and press TAB.

The cursor moves to the Paid To field.
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4 On Windows, select a vendor from the pop-up list then pressTAB, or
typeanamethen click 1 Time.

If you select a vendor who owes any outstanding payables, an alert
appears to remind you to pay outstanding payablesin Vendor
Payments.

If the 1 Time vendor is used, MultiLedger won't save the vendor name
or track payments made to that vendor. To keep track of payments by
vendor name, you must add the vendor in Vendor Setup.

OR

On Macintosh, select avendor from the pop-up list then pressTAB,
or click Cancel then enter a name manually.

If you select a vendor who owes any outstanding payables, an alert
appears to remind you to pay outstanding payablesin Vendor
Payments.

If the vendor name istyped in manually, MultiLedger won't save the
vendor name or track payments made to that vendor. To keep track of
payments by vendor name, you must add the vendor in Vendor Setup.

5 \Verify that the date for the chequeis correct.

6 Select aledger account for the cheque, enter an amount for the detail
line, then press TAB to add the detail line to the cheque.

The Ledger Account isusually an expense account in the 6000-8999
range. Entering a Job and Description are optional. As you add detail
linesto the cheque, the Cheque Total field is updated.

=
After thefirst detail line is added, the Save button is enabled.

Save

7 On Windows, if necessary, click New Line or presseNTER to begin
entering another item.

On Macintosh, if necessary, press TAB or RETURN again to begin
entering another item.

For field explanations, see “ Disbursements Journal Field Descriptions’
on page 188.

Note You can add comment lines to the transaction at any time by choosing
Insert Line from the Edit menu (Ctrl-1 on Windows or 31 on
Macintosh). For more details, see “ Adding Comment Linesto
Transactions’ on page 119.
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8 When you arefinished entering all theinformation for the cheque,
click Save.

When the cheque is saved, it isautomatically posted to the general
ledger, and the cheque number is increased by one.
Printing Disbursements Journal Cheques

MultiL edger offers you two ways to print a Disbursements Journal
cheque:

*  Check “Print on Save” in the Disbursements Journal window.
Whenever you save a cheque in the Disbursements Journal, a
standard Print dialog box will appear. Select your print options
and click OK or Print.

OR

e UsePrint on the Command Center. After closing the
Disbursements Journal window, do the following:

Click Print in the Command Center.
Select the correct period.
Click the chequesradio button.

If necessary, check Print Metafile (Windows) or Print PDF/PICT File
(Macintosh).

A W N P

For more information on using Metafiles or PICT Files, see“Using the
Print Screen” on page 90.

5 Select the chequesthat you want to print.

If no chegues are selected, then all cheques will print.
6 Click Print.
7  Select your print optionsand click OK or Print.

For more details about the Print command, see “Using the Print
Screen” on page 90.

If you need to adjust where the fields print on a cheque, see
“Customizing Print Field Positions for Y our Printer” on page 95.
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Modifying or Deleting Disbursements
Journal Documents

When the cursor isin the Cheque # field, the Modify button is enabled.
Click Modify to see alist of Disbursements Journal cheques that you
can modify or delete. If the cheque you're looking for doesn’t appear,
you may have to select another month from the pull-down menu.

Please note that the cheques that appear here also include cheques
recorded in Vendor Payments.
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Using the Vendor Payments Window

Cash Acct

Disc/Adj Acct

Cheque #

Cheque Date

Total Paid

Total Discount

Cash Balance

You can use Vendor Payments for any of the following situations:
*  You need to write a cheque for an outstanding payable.

*  You need to delete an outstanding payable dated prior to your
current open months that was entered incorrectly when your
company was set up with MultiL edger.

* You need to make an adjustment or write off an outstanding
payable.

Vendor Payments Field Descriptions
This section describes the fields on Vendor Payments.

The default cash account assigned on Interface Accountsis shown. You
can change the cash account by clicking the account number or name
and selecting a new account from the pop-up list.

Y ou can change the discount or adjustment account by clicking the
account number or name and selecting a new account from the pop-up
list. If no account is shown, click to theright of the Disc/Adj Acct label
and select an account from the pop-up list.

This account can be used to record vendor discounts or to reverse an
original payable, and istypically not the Accounts Payable account.
Once you' ve selected an account as the Disc/Adj Acct, you can change
the account, but you cannot remove it.

Enter adocument number up to eight characterslong to identify the
cheque. The last character must be a number.

After the cheque is saved, the cheque number (or last number of a
combination of characters) isincreased automatically by one.

Simply type over the highlighted day or use the +/- keys on your
keyboard to increment/decrement the date. Y ou can enter a date from
the 30 open months, provided the month isn't locked, in the form MM/
DD/YY.

Asyou apply payments, the Total Paid field shows the total for the
cheque. When you save the cheque, the Total Paid amount decreasesthe
account selected for Cash Acct.

Asyou apply discounts, the Total Discount field shows the total
discounted for the deposit. Thiswill be the total amount recorded to the
account you selected in the Disc/Adj Acct field.

This field shows the current general ledger balance for the selected Cash Acct.
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Recording Vendor Payments

When you save vendor payments as a cheque, MultiLedger decreases
the selected cash account and decreases your accounts payable account
(as assigned on Interface Accounts) by the amount of the cheque.
While an individual cheque can have only one cash account and one
discount/adjustment account, you can choose different cash accounts
and different accounts for any discounts or adjustments for separate
cheques.

1 Click Vendor Paymentsin the Command Center.

Click in the boxes to change accounts for
the cheque or adjustment

/

v Vendor Pay =0 R ==
Save
Cash Account™ ‘ 1010 Cyﬁ In Bank - Chegueing Acct | CK1889| Cheque #
Disc/Ad] Account™ ‘ 5400 “Discount on Purchase | 04/30/17 | Cheque D ate
Yendor Total Paid
Due/Disc Datel Total Discount
Choose to sort the Cheque Stub Desc 99,594 564.70 Cash Balance
“St by due date’ — Sort by Due Date - I:l I:l
name, or document Due/Disc Date Doclt Yendor Name Amt Due  Amt Paid Disc/Adjust
number 08M0/13 AP3-118  Blue Cross 50000 0.00 0.00
081313 07/24 AP3-116  Office Mart 30.00 0.00 0.00
08725113 API-ST Terry's Supply 28000. 00 0.00 0.00
08/25M13 08/05 AP3-95 Office Mart 50000. 00 0.00 0.00
A A 08/26/13 AP3-120  Bank 20.00 0.00 0.00
Listof outstanding __ _ oanams oaee AP3-119  Office Mart 50.00 200 0.00
payables 09/25M13 08/05 AP3-39 Office Mart 50000. 00 0.00 0.00
092513 AP3-88 Terry's Supply 28000. 00 0.00 0.00
03307 AP3-124 A Printed Page §75.00 0.00 0.00

For field explanations, see “Vendor Payments Field Descriptions’ on
page 194.

2 Select a cash account for the cheque.

When you open Vendor Payments, the default cash account assigned
on Interface Accounts is shown.

Y ou can change the cash account by clicking the account number or
name and selecting a new account from the pop-up list.
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3 If necessary, select an account for any discountsor adjustments.

Y ou can add or change the discount or adjustment account by clicking
the account number or name and selecting a new account from the pop-
up list (if no account is shown, click just to the right of the Disc/Ad;
Acct label). Once you’ ve selected an account asthe Disc/Adj Acct, you
can change the account, but you cannot removeit.

4 If necessary, enter or change the cheque number.

After the cheque is saved, the cheque number isincreased
automatically by one.

5 Verify that the cheque dateis correct.

6 Select the outstanding payable.

Y ou can select an outstanding payable by clicking it or by using the
Find command under the Edit menu.

Y ou can sort the outstanding payables by date, name, or document
number by clicking the appropriate Sort by drop down option

|Solt by Due Date j

When you select an outstanding payable, the vendor name, due date,
discount date, payable total, discount or adjustment (if any), and the
cheque stub description (from the original payable) automaticaly fill
in the appropriate fields above the outstanding payables list.

v Vendor Payments [f=r]fE s
‘ Save Delete Detail ‘
Caszh Account™ | 1010 Cash In Bank - Chequeing Acct | Cheque #
Disc/Ad] Account= | 5400 Discount on Purchase | 04/30/17 | Cheque Date
VYendor Total Paid
Due/Disc Dates% Total Discount
Cheque Stub Desc 99,594 55470 Cash Balance
Sort by Due Date - | |
Duef/Disc Date Doclt Yendor Hame Amt Due Amt Paid Disc/Adjust
081013 AP3-118 Blue Cross S00. 00 0.00 0. 00
08/M13/M13 07/24 AP3-118 Office Mart 50. 00 o.oo 0. oo
08/25M13 AP3-87 Terry's Supphy 28000. 00 o.oo 0. oo
08/25M13 08/05 AP3I-55 O ffice Mart S0000. 00 0.00 0.00
0826113 AP3-120 Bank 20. 00 0.00 0.00
081313 0824 AP3-118 Office Mart S0. 00 0.o00 0. 0o
09/25/13 0905 AP3-99 Qffice Mart S0000. 00 0.00 0. 00
08/25M13 AP3-88 Terry's Supphy 28000. 00 o.oo 0. oo
0. 0.

053017

AP3-124 A Printed Page g75. 00 oo oo
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Note

After entering any
discount or adjustment,
press TAB to apply the
payment and discount

If the cheque date is later than the payabl€e’ s discount date, the
following dialog appears:

Past discount date. Apply discount anyway?

Click Yesto still apply the discount to the amount due.
Click No to not apply the discount.

To apply full payment quickly without any discount or adjustment, hold
down the Control key (Ctrl) on Windows or the Command key (3€) on
Macintosh while you click the outstanding payable. The amount due
will be listed automatically as the amount paid. You thus go to step 9,
skipping steps 7 and 8.

I f necessary, edit the highlighted amount in the Amt Paid edit box to
match the actual vendor payment and press TAB.

The cursor moves to the Disc/Adjust edit box:

as5z.80 17.40

AmtPaid  Disc/Adjust

If necessary, change or enter any discount amount or adjustment and
press TAB.

[ Sort by Due Date B a3 .08 |[2.00
Due/Disc Date  Term Invoice# Customer Name Amt Due Amt Paid Disc/Adjust
1/81 116 123 Sample Custome B.88 6,68

Sample Custome 1 [0 ]
Comr | = g

1iHet 3@ 123 Somple Custome 527.88

After the payment and discount are applied, the payment is added to
the Total Paid field for the cheque, the discount is added to Total
Discount field, and the Save button is enabled.

852.60 Total Paid
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Note

Note

If you find that you’ ve made a mistake, you can correct it easily before
saving the cheque. See “Modifying or Deleting Payments Before
Saving a Cheque” on page 198.

9 After repeating steps 6-8 for each outstanding payable that you're
paying, click Save.

A chegueis created for each vendor that you’ re paying. For example, if
you selected two payables for Office Mart and three payables for Bats
Distribution and Saved, two cheques are created; one for Office Mart
for the total of their two payables and one for Bats Distribution for the
total of their three payables.

When you save the cheque, the Total Paid amount and any discounts or
adj ustments decrease the accounts you selected.

If you discover apayment error after saving the cheque, see“Modifying
or Deleting Payments Before Saving a Cheque” on page 198

Modifying or Deleting Payments Before
Saving a Cheque

If you' ve made a mistake (such as entering a payment incorrectly or
entering a payment for the wrong payable), you can quickly fix the
problem before saving the cheque:

1 Select the appropriate outstanding payable.

2 Changethe highlighted amount paid (or press DELETE Of BACKSPACE
toremoveit), then pressTAB.

3 If necessary, change the amount in the Disc/Adjust field (or press
DELETE Or BACKSPACE to removeit), and pressTAB to re-enter the
modified payment (or remove the old one) on theline.

Modifying or Deleting Payments After

Saving a Cheque

When you create a cheque in Vendor Payments, MultiL edger uses the
Dishbursements Journal to post the cheque to the general ledger. You
can use the Disbursements Journal to modify or delete the cheque that

contains the incorrect vendor payment. Vendor Payments and the
general ledger will be updated automatically to reflect the change.

To modify or remove a payment from a saved cheque:

1 Click Disbursements Journal in the Command Center, then click




Purchase Orders 199

M odify.

A list of cheques for the month selected in the pull-down menu
appears. Please note that the list of cheques also contains any cheques
created in the Disbursements Journal. Select the cheque from the
transactionslist. If the cheque you’ re looking for doesn’t appear, you
may have to select another month from the pull-down menu.

2 Madify the payment amount for a detail lineor enter 0.00in the
Amount edit box to remove a payment from the cheque.

3 PressTAB toreplacethe detail linein thelist.
4  Click Save.

Purchase Orders

The outstanding payabl e associated with the payment will again appear
in Vendor Payments.

If you delete a cheque that was made using Vendor Payments from the
Disbursements Journal, al the vendor payments that made up the
cheque will again appear in the VVendor Payments.

For more details about modifying transactions, see “Modifying or
Deleting Payments Before Saving a Cheque” on page 198.

You can enter a Purchase Order in Item Purchases. Saving an ltem
Purchase as a Purchase Order does not create an outstanding payable
and does not affect the general ledger until it is converted to an Item
Purchase. A Purchase Order can be modified, deleted, or converted to
an Item Purchase at any time.

Creating Purchase Orders

1 Click Item Purchasesin the Command Center.

# Purchase Order 2 Check the Purchase Order check box.

3 Enter the purchase order information asyou normally would enter an
Item Purchase.

Note

For detailed information on entering an Item Purchase, see “Recording
a Purchase with Item Purchases’ on page 179.

You may want to change the document number for purchase orders, so
asnot to confuse them with Item Purchases. For example, you could use
“PO [document number],” to indicate a purchase order. The document
number you enter the first time for a purchase order will automatically
be increased by one for each new purchase order you save.

4  Click Save.
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Modify

Cancel

Delete

Create

Working with Purchase Orders

You can modify, delete, or convert a purchase order to an Item
Purchase at any time.

Click Item Purchasesin the Command Center.
Check the Purchase Order check box.
Click Modify.

A list of purchase orders appears. If the purchase order you are looking
for does not appear in thelist, you may have to select a different month
from the pull-down menu.

Select the purchase order from thelist, then click OK.
Y ou have four options. Modify, Cancel, Delete, and Create.

If you click Modify, you can change any information for the purchase
order. After you modify information, click Save to save the purchase
order with changes.

If you click Cancel, you return to Item Purchases.

If you click Delete, the purchase order is deleted, and you are returned
to Item Purchases.

If you click Create, an Item Purchase is created using the information
from the purchase order, and the following happens:

e The document number assigned to the new Item Purchaseis one
greater than the last Item Purchase saved.

* Thedate for the new Item Purchase defaults to the current date.

»  The purchase order itself is deleted when you create an Item
Purchase from it.

*  You can modify anything on the new Item Purchase before saving
it.
Printing Purchase Orders
Click Print on the Command Center.
Select the period.
Select the Item Purchases/PO’sradio button.
A list of available Item Purchases and purchase orders appears.

Select the purchase order (s) you wish to print, and Print M etafile
(Windows) or Print PDF/PICT File (Macintosh), if necessary.
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5 Click Print.

Note Purchase orders use the same format as Customer Invoices. You can,
however, have a separate Metafile or PDF/PICT File for purchase
orders. For information on using Metafiles, see “Positioning Print
Fields for Windows Metafiles or Macintosh PDF or PICT Files’ on

page 98.

Viewing Purchase Orders
Click Transaction Journalsin the Command Center.
Select a month from the list box on theright.

Click the Purchase Ordersradio button.

AW N R

Select the purchase order (s) you want to view, then click View.

If the purchase order you are looking for does not appear in thelist,
you may need to select another month from the list.

Note You can select all monthsinthelist by clicking and dragging or using
the SHIFT key to select more than one month.

Special Vendor Situations

Reversing a Payable

If you want a complete audit trail, you can use the Disc/Adjust account
in Vendor Payments to reverse a payable.

You can aso delete the original Item Purchase or Payables Journal
transaction. Deleting the original payable leaves no record of the
transaction. For more information on deleting payables, see
“Modifying or Deleting Payables Journal Transactions’ on page 187 or
see “Modifying or Deleting an Item Purchase” on page 182.

Important If there is a cheque associated with the payable you want to reverse or
delete, you should delete the cheque in the Disbursements Journal
before deleting or modifying the payable.
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Reversing a Payable on the Vendor Payments Window
1 Click Vendor Paymentsin the Command Center.

2 Select the Disc/Adj account.

Usually, thisis the same expense account that was used in the original
payable, not the Accounts Payable account.

Select the outstanding payable.
4 Enter zeroin the Amt Paid edit box and press TAB.

Enter the amount of the payablein the Disc/Adjust edit box and press
TAB.

6 You could changethe cheque number to an appropriate document
number, such as“ VD [Document #],” to indicate a void payable.

7 Click Save.
Recording Vendor Credit

Recording Vendor Credit for Returned
Inventory

1 Click Item Purchasesin the Command Center.
2 Enter the credit memo infor mation.

Follow the guidelines in “ Recording a Purchase with Item Purchases’
on page 179, except for the following fields:

Item Select the returned item from the Item pop-up list.
Quantity Enter a negative quantity for the returned inventory:

Quantity
IEE

Amount The amount of the credit will show automatically as a negative amount:

Amount
—358 .88

3 PressTAB to add the credit memo to the detail list, and then click Save.

The vendor credit will appear in Vendor Payments as a credit and can
be applied as payment toward a current or future payable. The returned
inventory items will be subtracted from your inventory.
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Recording Other Vendor Credit
1 Click Payables Journal in the Command Center.
2 Enter the credit memo information.

Follow the guidelinesin “Recording a Purchase with the Payables
Journal” on page 185, except for the following fields:

Ledger Account Select the account that was used to originally record the purchase.
Amount Enter the credit as a negative amount like this:

Amount
—250 .08

3 Click Save.

The vendor credit will appear in Vendor Payments as a credit and can
be applied as payment toward a current or future payable.

Applying Vendor Credits

The credit amount is equal to the
outstanding payable amount

1 Click Vendor Paymentsin the Command Center.
2 Select the outstanding payable, and press TAB twice.

3 Select thevendor’scredit amount (with a minus(-) sign) and press TAB
twice.

The amount shown for Total Paid should be zero.
4  Changethe cheque number to an appropriate description.
5 Click Save.

Both the outstanding payable and the credit amount are removed from
Vendor Payments.
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The credit amount is larger than the
outstanding payable amount

1 Click Vendor Paymentsin the Command Center.
2  Select the outstanding payable, and press TAB twice.

3 Select thevendor’s credit amount (with a minus (-) sign), change the
amount shown in the Amt Paid edit box to the amount of the
outstanding payable with a minus (-) sign, and press TAB twice.

For example, if the outstanding payable amount is $250, you would
enter “-250" in the Amt Paid edit box for the credit memo. The amount
shown for Total Paid should be zero.

4 Changethechegue number to an appropriate description.
Click Save.

The remaining credit amount appearsin Vendor Payments to be
applied toward another outstanding payable.

The credit amount is less than the
outstanding payable amount

1 Click Vendor Paymentsin the Command Center.
2 Select thevendor’s credit amount and press TAB twice.
3 Select the outstanding payable.

If you are paying theremainder of the outstanding payable, smply
press TAB twice. The Total Paid amount should equal the outstanding
payable amount minus the credit amount.

If you are not paying theremainder of the outstanding payable,
and you just want to apply the credit amount, change the amount in
the Amt Paid edit box to match the amount of the credit amount with
no minus (-) sign. For example, if the credit amount is“-100,” you
would change the Amt Paid for the outstanding payable to “100.” The
Total Paid amount should be zero.

4 Changethechegue number to an appropriate description.
5 Click Save.

If you paid theremainder of the outstanding payable, both the
outstanding payable amount and the credit amount are removed from
Vendor Payments.

If you did not pay theremainder of the outstanding payable, the
remaining outstanding payable amount remainsin Vendor Paymentsto
be paid later.
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Chapter 9
Other Activities

This chapter discusses the following topics:
e Using the General Journal
* Reconciling bank accounts

e Using the Adjust Inventory window, including how to build or
manufacture items

e Using the import and export capabilities
e Closing the year

«  Rebuilding Company Files

e Renaming Company Files

e Find Company Files

e Renumbering Accounts
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Using the General Journal

Recurring

Reference #

Description

Date

Ledger Account

Job

Description

You can use the Genera Journal to record transactions, such as the
following:

e Depreciation or amortization adjustments
e Bank chargesor fees

e Interest earned

General Journal Field Descriptions
This section discusses the individual fields on the General Journal.

If you have General Journal entries that occur on aregular basis, you
can save them with Recurring checked. Y ou can define the frequency
for arecurring entry and have MultiLedger remind you when the
transaction should be created. For more details on working with
recurring entries, see “ Recurring Entries’ on page 124.

Enter areference number up to eight characters long to identify the
transaction. The last character must be a number.

After the transaction is saved, the reference number is automatically
increased by one.

Enter a description up to 25 characters long.

Simply type over the highlighted day or use the +/- keys on your
keyboard to increment/decrement the date. Y ou can enter a date from
any open month, provided the month isn't locked, in the form MM/DD/
YY.

Select aledger account from the pop-up list. For moreinformation, see
“Using Pop-Up Lists” on page 112.

Because you have to enter both the debit (+) and the credit (-) of a
General Journal transaction, each General Journal entry will have at
least two ledger accounts.

Select thejob for this detail linefrom the pop-up list. If the Jobs pop-up
list does not appear, no jobs have been set up, or Skip Jobs

(Ctrl-K on Windows or 3K on Macintosh) under the Edit menuis
checked.

The description you entered above is copied and highlighted
automatically.

Y ou can enter up to 25 characters of descriptive text for a particular
detail line on the transaction.
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Amount

New Line
(Windows Only)

Entry Total
(Calculated)

I mportant

Enter an amount (no dollar signs). If the amount has zero cents, you
don’t have to enter .00.

Credits should be entered with a minus sign (-) before the amount like
this: -42.50

After at least one transaction line has been added, MultiL edger
automatically calculates the necessary balancing amount and putsit in
the Amount edit box. Y ou can override the anticipated amount if more
than one transaction line needs to be added.

To enter another detail lineto the entry, click New Line or presseNTER.

This shows the total for the transaction as you add detail lines to the
transaction. The Entry Total must equal zero before you can save the
transaction.

When using the General Journal, you must enter both the debit and
credit amounts for each transaction. An unbalanced entry (when credits
plus debitsdo not equal zero) cannot be saved. After entering both sides
of an entry, the amount shown for Entry Total should be 0.00.

Recording a General Journal Transaction

1 Click General Journal in the Command Center.

Reference # must
end in a number

Debits and credits
must be equal before
you can save the
transaction

] General Journal (o] &
E [~ Recuming
Save | Hodif
Ref # Description Date
|Trf—11ﬂ | |Transfer from savings H 04130117 ‘ Entry Total 0.00
Ledger Account* Job* Description Amount

[ [ | A
1010 Cash In Bank - Chequeing Acct Transfer from savings 5000. 00
1015 Money Market Account Transfer from savings -5000. 00
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Note

Note

iR

2 If necessary, enter or change the reference number and press TAB.
The cursor moves to the Description field.
3 Enter adescription for thetransaction.

4  Continuefillingin therest of the fields with the appropriate
information.

For field explanations, see “ General Journal Field Descriptions’ on
page 206.

You can add comment lines to the transaction at any time by choosing
Insert Line (Ctrl-1 on Windows or 31 on Macintosh) from the Edit
menu. For more information on adding comment lines see “ Adding
Comment Linesto Transactions’” on page 119

5 After you'veentered aledger account and amount (Job and detail line
Description are optional), pressTAB to add thelineto the transaction.

Credits should be prefaced with a minus (-) sign.

Asyou add detail linesto the transaction, the Entry Total amount is
updated.

After selecting another ledger account for the next detail line,
MultiLedger automatically calculates the necessary balancing amount
and puts it in the Amount edit box.

6 On Windows, if necessary, click New Line or presseNTER to begin
entering another item to thisentry.

On Macintosh, if necessary, press TAB or RETURN to begin entering
another item to thisentry.

7 When you arefinished entering all the information for the document,

click Save.

After the transaction is saved, it is posted automatically to the general
ledger, and the Reference # is increased by one.

Modifying or Deleting General Journal
Documents

When the cursor is in the Reference # field, the Modify button is
enabled. Click Modify to see alist of General Journal transactions that
you can modify or delete. If the General Journal transaction you're
looking for doesn't appear, you may have to select another month from
the pull-down menu.
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Balancing Your Chequebook

Cash Acct

Note

Show Cleared Items

Sort by Ref #

Print Cleared Items

Cutoff Date

Bank Statement
Balance

-Outstanding Not
Entered

Each month when you receive a bank statement you should reconcile
or account for the difference between a cash account’s current balance
(as shown in the general ledger) and the ending bal ance shown on the
bank statement. This provides away for you to ensure that your record
of transactions matches what the bank has recorded for the same
account.

Bank Reconciliation Field Descriptions

The following section describes the fields on the Bank Reconciliation.

The default cash account assigned on Interface Accountsisinitially
shown. To change accounts, click the account shown and choose
another account from the pop-up list. The account selected will print at
the top of the Bank Reconciliation report.

If you do not have access to the Interface Accounts, you cannot change
this account in the bank reconciliation.

If Show Cleared Itemsis checked when you click Get Transactions, the
transactions list will include transactions that have aready been
finalized (in the currently open month/year) along with those that have
been cleared but not finalized and those that haven’t yet been marked as
cleared. Thisisuseful for finding a transaction that was mistakenly
marked as cleared.

If Sort by Reference #is checked when you click Get Transactions, the
unfinalized transactions will be listed from the lowest to the highest
reference number. Otherwise, the unfinalized transactions are listed
from the earliest to the most recent transaction date.

Check this option to havefinalized and unfinalized transactions print on
the report. The dates for finalized and unfinalized transactions are
determined by the Cutoff Date.

The date entered here determines the last date that will be reported. For
example, by entering the last date of a previous month and clicking Get
Transactions, al unfinalized transactions as of that date will be
reported. The Ledger Balance will also be as of the Cutoff Date.
Initially, MultiLedger enters the current date as the Cutoff Date.

Enter the amount that your bank statement shows as an ending balance
for the account.

Enter avalue here if cheques and/or deposits that were created prior to
your Current Fiscal Y ear have not yet cleared the bank. Cheques and
depositsfrom adate prior to your Current Fiscal Y ear will not appear in
the transactions list since they were not created with MultiLedger.
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-Current Outstanding
(Calculated)

=Revised Bank
Balance (Calculated)

-Ledger Balance
(Calculated)

=Difference
(Calculated)

Cleared Withdrawals

Cleared Deposits

Get Transactions

If you have outstanding cheques and/or deposits written prior to your
Current Fiscal Y ear that have not yet cleared the bank, you should total
the outstanding cheques and deposit amounts, then do one of the
following:

»  |If the chegques are more than the deposits, enter a positive total for
-Outstanding Not Entered.

» |If the deposits are more than the cheques, enter a negative amount
for -Outstanding Not Entered.

As the cheques and deposits that comprise the -Outstanding Not
Entered value clear the bank, you should reduce the valuein thisfield.
Eventually, when all cheques and deposits that were written prior to
your Current Fiscal Y ear have cleared, the -Outstanding Not Entered
field should be zero.

This calculated value shows the total of uncleared (unchecked)
transactions in the list. Since -Current Outstanding is subtracted from
the Bank Statement Balance entered, a negative value means your
uncleared deposits are more than your uncleared cheques.

Thisisyour current bank balance based on Bank Statement Balance
minus Outstanding Not Entered minus Current Outstanding.

Thisisthe general ledger balance for the account selected for Cash
Account as of the Cutoff Date.

After all transactions have been marked as cleared according to the bank
statement, this amount should be 0.00.

Thisfield keeps arunning total of all credits (cheques, withdrawals,
bank charges, etc.) for the sel ected account asyou mark them ascleared.
Thisfield is cleared when you click Finalize.

Thisfield keeps arunning total of all debits (deposits, interest earned,
etc.) for the selected account as you mark them as cleared. Thisfield is
cleared when you click Finalize.

Click thisbutton to see alist of transactions, cleared and uncleared, that
have not been finalized. If Show Cleared Itemsis checked, transactions
cleared in previously finalized bank reconciliations will also be
included in the list.

If you need to add atransaction or modify an existing transaction during
bank reconciliation, simply access the correct transaction journal
window, enter or modify the transaction, then return to Bank
Reconciliation and click Get Transactions. The new/modified
transaction appears as uncleared.
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Print If you click this button before alist of transactionsis shown, the
reconciliation report will show only current reconciliation balances. If
you click Print after alist of transactions is shown, the report will
include al uncleared transactions as well asreconciliation balances. To
include cleared transactions on the report, make sure Print Cleared
Itemsis checked.

Finalize Use Finalize only when you have compl eted the bank reconciliation for
amonth and your Differenceis 0.00. After clicking Finalize, cleared
transactions will no longer appear when you click Get Transactions
(unless you have Show Cleared Items checked).

Reconciling Your Bank Balances
Use the following steps to reconcile your bank balances.

1 Click Bank Reconciliation in the Command Center.

& Bank Reconciliation o B RS
When you click Get " [~ Show Cleared ltems
Transactions a list of o \ﬁ [~ Sort by Ref #
uncleared Finalize | _Frint [~ Print Cleared Items
transactions, as well
as cleared Date  Reft  Description Amount Cash Account™ [ 1010 Cash In Bank - Chequsing Acet
transactions that 04730117 CK1885  BTS Distribu ~56050, 00
04730117 CK1886  BTS Distribu -6000. 00
i have not been 0430117 CKIGET A Printed Pa -750.00
finalized, appears * 0430117 CK1883 . CA B
——— U307 Tri-118  Transfer fro £000. 00

53117 | Cutoff Date
904708.11 Bank Statement Balance
W -Dutstanding Not Entered
62800.00 -Cument Outstanding
841908.11 =Revised Bank Balance
841908.11 -Ledger Balance
0.00 =Difference

955.00 Cleared Withdiawals
5000.00 Cleared Deposits

2 If necessary, select the Cash Account that correspondsto the bank
Statement.

The default cash account is the one assigned on Interface Accounts.
Y ou can change accounts by clicking on the current cash account and
selecting a new account from the pop-up list.
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For more information about the Cash Account field, see “Bank
Reconciliation Field Descriptions” on page 209.

3 If necessary, edit the Cutoff Date.
The Cutoff Dateisfilled in automatically with the current date.

The Cutoff Date determines the |ast date that will be reported. For
example, by entering the last date of a previous month and clicking Get
Transactions, all outstanding chegques and deposits as of that date will
be reported. The Ledger Balance will also be as of the Cutoff Date.

The Cutoff Date must be avalid transaction date from the any open
month.

4  Enter the ending balance from your bank statement into the Bank
Satement Balancefield.

5 If desired, check Sort by Ref #.

If Sort by Ref # is checked when you click Get Transactions, the
transactions will be listed from the lowest to the highest reference
number. Otherwise, the transactions are listed from the earliest to the
most recent transaction date.

Note If Sort by Ref #is checked, numeric reference numbers are sorted first
before al pha reference numbers. For example, cheque number “5500”
would come before document number “Dep138.”

. 6 Click Get Transactions.

’ Get Transactions |

The list includes uncleared transactions, as well as cleared transactions
that have not been finalized.

7 For each transaction shown on your bank statement, find the
corresponding transaction in thelist and click it to mark it ascleared.

Disbursements or cheques are shown as negative amounts. Deposits
are shown as positive amounts.

A checkmark (\- Macintosh) or an asterisk (* - Windows) appearsto
the | eft of transactions that you have marked as cleared and the item
will change color. If you accidentally mark atransaction as cleared,
click it again to un-clear it and remove the mark.

Y ou can mark multiple lines as cleared by dragging on the appropriate
transactions.

MultiLedger keeps a running total for cheques and deposits you' ve
marked as cleared in the Cleared Withdrawals and the Cleared
Deposits fields.
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Note

Attention CheckMark Payroll Users. Employee cheques imported
from CheckMark Payroll to MultiLedger show “ PR[posting date]”
under the Ref # heading, and chegue numbers under the Description
heading. Employer cheques use the cheque number assigned in
CheckMark Payroll asthe Ref #.

8 When you arefinished checking off cleared transactions, =Difference
should be 0.00.

If =Differenceis 0.00, you have successfully reconciled your bank
balance.

If =Differenceisnot 0.00, see “Bank Reconciliation Tips’ on page 214
and “Bank Reconciliation Problems’ on page 215

9 When you'refinished reconciling the bank account, click Finalize.

If the bank reconciliation isin balance, you will get the following
message:

Finalizing Bank Reconciliation clears marked

transactions. Finalize now?
9

\: No \ Yes

If the bank reconciliation is not in balance, you will get the following
message:

-20000.00 '=Difference’. Finalizing Bank Reconciliation
clears marked transactions. Finalize now?
£

\: No | Yes

Click No to not save the bank reconciliation data.

Click Yesto save the bank reconciliation data. Once finalized, cleared
transactions no longer appear when you click Get Transactions (unless
Show Cleared Items is checked).
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Bank Reconciliation Tips

If you' re having trouble reconciling your bank statement in
MultiL edger, read the following tips. If you’re still having trouble,
read the next section, “Bank Reconciliation Problems.”

Comparethe Cleared Withdrawalstotal to your bank
statement. The amount in the Cleared Withdrawals field should
match the bank statement’s total for withdrawals. (This may be
called cheques paid, withdrawals, or something similar on your
bank statement). If they don’t match, you may have mistakenly
cleared an item that hasn’t cleared the bank or you may have
missed checking off a cleared item in Bank Reconciliation.

Comparethe Cleared Depositstotal to your bank statement.
The amount in the Cleared Deposits field should match the bank
statement’s total for deposits. (This may be called total deposits or
something similar on your bank statement). If they don’t match,
you may have mistakenly cleared an item that hasn't cleared the
bank or you may have missed checking off a cleared item in Bank
Reconciliation.

Double-check the amount entered for Bank Statement
Balance. This should be the ending balance from your bank
statement. When you open Bank Reconciliation, the amount in the
Bank Statement Balance field isthe amount that was last saved, so
it may be the ending balance from last month’s bank statement.

Make sure all miscellaneousitems, such asbank interest or
fees/char ges, have been entered in MultiL edger. You can add
missing transactions while doing the bank reconciliation. When
you are finished adding missing transactions, simply click Get
Transactions on Bank Reconciliation to add the new transactions
tothelist.
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Bank Reconciliation Problems

If you’ ve finished marking transactions as cleared and =Differenceis
not zero, you should find the problem and correct it. The rest of this
section will help you find the problem and suggest what you can do
about it.

A transaction was mistakenly marked as cleared
To un-clear atransaction, click it to remove the mark.

If you haven't finalized the bank reconciliation yet, make sure that
all transactions that have just been marked as cleared in
MultiLedger are aso shown on the bank statement.

If you' ve already finalized the bank reconciliation, check Show
Cleared Items before you click Get Transactions. The transactions
list will include transactions that have already been finalized based
on the Cutoff Date.

A transaction listed on the bank statement was not marked as
cleared in MultiL edger

Make sure that al transactions listed on the bank statement have a
corresponding transaction marked as cleared in MultiLedger. As
you mark atransaction as cleared in MultiLedger, sometimes
putting a checkmark next to the corresponding transaction on the
bank statement helps.

A transaction listed on the bank statement wasnot recorded in
MultiL edger

Look at the bank statement to see what sort of transactions might
be missing from your MultiLedger records.

« Bank charges (such as a monthly service charge) or dividends
have probably not been entered in MultiL edger yet. Record these
types of transactionsin the General Journal, then return to the
Bank Reconciliation and click Get Transactions. The new
transaction will appear in the list.

« A deposit might have been made to your cash account that
wasn't recorded in MultiLedger. You should record this deposit in
Customer Payments or the Receipts Journal, then return to the
Bank Reconciliation and click Get Transactions. The new
transaction will appear in the list.
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* A cheque might have been hand written without recording it in
MultiLedger. You should record the chequein Vendor Payments or
the Disbursements Journal, then return to the Bank Reconciliation
and click Get Transactions. The new transaction will appear in the
list.

A transaction was marked ascleared in MultiL edger, but the
amount is different than on the bank statement.

A cheque or deposit might have been entered incorrectly. You can
modify or delete the transaction. For more details, “Modifying or
Deleting a Transaction” on page 120

A prior outstanding total was not entered

You need to enter a prior outstanding total if cheques or deposits
were created before you started using MultiL edger but haven't yet
cleared the bank. The total amount for these cheques and deposits
needs to be entered in the -Outstanding Not Entered field, so you
can reconcile the bank balance.

For details about the -Outstanding Not Entered field, see “Bank
Reconciliation Field Descriptions” on page 209.

A cheque or deposit was already marked as cleared, then the
transaction amount was modified after the bank reconciliation
was finalized.

If you modify a transaction that was cleared and then finalized,
then modify the transaction amount, the transaction is
automatically uncleared. You should mark the transaction with the
modified amount as cleared on the Bank Reconciliation.

Adjust Inventory Window

Adjust Inventory provides a simple way to adjust the valuesin your
inventory account to reflect current inventory values. You can use this
window to:

Adjust inventory levels after taking a physical inventory count to
reflect what you actually have on hand.

Remove an item from inventory that didn’t involve a sale, such as
an inventory transfer from one location to another.
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Reuse

Inventory Account

Adjust Account

Ref #

Description

Date

G/L Account Balance

Total Cost of ltems

Entry Total

Adjust Qty +/-

e “Build” aninventory item from existing inventory items. Thisis
handy if you do some light manufacturing or bundling of
inventory. For more information, see “Building Inventory” on
page 220.

Adjust Inventory Field Descriptions

When you click thisinstead of Modify, you can select a previous entry
to “Reuse” without changing or deleting the original entry. For more
information, see“ Reusing Adjust Inventory Transactions’ on page 219.

The default account assigned to Inventory on Interface Accountsis
shown.

The account shown for Inventory cannot be changed here.

This account will be increased (debited) or decreased (credited) when
you save the transaction. If no account appears here or to change the
account, click just to theright of the Adjust Account label and select an
account (usually in the 5000 range) in the pop-up list that appears.

Since MultiL edger usesthe General Journa to post an Adjust Inventory
transaction to the general ledger, the same reference number systemis
used in both windows.

Enter adescription for the transaction up to 25 characterslong. The
description entered here appears in Transaction Journal reports and in
General Ledger reports.

Simply type over the highlighted day. Y ou can enter adate from the any
open month, provided the month isn’t locked, inthe form MM/DD/YY .

Thecurrent general ledger balance, asof thelast transaction date, for the
Inventory account is shown.

A calculated value based on the quantity on hand multiplied by the
average unit cost for all itemsin your inventory.

The calcul ated total based on the Adjust Qty (+ or -) multiplied by the
Unit Cost for all itemsyou are adjusting.

The quantity you want to adjust an item’ s quantity on hand by. Y ou can
enter either a positive or a hegative quantity.
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Using the Adjust Inventory Window
1 Click Adjust Inventory in the Command Center.

The inventory account is the Click Reuse to use a previous
one you selected on entry without modifying or
Interface Accounts changing the original entry.
¥ AdjustTaventory = e )
il Reuse
Save 4
Choose a cost of sales
account, usually in the TreEntory Account) PO 741.112.34 G/L Acct Balance
5000 range Adijust A t= (5000 Costof Sales 741112.34 Total Cost of Items
-1333.05 Entry Total
Ref # Description Date
[Tr119 | Adjust Inventory | [043017 |
Adjust Qty  Total Cost
Aty on Hand Unit Cost  Adjust Gty Total Cost Inventory Item
) 3009, 00 12. 5020 0.00 0.00 DBS1\Dingbats-Store 1
Current inventory 18470, 00 13,5728 0.00 0.00 DBS2Dingbats-Store 2
| h —— 1800. 00 11,9444 100.00 118444 DWS1\Dingwings-Store 1
values appear nere 16185, 00 252748 -100.00  -3527. 48 DWS2\Dingwings-Store 2
884,00 11.7778 0.00 0.00 Whizbats-Stare 1
25,00 -71. 0000 0.00 0.00 Whizbats-Store 2

2 Select an account for the adjustment.

Y ou can change the Adjust Acct by clicking the account number or
name and selecting a new account from the pop-up list. If no account is
shown, click to theright of the Adjust Acct label and select an account
from the pop-up list that appears.

If necessary, enter or change the reference number.
Typein adescription for the transaction.

Verify that the date is correct.

o o1 b~ W

Select an item you want to adjust from thelist.
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7 Enter aquantity, positive or negative, in the Adjust Qty +/— edit box,
then pressTAB.

Entering a positive quantity adds to the existing inventory and entering
anegative (-) quantity subtracts from the existing inventory.

The Total Cost edit box shows the calculation of the Adjust Qty +/—
multiplied by the Unit Cost. If you change the amount in the Total Cost
field, the Unit Cost for the item will be updated accordingly.

8 Repeat steps6 and 7 for all itemsyou want to adjust.
9 When you arefinished, click Save.

Modifying or Deleting Adjust Inventory
Transactions

You can modify or delete atransaction made in Adjust Inventory.
1 Click Adjust Inventory in the Command Center.
Click Modify.
3 Select thetransaction from thelist, then click OK.

If the transaction you are looking for does not appear, you may haveto
select another month from the pull-down menu.

To delete the transaction, click each line in the entry, enter zero in the
Adjust Qty +/— edit box, then press TAB twice. When al items have a
zero in the Adjust Qty column, click Save.

To modify the transaction, change the appropriate items, then click
Save.
Reusing Adjust Inventory Transactions

You can reuse a transaction created in Adjust Inventory without
changing the original entry.

1 Click Adjust Inventory in the Command Center.
2 Click Reuse.
3 Select thetransaction from thelist, then click OK.

If the transaction you are looking for does not appear, you may haveto
select another month from the pull-down menu.

Y ou can modify any information, then click Save.
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Building Inventory

Adjust Inventory can be used for light manufacturing or bundling of
items. The following example shows you how to use Adjust Inventory
for light manufacturing to make afictitious whizbat from existing
inventory of dingbats and dingwings. The dingbats and the dingwings
are the components and the whizbat is the finished good.

1 Makesureyou have the components of the finished good on hand and
an item name set up for the finished good.

Note Components should be purchased in the quantity they will be sold. For
example, if the dingbatsyou use to make whizbats comein 25foot rolls,
but each whizbat usesonly 4 inches of dingbat, you should purchase the
dingbat ininches.

N

Click Adjust Inventory in the Command Center.
3 Select an Adjust Acct.

Usually thisisthe inventory account.

N

Select a component in thelist.

(3]

Enter a negative quantity in the Adjust Qty +/— edit box.

Enter a negative
adjust quantity for the ——
components

Adjust Qty Total Cost
=58 =5zz.81

The Total Cost for the component will show as a hegative amount.
6 Repeat steps4 and 5for each component.

7 Highlight thefinished good item in thelist and enter a positive quantity
for thefinished good in the Adjust Qty +/— edit box.
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8 Taketheamount that appearsasa negativein the Entry Total field
and enter thisamount as a positivein the Total Cost edit box for the

finished good.
v Adjust Inventory (=] O[]
I{EII g Reuse
Save | Modify 4
Inventory Account | 1400 Inventory | 741.112.34 G/L Acct Balance
Adjust Account® | 5000 CostofSales | 741112.34 Total Cost of ltems
-1333.05 Entry Total
Ref # Description Date
Tri-118 [ Adjust Inventory |[04r0117 ]
Adjust Qty  Total Cost
Enter the total that
t- Qty on Hand Unit Cost Adjust Oty Total Cost Inventory ltem
appears asa nega Ive 3008. 00 12. 5020 0.00 0.00 DBS1\Dingbats-Store 1
for the components as 19470. 00 13. 5738 0. 00 0.00 DBS2Dingbats-Store 2
. 1200. 00 11,9444 100.00 1184, 44 DWS1\Dingwings-Store 1
a positive amount for 16185. 00 35.2749  -100.00  -2527. 49 DWS2Dingwings-Store 2
s 284. 00 M.7178 0.00 0.00 Whizbats-Store 1
the fInIShed QOOd 25.00 -71.0000 0.00 0.00 Whizbats-Store 2

Thiswill make the Entry Total zero.

For example, if it takes 5 inches of Dingbats and 5 units of Dingwings
to make 1 Whizbat, your entry would look similar to the one above.

9 Click Save.

Saving this transaction transfers the components into the finished good
and will reflect the true unit cost of the finished good based on the cost
of each of the components. To view the entry that was made, click
Transaction Journals in the Command Center, select the correct month
from the list, the click the General radio button. Highlight the
transaction, then click View.

Viewing Adjust Inventory Transactions
Click Transaction Journalsin the Command Center.
Select amonth from thelist.

Click the General radio button.
Highlight the document(s) you wish to view, then click View or Print.

A W N P
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Importing and Exporting Data

Record

Field

ASCII file
Text file

MultiLedger’s ability to import and export datais one of its most
powerful features and givesit agreat deal of flexibility to work with
other programs. You can send data back and forth between different
MultiLedger companies or even to other programs. Some ideas for
using these features include:

e Export your customers from MultiLedger to aword processor to
use its mail-merge capabilities.

» Useadatabase to create specialized invoices, and then import
them into MultiLedger to track your accounts receivable
information.

* Import your customers and vendors into MultiL edger from a
database or address book program.

» Createanew set of company files because of achangein the fiscal
year-end date. Thisway, you can export much of the datafrom the
old company and import it into the company with the new fiscal
year-end date.

The Basics of Importing and Exporting

First, here are a few key terms to remember about importing and
exporting.

The information about one vendor, customer, item or transaction. For
instance, consider these items to import:

Name Qty Price
Widget 41 4.25
Poster 13 12.00

Theitem called Widget and its associated quantity and price are one
record. Poster and its associated information are another record.

One piece of information from arecord. In the example above, name
and quantity are each onefield.

Same as atext file.

The most basic file format. A text file doesn’'t contain any information
about fonts or formats. It only contains the words and numbers that
make up your data. Thisisthekind of filethat most programs (including
MultiL edger) use when they import and export data.
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Tab-delimited file

A special kind of text file. Each field is separated by atab character, and
each record is separated by a carriage return. For example, a tab-
delimited text file, using the above example, might look like this:

Wiget<tab>41<tab>4.25 <CR> Poster<tab>13<tab>12.00<CR>

MultiLedger uses tab-delimited text files to import or export
information. Text filesareacommon fileformat that many applications
understand. “ Tab-delimited” simply means that atab character
separates each field in the text file.

Here are afew important things to remember about a tab-delimited text
file:

« Therearenotitlesfor the datain the text file.

e <tab>isjust asymbol for the TAB character on your keyboard.
(Don't usethe letters“t ab.”)

e The <CR> character isthe ENTER key (Windows) or the RETURN
key (Macintosh) on your keyboard.

« A word processing program can be used to view atext file. It
might display characterslike =» for <tab> and { for <CR>.

When dataisimported, MultiLedger opens the text file and reads the
information into your company files. When data is exported,
MultiLedger copies the selected information from your company and
savesit to atext file. The exported information can then be read by
many applicationsincluding, of course, MultiLedger. Every time you
export information, you can save it to adifferent text file. For instance,
you could export your customers to one file, your vendors to a second
file, and your items to a third file.
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Exporting from MultiLedger

1 Choose Export from the File menu.

Choose the type of
data you wish to
export from the pull-
down menu

v

Arnold Schmigt
CheckMark Software
Jamie Fischer

Jane Gleason
Keley's Supply Shop
Sylvia Holden

TSA Distribution

]

Export (E=% R
+| [ Separate City/Province/Postal Code
/ ulp 17 -
Export TXT | Export CSV|

Copy Al | | |
Field List Export List
Name Name
Code Code
Contact Contact
Address Address
City/Province/Postal Code City/Province/Postal Code
Motes Notes
Add'l Notes Add'| Notes
Phone Phone
Business Numbar Busingss Number
Fax Fax
Discount % Discount %
Terms Terms
Salesperson Salesperson
Credit Limit Credit Limit
Sales Tax1 Sales Tax1
Sales Tax2 Sales Tax2
Pricing Level Pricing Level

If necessary, make sure you have the month that contains the data you

wish to export selected in the pull-down menu.

Select the type of data that you want to export from the pull-down

menu.
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Make sure you have
the correct month
selected

If you need to have the
City, Province, &
Postal code in
separate fields for
Customers or Vendors
when exporting, make
sure this box is

Note

After selecting the appropriate option from the pull-down menu, alist
of records for the month selected in the Month menu appears on the left
and the Field List shows the fields that you can export. For example, if
you clicked the Customers option, alist of customers appears:

5

Arnokd Schmidt
CheckMark Software

L Eigch

Jang Glgason
Kelley's Supply Shop
Sylvia Holden

TSA Distribution

/

Export El@
»| [~ Separate Citp/Province/Postal Code

Export TXT Export C5¥

Copy Al | | |
Field List Export List
Name: A Name
Code Code
Contact Contact
Address Address
City/Province/Postal Code City/Province/Postal Code
Motes Notes
Add1 Notes. Add Notes
Phone Phone
Business Number Business Number
Fax Fax
Discount % Discount %
Terms Terms
Salesperson Salesperson
Credit Limt Credt Limit
Sales Tax! Sales Tax1
Sales Tax2 Sales Tax2
Pricing Level v Pricing Level

If Customers or Vendorsis selected and you want the City, Province,
and Postal Code exported in separate fields, make sure you select the
Separate City/Province/Postal Code checkbox.

4 Click Copy All to copy all the fieldsfrom the Field List to the Export
List in the same order they appear in the Field List.

Y ou can aso select afield then click Copy, or you can double-click
each field you want to export in the order you want it to appear in the

text file.

Since there are no field namesin atext file, you should carefully
determine the order you want datato appear in the text file.




226 Chapter 9 Other Activities

Asyou double-click each field inthe Field List, the field name appears
in the Export List:

Field List Export List
Matne - Matne

Code Code
Contact Contact
Address Address
CityiStatesZip CitwiStatesZip
Motes Motes

Add'| Motes Add'| Motes
Phane Phane
Reseller ID Reseller ID
Fax Fax
Dizcourt % Dizcourt %
Terms Terms
Salesperson Salesperson
Credit Limit Credit Limit
Sales Taxl Sales Taxl
Sales Tax2 Sales Tax2
Pricing Level b Pricing Level

To remove afield from the Export List, double-click it or click it once
then click Remove. Fields below the removed field will automatically
move up in the Export List.

5 Fromthelist on theleft, select the recordsthat you want to export.

If no records are highlighted, all the listed records will be exported.

To select a consecutive series of records, drag on arange of records
so that all desired selections are highlighted.

To select anon-consecutive series of records, hold down the Ctrl key
(Windows) or the Command(38) key (Macintosh) while clicking each
desired record. All desired records should be highlighted.
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6 Click Export.
A Save Asdialog appears:

Savein: |_; Construction Sample LJ r |=_°F '

&

My Recent
Documents

g

Desklop

My Documents

by Computer
“._1] File hame: !Eustomers LJ Save
. .
My Metwork, Save as bipe: ]Text Files [*.t«t] j Cancel

Places

7 A filenamebased on the category you have selected isautomatically
entered.

This can be changed if you want to rename the file.
8 Determinewhereyou want to savethefile.

If necessary, use the folder pop-up menu to change folders or disks.
9 Click Save.

Y ou have created a new tab-delimited text file that can be imported
into another program or another MultiLedger company.

Importing into MultiLedger

If you import an account, customer, vendor, or item with the exact
same name as one that already existsin your company, the original
data associated with that name will be replaced by the new information
you are importing.

If you attempt to import a transaction with the same document number
as one that already existsin your company, and Check for Duplicate
Documents is selected on Preferences under the File menu, the
transaction with the duplicate document number will not be imported.
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Important

If you attempt to import atransaction with the same document number
as onethat already existsin your company, and you do not have Check
for Duplicate Documents selected on Preferences under the File menu,
the duplicate transaction will be imported, unless it also has the same
date as the existing transaction.

If you import atransaction that has an item, customer, or vendor that
does not exist in your company, MultiLedger will ask you if you want
to add the new item, customer, or vendor to your company files. If you
don't add the new data, MultiLedger will skip that transaction. If you
do add the new data, you should go to the appropriate set up window
later to add address or payment information.

You can import invoices and payables along with their associated
customer or vendor payments, provided you use the field “ Amount
Paid” in both the Export List and the Import List. Please note that using
the “Amount Paid” field does not import the associated receipt or
disbursement transaction (you still need to import the receipt or
disbursement) but it does reduce the amount of the outstanding
receivable or payable.

If you don’'t usethe“ Amount Paid” field, imported customer or vendor
payments do not automatically apply to invoices as they would if they
had been entered through Customer or Vendor Payments. Invoices
associated with the imported customer or vendor payments will still
appear as unpaid and your Accounts Receivable or Accounts Payable
reports will be out of balance.

Repeating Fields

Many imported text files use repeating fields. For instance, atext file

containing an invoice might have the following repeating fields: item,
quantity, price, and amount. A text file containing an invoice that sold
two inventory items and a service contract might look like this:

3/30/01<tab>INV 1010<tab>Leona Helmsley Prop Mgmt. <tab>Net
30<tab>3/30/01<tab>CM S Deluxe Model
#7785<tab>10<tab>64.84<tab>648.40<tab>CMS Deluxe Model
#9975<tab>1<tab>451.25<tab>451.25<tab>CMS Service
Contract<tab>1<tab>475.00<tab>475.00 <CR>

The corresponding Import List in MultiLedger would look like this:
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Import List

+0ate
+0ocument
+Cus tomer
Terms
Ship Date
+| tem*
+tyk
+Pricet
+Amount#

On the Import window, repeating fields are indicated with an asterisk
(*). These fields should appear at the bottom of the Import List.

Required Fields

MultiLedger requires certain fields for importing, depending on the
type of data you are importing. Required fields are marked with aplus

sign (+).
To get an idea of how atext file for a transaction might look, try

exporting some sample data out of MultiLedger, and then openitupin
another application such as Microsoft Word or Excel.
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Match Name & Code

The program will search for existing names and codes when importing
Customers, Vendors, or Items.

This searches for existing records with the same name and code, same
name, or same code depending on which option you choose from the
pull-down list. If it finds an exact match, it will update the existing
record. If thereisn’t an exact match, it will add a new record.

To Import Data into MultiLedger

1 ChooseImport from the File menu.

The following window appears:

k. T =<

Jl:ustomels L] Import TXTJ Import ESVJ

|Hatch Mame & Codeﬂ

Field List Impaort List

+Mame -~ +Name ~
Code Code

Contact Contact

Address Address
City/Province/Postal Code City/Province/Postal Code
Notes Notes

Add’l Motes Add’l Notes

Fhone Phone

Business Number Business Number

Fax Fax

Discount % Discount %

Terms Terms

Salesperson Salesperson

Credit Limit Credit Limit

Sales Tax1 Sales Tax1

Sales Tax2 Sales Tax2

Pricing Level L Pricing Level L%
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2 Select thetype of data that you want to import from the pull-down
menu.

After selecting the appropriate option from the pull-down menu, the
Field List showsthe fields that you can import. For example, if you
select Customers from the pull-down menu, the following fields appear
inthe Field List:

- k- Import =N(EER

|Euslomers j | |
Copy All |Hatch MHame & Eodej

Field List Import List
+Name ~
Code

Contact

Address
City/Province/Postal Code
Notes

Add’l Notes

Phone

Business Mumber

Fax

Dizcount %

Terms

Salesperson

Credit Limit

Sales Tax1

Sales Tax2

Pricing Level W

3 Click Copy All to copy all thefieldsfrom the Field List tothe I mport
List in the same order they appear in the Field List.

You can aso select afield then click Copy, or you can double-click
each field you want to import in the order you want it to appear in the
text file.

Since there are no field names in atext file, you should carefully
determine the order that you want to import the data.

A plussign (+) before afield name indicates that it isarequired field
for importing. An asterisk next to afield name indicates a repeating
field. For moreinformation on repeating fields, see “ Repeating Fields”
on page 228.
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Field List Import List
+Mame . +Mame

Code I Address
Contact 5 City iStateliZip
Address Fhone

City State,Fip

Motes

Add'| Motes

Phore

Reseller IT

Fa

Dizcount %

Terms

Salesperson

Credit Limit

Sales Taxl

Sales Taw2

Pricing Lewvel R

Toremove afield from the Import List, double-click it or click it once,
then click Remove. Fields below the field will automatically move up
in the Import List.

4  After selecting the appropriatefieldsfor the Import List, click Import.
An Open File dialog appears:

Look, in: |_; Congtruction 5 ample j I‘j‘ ’
Locate the text file e
you want to import 19

using the dialog box My Recent
Documents

Fr ‘}
Desktop
by Documents
.il
9
by Computer

-2
My Metwork  File name: |Eustomers.txt LJ Open

Places 4
B

Files of type: | Tt Files [ bxt) LJ Cancel
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5 Select theappropriate text filetoimport and click Open.
In this example, you would select Invoices and click Open.

The Import Preview window appears:

r
: Mame Arnold Schmidt e
The Import Preview Cads mpar
window allows you to Contact Arnold
spot any problems Address 4040 Lamplight Lane Cancel
before you import City/StatedZin Fort Caling, GO 80525
Motes
Add! Motes :
Phone 970-555-3333
Reseller 1T _
Fax 970-555-35344 2
Digcount % 0.00 ek
Terms FMet 30
Salesperson b,
Credit Limit 75500 Last
Sales Tax1 CO State
Sales Taxd Ft Callins
Pricingy Level 9 Record 1 of B

Thiswindow allows you to see the Import List with the contents of the
selected text file by record. This can help you find any errors before
you actually import the data.

Y ou can use the scroll bar to see more data for the record. Y ou can also
click the appropriate button to move through the text file.

6 When you'refinished previewing the text file, click Import to read the
information into your company or click Cancel to return tothe Import
window.
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Closing the Year

Before Closing the Year

» Asaprecaution, make two backups of your company files.

Before closing the year, you should make two backup copies of
your company data files to protect your datafrom being lost. Use
the Backup Company command under the File menu. For details,
read Chapter 12, “Backing Up and Restoring Company Files.”
Restore and open each backup company to ensure that each
copy isusable.

Close Year Command

To close the year, simply choose Close Year from the File menu,
then follow the on-screen instructions. The progress bar will give you
an indication of how long this process will take.

| Updating transaction file

Once you have closed a year, there is no way to open the previous year
unless you revert to a backup.

After closing the year, asset, liability, and equity accounts (1000-3999
range) carry over to the new year. Income and Expense accounts (4000
and higher) zero out to the Retained Earnings (profit and loss) account
assigned on the Interface Accounts window.

Making Adjusting Entries to the Previous

Year

If, after closing the year, you need to make adjusting entriesto the
closed fiscal year, do the following:

1 Open oneof the backup companies and enter the transactions.

2 After all adjusting entries have been made, print a Trial Balance
report for the last month of your fiscal year.

3 Closethebackup company and open the new year company.
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4 On Account Balances, enter or adjust the balancesfrom the Trial
Balance you printed from the backup.

Y ou will need to total the income and expense accounts and either add
them to or subtract them from the Retained Earnings account.

5 After entering the new account balances, verify that the L edger
Balanceis zero, then click Save.

The new balances will carry forward and update balances and reports
for all monthsin the new year.
Renaming Company Files

You can use the Rename Files command to rename all the datafiles
associated with an open company. MultiLedger data files are named
when you create your company and can include up to 13 filesending in
adesignated MultiLedger suffix, such as.ml0, .ml1, .mld, etc.

1 Choose Rename Files from the File menu.

2 Typein the new namefor your company files, then click OK or click
Cancel to not rename the company files.

Use a short name, such as CMS, instead of alonger name, asit will be
easier to find in adialog or window.

Note This does not rename the company folder that contains the data files—
only the data file names. Also, renaming doesn’t affect the company
name that prints on reports.

Important You should never renameyour files using any other method, asyou may
be unable to access the files.
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Using the Rebuild Files Command

MultiLedger has a built-in command for rebuilding company datafiles.
We recommend that you use this command if you have deleted a large
number of customers, vendors, items, or transactions, since doing so
compactsthe files.

Under some circumstances, the Rebuild Files command can repair
other problems with your company files. If you are experiencing a
problem with your company files, please contact technical support to
ask if the Rebuild Files command can help correct the problem. To see
how to contact technical support, see “How to reach us’ on page 3.

To rebuild your company files, do the following:

1 If youdon't have a current backup of your company files, you should
make one now.

For more information on backing up, read Chapter 12, “Backing Up &
Restoring.”

2 Inyour MultiLedger company files, choose Rebuild Filesfrom theFile
menu.

An alert appearsto remind you to make a backup of your files.
3 Click Yesto perform therebuild.

The progress bar will give you an indication of how long this process
will take.

| Rebuilding transaction file
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Finding Company Files

Note

MultiLedger includes a command to search your local drives, aswell as
any network drives, for sets of company files. The results window displays
the physical location of all found company files, and you can open any
company directly from the results window.

To use the Find feature, choose Find Company from the File menu. When
the search is complete, the results window appears. To see what periods
are open in acompany, click the path for that company in the results
window and you can see the open periods in the upper left corner of the
Find Files window. To open a found company, choose the path in the
results window and click Open.

If Find Company is dimmed, a company is aready open. Choose Close
Company from the File menu firgt, then try again. The Find Company
command can take some time to complete, depending on the number and
size of the drives being searched.

Renumbering Accounts

The Renumber Accounts featureisinvaluableif you need to transfer
account balances, including dl activity for the account, to another account,
with the option to del ete the old account. To use the Renumber Accounts, do
the following:

Choose Renumber Accounts from the File menu.

Highlight the account you want to transfer activity from in thelist on the
eft.

The account number and name appear in the ‘ Change To:’ edit boxes on the
right.

Typein the number of the account you want to transfer the activity to, then
pressTAB.

If the account number is one that already existsin the chart of accounts, the
name of that account number will automatically be entered into the edit box,
and you can skip to step 5. If it is anew account that does not exist in the
chart of accounts, go to step 4.

Typein the name of the new account you want to transfer the activity to.

If you want to delete the old account you aretransferring account activity
from, check the Delete box.

Click Save.

When you click Save, al activity istransferred to the designated account. If
you checked the Del ete box, the old account is removed from the Chart of
Accounts.

Repeat steps 2-6 to transfer activity for other accounts, if necessary.
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Chapter 10
Customer, Vendor & Item Reports

This chapter explains how to use MultiLedger’s report windows, as
well asthe various customer, vendor, and item reports and information
you can get from MultiLedger.
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Using the Report Windows

MultiLedger offers a variety of reporting options. Most reports can be
viewed on screen, printed, or saved as atext file to be opened in
another application (such as aword processor). You can aso print
several different reports with one command on the Print Multiple ...
under the reports drop down menu. Individual reports are discussed in
detail later in this manual.

If you save areport as atext file (tab-delimited), you can open it from
within aword processor to further customize the format and font
characteristics of the report.

Using the Find Command with Reports

Most report windows allow you to use the Find (Ctrl-F on Windows or
3 F on Macintosh) and Find Again (Ctrl-G on Windows or 3G on
Macintosh) commands (under the Edit menu) to find specific
charactersin areport on screen. You can also use these commands to
select customer names, vendor names, and items for a report.

You can search for anything that can be entered from your keyboard,
such as account numbers, cheque numbers, names, amounts, and other
parts of alist or report.

1 Choose Find from the Edit menu.

Or press Ctrl-F on Windows or 3F on Macintosh. The Find dialog box
appears:

Find | Cancel )

If the Find command has already been used since starting MultiL edger,
the edit box will show the last characters entered.

2 Enter thecharactersthat you want to search for.

Let’s say that you're looking for the name “Kelley Hair & Net.” You
could enter “kell”:

kel 1|

( Find ) (Cancel)
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Notice that you don’t have to enter al of the name that you're looking
for. You can enter just enough to distinguish the name from another
name.

Y ou don't have to enter upper case letters such as“K” because the
search does not distinguish between upper case (“K”) and lower case
(“k") characters.

3 Click Find.

Or pressENTER (Windows) or RETURN (Macintosh). MultiL edger starts
at the beginning of the list and looks for the first occurrence of the
characters “kell”. When the characters are found, MultiL edger scrolls
the list and selects (highlights) the first occurrence of the characters
“kell”:

Customers
Arnold Schmidt
Jamie Fischer
Jane Gleason

Kelley Hair & Met
Sylwia Holden
TSA Distribution

If you were searching for the line containing “kell” on areport, such as
an accounts receivable report, the first line that contains “kell” would

be highlighted:

Customer Invaoice Date Due Date Amount
Arnold Schmidt | hv3-84 B3/16/85 8415785 7,589.600
Jamie Fischer I nw3-87 B4/16/85 8416785 2,817.58
TSA Distribution 1w 3-586 a4/@1,/85 85/81 /85 18,375.08
Jamie Fischer 1 pee3-91 65/16,/85 85/16,/85 2,817.58
Kelley Hair & Het 84/16/85

Arnold Schmidt I 3-88 84/16/85 B5/16/85 7,580,088
TSA Distribution I rw 3-89 85.-':81.-':85 85.-':31.-':85 18,375,068

If the name you are looking for is not selected as the first occurrence,
select Find Again (Ctrl-G on Windows or 3G on Macintosh) from the
Edit menu. Y ou can continue to select Find Again from the Edit menu
until the name you arelooking for is selected or until there are no more
matching selections.

If the characters you entered aren’t found, no lineis selected. Choose
Find and enter a different name to search for.
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Making Selections in a Reports List

Most report windows allow you to select a consecutive series of
accounts, names, or periods from alist box for areport:

Chart of Accounts
1818 Cash

You can select a
consecutive series
by clicking and
dragglng- Frepaid Expenses
Transfer acct
| Frvern tory
Furniture & Equipment

Many reports also allow non-consecutive selections:

You can also selecta  Chart of Accounts
non-consecutive series Cash |n Bank — Checking Acct O
. Morney Market Account
by holding down the Ctrl

key (Windows), the ??

key (Mac OS X) or SHIFT
key (Mac 0S 9)Whl|e 1288 Frepaid Expenses
Transfer acct

clicking each item |[EEE | hven tary
Furtiture & Equipment

1828 Coash in Bank — Payroll Acct
18328 Cash FRegister Drower
1848 Fetty Cash

Accounts Receivable

If no names are highlighted in alist, al the names will be reported.
Selecting a consecutive series on Windows or Macintosh

e Dragonarange of lines so that all desired selections are
highlighted.

or

e Click thefirst desired line so that it's highlighted. Then, while
holding down the sHIFT key, click thelast line desired. All desired
selections should be highlighted.

Selecting a non-consecutive series on Windows
Click thefirst desired line so that it’s highlighted. Then, while holding
down the Ctrl key, click the next desired line.

Whenever you can select a non-consecutive series, you can also select
a consecutive series by dragging through all desired linesin the list
box.

Selecting a non-consecutive series on Macintosh

Click thefirst desired line so that it’s highlighted. Then, while holding
downthe 3 key, click the next desired line.
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Whenever you can select a non-consecutive series, you can also select
a consecutive series by dragging through all desired linesin thelist
box.

Printing Multiple Reports

E Trial Balance
E General Ledger Listing
E Balance Sheet

E Income Statement

# Accounts Receivable

E Accounts Payable

You can print more than one report with just one Print command by
using the Print Multiple window under the Reports menu.

Choose Print Multiple from the Reports menu.

The following window appears:

Print Multiple Reports E@

) Period
Report Selection 0143116

v Trial Balance 02728018
. 033118
[ General Ledger Listing 04730015
~ 05/3116
08/30M8
v
~ ov/31M8
—
-

Accounts Heceivable 0831516
Accounts Pavable 0S/30ME
10431186
11430186
1203118
013117
0252817
033117
030N 7
0S/31M7
08/30M 7
O7/31M7

The following types of financial reports can be printed with asingle
Print command:

Prints the selected month’ s trial balance.
Prints a general ledger listing for the selected month.
Prints a balance sheet for the sel ected month.

Prints a period and year-to-date income statement for the selected
month.

Prints the selected month'’ s accounts receivabl e report, sorted by Due
Date. (Not available for Macintosh)

Prints the selected month’s accounts payabl e report, sorted by Due Date. (Not
available for Macintosh)
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1 Click the appropriate checkboxesto select or deselect reportsfor
printing.

For details, see the previous descriptions of the types of reports
available.

Any combination of reports can be printed.
2 Select theperiod for thereports.
3 Click Print.

A standard Print dialog box appears. Select the print options that you
want, and click OK or Print.

Reporting Options
Most reports can be viewed, printed, or saved as atext or .xlIsfile.
If you click View, the report appears on your screen.

Y ou can use the Find command under the Edit menu to find a specific
linein the report (for details, see “Using the Find Command with
Reports’ on page 240).

If you click Print, astandard Print dialog box appears. Select the print
options that you want, and click OK or Print.

If you click Text File, asave as dialog appears. If necessary, change
the name of thetext file, choose where you want to save it, then click
Save.

If you click .XLS, asave asdialog appears. If necessary, change the
name of the .xIs file and choose where you want to save it. Then click
Save. If you choose to open the xIsfile in Microsoft Excel, it is
recommended you use the import feature in Excel vs opening thefile
directly for better formatting options.
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Customer Reports

Select the type of
report you want from

the pull-down menu. ~——___

The available options
change, depending

on the report type /

you select

Accounts Receivable

Accounts Receivable-
Aged

| Show Contact Info

Click Customer Reportsin the Command Center.

SE

105 Consumers Dr.-Whiby-Joint Vent. A
1DE7TE56 ONT, LI/ Bella Horizonts
1070776 Inc.

1071 Yonge Sireet Ltd

1075202 Oniario Inc.

1082258 Ontario Limtad

1093080 Ontario Limied

111 Peter Strest

1124277 Ontario Limted

1152474 Ontario Limted

1173326 Ontario Limitad

1177805 Ont, Inc

1177805 Onf. Lid

1151373 Oniario Inc.

1213362 Ontario Limitad

1232542 Ontario Limisd

1255504 Onfario e,

1301584 Oniario Limted

1303035 Ontario Lid

1303035 Ontario Lid

1308866 Onkario Lid

135 Glen Park clo Stering Karamar W

¥
‘ —
=

Customer Reports

=

Text File

X
2
Brint

— :
|Ac|:oml: Receivable

Soit by Due Date ¥

Cutolf Date | 26/04117

Types of Customer Reports

MultiLedger has many different customer reports options. Each report
is described in detail below.

Accounts Receivable Reports

Shows all outstanding invoices and finance charges as of the Cutoff
Date entered. Y ou can sort this report by due date, customer name, or
document number by making the appropriate sel ection from the pop-up
menu.

Shows outstanding receivables (including any finance charges) interms
of how long they have been outstanding as of the Cutoff Date entered.
Aging periods can be modified. Y ou can sort this report by due date,
name, or document number by making the appropriate selection from
the pop-up menu.

Y ou can see the Statement Description field, the customer’ s phone
number, contact name, and sal esperson on this report by checking this
option.
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Accounts Receivable-
Summary Aged

Note

Transaction Detail

Transaction Summary

Invoice Item Detail

Customer Information

Mailing Labels

Customer Statements-
Open Invoices

Customer Statements-
Activity Based

Shows the total amount owed (including any finance charges) by each
customer in terms of how long the receivabl e has been outstanding as of
the Cutoff Date entered. Aging periods can be modified.

If you select the Accounts Receivable, Aged Accounts Receivable, or
Summary Aged Accounts Receivable report for al of your customers,
MultiLedger will show your accounts receivable detail balance and the
general ledger balance for the Accounts Receivable account that is
selected on the Interface Accountswindow as of the Cutoff Date. These
balances appear at the end of the report.

Customer History Reports

Showsalist of sales and paymentsfor any open month. Y ou can select
one month or arange of monthsfor this report. Payments made against
invoices using the Customer Payments window show the deposit
number along with the invoice number that was paid.

Shows a summary of the total sales and total receipts for each selected
customer for the selected month or range of months.

Shows allist of items bought by a customer. This report shows the
customer name, the date, invoice number, the item name, the quantity
purchased, and the amount. Y ou can select one month or arange of
months for this report.

Customer Information and Mailing Labels

Shows the customer name, address information, phone, fax, email
address, website, Business I D, ship to addresses, and any notes set up
for the customer.

For printing customer mailing labels. Mailing label dimensions are
defined on the Preferences window under the File menu.

Customer Statements

Shows all of the outstanding invoices and finance charges that a
customer owes in chronological order as of the Cutoff Date entered.
Initially, the Cutoff Date is the current date. Any partial payments
applied to invoices are a so shown.

Shows all of the outstanding invoices and finance charges that a
customer owes, with arunning balance for all outstanding amounts.
Payments from the 30 days prior to the Cutoff Date are also shown.
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Print metafile
(Windows) or Print
PDF/PICT File
(Macintosh)

Note

Zero-Balance
Statements

1

Options for Customer Statements

If this option is checked, an Open File dialog box appears after clicking
Print or OK in aPrint dialog box for customer statements. This alows
you to select the Metafile or PDF/PICT File for printing.

Use the Format command under the File menu to position where the
customer statement information prints on a page (for details, see
“Customizing Print Field Positions for Y our Printer” on page 95).

If aMetafile (Windows) or aPDF/PICT File (Macintosh) isbeing used
for the customer statement graphics, check the Print Metafile or Print
PDF/PICT File option. To adjust where the various fields print on
customer statements, use the Format command under the File menu. For
more details, see “Positioning Print Fields for Windows Metafiles or
Macintosh PDF or PICT Files’ on page 98

(Activity Based statements only) If this option is checked, Activity
Based Customer Statementsthat show activity in the 30 days preceding
the Cutoff Date but have zero balances due are printed.

Working with Accounts Receivable
Reports

Select the customer or customersfor thereport.

If necessary, scroll the list box to find the name of the customer you
want. Y ou can also use the Find command under the Edit menu to
select a customer from along list (for details, see “Using the Find
Command with Reports’ on page 240).

Y ou can select a consecutive or non-consecutive series of customers
from the list (see “Making Selectionsin a Reports List” on page 242).

If no customer names are highlighted, all customers will be reported.

If you have set up codes for your customers and would like those codes
to appear on reports, check the Show Code Field on Reports option on
the Preferences window under the File menu.

2 Select areport type from the pop-up menu.

For details, see the previous descriptions of the types of accounts
receivable reports available.
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Cutoff Date

3 Changethe Cutoff Dateif necessary.

a7 /28 /85

4

When you open the Customers window, the Cutoff Dateis
automatically filled in with the current date:

The Cutoff Date determines the |ast date that will be reported for
Accounts Receivable, Aged Accounts Receivable, and Summary Aged
Accounts Receivable reports. By changing this date, you can create a
report that shows what invoices were outstanding up until an earlier
date. For example, if you want areport that shows outstanding
receivables at the end of last month, change the Cutoff Date to the last
day of that month.

Aging Periods

If you are creating an aged accountsreceivablereport (Aged or
Summary Aged), do the following. Otherwise, skip this step.

To help you identify possible bad debts, you can specify how
MultiLedger will age your receivables by editing the following
numbers of days:

If necessary, change AgingiRericds

the number of days in E_| R
these edit boxes 3 _E02H0/05

58 | 06/10/05

Double-click an edit box, change the number, and press TAB to see the
date change. (If you don’t press TAB after changing an aging period,
the aging date will not change. However, the report will reflect the
change in the number of days.)

If you do not have zero as your first aging period, there will be no
“Current” column on the report.

The aging reports show invoices as past due beginning one day after
the due date. This due date is determined by the invoice date plus the
number entered for Daystil Due for that particular term as set up on
the Customer Terms window under the Setup menu. For details about
terms, see “ Customer Terms’ on page 50

5 Click View, Print, or Text File.
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Accounts Receivable report example:

The Due Dates are
based on Customer
Terms you set up

v Accounts Receivable 04/30/17 = el

Retzil Sample Co. —Corp
Bocounts Receiwvable
04,30,17

Customer ITnwvoice Date Due Date Amount
Eelley's Supply Shop Inwv—-231 08/25/13 08/725713 10,000.00
Ernold Schmidt Inwv—2ZZ9 o8/ 1e/13 03,/,15/713 57.10
CheckMark Socftware Inv—232 08/25/71€ 08725718 350.00
Jane EZleason Tnw—Z34 Oz, 28,17 02/,30/,17 750.00
Arnold Schmidt FC-7 04/30/17 04730717 [ =11
Helley's Supply Shop FC-6& 04/30/17 04/30717 150.00
Arnold Schmidt Inv—233 04,2917 0S/7Z29717 185.50
11,453 .4&

1100 ABcoccounts Receivable — 11,34Z_&0

Finance Charges I_ 150.8&

The report total and the total for the Accounts Receivable Report total
Accounts Receivable account plus account plus Finance
any Finance Charges should agree Charges
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Accounts Receivable-Aged report example:

Each invoice is
categorized based on how
many days it is past due

v Aged Accounts Receivable 04/30/17 = B =R ===

Betail Sample Co. —Corp
Aged Accounts Receiwvable
04,200,117 | |

Customer Invoice Cue Current 1-20 21-s0 al+
Eelley's Supply Shop Inw—Z31 OB8/Z5 10,000._.00
Arnold Schmidt Inv—Z23 03,15 57.10
CheckMark Software Inwv—2Z3Z OB8/Z5 250.00
Jane Fleason Inv—234 0330 750_00
Ernold Schmidt FC-7 04,30 o.8e
Eelley's Supply Shop FC—& 04,30 150.00
Arnold Schmidt Inv—233 oOs5/29 185.50

Aging Sumrmary

Current 338.38
1-20 o0.00
21—s0 T50.00
el+ 10,407 .10

1100 Bcoccounts Receiwvable N . -
Fimance Charges ‘ I 150.8¢&

The report total and the total for the Accounts Receivable Report total
Accounts Receivable account plus account plus Finance
any Finance Charges should agree Charges
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Accounts Receivable-Summary Aged report example:

Outstanding amounts for each customer are
shown based on the defined aging periods

= Accounts Receivable Summary 04/30/17 ==
Retzil Sample Co. —Corp
Accounts Receivable Summary
O4,30,17 l
Customer Current 1-30 31-s0 a1+ Total
Arnold Schmidc 186 _36 a_0o0 a_0o0 57_.10 Z43 48
CheckMark Software Q.00 o0.00 .00 250.00 250.00
Jane Gleascn o_oo 0.0 75000 o.oo 75000
Kelley's Supply Shop 1so0_00 o.oo 0.00 10000.00 10,150_00
Aging Summ=ary

Current 22e.36

1-30 o_oo

31—-80 750 _00

s1+ 10,407.10

11,493 _as

1100 Aocounts Receivakle 11,342 .80

Finance Charges ’_; 1s0.8%

Report total

The report total and the total for the
Accounts Receivable account plus
any Finance Charges should agree

Note

1

Accounts Receivable
account plus Finance
Charges

Finance charges listed on the report can cause the balances to disagree
because finance charges are included in the report total, but not in the
G/L accountsreceivable balance. Thetotal for finance chargesis shown
below the accounts receivable balance. The finance charges total plus
the accounts receivable balance should equal the report total.

Working with Customer History Reports

Select the customer or customers.

If necessary, scroll the list box to find the name of the customer you
want. Y ou can also use the Find command under the Edit menu to
select a customer from along list (for details, see “Using the Find
Command with Reports’ on page 240).

Y ou can select a consecutive or non-consecutive series of customers
from the list (see “Making Selectionsin a Reports List” on page 242).

If no customer names are highlighted, all customers will be reported.

If you have set up codes for your customers and would like those codes
to appear on reports, check the Show Code Field on Reports option on
the Preferences window under the File menu.
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2 Select Transaction Detail, Transaction Summary, or Invoice ltem
Detail.

For details, see the previous descriptions of the types of customer
history reports available.

3 Select amonth or range of months.
4  Click View, Print, or Text File.

Transaction Detail report example:

kY Transaction Detail 01/01/16 to 07/31/17 = =R

Retail Sample Co. -Corp
Iransaction Detail
01/01/716 to 07/31/717

Customer Date Type Doc § Sale Receipt
Arnold Schmidt
04/01/1e Deposit Dep-1Z1....Inv-ZI9 57.10
04725717 Sale Inv-233 185.50
185.50 57.10
CheckMark Software
08/25/18 Sale Inv-232 350.00
10/01/1e Deposit Dep-1ZZ....Inv-Z3Z 350.00
Total sales and totad 3s0.00 350.00
receipts for the = sane clesson
02728717 Sale Inv-234 750.00
selected month(s) are
shown for each Kelley's Supply Shop
04/0171e Deposit Dep-1Z1....Inv-Z31 10,000.00
customer
1,285.50 10,407.10
Total sales and receipts for all customers
are shown at the bottom of the report.
Transaction Summary report example:
= Transaction Summary 05/01/16 to 07/31/17 || (3]
Reveil Semple Go. —Gorp
Tiinsacrion Summery
0eroisie s 07ra1r13
Vendoxr Payables Disbursements
l1st Bank o.00 o.00
A Printed Page 2,475.00 5,780.00
SreTiavit it
5T5 Disrribation Supely 2,050 00
Bank
iue Cross
Siue Ceoma-ce
i Depe of Taber
Ch Deme o Aevenue
CO Dept of Labor o_.00
CO Dept of Revenue o.00
CheckMark Scoftware o.00
Citwv Dept of Rew o.00

Total sales and
receipts are shown as one-line summaries
per customer for the selected month(s)
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Invoice Item Detail report example:

) Item History 01/01/16 to 07/31/17 ===
Retzil Sample Co. -Corp
Item History
01501716 to 07731517
Date Doc £ Item Quantity Amount
. Arnold Schmidt
Item name, quantlty, 04/28/17 Inv-233 DBSl\Dingbats-Store 1 s_00 175_00
Sub Total: 5.00 175.00
and purchase
CheckMark Software
amount are ShOWﬂ 08/25/16 Inv-232 DBS1\Dingbats—Store 1 5.00 175.00
H H 08725716 Inv-232 DBSZ\Dingbats—-Store 2 5_00 175.00
by InVOICe for the Sub Total: 10.00 350.00
selected customers
Jane Gleascn
02/28/17 Inv-234 Hourly Consultations 5.00 750.00
Sub Total: 5.00 750.00
Grand total: 20_00 1,275.00

Working with the Customer Information
Report
1 Select the customer or customers.

If necessary, scroll the list box to find the name of the customer you
want. Y ou can also use the Find command under the Edit menu to
select a customer from along list (for details, see “Using the Find
Command with Reports’ on page 240).

Y ou can select a consecutive or non-consecutive series of customers
from the list (see “Making Selectionsin a Reports List” on page 242).

If no customer names are highlighted, all customers will be reported.

If you have set up codes for your customers and would like those codes
to appear on reports, check the Show Code Field on Reports option on
the Preferences window under the File menu.

2 Select Customer Information.

For details, see the previous description of the Customer Information
report.

3 Click View, Print, or Text File.
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Customer Information report example:

kY Customer Information 01/01/16 to 07/31/17 =X (EE =

- . Retail Sample Co. -Corp A
This information Customer Information
comes from the 01/01/1% to 07/31/17

Customer Setup
window

RErnold Schmidt §70-555-3332
Lrnold 970-555-3344

.. . 4040 Lamplight Lane
This information Fort Collins, CO 80525

comes from Ship To
addresses set up on
the Customer
Invoices window

Ernold's Znd Rddress
111 Pig lane

CheckMark Software §70-225-0387
Fristi 970-225-0811

724 Whaler's Way, Bldg H

Fort Collins, CO 80525

kristi@checkmark.com wwW . checkmark . com

e

"

Working with Customer Statements

1 Select the customer or customers.

If necessary, scroll the list box to find the name of the customer you
want. Y ou can also use the Find command under the Edit menu to
select a customer from along list (for details, see “Using the Find
Command with Reports’ on page 240).

Y ou can select a consecutive or non-consecutive series of customers
from the list (see “Making Selectionsin a Reports List” on page 242).

If no customer names are highlighted, statementsfor all customers will
be reported.

If you have set up codesfor your customers and would like those codes
to appear on reports, check the Show Code Field on Reports option on
the Preferences window under the File menu.

2 Select either Customer Satements-Open Invoices or Customer
Satements-Activity Based.

For details, see the previous descriptions of the Customer Statements.

3 Click View, Print, or Text File.
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All outstanding
invoices prior to the
Cutoff Date are
shown, as well as
any partial payments
to invoices

Customer Statement-Open Invoices example:

¥ Statements-Invoice 04/30/17

Retail Sample Co. -Corp
Statements-Invoice

04/30/17

Date Daoc Charge
Arnold Schmidt

04/258/17 Inv-233 RO 123 185.50

04/30/17 EC-T Finance Charges 0.8¢g
Jane Gleason

02/28/17 Inv-234 Jane Gleason 750.00
Kelley's Supply Shop

04/30/17 FC-g Finance Charges 150.00

Payment

0.00
0.00

(oo e

Balance

185.5
0.
186,

750.

130,
1a0.
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All outstanding
invoices and finance
charges are shown,
with a running balance
for all outstanding
amounts. Payments
from the 30 days prior
to the Cutoff Date are
also shown.

If the customer has had
activity in the 30 days
preceding the Cutoff
Date but has a zero
balance due, no
statement will print
unless the Zero-
Balance Statements
option is checked.

Customer Statement-Activity Based example:

¥ Statements-Activity 04/30/17

Retail Sample Co. -Corp
Statements-Activity

04/30/17

Date Doc Charge
Lrnpld Schmide

04/25/17 Imv-233 RO 123 185.50

04/30/17 FC-T Finance Charges 0.88
Jzne Gleason

02/28/17 Inv-234  Jane Gleason 750.00
Kelley's Supply Shop

04/30/17 FC-¢ Finance Charges 150.00

ook

Payment Balance
185.50
186.38
186.38

750.00
750.00

150.00
150.00
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Vendor Reports

Select the type of
report you want from
the pull-down menu.

The available options
change, depending
on the report type
you select

Accounts Payable

Accounts Payable-
Aged

Accounts Payable-
Summary Aged

Click Vendor Reportsin the Command Center.

=5

1st Bank A

Y Vendor Reports
A Printed Page
AIC Advertising

T
SC[@
View | Print |TextFile

BTS Distribution Supply

T
Accounts Payable - Bank
Blue Cross
/ Sort by Due Date ~

Blue Cross-CP
Cutoff Date |04/27117

XLS File

CA Dept of Labor
CA Dept of Revenue
CO Dept of Labor
CO Dept of Revenue
CheckMark Software
City Dept of Rev

City of Denver

Credit Card Company
EDD

EDD-ETT

EDD-S0I

ElPaso Steak House
Financial Group
Financial Group - 5
RS

Labor Union v

Types of Vendor Reports

MultiLedger has many different vendor reports options. Each report is
described in detail below.

Accounts Payable Reports

Shows all outstanding payables as of the Cutoff Date entered. Y ou can
sort this report by due date, vendor name, or document number by
making the appropriate selection from the pop-up menu.

Shows outstanding payables by invoice in terms of how long they have
been outstanding as of the Cutoff Date entered. Aging periods can be
maodified. Y ou can sort this report by due date, name, or document
number by making the appropriate selection from the pop-up menu.

Shows the total amount owed to each vendor in terms of how long the
payable has been outstanding as of the Cutoff Date entered. Aging
periods can be modified.
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Note

Transaction Detail

Transaction Summary

Item Purchase Detail

Vendor Information

Mailing Labels

If you select the Accounts Payable, Aged Accounts Payable, or
Summary Aged Accounts Payable report for all of your vendors,
MultiLedger will show your accounts payable detail balance and the
general ledger balance for the A ccounts Payable account that i s selected
ontheInterface A ccountswindow asof the Cutoff Date. These balances
appear at the end of the report.

Vendor History Reports

Shows alist of payables and paymentsin the 30 open months. Y ou can
select one month or arange of months for this report. Payments made
against invoices using the Vendor Payments window show the cheque
number along with the document number that was paid.

Shows alist of the total payables and total disbursements for each
selected vendor for the selected month or range of months.

Shows alist of items bought from avendor. This report shows the
vendor name, the date, document number, the item name, the quantity
purchased, and the amount. Y ou can select one month or arange of
months for this report.

Vendor Information and Mailing Labels

Shows the vendor name, address information, phone, fax, email
address, website, Business ID, and any notes set up for the vendor.

For printing vendor mailing labels. Mailing label dimensions are
defined on Preferences under the File menu.

Working with Accounts Payable Reports

1 Select the vendor or vendors.

If necessary, scroll the list box to find the name of the vendor you
want. Y ou can also use the Find command under the Edit menu to
select a specific vendor name from list (for details, see“Using the Find
Command with Reports’ on page 240).

Y ou can select a consecutive or non-consecutive series of vendors
from the list (see “Making Selectionsin a Reports List” on page 242).

If no vendor names are selected (highlighted), all vendors will be
reported.

If you have set up codes for your vendors and would like those codes
to appear on reports, check the Show Code Field on Reports option on
Preferences under the File menu.

2 Select Accounts Payable, Accounts Payable-Aged or Accounts Payable-
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Summary Aged from the pull-down menu.

For details, see the previous descriptions of the types of accounts
payable reports available.

3 Changethe Cutoff Dateif necessary.

R =l When you open the Vendors window, the Cutoff Date is automatically
filled in with the current date.

The Cutoff Date determines the last date that will be reported. By
changing this date, you can create a report that shows what invoices
were outstanding up until an earlier date. For example, if you want a
report that shows outstanding payables at the end of last month, change
the Cutoff Date to the last day of that month.

Aging Periods

4 If you are creating an aged accounts payable report (Aged or
Summary Aged), do the following. Otherwise, skip this step.

Y ou can specify how MultiLedger will age your payables by editing
the following numbers of days:

If necessary, change Agingikeriods

the number of days in E_| S
these edit boxes 3 _E0ZH0/05

68 06/10/05

Double-click an edit box, change the number of days, and press TAB to
see the date change. (If you don’t press TAB after changing an aging
period, the aging date will not change. However, the report will reflect
the change in the number of days.)

If you do not have zero as your first aging period, there will be no
“Current” column on the report.

5 Click View, Print, or Text File.
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Accounts Payabl e report example:

& Accounts Payable 05/02/17
Retail Sample Co. -Corp
Eccounts Payable
05/02/17
Vendor Invoice Date Due Date Amount
Blue Cross AP3-118 08/10/13 08/10/13 500.00
Office Mart AP3-11% 07/14/13 08/13/13 50.00
Terry's Supply Store AP3-37 07/26/13 0B/25/1%3 28,000.00
Office Mart AP3-9% 07/2&/13 0B/2Z5/13 50,000.00
Bank RP3-120 08/26/13 0B/26/13 20.00
Office Mart AP3-119 08/14/13 05/13/13 50.00
Office Mart AP3-33 02/26/13 05/25/13 50,000.00
Terry's Supply Store AP3-32 02/26/13 09/25/13 28,000.00
R Printed Page RP3-125 04/30/17 05/30/17 750.00
2 Printed Page AP3-124 04/30/17 05730717 375.00
158,345.00=
2100 Aecounts Payzble —— 152,345.00
The report total and the total for the Report total

Accounts Payable account should agree
Accounts Payable-Aged report example
Each invoice is

categorized based on how
many days it is past due

\
k) Aged Accounts Payable 05/02/17
Retail Sample Co. —Corp
Bged Accounts Payable
05/02/17 |
Vendor Invoice Current 1-30 31-80 &1+
Blue Cross AP3-118 500.00
Office Mart AP3-1le 50.00
Terry's Supply Store AP3-37 28,000.00
AP3-98 50,000.00
AP3-1Z0 20.00
AP3-119 50.00
Office Mart AD3-33 50,000_00
Terry's Supply Store AP3-38 28,000.00
L Printed Page AP3-125 750.00
L Printed Page AP3-124 575.00
Aging Summary
Current 1,725.00
1-30 a_aa
31-80 0.00
&l+ 158,820.00
158,345.00
2100 Accounts Payable 158,345.00
The report total and the total for the Report total

Accounts Payable account should agree
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Vv Accounts Payable Summary 05/02/17 IEI@

Retail Sample Co. —-Corp

ABccounts Paysble Summary

05/02/17 | I

Vendor Current 1-30 31-g0 el+ Total
L Printed Page 1725.00 .00 o.00 o.00 1,725.00
Bank 0.00 .00 o.00 20.00 Z0.00
Blue Cross 0.00 .00 .00 500.00 500.00
Office Mart 0.00 0.00 0.00 100100.00 100,100.00
Terry's Supply Store o.00 .00 0.00 5&000.00 5&,000.00

Accounts Payable-Summary Aged report example:

Outstanding amounts for each vendor are
shown based on the defined aging periods

Aging Summary

Current 1,725.00

1-30 o.00

31-&0 .00

g1+ 15%,820.00
158,2345.00

2100 Ecocounts Payable / 158,345.00

The report total and the total for the Report total
Accounts Payable account should agree

Working with Vendor History Reports

1 Select thevendor or vendors.

If necessary, scroll the list box to find the name of the vendor you
want. Y ou can also use the Find command under the Edit menu to
select a vendor from along list (for details, see “Using the Find
Command with Reports’ on page 240).

Y ou can select a consecutive or non-consecutive series of vendors
from the list (see “Making Selectionsin a Reports List” on page 242).

If no customer names are highlighted, all vendorswill be reported.

If you have set up codes for your vendors and would like those codes
to appear on reports, check the Show Code Field on Reports option on
Preferences under the File menu.

2 Select Transaction Detail, Transaction Summary, or Item Purchase
Detail from the pull-down menu.

For details, see the previous descriptions of the types of vendor history
reports available.

3 Select amonth or range of months.
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4  Click View, Print, or Text File.

Transaction Detail report example:

4 Transaction Detail 05/01/16 to 07/31/17
Retail Sample Co. -Corp
Transaction Detail
05/01/1e to 07/31/17

Vendor Date Type Doc # Payable
2 Printed Page
03/30/17 Dayzble RDP3-123 7s0.00
04/30/17 Check  CELSS87....AP3-123
04/30/17 Payable RP3-124 975.00
04/30/17 Payable BP3-125 750
07/28/17 Chesk  CK1834

ETS Distributicn Supply
04/15/717
04,230,117

-.-AP3-121
CEls8e....RP3-122
€62,050_00

04/30/17 Check CElgas

Total payables and

€4,525.00
total disbursements for
the selected month(s) )
are shown for each Total payables and disbursements for alll
vendor selected vendors are shown at the
bottom of the report.
Transaction Summary report example:
? Transaction Summary 05/01/16 to 07/31/17
Retail Sample Co. -Corp
Trznszction Summsry
05/01/1% to 07/31/17
Vendor Paysbles
1st Bank 0.0a0
L DPrinted Page Z,475.00

5
o
€2,080
a

-0o0
-00
-0

AIC Rdvertising
ETS Distribution Supply
Bank

Blue Cross

Blue Cross-CB

CR Dept of Lzbor

CA Dept of Hevenue

CO Dept of Labor

CO Dept of Revenue
CheckMark Scftware

City Dept of Rew

Total payables
and disbursements are shown as one-line
summaries per vendor for the selected

= e )

Disbursement

750.00

&,050.00
&,000.00
2,050_00

555.00

755.00

== =

Disbursements
-oo
o_o0
0.00
0.00
0.00
a

a

[=]

-00
-oo
5.00
0.00
0.00
0.00
.00
0.00
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Item Purchase Detail report example:

¥ Item History 05/01/16to 07/31/17 BE™

Retzil Sample Co. -Corp
Item History
05/01/18 to 07/31/17
Item name, quantity,

and amount are Date Doc £ Item Quantity Amount
shown by invoice for\ BIS Distribution Supply

the selected vendors 04/15/17 AP3-122  LW51\Dingwings-Store 1 200.00 3,000.00
04/15/17 AP3-122  DWS2\Dingwings-Store 2 200.00 3,000.00

04/30/17 aP3-121  DB3l\Dingbats-Store 1 2,000.00 28,000.00

04/30/17 RP3-121 [BSZ\Dingbats-Store 2 £,000.00 28,000.00

Sub Total: 4,400.00 t2,000.00

Grand total: 4,400.00 &2,000.00

Working with the Vendor Information
Report
1 Select thevendor or vendors.

If necessary, scroll the list box to find the name of the vendor you
want. Y ou can also use the Find command under the Edit menu to
select avendor from along list (for details, see “Using the Find
Command with Reports’ on page 240).

Y ou can select a consecutive or non-consecutive series of vendors
from the list (see “Making Selectionsin a Reports List” on page 242).

If no vendor names are highlighted, all vendors will be reported.

If you have set up codes for your vendors and would like those codes
to appear on reports, check the Show Code Field on Reports option on
Preferences under the File menu.

2 Select Vendor Information from the pull-down menu.

For details, see the previous description of the VVendor Information
report.
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The information for
this report comes
from the Vendor
Setup window

3 Click View, Print, or Text File.

Vendor Information report example:

MultiLedger calculates the year-to-date payments to a vendor for the

v Vendor Information 05/01/17 to 05/31/17 B

Retzil Sample Co. -Corp
Vendor Information
05/01/17 to 05/31/17

Magnolia Rental Properties §70-555-1¢l%
970-555-1617

4348 Marsdone Rd

Fort Collins, CO 80525




Item Reports 265

Iltem Reports

Sales Summary

Sales Detail

Purchase Summary

Purchase Detail

Inventory-Current

Inventory-Selected
date

Price List

Graph Sales $

Graph Sales Qty

MultiLedger provides the following types of item reports:

This report shows the item name, quantity sold, total sales price, total
cost, and the margin, with combined totals for al reported items. Y ou
can select one month or arange of months for this report.

Thisreport shows the invoice date, document number, customer name,
quantity sold, sales price, total cost, and the margin, with a subtotal of
all invoices for each reported item. Combined totals for all selected
items are shown at the bottom of the report. Y ou can select one month
or arange of months for this report.

Thisreport showstheitem name, quantity purchased, unit cost, and total
cost with combined totalsfor all reported items. Combined totalsfor all
selected items are shown at the bottom of the report. Y ou can select one
month or arange of months for this report.

This report shows the date, document number, vendor name, quantity
purchased, unit cost, and total cost, with asubtotal of al Item Purchases
for each reported item. Combined totalsfor all selected itemsare shown
at the bottom of the report. Y ou can select one month or a range of
months for this report.

This report shows the item name, quantity on hand, unit cost, and
current total cost. This report always shows the current inventory
values, regardless of the month selected in the Month list. The general
ledger balancefor theinventory account selected on Interface Accounts
is shown at the end of the report when all items are reported. Thisis
handy for verifying that your inventory general ledger balance and
inventory detail amounts are in balance.

Thisreport showsinventory values as of amonth-end date. It showsthe
item name, quantity on hand, unit cost, and total cost as of the last day
of the last selected month. The general ledger balance for the inventory
account selected on Interface Accountsis shown at the end of the report
when all items are reported. Thisis handy for verifying that your
inventory general ledger balance and inventory detail amounts arein
balance.

Thisreport showsyour item list and the three different selling pricesfor
each item.

Thisreport gives you a bar chart that graphs an item’ s sales volume by
month for the current year. This report shows one item at atime and all
months are reported regardless of the month selected in the list box.

Thisreport givesyou abar chart that graphs an item’s quantity sold by
month for the current year. This report shows one item at atime and all
months are reported regardless of the month selected in the list box.
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Item Report Options

Omit if zero QOH

Include Non-Inventory

Qty Only

When this option is selected, the reports will not include any items that
have a zero Quantity on Hand.

When this option is selected, the reports will include itemsthat are
marked as Non-Inventory in the Item setup window.

When this option is sel ected, the Current Inventory report will show the
Quantity on Hand, Minimum Quantity on Hand, and Reorder Quantity.

Working with Item Reports

Click Item Reportsin the Command Center.

v ftem Reports (=5 i =
| »
=
F—% l‘\_ﬁ
View | Print | TextFile | LS File
Report Type Period Items
13118 DBS1\Dingbats-Store 1
0212818 DBS2\Dingbats-Store 2
033118 DWS1\Dingwings-Store 1
0413018 DWS2\Dingwings-Store 2
" Purchase Summary 05/3116 Hourly Consuttations
" Purchase Detail 0613018 Vihizbats-Store 1
0713118 Vihizbats-Store 2
" Inventory-Current [~ Oty Only 083116 '
" Inventoip-Selected Date 09301186
- . 1003118
I
Price List 11RO
" Sales Amount Graph 123118
" Sales Quantity Graph 03117
022817
033117
. 04/3017
Report Dptions 0513117
[~ Dmit if zero on hand g?ﬁgﬂ;
[~ Include Mon-inventory

1 Select theitem or items.

If necessary, scroll thelist box to find the item that you want. Y ou can aso
use the Find command to select a specific item name from theitem list (see
“Using the Find Command with Reports’ on page 240).

Y ou can select a consecutive or non-consecutive series of items from the
list for details, see “Making Selectionsin a Reports List” on page 242.

If noitems are selected, al items will be reported.

If you have set up codes for your items and would like those codes to
appear on reports, check the Show Code Field on Reports option on
Preferences under the File menu.
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2 Select areport type from the pull-down menu.

For details, see the previous descriptions of the types of item reports
available.

3 Click View, Print, or Text File.

Sales Summary report example;

v Sales 01/01/16 to 07/31/17 =2 =R

Betail Sample Co. -Corp
Sales
01/01/1¢ to 07/231/17

f . Item Qty Sold Sales Cost Margin
Each Item IS show_n, _ Dingbats-Store 1 10.00 350.00 35.3260 254.67
along with quantity Dingbats-Store 2 5.00 175.00 67.6250 107.38
SOld Sales amount Hourly Consultations 5.00 750.00 0.0000 750.00
cost, and margin for 20.00 1,275.00 162_9510 1,112.05

the selected months

Combined totals for all selected items/
are shown here

Sales Detail report example:

7 DetalSales 08/01/16 to 08/31/16 BE™

Retail Sample Co. -Corp
Detail Sales

Item sales are 08/01/16 to 08/31/16

shown by invoice,
including the

quantity sold, Item @ty Sold Szles Cost Margin
Sales amount’ _E Diﬂgbatﬂ'stﬂre 1

cost, and margin 08/25/18 Inv-237 Checkd 5.00 175.00 47,8830 127.34

— 5.00 175.00 47,8830 127.34
Dingbats-Store 2

08/25/18 Inv-23f Checkd 5.00 175.00 §7.6250 107.38

5.00 175.00 §7.6250 107.38

10.00 350.00 115.2880 2371

I |
Subtotals are shown after Combined totals for all selected

each item items are shown here
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Purchase Summary report example:

Y Purchases 01/01/16 to 07/31/17 [=N[EEh ==
Betzil Sample Co. -Corp
Purchases

EaCh |tem iS 01/01/1€ to 07731717
ShOWn, along Wlth T Item Qty Purch Unit Cost Totzl Cost
quantity Dingbats-5tore 1 Z2,000.00 14.0000 28,000.00
N Dingbats-Store 2 Z,000.00 14.0000 28,000.00
purchased, unit Dingwings-Store 1 200.00 15.0000 3,000.00
Cost’ and total cost | Dingwings-Store 2 200.00 15.0000 3,000.00
for the selected 4,400.00 14.0309 &2,000.00

months
Combined totals for all selected items
are shown here
Purchase Detail report example:
¥ Detail Purchases 01/01/16 to 07/31/17 BE=
Retzil Sample Co. -Corp
Item Purchases are Detzil Purchzses
shown by invoice, 01/01/18 s 07/31/17
including the
quantity purchased, Item fty Purch Unit Cost Totzl Cost
unit cost, and totaI_E Lingbats-Store 1
cost 04/30/17 AR3-121 BEIS Di 2,000.00 14.0000 28,000.00
R 2,000.00 14.0000 28,000.00
Dingbats-Store 2
04/30/17 AR3-1Z1 BIS Di 2,000.00 14.0000 28,000.00
%,000.00 14.0000 18,000.00
4,000.00 14.0000 5§, 000.00
I I
Subtotals are shown after each Combined totals for all selected

item items are shown here
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Inventory-current report example:

k] Current Inventory 05/02/17 EI @
Retail Sample Co. -Corp
Current Inventory
05/02/17

Item gty on Hand Unit Cost Total Cost
Dingbats-Store 1 3,005.00 1z.5020 37,€18.41
Dingbats-Store 2 19,470.00 13.5738 264,282.38
Dingwings-Store 1 1,800.00 11.9444 21,500.00
Dingwings-Store 2 16,185.00 25.2743 40%,075.00
Whizbats-Store 1 B884._00 11.7778 10,411 56
Whizbats-Store 2 25.00 =71.0000 -1,775.00
741,112 35

1400 Inventory | 741,112 34

The report total and the total for the

Report total
Inventory ledger account should agree

Inventory-sel ected date report example:

v Inventory Report 01/31/17 =N oy |
Retail Sample Co. -Corp
Inventory Report
01/31/17
Item Gty on Hand Unit Cost Total Cost
Dingbats-Store 1 1,014.00 5 5, L08
Dingbats-Store 2 17,470.00 z3%, .38
Dingwings-Store 1 1,600.00 18, ~o0
Dingwings-Store 2 15, 58500 408 5.00
Whizbats-Store 1 884.00 1o, .58
Whizbats-Store 2 25.00 -1, 5.00
&73, L0z ==t

1400 Inventory 73, .00

The report total and the total for the

Inventory ledger account should agree
yledg 9 Report total

Price List example:

Each item is shown, # Price Report 05/01/17 to 05/31/17 == ==
- Retail Sa le Co. —Cor;
along with the three Price mepoet ®
H H 05/01/17 to 05731717
different selling o e
. Item Selling Price 1 Selling Price 2 Selling Price 3
prlces Dingbats-Store 1 35.00 25.00 23.00
Dingbats-Store 2 35.00 25.00 23.00
Dingwings—Store 1 &5.00 59_00 55_00
Dingwings-Store 2 €5.00 53.00 55.00
Whizbats—-Store 1 43.00 34.00 25.00
Whizbats—Store Z 41 _Z0 34 _00 Z5_00
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Chapter 11
Financial & Other Reports

This chapter contains descriptions and examples of the following types
of reports:

Chart of accounts
Trial Balance
Transaction journals
General Ledger
Balance Sheet
Income Statement
Cash Flow Statement
Financial Snapshot
Sales tax report
Salesperson report
Job reports
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Chart of Accounts Reports

The Chart of Accounts report window offers the following options:
e Printalist of your chart of accounts.
e Print or view agraph showing period comparisons.

»  Print or view agraph showing account bal ances versus budget
amounts.

Note If you want to look at account balances for a specific period, see“ Trial
Balance Report” on page 275.

Click Account Reportsin the Command Center.

[ N N ) Chart of Accounts Report
. T\
View Print Text File
Report Options Chart of Accounts

1818 Cash In Bank - Chequeing Acct
i . 18za Money Market Account

[_| List Profit Centers 1108 Accounts Receivable

1206 Prepaid Expenses
Actual vs Budget | 01/31/17 B 1288 Irwentory

2 1788 Leasehold Improvements
[Tl Include Balances in Text File 1728 Office Furniture & Equipment
1748 Yehicles

1588 Accum. Depr. - Leasehold
18z8 Accum. Depr. — Office
1848 Accum. Depr. - Yehicles
2188 Accounts Payable

2288 GST Poyable

2388 HST Poyable

2788 Bank Loan

el lolc) Capital

2186 Owners Oram

a2a6 Retained Earnings

4186 Fea Incoms

41868.81 Fee |ncome—Location 1
4188.82 Fee Income—Location 2
4180.83 Fee |ncome—Location 3

4z@8 Commi=sions

4308 Consulting

4408 FReimbursement Expenses
4588 Miscellaneous |ncome

GEaE Automobi le Expense
5168 Advertising/Marketing

When you first open the Chart of Accounts Reprts window, the Graph
and Print Graph buttons are dimmed. These buttons remain dimmed
until you select accounts.
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Printing Your Chart of Accounts

You can print alist of the chart of accounts showing account numbers
and names grouped under headings. All accounts, regardless of any
accounts highlighted, are reported.

To change account descriptions, see “ Setting Up the Chart of
Accounts’ on page 22.To change account groupings or group
descriptions, see “ Customizing Financial Statements’ on page 80.

Click the Print button to print your chart of accounts.

A standard print dialog box appears on your screen. Select the print
options that you want, and click Print or OK.

Graphing Comparisons

You can print or view a bar graph comparing a balance for an account
or arange of accounts for each period in the open accounting periods.

1 Select the account or accountsto bereported.

If necessary, scroll the list box to find the name of the account or
accounts.

Y ou can select a consecutive series of accounts (for details, see
“Making Selectionsin a Reports List” on page 242.)

2 Click Graph or Print Graph.
If you click Graph, the report appears on your screen.

If you click Print Graph, a standard Print dialog box appears on your
screen. Select the print options that you want, and then click OK or
Print.




274 Chapter 11 Financial & Other Reports

Here's an example graph showing a cash account’ s comparative
balances:

L I — ) 4100.01 Fee Income-Lo - 4100.03 Fee Income-Lo

3688 -
3zZae
Zga8
2488
2ea8
1688
1288

a8a

488

1

Jan Feb Har Jurn Jul Aug Sep Ock How Dec
Eet 31517 mei /3118 Eet /3110

Graphing Account Balances versus
Budget Amounts

If budget amounts have been set up for your chart of accounts, you can
print or view abar graph comparing a balance for an account or arange
of accounts for each period versus budget amounts in the open
accounting periods.

To set up budget amounts, see “ Setting Up Budget Amounts’ on
page 70.

1 Select the account or accountsto bereported.

If necessary, scroll the list to find the name or names of the account or
accountsthat you want. Y ou can select a consecutive series of accounts
(for details, see “Making Selectionsin a Reports List” on page 242.).

2 Check the Actual vs Budget check box.
Select the year.
4  Click Graph or Print Graph.
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Trial Balance Report

A tria balance report shows ledger accounts, their beginning balances
(optional), their monthly activity and their year-to-date balances, and
whether or not your debits equal your credits. Debits should equal
credits for your books to balance.

You can use atrial balance report to quickly look at your account
balances for a particular period.

1 Click Trial Balancein the Command Center.

[ N ] Trial Balance

=

Text File

Repart Options Period

a1 /31717
Show Zero Balances B2/28 M7
N 83/31 /17
Show Beginning Balances B4 /26 A7
85,31 /17
86,38 /17
=r I I
8s/31 /17
@9,/308 /17
18,31 417
112857
12,3147
@131 /18
Bz 28 /18
83,/31 /18
B4 /38 /15

G5 ,/368 /18
avs31 /18
@2/21 /18
B9/38 /18
1831 18
11/3848
1253148

2 Select aperiod for thereport.

Only one period can be selected at atime. The default period selected
corresponds to the last month in which transactions were entered.

3 If necessary, check the option Show Zero Balances.

# Show Zero Balances If Show Zero Balancesis checked, the report will show balancesfor all
accounts in your chart of accounts, including those with zero activity
and zero year-to-date balances.

4 If desired, check the option Show Beginning Balances.

If checked, the report will show the beginning balances for the period
selected along with monthly activity and Y TD balances.

5 Click View, Print, or Text File.
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Drill Down on Trial Balance Report

The Trial Balance report has a drill-down function that allows you to
quickly see the general ledger listing for any amount in the Monthly
Activity column on a Trial Balance report. To utilize the drill-down
capabilities, do the following:

1 Whileviewinga Trial Balancereport, movethe pointer over the
Monthly Activity column.

The pointer tool changes to a magnifying glass tool.

2 With the magnifying glasstool, click on the amount in the Monthly
Activity column that you want to seein drill-down mode.

A General Ledger listing for that specific month and account appears.
From this General Ledger listing you can go directly to an original
transaction. For more details, see “ Drill Down on General Ledger
Report” on page 284.

3 ToreturntotheTrial Balancereport, click the General L edger
report’s close box.

Prior Year Income

If you have 2014, 2015, & 2016 open in your files, 2015 is considered
your current year. You need to keep 2014 open in order to get Prior
Year comparison reports for 2014 vs 2015.

Because you haven't closed 2014, your income and expenses for 2014
haven't rolled into retained earnings yet in the General Ledger or Trial
Balance. So when you look at your trial balance for 2015, it shows the
retained earnings from 2014 as a separate line at the bottom under the
totalsin "Prior Income".

Aslong as the Ledger Debit line equals the total of the Ledger Credit
+/- the Prior Income, then you are in balance.

If you look at the Balance Shest, it reflects the amount going into
Retained Earnings.
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Trial Balance report example:

000 Trial Balance 05/31/17
Sample Co
Trial Balance
05/31/17

Acct  Description Begin Activity End
1010 Cash In Bank - Chegueing Acct 44,900.00 21,546.30 f6,446.30
1020 Money Market Account 30,000.00 (5,000.00) 25,000.00
1100 Accounts Receivable 100.00 3,605.25 3,705.25
1300 Inventory 5,000.00  (10,871.50) {5,871.50)
1700 Leasehold Improvements 20,000.00 0.00 20,000.00
Amounts with 1720 Office Furniture & Eguipment 2,450.00 0.00 2,450.00
parentheses are 1800 Accum. Depr. - Leagehold. (12,500.00) 0.00 (12,500.00)
credits. T820 Accum. Depr. - Office (2,000,009 0.00 (2,000.00)
2100 Accounts Payable (500.00) (1,633.75) (2,133.75)
2200 GST Payable 0.00 181.90) 181.90)
2300 HET Payable 0.00 154.10) {54.10)
2700 {65,000.00) 0.00  (65,000.00)
3000 {17,950.00) 0.00  (17,950.00)
Amounts without 4100 'se Incame-Location 1 (2,650.00) (150.00) (2,800.00)
parentheses are 0.02 Fee Income-Location 2 (2,100,009 (1,325.00) (3,425.00)
debits / 4100.03 Fee Incane-Location 3 (750.00) 0.00 (750.00)
4200 Commiselons 0.00 (15,750.00)  (15,750.00)
4300 Consulting 0.00 19,050.00) 19,050.00)
4400 Reimbursament Exzpenses 0.00 (550.55) (550.55)
4500  Miscellaneous Incame 0.00 (3,290.00) (3,290.00)
5000  Cost of Sales-Nisc 0.00 11,242.75 11,242.75
6000  Automobile Ezpense 0.00 450,00 450,00
6100  Advertising/Narksting 0.00 2,500.00 2,500.00
6300  Bank Charges 0.00 50.00 50.00
6400  Contributions 0.00 500.00 500.00
6700  Dues & Maemberships 0.00 250.00 250.00
7100 Legal & Accounting Services 0.00 750.00 750.00
7110 Professicnal Fees 1,000.00 1,675.00 2,675.00
7120 Commiselons Paid 0.00 337.50 337.50
7400 Office Supplies 0.00 275.00 275.00
7600  Postage 0.00 85.00 85.00
Debits and credits 7610 Printing 0.00 575.00 575.00
should balance or 7800  Repairs & Xaintanence 0.00 865.00 865.00
Telephone 0.00 550.00 550.00

credits plus prior
income should

equal debits Ledgsr Debits 103,757 . 141,206.80
Ledger Credits 103,450.00 756, 141,206.40

0.00 2,500.00 2,500.00
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Transaction Journals Reports

You can view, print or create atext file of any journal from any of the
open months. You can also export any journal from any of the open
months using the Export command under the File Menu.

The default month
selected on this window
corresponds to the last
month transactions were
entered

Click Transaction Journalsin the Command Center.

Transaction Journal Type

Transaction Journals

Period

Doc # Date Description

() Disbursements

() Receipts

() General

(:) Item Purchases & Payables

() Customer Invoices & Sales

() Purchase Orders

'::) Quotes

Report Options

| Sort by Doc # B

() Last Used Recurring Entries

VAN
@2/28/17
@3/21/17
4/28/17

B5/38/17
@/ e
83/21/17
#9/38/17
18/31 /17
1/38/17
12731417
a1/21/18
a2/28/18
@3/21/18
84/30/18
85/21/18
85/38/18
a7/21/18
83/21/18
#3/20/13
18/31 /18
11/28/18

12/31 /18

Sorting Transaction Journal Reports

You can sort Transaction Journal reports by date or by document
number. The default selection is by document number. To change the
sort, simply make a selection from the pop-up menu.
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Disbursements
Receipts

General

Item Purchases &

Payables

Customer Invoices &
Sales

Purchase Orders

Quotes

Last Used Recurring
Entries

Types of Transaction Journal Reports

MultiLedger provides the following types of transaction journal
reports:

Shows transactions recorded in both Vendor Payments and
Disbursements Journal for the selected month(s).

Shows transactions recorded in both Customer Payments and Receipts
Journal for the selected month(s).

Shows transactions recorded in both General Journal and Adjust
Inventory for the selected month(s).

Shows transactions created in both Item Purchases and Payables
Journal for the selected month(s).

Shows transactions created in both Customer Invoices and Sales
Journal for the selected month(s).

Shows transactions created with the Purchase Order option checked in
Item Purchases for the selected month(s).

Shows transactions created with the Quote option checked in Customer
Invoices and Sales Journal for the selected month(s).

If checked, the last-used recurring entries for the selected journal
appear regardless of the month selected. The Last Used Recurring
Entries check box is dimmed when either the Purchase Orders or
Quotes radio buttonsiis selected.




280 Chapter 11 Financial & Other Reports

Working with Transaction Journal Reports
1 Select the desired month or monthsfor thereport.
2 Select ajournal by clicking thejournal name.

When ajournal radio button is clicked, alist of documents from the
selected month(s) is shown for that journal.

Transaction Journals ]
: ‘ @
w2
Print Text File
1 Transaction Journal Type Period Doc # Date Description
GESEE | R §5/31/17  Sanple Customer
el 02/28/17| % 155 85/81 17 Sample Customer
Disb t:
A RS ERENT 8/ 17 158 85/81 /17 Ganple Custoner
() Receipts 04/30/17 157 85/81/17  Sanple Customer
= 158 65/81 /17  Sample Customer
() General 86/38,/17 159 85/81/17  Sample Customer
== @r/a1 /17 168 85/81/17  Sanple Customer
(_) tem Purchases & Payables 88/31 /17 161 85/0117  Customer 1
| 3 69/38/17 162 85/81/17  Customer 2
© customer Invoices & Sales 18/31 /17 163 65/81/17  Sample Customer
| 1173817 1684 85/15/17  Customer 1
‘ ——— 12/31 417 165 83/15/17  Customer 2
~ a1/31 /118 166 85/15/17  Sanple Customer
AJiRurchase drders 2/28/18 187 85/15/17  Customer 1
N 63/31 /18 168 65/15/17  Customer 2
t
L Gotes, 84/20/12 189 8511517 Ganple Custoner
85/31 115
86/30/12
a7/31 /15
6a/31 12
Report Options 83/30/15
18/31 118
; 11/38/18
| | sort by Doc # 12/31 118
] Last Used Recurring Entries

3  Select the document or documentsfor thereport.

If necessary, scrall thelist to find the document you want. Or use the
Find command under the Edit menu. (see “Using the Find Command
with Reports’ on page 240.)

Y ou can select a consecutive or non-consecutive series of documents
(see“Making Selectionsin aReports List” on page 242.).

If no documents are selected, all documents for that journal and period
will be reported.
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4 Click View, Print or Text File.
Transaction Journal report example:
200 Sales Journal 05/01/17 to 05/31/17
Sanple Co
Sales Tournal
05/01/17 to 05/31/17
Document Date Acct Job Description Debits Credits
181 05/01/17 1100 Customer 1 262.50
4500 10-TIteam 1 250.00
5000 10-Item 1 100.00
2300 Customer 1 5.00
2200 Custamer 1 7.50
1300 COGH 100.00
162 08/01/17 1100 Custaoner 2 157 .50
4500 10-Item 2 1s50.00
5000 10-Item 2 59.88
2300 Custamer 2 3.00
2200 Customer 2 4 .50
1300 OGS 59.88
163 05/01/17 1100 Sample Custaomer 210.00
4500 5-Itemn 2 75.00
5000 5-Itan 2 29.94
4500 S-Item 1 125.00
5000 5-Itemn 1 50.00
2300 Sample Custaomer 4.00
2200 Sample Custaomer 5.00
1300 COGE 79.54
1100 Accounts Receivable

1300 Inventory

2200 GET Payable

2300 HET Payable

4500 Hiscellaneous Income
5000 Cost of Sales-Misc

A summary of all account
affected and total debits and
credits appear at the bottom of
the report
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1

2

Drill Down on Transaction Journal Reports

Transaction Journal reports have a drill-down function that allows you
to quickly move to an original transaction to see details or make
modifications. To utilize the drill-down capabilities, do the following:

Whileviewing a Transaction Jour nal report, movethe pointer over the
document number of the desired transaction.

The pointer tool changes to a magnifying glass tool.

With the magnifying glasstool, click on the transaction you want to see
in drill-down mode.

The transaction journal used to create the original transaction opens
and the transaction appears. Y ou can modify the transaction if
necessary. For more details on modifying transactions, see “Modifying
or Deleting a Transaction” on page 120.After you modify the
transaction, open report windows need to be refreshed by closing the
report window and reopening it before the modified transaction will

appear.

Toreturn tothe Transaction Journal report, either click Save, then
close the transaction window or click the transaction window’s close
box. You can also choose thereport from the Windows menu.

If you close the transaction window without making changes or
without saving any changes you have made, a Save Changes message
appears. If you click Yes, you return to the transaction window. Click
Save, then close the transaction window; you then return to the
Transaction Journal report window. If you click No, you return to the
Transaction Journal report window.
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General Ledger Reports

1

A General Ledger report shows the General Ledger accounts with their
detailed activity for selected months. You can also create year-to-date
reports. If you only want ending balances and not the daily details,
create atrial balance report (see “Trial Balance Reports” earlier in this
chapter).

Click General Ledger in the Command Center.

200 General Ledger
& | | mn
[-

View Print Text File KLS File
Chart of Accounts Period Profit Centers
1818 Cash In Bank - Chegueing Acct 81/31A7 @1 PC One
1828 Money Market Account 62/28/17 @z PC Two
1188 Accounts Receivoble 83/31417 63 PC Thres
1280 Prepoid Expenses 94,/28,/17
1208 Inventary
1708 Leasshold Improvements a5/38/17
1728 Office Furniture & Equipment a3 A7
1748 Yehicles B3/21A17
12686 Accum. Depr. - Leasshold B3/2817
1820 Accum. Depr. - Office 18/31 417
1840 Ficcum. Depr. - Yehicles 11/38/17
2168 Accounts Payable 12/2117
2200 GET Payable 81/21 /18
2308 HST Pauabile e2/28/18
2768 Bank Loan 63/31/16
2008 Capital B4 /3818
2106 Ownars Dran B5/21 A8
3206 Retained Earnings B /28,/18
4188 Fes lncome a7/31/18
4168.81 Fee Income-Location 1 83/31/16
4188.82 Fee Income-Location 2 59/28,/18
41086.83 Fee |ncome-Location 3 18/21/18
4208 Commi =i ons 114388
4300 Consulting 12/31/18
4488 Reimbursement Expenses
45080 Miscellaneous |mcome Report Options
BEAR Automobi le Expense
(31 Advertising/Marketing . .
E208 Ead Debts [_] Omit Customer/Vendor Name
6388 Bank Charges
6408 Contributions

2 Select the account or accountsfor thereport.

If necessary, scroll the list to find the name of the account you want.

Y ou can select a consecutive or non-consecutive series of accounts
(see“Making Selectionsin a Reports List” on page 242.).

If no accounts are selected, all accounts will be reported.

3 Select aperiod for thereport.

Y ou can select a consecutive series of months (see “Making Selectionsin a
Reports List” on page 242.).

Y ou can create a year-to-date General Ledger report by selecting al the
periods from the beginning of the year through the last month of the year.
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4

If necessary, select one or more Profit Centers.

If you select one or more Profit Centers, then just the accounts that
have been set up for those Profit Centers will be reported.

If necessary, select Omit Customer/Vendor Name

If you select the checkbox to Omit Customer/V endor Name, that
column will not show on report.

Click View, Print, or Text File.

Drill Down on General Ledger Report

The General Ledger report has adrill-down function that allows you to
quickly moveto an original transaction to see details or make
modifications. To utilize the drill-down capabilities, do the following:

Whileviewing a General Ledger report, move the pointer over the
desired transaction.

The pointer tool changes to a magnifying glass tool.

With the magnifying glasstool, click on the transaction you want to see
in drill-down mode.

The transaction journal that was used to create the original transaction
opens and the transaction appears. Y ou can modify the transaction if
necessary. For more details on modifying transactions, see “Modifying
or Deleting a Transaction” on page 120. After you modify the
transaction, open report windows need to be refreshed by closing the
report window and reopening it before the modified transaction will

Toreturn tothe General Ledger report, either click Save, then close
the transaction window or click the transaction window’s close box.
You can also choose General L edger from the Windows menu.

If you close the transaction window without making changes or
without saving any changes you have made, a Save Changes message
appears. If you click Yes, you return to the transaction window. Click
Save, then close the transaction window; you then return to the General
L edger report window. If you click No, you return to the General

L edger report window.
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Journal initial

The beginning
balance of the
account being

reported

General Ledger report example:

The debit and credit totals

are shown, and the
difference is shown here

000 General Ledger 01/01/17 t0 12/31/17
Sanple Co
General Ledger
01/01/17 to 12/31/17
1

Acct  Date Description Docuoment J Cus/Ven Activity
— T CuetrErBanie = hegquermy—Roct 20,000.00
01/01/17 Ron 124 D 0.00
01/01/17 Vaid 123 D 0.00
01/01/17 Ren 124 D 0.00
01/01/17 Transfer GI-1¥ G 5,000.00
01/01/17 Vendor 1 125 D Vendaor [500.00)
01/15/17 Custamer Payments 5 R Sample 1,000.00
02/01/17 Transfer GI-135 G 5,000.00
02/15/17 Custamer Payments f R Sample 2,000.00
03/01/17 Transfer GI-136 G 5,000.00
03/15/17 Custamer Payments 1 R Sample 1,750.00
04/01/17 Transfer GI-137 G 5,000.00
04/15/17 Custamer Payments 8 R Sample £50.00
05/01/17 Transfer GI-138 G 5,000.00
05/15/17 Custamer Payments 9 R Sample £50.00
06/15/17 Custamer Payments 10 R Sample 800.00
07/15/17 Custamer Payments 11 R Sample 900.00
12/31/17 Debits/Credits Total 32,750.00/(500.00) 32,250.00
12/31/17 cCash In Bank - Chegueing AclEt 52,250.00

The ending balance for
the account, based on the
month(s) being reported,

is shown here
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The J column on the General Ledger report shows the initial of the
journal that was used to create the transaction. The journal initials
represent the following:

Transactions created in the Disbursements Journal or Vendor Payments.
Transactions created in Item Purchases or the Payables Journal.
Transactions created in Customer Invoices or the Sales Journal.

Transactions created in the Receipts Journal or Customer Payments.

@ T »w TV O

Transactions that were created in the General Journal, and includes
transactions created in Adjust Inventory.

Balance Sheet Reports

A Balance Sheet shows your company’s assets, liabilities, and equity
as of a specific month-end date.

1 Click Balance Sheet in the Command Center.

[ N ] Balance Sheet Reports ]
= -II " |
.\l’i?w- Print Text File XLS File
Balance Sheet Type Period
@731 717 .
82/28/17
° Selected Date w3/ A7
C‘ Prior Month Comparison 84/30/17
(") Prior Year Comparison 95539517
. avi31 /17
() Prior Year-End Comparison B2/21 /17
89,/38,/17
18,3117
1143817 |
Report Options 1242117
a1,/31 /18
— a2 /2818
|_| Whole Dollars w331 18 |
— f a4,/38/1%
|_| Show Detail Accounts Bs /31 f18
— ) a5,/38,/18
|_| Show Date & Time e /a1 18
a2,/231 /18

Report Title |Balance Shest

Footer Line | |
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Selected Date

Prior Month
Comparison

Prior Year
Comparison

Prior Year-End
Comparison

Whole Dollars

Show Detail Accounts

Show Date & Time
2

MultiLedger provides the following types of balance sheet reports:

Types of Balance Sheet Reports
A standard Balance Sheet report for the selected month.

Compares the selected month with the previous month.
Compares the selected month with the same period in the prior year.

Compares the selected month with the prior year-end.

Balance Sheet Report Options
Three options are available for each type of report:
Rounds dollars and cents to whol e dollars on report.

Shows all accounts regardless of groupings that have been made with
the Financial Statements window.

Date and time printed at bottom of page.
Select areport type.

For details, see the previous descriptions of the types of balance sheet
reports available.

Select a period for thereport.
Only one period can be selected for each report.

If necessary, click the appropriate checkboxesto select or deselect
report options.

For details, see the previous descriptions of balance sheet report
options.

If necessary, changethereport title or footer line.

Entering datain these fields will print the information on the Balance
Sheet report.

Click View, Print, or Text File.
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Balance Sheet—Selected Date report example:

000 Balance Sheet as of 05/04/17

Sanple Co
Balance Shest
as of 05/04/17

You can customize

headings for this RAssets
report using the Current Assets .
Financial Cash In Bank - Chegueing Acct 5 50,550.00
Statements Noney Markst Account 25,000.00
. hecounts Receivable 100.00
window Inventory 5.000.00
Total Current Assets 80,650.00

Fized Assets

Leasshold Improvaments 20,000.00
Office Furniture & Eguipment 2,450.00
Accun. Depr. - Leasehold {12,500.00)
Accun. Depr. - Office 2,000.00)
Total Fized Assets 7,950.00

Total Assets 5 88,600.00

Total Assets and Tabilities & Equity
Total Liabilities
and Equity should

match

mrrent Limbilities
Accounts Payable § 750.00
Total Current Liabilities 750.00

Long Term L1

Bank Loan £5,000.00
Total Long Term Ly £5,000.00
Owners' Equity
Capital 17,950.00
Current incane 4,5900.00
Total Owners' Equity 22,850.00
Total Liabilities & Equity £ 88,600.00
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Income Statement Reports

1

Selected Period

Period & Y-T-D

Prior Month
Comparison

An Income Statement shows whether or not your company has earned
aprofit. In addition to dollar values, the income statement report shows
income and expense as a percent of total sales.

If you are using profit centers, you can create individual income
statements for each profit center as well as a consolidated income
statement for your company. For more information on Profit Center
Income Statements, see “ Profit Center Income Statements” later in this
chapter.

Click Income Satement in the Command Center.

200 Income Statement Reports
m | 2
P b=
View Print Text File XLS File
{ Income Statement Type Period Profit Center
| 91721717 ) 81 FC One
: 6242817 82 PC Two
I © selected Period a3/31/17 83 PC Three
() Period & Y-T-D B4 /3017
() Prior Month Comparison 06,/30 /17
—~ a7/31/17
(_) Prior Year Comparison BE/31/17
P a9/38/17
(_) Income vs Budget 18/31/17
11438417
(_J) Budget Report 12431717
B1/31/18
wz2/2a /18
B3/31/18
Report Options B4/308/13
- B5/31/18
_ a6/38/18
|_| Whole Dollars 87431 18
— . B8/31/13
|_| Show Detail Accounts o383
a . 18/31/18
|_| Show Date & Time 11 28713
| "] Show Net before Taxes 12/31/18
a1/31/19
Report Title | Incone Statement
Footer Line |

Types of Income Statement Reports
MultiLedger provides the following types of income statements:

A standard income statement created for the selected month or range of
months.

Compares selected month or range of months with year-to-date
information through the latest date selected.

Compares selected month or range of months with the previous month.




290 Chapter 11 Financial & Other Reports

Prior Year
Comparison

Income vs. Budget

Budget Report

Whole Dollars

Show Detail Accounts

Show Date & Time

Show Net Before
Taxes

Compares the selected month or range of months with the same period
in the prior year.

Compares actual income and expenses for the selected month in the
current year with budget amounts for the same period.

Shows budget amounts for selected month or range of months.

Income Statement Report Options
Four options are avail able for each report:
Rounds dollar and cents values to whole dollars on report.

Shows all accounts regardless of groupings that have been made with
the Financia Statements window.

Date and time printed at bottom of page.

Shows atotal for net income or loss before taxes.

2 Select areport type.

For details, see the previous descriptions of the types of income
statement reports available.

Select a period for thereport.

Y ou can select amonth or arange of months.

If necessary, click the appropriate checkboxesto select or deselect
report options.

For details, see the previous descriptions of income statement report
options.

If necessary, changethereport title or footer line.

Entering datain these fields will print the information on the Income
Statement report.

6 Click View, Print, or Text File.

Profit Center Income Statements

If you are using profit centers, you can create individual profit center
income statements and a consolidated report.

The profit centers are listed under the heading Profit Center on the
Income Statement window:

For details about setting up profit centers, see “ Setting Up Profit
Centers’ on page 73.
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Creating Income Statements for Individual
Profit Centers

1 Click Income Statement in the Command Center.

2 Select oneor more profit centersto be reported.

Note You can only select consecutive profit centers from the list.

Profit Center
@1 Store 1

B2 Store 2
B3 Store 3
B84 Store 4
B3 Store 3

3 Select areport type.

For details, see the previous descriptions of the types of income
statement reports available.

4 If necessary, click the appropriate checkboxesto select or deselect
report options.

For details, see the previous descriptions of income statement report
options.

5 If necessary, changethereport title or footer line.

Entering datain these fields will print the information on the Income
Statement report.

6 Click View, Print, or Text File.
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Creating a Consolidated Income
Statement for Profit Centers

If you set up ageneral profit center account in your chart of accounts,
this account will be used for the consolidated description.

If you did not set up a general profit center account, the first profit
center will be used for the consolidated description.

For details about setting up ageneral profit center account, see* Setting
Up Profit Centers’ on page 73.

1 Makesureno profit center names are selected (highlighted) in the
Profit Center list.

2 Select areport type.

For details, see the previous descriptions of the types of income
statement reports available.

3 If necessary, click the appropriate checkboxesto select or deselect
report options.

For details, see the previous descriptions of the options available for
income statements.

4  If necessary, changethereport title or footer line.

Entering datain these fields will print the information on the Income
Statement report.

5 Click View, Print, or Text File.
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Income Statement—Selected Period report example:

000 Income Statement 01/01/17 to 05/04/17

Sample Co
Incane Statament

01/01/17 to 05/04/17

You can customize Incame

. . Fee Income % 6,150.00 20.8
headlngs for this I Camnissions 15,000.00 50.8
report using the Consulting 7,550.00 25.6
Financial g Reimbursement Ezpenses 550.55 1.9
Miscellaneous Incame 285.00 1.0
Statements | Total Income 29,535.55 100.0
window | Cost of Bales

1 Cost of Sales-Misc 10,000.00 33.9
Total Cost of Sales 10,000.00 33.9

|
i Gross Hargin 19,535.55 66.1

Operating Ezpenses

Rutomobile Ezpense 450.00 1.5

| Advertising/Narketing 2,500.00 8.5
Bank Charges 50.00 0.2

\ Contributions 500.00 1.7
Dues k Nanberships 250.00 0.8

{ Legal & Accounting Services 750.00 2.5
Professional Fess 2,000.00 6.8

| Office supplies 275.00 0.3
| Fostage 85.00 0.3
Printing 575.00 1.9

1 Repairs & Maintanence 465.00 2.9
Telephone 550.00 1.9
Travel 2,500.00 8.5
Total Operating Ezpenses 11,350.00 B4

Het Incame (loss) £ 8,185.55 27.17
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Cash Flow Reports

A Statement of Cash Flows shows the incoming and outgoing cash
over the selected period. Thisis shown by starting with the net income
(or loss) at the beginning of the period from the Income Statement,
then showing each asset, liability, and equity account whose value has
changed during the selected period. The result is net cash at the end of
the period. Please note that this report shows only the net increase or
decrease in each account, not the balance.

The Statement of Cash Flows report cal cul ates the net cash at the end
of the period by adding the following items:

e Net Income for the period

»  Changesto accounts shown in the three report sections: Operating
Activities, Investing Activities, and Financing Activities

e Cash at beginning of period.

For details about assigning accounts for the Cash Flow Statement, see
“Setting Up Cash Flow Designations’ on page 24.

1 Click Cash Flow in the Command Center.

[ N ] Cash Flow Reports
. 0
= 2
.\fiew. Print Text File
I
| Cash Flow Type Period
| &1 .-_-'31 .-_’1 7 '
[ © selected Period B2/28/17
| . @3,/21/17
| () Prior Month Comparison B4.,/38./17
[ () Prior Year Comparison B85 /38,17
@753 017
| 83/31 /17
| 89,38 ,/17
. 18431 /17
| Report Options 11 /2817
_ 1272117
[ |_| Whole Dollars al s e
_ . Bz/28/M18
| |_| Show Detail Accounts az/21 18
. _ . B4/30/18
| |_| Show Date & Time a5/,31,18
. @5 /38 /18
|
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MultiLedger provides the following types of cash flow reports:

Types of Cash Flow Reports

Selected Date A standard Statement of Cash Flows report for the selected month or
range of months.

Prior Month Compares the selected month(s) with the previous month.
Comparison

Prior Year Compares the selected month(s) with the same period in the prior year.
Comparison

Cash Flow Report Options
Three options are available for each type of report:
Whole Dollars Rounds dollars and cents to whol e dollars on report.

Show Detail Accounts Shows all accounts regardless of groupings that have been made with
the Financial Statements window.

Show Date & Time Date and time printed at bottom of page.
2 Select areport type.

For details, see the previous descriptions of the types of cash flow
reports available.

3 Select aperiod for thereport.
Y ou can select one month or a range of months.

4 If necessary, click the appropriate checkboxesto select or deselect
report options.

For details, see the previous descriptions of cash flow report options.

5 Click View, Print, or Text File.
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Cash Flow Statement—Selected Date report example:

000 Statement of Cash Flows 05/01/17 to 05/04/17

Sanple Co
Statament of Cash Flows
05/01/17 to 05/04/17

Cash flows from operating activities
Het incams § 3,685.55
Bdjustments to reconcile net incame to net cash
provided by operating activities

Becounts Receivabla § [23,385.55)

Inventory 10,000.00

Bccounts Payable 250.00

Total Adjustments 13,135.55)

Wet cash used by operating activities (9,450.00)
Cash flows from investing activities

Vet cash provided by investing activities 0.00
Cash flows fram financing activities

Vet cash provided by financing activities 0.00

Net increase in cash (9,450.00)

Cash at beginning of period 74,900.00

Cash at end of period § 65,450.00
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Financial Snapshot Report

A Financial Snapshot report shows a summary of your business
current cash, receivables, payables, inventory and severa financial
ratios as of the date of the last entry.

1 Click Financial Snapshot in the Command Center.
2 Click View, Print, or Text File.
Financial Snapshot—report example:

o000 Financial Snapshot as of 05/31/19
Sample Co
Financial Snapshot
as of 05/31/19

1010 Cash In Bank - Chegueing Acct 44,998.00
1020 Honey Market Account 25,000.00
Current Cash 59,998.00
Current Accounts Receivable 60,062.55
1100 Accounts Receiwvable 59,562.55
Current Accounts Payable 750.00
2100 Accounts Payable 750.00
Current Inventory -250.00
1300 Inwentory -5,250.00
Current Assets 124,310.55
Current Liabilities 765.00
Working Capital 123,545.55
Current Ratio 162.50
Quick Ratio 169.36
Debt Ratio 0.50
Current Nonth Year To Date
Income 2,400.00 13,010.00
COGE 0.00 0.00
Gross Profit 2,400.00 13,010.00
Gross Margin 100.008 100.00%
Exzpenses 0.00 0.00
Net Income 2,400.00 13,010.00

Profit Margin 100.008 100.00%
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Sales Tax Report

MultiLedger provides a detailed sales tax report that can help in
completing sales tax forms for various state and local agencies. Sales
tax amounts are recorded on the Customer Invoices window.

Click Sales Tax Report in the Command Center.

[ N ] Sales Tax Report

L)

Text File

y -
The sales tax ljl ‘ l-:.7«:-?"3
categories you View
set up appear

here

XLS File

Sales Tax Period
Frovincial B1/3117
You can select a HST |z /z8 M7

month or range of GST 33§3é§}3
months for the
report

B6 /3817
ech e bl
82 /31 517
89 /368 517
1852147
1172847
1252147
a1/31 /18
622818
83/31 /18
B4 /360518
B85 /21 /18
BE6 S20 518
By 31 A8
ST IR b=
[0 /320 518
10,31 18
11288
125318

The Sales Tax report caninclude all or a selected group of salestax
categories. The Sales Tax report includes the following information for
the selected month or range of months:

»  Sales Tax category’s name and tax percentage

*  Thedate, the invoice number, and the customer name for each
invoice that was charged to the sales tax category

»  Thetaxable and non-taxable amounts for each invoice, along with
the tax that was charged.

* Thetotal tax, taxable, and non-taxable amounts for each sales tax
category
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Creating Sales Tax Report
1 Select the salestax category or categoriesfor the report.

If necessary, scroll the list box to find the name of the sales tax
category you want.

Y ou can select a consecutive or non-consecutive series of sales tax
categories from thelist (for details, see “Making Selectionsin a
Reports List” on page 242.).

2  Select the month or range of monthsfor thereport.
3 Click View, Print, or Text File.

Sales Tax report example;

000 Tax Report 05/01/17 to 05/31/17
Sanple Co
Taxz Report
| 05/01/17 to 05/31/17
The sales tax | Date Invoice # Custaner Tazable ton-Tazable Tax
) HET - 2.000
category’s name 05/01/17 158 Sanple Customer 275.00 0.00 5.50
and percentage 05/01/17 160 Samnple Custamesr 250.00 0.00 5.00
appear here 05/01/17 161 Custamer 1 250.00 0.00 5.00
05/01/17 162 Custamer 2 150.00 0.00 3.00
05/01/17 163 Sample Custamnsr 200.00 0.00 4.00
| 05/15/17 184 Custamer 1 355.00 0.00 7.10
| 05/15/17 1865 Custamer 2 500.00 0.00 12.00
| 05/15/17 166 Sample Customner 625.00 0.00 12.50
Totals for each I 2,705.00 0.00 54.10
sales tax category | s — 3.000

are shown | 05/01/17 159 Bample Custamsr 300.00 0.00 9.00
| 05/01/17 160 Sample Customner 250.00 0.00 7.50
| 05/01/17 161 Custamer 1 250.00 0.00 7.50
05/01/17 162 Custamer 2 150.00 0.00 4.50
05/01/17 163 Sample Custamnsr 200.00 0.00 6.00
05/15/17 164 Custamer 1 355.00 0.00 10.65
| 05/15/17 185 Custamer 2 500.00 0.00 18.00
| 05/15/17 166 Sample Customner 625.00 0.00 18.75
2,730.00 0.00 81.90
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Salesperson Report

MultiLedger provides a Sal esperson report that shows commissionable
sales, gross margin, and commission calculations for any salesperson
you’'ve set up. Sales associated with a salesperson are recorded on the
Customer Invoices window.

Click Salesperson Report in the Command Center.

[ W N ] Salesperson Report

=] =
The salespeople s == @

-;"iew- Primt Text File
you set up on the
Salesperson

window appear SZ'C"HPNSG“ ';'i;d =
here Linn 82 /2857
Fete 83,3157
G4 /38 17

You can select a A

month or range of 87/ 3 17

as 21 17
months for the oa e T
1@8/21.17
report 11528517
1231417
a81/31./e
oz /2818
6331 518
a4 fzai1e
65 31 12
G5 S38 /1S
a7/31 /8
65 /31 /18
6938 18
18/31 /18
1153815
1252118
E1/31.519

| Separate page per Salesperson

The Salesperson report can include all or a selected group of
salespeople. The Salesperson report includes the following information
for the selected month or range of months:

»  Salesperson’s name, commission rate, and whether the
commission is based on gross sales or on gross margin

Note If you created Long Names in the Salesperson setup, those names will
show on the report. Otherwise, you will see what was entered in the
Name field.

» Date, invoice number, customer name, and sales for each invoice
associated with the sal esperson
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e Total commissionable sales, gross margin, and the salesperson’s
commission

* Invoicesthat have been paid in full by the customer are marked
with an asterisk (*) in the report

* Total of al invoices, aswell asthetotal for al invoicesthat have
been paid in full. Thisis helpful if you pay salesperson
commissions only after payment has been received

Creating a Salesperson Report

1 Select the salesperson or salespeoplefor thereport.

If necessary, scroll the list box to find the name of the sal esperson you
want.

If you want all the salespeople to print at once, but want them on
separate pages, select the “ Separate page per Salesperson” checkbox.

Y ou can select a consecutive or non-consecutive series of salespeople
fromthelist (for details, see “Making Selectionsin a Reports List” on
page 242). If no salespeople are selected, all salespeople will be
reported.

2 Select amonth or range of months.
3 Click View, Print, or Text File.

Salesperson report example:
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The salesperson’s
name and
commission rate
are shown

Total invoices, as
well as total paid
invoices appear
here

Totals for all

selected
salespeople
appear here

000 Salesperson Report 01/01/17 o 06/30/17
Sample Co
Salesperson Report
01/01/17 to 06/30/17
Salesperson Comiissionable Sales Gross Margin Caomiission
Jo 5.00% On Sales

05/01/17 161
05/15/17 184

Linn
05/01/17 162
05/15/17 185

Pete
05/01/17 163
05/15/17 166

[

— Total Invoices

L— Paid Invoices

Custaner 1
Custaner 1
Total Invoices
Paid Invoices

Custamer 2
Custamer 2%
Total Involces
Paid Invoices

Sanple Custoner¥
Sanple Custoner®
Total Invoices
Paid Invoices

250,00
355.00
605.00 383
250.00 150,
5.00% On Sales
150.00
500.00
750.00 450,
500.00 360,
5.00% On Margin
200.00
625.00
825.00 495,
825.00 495,
2,180.00 1,308,
1,675.00 1,005,

Invoices that have been paid by
the customer are marked with
asterisk

14

0o

30
18

08

08

50
24

30
12

37
30

A

24

92
67

.25
.50

.50
.00

.75

.75

.50
.25
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Job Reports

Job summary report shows actual and estimated job income and
expense, estimated cost, the difference between these values, and the
net income. Thereis also a Job Detail report that provides more detail.

Click Job Reportsin the Command Center.

o0 0 Job Reports

=

Text File

View Print

The jobs you set
up on the Jobs

window appear

here Report Type Job Description
4 2Ee1 Job 1

aBE2 Job 2

© Job Summary 4803 Job 3

() Job Detail

You can select a
month or range of

a7/21 /17

months for the aa:;m :.;w
89,/38,/17

report 18/31/17
11/38/17
12/31 417
81/3 /g
B2/26/18
63/31 /18
84/30/18
B5/31 /18
B6/38/15
67731 /18
83/31 /18
59/38/18
18/31 /18
11/38/18
124318
81431719

Job Summary  Thisreport shows the following information for each selected job:
*  Job number and name
e The general ledger accounts that are affected
e Current and prior income and expense
e Tota income & expense, and the net for the job
e Total estimated income & expense, and net for the job
« Totalsfor al jobs selected

You can select amonth or range of months for this report.
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Job Detail

This report shows the following income and expense details for each
selected job:

»  Ledger account number for each income or expense

e Income or expense date

e Description of each income or expense

»  Document number associated with each income or expense
e Journal type used to record the income or expense

*  Amount of each income or expense

» Totasof all jobs selected
After closing the year, job reportswill no longer show job detail for the
closed year. However, the income and expense for the Job are added to
Prior Income and Prior Expense in the new year.
Creating Jobs Reports

Select the job name or names.
If necessary, scroll the list box to find the name of the job you want.

Y ou can sel ect a consecutive or non-consecutive series of jobsfrom the
list (for details, see“Making Selectionsin a Reports List” on

page 242).
If no jobs are selected, all jobs will be reported.

Select a month or range of months.
Select the Job Summary or Job Detail radio button.
Click View, Print, or Text File.
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Job Summary report example:

000 Job Summary 01/01/17 to 05/31/17

Samnple Co
Job Summary
01/01/17 to 05/31/17

Tob G/L Aeoocount et Incane Ezpense
0002 Job 2
4300 Consulting 1,500.00
Income and 7110 Professional Fees 675.00
expense, including Current Income & Ezpense 1,500.00 675.00
estimated income Prior Incame E Exzpense 12,000.00 5,400.00
Het/Total Incane & Expense 7,425.00 13,500.00 6,075.00
and expense, for a Wet/Estimated Income & Exzpense 17,100.00 28,500.00 11,400.00
job are shown on
this report 0003 Jab 3
4500 Miscellansous Incane 825.00
5000 Cost of Bales-Nisc 371.25
Balance Sheet Current Income & Expense 825.00 371.25
accounts (1000- Prior Incame E Exzpense 5,500.00 2,925.00
Wet/Total Incane & Ezpense 4,028.75 7,325.00 3,296.25
2999) are _ShOWI_“' Wet/Estimated Income & Ezpense 12,750.00 23,250.00 10,460.00
but do not figure in
the totals for income 4300 Consulting 1,500.00
and expense 4500 ¥iscellaneous Income 825.00
5000 Cost of Sales-Nisc 371.25
7110 Professional Fees £75.00
Current Income & Expense 2,325.00 1,046.25
Prior Incame E Exzpense 18,500.00 8,325.00

Wet/Total Incane E Ezpense 11,453.75 20,825.00 9,371.25
Wet/Estimated Incame & Ezpense 29,8590.00 51,750.00 21,860.00
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Job Detail report example:

a0 0 Job Detail 01/01/17 to 05/31/17

Sample Co
Tob Detail
01/01/17 to 05/31/17

Rcct Date Description Document T Incame Ezpense
0002 Tob 2
Income and 4300 05/15/17 Customer 2 168 g 1,500.00
expense for a iob is 7110 05/01/17 Vendor 2 B-1236 P £75.00
P . J . Current Incane b Expense 1,500.00 £75.00
shown by invoice,
including ledger 0003 Tob 3
account, date, and 4500  05/15/17 Sample Custamer 169 1 825.00
transaction journal 5000 05/01/17 Vendor 3 B-1237 F 371.25
Current Incane b Expense 825.00 371.25
4300 Consulting 1,500.00
4500  Hiscellaneous Incame 825.00
Current income and 5000  Cost of Sales-Nisc 371.25
7110 Professicnal Fees £75.00

expense are
summarized here

Current Income & Ezpense 2,325.00 1,046.25
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Chapter 12
Backing Up & Restoring

This chapter discusses the importance of backing up your company
files. It also discusses how to make and how to restore a backup.
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Backing Up Your Company Files

Important

MultiLedger has a backup feature that compresses your company files
into a Zip file (.zip) and lets you choose where you want to save the
archive. When you want to open a backup archive, you must first
restore it using the Restor e Backup command under the File menu.
For more information on restoring a backup, see “Restoring a Backup
Archive on Windows’ on page 311. Or “Restoring a Backup Archive
on Macintosh” on page 313.

We cannot stress enough the importance of making frequent backups of
your company files. Backups are sometimesthe only way to restore data
that islost due to a power failure or a system crash. Please use the
Backup feature in MultiL edger, we cannot support or help recover
backups made by other methods.

Suggestions for Backing Up

Backing up your company filesis very important. While there are no
set rules for how frequently you should back up, you should consider
how much work you could reasonably reconstruct if acrash or problem
should occur. For some companies, this would mean daily backups; for
others, once amonth isfine. If you are using MultiLedger in a multi-
user environment, you should consider making daily backups.

It is also important to keep a backup that is not on your hard drive, in
case your hard drive should fail. You could backup to a another hard
drive, or any other external media.

Automatic Backup Reminder

You can set up an automatic alert in MultiLedger that will remind you
to make a backup of your company files. Thisway, you can be sure you
have current backups of your accounting records. For more
information on setting up the automatic backup reminder, see “ Setting
User Settings’ on page 78.
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Backing Up Your Company Files on Windows
1 Choose Backup Company from the File menu.

A dialog appears that allows you to name the backup archive and
choose where you want to save it.

Use the pop-up menu to choose —_|

where you want to save the T Save in; ]_; Construction Sample LJ b i e
backup. You can even backup to \
a floppy or ZIP drive L)

My He-cent
The default name for your Heeienls
backup is “m,” followed by part ([

of your company name, today’s Desklop

date, and the suffix .zip

ncLmEhts

‘} Fils nare: [rCon08.04-08 - Save
.
My Metwork,  Save as type: ]ZIP Files [*ZIP) LJ Cancel

Places

2 Changethe name of the backup archive, if necessary.

The default name for the archive is“m,” followed by part of your
company name, the current date, and the suffix “.zip.” Don't change or
delete the“.zip” suffix.

3 Choose where you want to save the backup archive.

Be sure to pay attention to where you save the backup. Y ou may want
to change the folder using the pull-down menu and list below. Y ou can
save the backup archive anywhere, such as on your hard drive or
another type of media.

Note Whileit'sagood ideato store backups on external media, you could
also make afolder named “Backups® in the MultiLedger directory and
store all your backups there. That way they will be easy to find when
you want to restore one.

4  Click Save.
When the backup is complete a*“Backup successful” message appears.




310 Chapter 12 Backing Up & Restoring

Backing Up Your Company Files on Macintosh
1 Choose Backup Company from the File menu.

A dialog appears that allows you to name the backup archive and
choose where you want to save it.

The default name for your @) Save
backup is the letter “m”, \\ Save s
plus part of the name of o
your Company flles Save As: mCon08-04-08.ZIP f:1
followed by today’s date — —
and the suffix .zip. | «|» | |2 | =@ | & Construction Sample Co.f = NGY

"

Use the pop-up menu to . 5
choose where you wantto —1~ @ jyacgs.. = L1 00

save the backup. You can & Al
even backup to a floppy or BPATTS
ZIP drive.
v
]
New Folder (_ Cancel ) (("Savers)

2 Changethe name of the backup archive, if necessary.

The default name for the archive isthe letter “m” (for MultiLedger),
plus part of the name of your company files followed by the current
date and the suffix “.zip.” Don’'t change or delete the “.zip” suffix.

3 Choose where you want to save the backup archive.

The default for the dialog is your company folder. Y ou should change
the folder before clicking Save. Y ou can save the backup archive
anywhere, such as on your hard drive, or another type of media.

4  Click Save.

Note Whileit's agood idea to store backups on external media, you could
also create afolder in the MultiLedger f folder, nameit “Backups,” and
store al your backups there. That way they will be easy to find when
you want to restore one.
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Restoring a Backup Archive on Windows

Important
1
com
2
3
Note

You may have to

use the pop-up
menu and list to
locate the .zip
backup archive
saved using the
Backup Company
command, then
click Open

In order to open company files stored asa.zip backup archive, first you
must restore the backup archive.

If you try to double click the “.zip” backup file to open, you will most
likely get the messagethat it can’'t find an application to open. Thefiles
must be restored using the Restor e Backup command as described
below before they can be opened.

Open MultiL edger, but don’t open a set of company files. Or, if a

pany isopen, choose Close Company from the File menu.

Choose Restore Backup from the File menu.

An Open dialog box appears.

L ocate the backup archive using the dialog box.

If you backed up your company files on aan external drive, you should
insert the disk now. Use the Look In pop-up menu and list below to
locate the backup archive.

If you created afolder named “Backups’ in the MultiLedger directory,
as suggested above, simply use the Look In pop-up menu to locate the
Backups folder in the MultiLedger directory (in Program Files), then
click Open.

\\Lookin: I 3 Construction Sample j &F E9-
v, [Eimconos-04-08.21p
My Recent
Documents
Desktop
My Documents
58
ky Computer
J
My Network, File name: | LJ Open
Places
Files of tppe: |ZIF' Files [*ZIP) LJ Cancel
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4  Click Open.

An Extract To dialog similar to the following appears:

Extract To:
Use the list to choose where

you want to save the restored
backup.

Avoid restoring the backup in
the folder where your original
company files are located, as
they will replace your original

files

Folder:

MMake New Folder

F ) M5
# | 2) MLDemo
1= |2 MLedger
|2 &.0colorMetaFiles
1) BACKUP
) cons
= ) newsampleCo
() Construction Sample
) Retail Sample
) Service Sample
) Sample META Files
# | J) MLedger 6.0.5
# 2] Movie Maker

Canstruction Sample

oK l [ Caniel

5 Select whereyou want torestorethe company filesusing the Extract To

dialog box.

Note

If you created a folder named “Backups® as suggested in the Backing
Up Your Company Files section above, you could also restore the
backup in the Backups folder. Simply locate and select the Backups
folder in the MultiLedger directory (in Program Files), then click OK.
Keep in mind that you may have to click the plussign (+) nextto a

folder to see the folder’s contents.

Important

files.

Unless your intent is to replace your original company files with the
restored files, you should avoid sel ecting the folder where your original
company filesarelocated, astherestored fileswill replace your original
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Note You can create anew folder for the restored files by clicking the Make
New Folder button on this dialog. Right Click “New Folder” then
choose Rename. Type a name for the folder, then hit Enter on the
keyboard. Make sure the folder you just created is automatically
selected as the location for the restored files.

6 Click OK.

7 Therestored company files open automatically.

Restoring a Backup Archive on Macintosh

In order to open company files stored as a backup archive, first you
must restore the backup archive.

Important If you try to double click the “.zip” backup file to open, you will most
likely get the messagethat it can’t find an application to open. Thefiles
must be restored using the Restor e Backup command as described
below before they can be opened.

1 Open MultiLedger, but don’t open a set of company files. Or, if a
company isopen, choose Close Company from the File menu.

2 Choose Restore Backup from the File menu.
An Open dialog box appears.
3 Locatethebackup archive using the dialog box.

If you backed up your company files on an external drive, you should
insert the disk now. Use the pop-up menu and list to locate the backup
archive.

Note If you created afolder named “Backups’ in the MultiLedgerf, as
suggested above, simply use the dial og box to |ocate the Backups fol der
in the MultiLedgerf folder (on your hard drive), then click Open.
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@78 s/ Open
Select ZIP file to restore.
Use the pop up menu and list ———=—=—+—"tr—=7mrr | [ Construction Sample Co.f | %] (Q:carch
to locate the backup archive, I _
i DEVICES ot 2
then click Open i =
¥ SHARED I
[ iMacGs... & |
Py ]
Al |
» PLACES :
¥ MEDIA |
ﬂ Music |
|ES| Photos |
]
ﬁ Movies |
' i b
[M) mCon08-04-08.2IP 1
( Cancel ) " Open
P
4 Click Open.

A dialog similar to the following appears:

Open

Use the pop-up menu and list QOO
to choose where you want to (a]p][z]=
save the restored backup. —
~eesaces
¥ SHARED
Avoid restoring the backup in B imaccs... &
the folder where your original & Al
company files are located, as sy

they will replace your original
files

[ New Folder |

[ Cancel ) [ Open )

P

£
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5 Select whereyou want to restore the company files using the dialog
box.

Note If you created a folder named “Backups® as suggested in the Backing
Up Your Company Files section above, you could also restore the
backup in the Backups folder. Simply locate and select the Backups
folder inthe MultiLedgerf folder (on your hard drive), then click Open
or Choose.

Important Unless your intent is to replace your original company files with the
restored files, you should avoid sel ecting the folder where your original
company filesarelocated, astherestored fileswill replace your original
files.

Note You can create anew folder for the restored files by clicking the New
Folder button on this dialog. Name the folder, then click Create. The
folder you just created is automatically selected as the location for the
restored files.

6 Click Open or Choose.
The restored company files open automatically.

The original backup archive remains unchanged and can be restored
again.
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Using Backups in a Cross-Platform Environment

Note

Because MultiLedger compresses the backup as .zip file, you can
restore a backup on any Macintosh computer or Windows computer
that is running the current version of MultiLedger. This makesit easy
to transfer company files between Mac and Windows platforms.

Since PCs cannot read a M acintosh-formatted disk, you should make all
backups to PC-formatted disks if you' re using the backupsin a cross-
platform environment.
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Appendix A Working with
CheckMark Payroll

This appendix describes how to post employee and employer cheque
information from CheckMark Payroll into MultiL edger.
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Posting Employee Cheques to MultiLedger for Windows

Employee cheque information from CheckMark Payroll for Windows
can be posted to MultiLedger for Windows by following these
instructions.

Set up Ledger Accounts in CheckMark
Payroll

Before posting to MultiL edger, you should assign account numbers to
payroll categoriesin CheckMark Payroll.

1 InCheckMark Payroll, click L edger Accountsin the Command
Center.

2 Assign MultiLedger account numbersto all applicable Payroll
Categories.

For more information on setting up Ledger Accounts, see your
CheckMark Payroll User’s Manual.

Review Posting Summary

After you have calculated payroll and created cheques in CheckMark
Payroll, you should review the Posting Summary to make sure the
information is correct before you post to MultiLedger.

3 InCheckMark Payroll, click Employee Paychequesin the Command
Center, then select Posting Summary.

4  Select Month or cheque Datesfor the Report Range, then select the
month or cheque dates.

5 Highlight the chequesthat you want to review from thelist on the left.

If no cheques are highlighted, information for al cheques will be
reported.

6 Click View or Print.

The Posting Summary report shows cheque information in a
summarized format. The net for each cheque is shown, along with
totals for wages, income, taxes, and deductions. Employer payroll
taxes are shown as an entry at the bottom of the report. These are
accrued tax liabilities and total expense for FICA, FUTA, and SUTA.

7 Verify that all ledger accounts are assigned correctly.

For help with incorrectly assigned L edger Accounts, see your
CheckMark Payroll User’s Manual.
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Note

10

1

12

13

14

Posting to MultiLedger for Windows
M ake sure you have your MultiLedger company files open.

In CheckMark Payroll, click Employee Paychequesin the Command
Center if you haven't already.

Select Month or Cheque Datesfor the Report Range, then select the
month or cheque dates.

Highlight the chequesthat you want to post to MultiL edger from the
list on the left.

If no cheques are highlighted, all cheques will be saved to the text file.

If you distribute wages or hoursto jobs, you should check the Include
Jobsin Post Summary option.

Check the Mark Posted Cheques option.

That way, cheques that have been posted to MultiLedger will be
marked with an “x".

Verify that the Cheques Reference #, Taxes Reference #, Cheques
Posting Date, and Taxes Posting Date are correct.

Checks Reference # PR-01415 |
Taxes Reference # [ET-01/15
Checks Posting Date (01307
Taxez Posting Date |011507

Y ou can use these edit boxes to enter reference numbers and posting
dates for cheques posted to MultiLedger. The default name for the
Cheques Reference # is"PR" followed by the date of the first
unmarked chequein thelist. The default name for the Taxes Reference
#is"ET" followed by the date of the first unmarked chequein thelist.
For information on marking cheques that have been posted to
MultiLedger, see step 13 above.

The default date for the Cheques Posting Date and Taxes Posting Date
isthe date of the first unmarked cheque in the list. If necessary, you
can change the information in these edit boxes.

If you need to post payroll chegues that have the same date as cheques
you've already posted, you should change the Cheques Reference # and
Taxes Reference #. Otherwise, you will receive an error message and
the posting will fail, as MultiL edger cannot accept entries with both the
same reference number and same date.
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15 Click Post to MultiL edger.
A Save Asdialog appears. The fileis named Payroll by default.

Note ThePayrall fileisatemporary filethat can be dragged to the trash when
posting is complete. Or, if you save it in the same location each time,
you can simply choose to replace it each time you post payroll, thus
avoiding confusion of having multiple Payroll files on your hard drive.

16 Choose whereyou want to save thefile, then click Save.

When the posting is complete, you will receive a message. Two files
are posted to the General Journal in MultiLedger. A PR-[date] entry for
employee cheques and an ET-[date] entry for employer taxes.

17 Click OK.

Note When you receive the message that posting has been sent, it does not
necessarily mean that the posting was successful. The posting process
sends information from CheckMark Payroll to MultiLedger, but does
not send information from MultiLedger back to CheckMark Payroll.
You should check the General Journal in MultiL edger to make sure the
PR and ET entries were sent correctly.
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Posting Employer Cheques to MultiLedger for Windows

Employer payment chequesfrom CheckMark Payroll for Windows can
be posted to MultiLedger for Windows by following these
instructions.

Set up Ledger Accounts in CheckMark
Payroll

Before posting to MultiL edger, you should assign account numbers to
payroll categoriesin CheckMark Payroll.

1 InCheckMark Payroll, click L edger Accountsin the Command
Center.

2 Assign MultiL edger account numbersto all applicable Payroll
Categories.

For more information on setting up Ledger Accounts, see your
CheckMark Payroll User’s Manual.
Review Posting Summary

After you have created employer payment cheguesin CheckMark
Payroll, you should review the Posting Summary to make sure the
information is correct before you post to MultiLedger.

3 In CheckMark Payrall, click Employer Chequesin the Command
Center, then select Posting Summary.

4  Select the month.
5 Highlight the chequesthat you want to review from thelist on the left.

If no cheques are highlighted, information for all cheques will be
reported.

6 Click View or Print.
7 Verify that all ledger accountsare assigned correctly.
For help with incorrectly assigned L edger Accounts, see your
CheckMark Payroll User’s Manual.
Posting to MultiLedger for Windows
8 Makesureyou haveyour MultiL edger company files open.

9 In CheckMark Payrall, click Employer Chequesin the Command
Center if you haven't already.

10 Select the month.
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Note

Note

11 Highlight the chequesthat you want to post to MultiL edger from the
list on the left.

If no cheques are highlighted, all cheques will be saved to the text file.

12 Click Post to MultiL edger.

A Save Asdialog appears. The file is named Employer by default.

The Employer fileis atemporary file that can be dragged to the trash
when posting is complete. Or, if you save it in the same |location each
time, you can simply choose to replace it each time you post payroll,
thus avoiding confusion of having multiple Employer fileson your hard
drive.

13 Choose whereyou want to save thefile, then click Save.

If avendor does not exist in MultiLedger, you will be asked to add the
vendor. When the posting is complete, you will receive amessage. The
cheques are posted to the Disbursements Journal in MultiLedger.

14 Click OK.

When you receive the message that posting has been sent, it does not
necessarily mean that the posting was successful. The posting process
sends information from CheckMark Payroll to MultiLedger, but does
not send information from MultiLedger back to CheckMark Payroll.
You should check the Disbursements Journal in MultiLedger to make
sure the cheques were sent correctly.
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Posting Employee Cheques to MultiLedger for Macintosh

Employee cheque information from CheckMark Payroll for Macintosh
can be posted to MultiLedger for Macintosh by following these
instructions.

Set up Ledger Accounts in CheckMark
Payroll

Before posting to MultiL edger, you should assign account numbers to
payroll categoriesin CheckMark Payroll.

1 InCheckMark Payroll, click L edger Accountsin the Command
Center.

2 Assign MultiL edger account numbersto all applicable Payroll
Categories.

For more information on setting up Ledger Accounts, see your
CheckMark Payroll User’s Manual.

Review Posting Summary

After you have calculated payroll and created cheques in CheckMark
Payroll, you should review the Posting Summary to make sure the
information is correct before you post to MultiLedger.

3 Click Employee Paychequesin the Command Center, then select
Posting Summary.

4  Select the cheque date(s) from thelist.
5 Select the desired cheques from thelist on theleft.

If no cheques are highlighted, information for all cheques will be
reported.

6 Click View or Print.

The Posting Summary report shows chegque information in a
summarized format. The net for each cheque is shown, along with
totals for wages, income, taxes, and deductions. Employer payroll
taxes are shown as an entry at the bottom of the report. These are
accrued tax liabilities and total expense for FICA, FUTA, and SUTA.

7 Verify that all ledger accountsare assigned correctly.

For help with incorrectly assigned L edger Accounts, see your
CheckMark Payroll User’s Manual.
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Note

10
11

12

13

14

15

Posting to MultiLedger for Macintosh
Make sure you have your MultiL edger company open.

In CheckMark Payroll, click Employee Paychequesin the Command
Center, if you haven't already.

Select the cheque date(s) from thelist.
Select the desired cheques from the list on the left.

If no cheques are selected, all cheques for the selected cheque date(s)
will be posted.

If you enter hoursor distribute wages by MultiL edger Job, check the
Include Jobsin Post Summary check box.

Make surethe 'x' Post Summary Entries check box is checked.

That way, the cheques that have been posted to MultiLedger will be
marked with an X.

Verify that the Cheques Reference #, Taxes Reference #, Cheques
Posting Date, and Taxes Posting Date are correct.

Checks Reference # FR-06/30
Taxes Reference # ET-06/30
Checks Posting Date 06/30/05

Taxes Posting Date 06/30/05

Y ou can use these edit boxes to enter reference numbers and posting
dates for cheques posted to MultiLedger. The default name for the
Chegues Reference # is"PR" followed by the date of the first
unmarked cheque in the list. The default name for the Taxes Reference
#is"ET" followed by the date of the first unmarked chequein the list.
For information on marking cheques that have been posted to
MultiLedger, see step 13 above.

The default date for the Cheques Posting Date and Taxes Posting Date
isthe date of the first unmarked chequein thelist. If necessary, you
can change the information in these edit boxes.

If you need to post payroll cheques that have the same date as cheques
you've aready posted, you should change the Cheques Reference# and
Taxes Reference #. Otherwise, you will receive an error message and
the posting will fail, as MultiL edger cannot accept entries with both the
same reference number and same date.

Click the Post to MultiL edger button.
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Note

Note

A Save Asdialog appears. The file is named Posting Summary by
default.

The Posting Summary fileisatemporary filethat can be dragged to the
trash when posting is complete. Or, if you save it in the same |location
each time, you can simply choose to replace it each time you post
payroll, thus avoiding confusion of having multiple Posting Summary
files on your hard drive.

16 Choose whereyou want to save thefile, then click Save.

When the posting is complete, you will receive amessage. Two files
are posted to the General Journal in MultiLedger. A PR-[date] entry for
employee cheques and an ET-[date] entry for employer taxes.

When you receive the message that posting has been sent, it does not
necessarily mean that the posting was successful. The posting process
sends information from CheckMark Payroll to MultiLedger, but does
not send information from MultiLedger back to CheckMark Payroll.
You should check the General Journal in MultiL edger to make surethe
PR and ET entries were sent correctly.
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Posting Employer Cheques to MultiLedger for Macintosh

Employer payment cheques from CheckMark Payroll for Macintosh
can be posted to MultiLedger for Macintosh by following these
instructions.

Set up Ledger Accounts in CheckMark
Payroll

Before posting to MultiL edger, you should assign account numbers to
payroll categoriesin CheckMark Payroll.

1 InCheckMark Payroll, click L edger Accountsin the Command
Center.

2 Assign MultiLedger account numbersto all applicable Payroll
Categories.

For more information on setting up Ledger Accounts, see your
CheckMark Payroll User’s Manual.
Review Cheque Summary

After you have created employer payment chequesin CheckMark
Payroll, you should review them to make sure the information is
correct before you post to MultiLedger.

3 InCheckMark Payroll, click Employer Chequesin the Command
Center.

4  Select the month.
5 Highlight the chequesthat you want to review from thelist on the left.

If no cheques are highlighted, information for al cheques will be
reported.

6 Click View or Print.
The report shows individual cheque information.
7 Verify that all ledger accounts are assigned correctly.
For help with incorrectly assigned L edger Accounts, see your
CheckMark Payroll User’'s Manual.
Posting to MultiLedger for Macintosh
8 Makesureyou haveyour MultiLedger company open.

9 InCheckMark Payroll, click Employer Chequesin the Command
Center, if you haven't already.

10 Select the cheque month from thelist on theright.
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Note

Note

11 Select thedesired cheques from thelist on theleft.

If no cheques are selected, all cheques for the sel ected month will be
posted.

12 Click the Post to MultiL edger button.

A Save Asdialog appears. The fileis named Employer Cheques by
default.

The Employer Cheques fileis atemporary file that can be dragged to
the trash when posting is complete. Or, if you saveit in the same
location each time, you can simply choose to replace it each time you
post payroll, thus avoiding confusion of having multiple Employer
Cheques files on your hard drive.

13 Choose whereyou want to save thefile, then click Save.

When the posting is complete, you will receive amessage. The
cheques are posted to the Disbursements Journal in MultiLedger

When you receive the message that posting has been sent, it does not
necessarily mean that the posting was successful. The posting process
sends information from CheckMark Payroll to MultiLedger, but does
not send information from MultiLedger back to CheckMark Payroll.
You should check the Disbursements Journal in MultiLedger to make
sure the cheques were sent correctly.
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Possible Posting Errors for Employee Cheques

Below are some possible error messages you can receive when trying
to post employee chegues into MultiLedger and ways to correct them.

e "MultiLedger 5.1 or higher must be running and company
filesmust be open to post" — To correct this, simply open your
MultiLedger company files and try posting again. You must be
using MultiLedger 5.1.x or higher.

* "Account <8000> not found-Record 1" —You have a general
ledger account in CheckMark Payroll that is not found in
MultiLedger. To correct this, verify that all accountsin the Posting
Summary report in CheckMark Payroll have matching accountsin
your MultiLedger company files. Then make any necessary
changesin either CheckMark Payroll or MultiLedger.

* "Account <Chk 2> not found-Record 1" —There are two
possible explanations for this error message.

1) You distribute wages or hourstojobsbut have not checked the
Include Jobsin Post Summary check box. To correct this, check the
Include Jobs in Post Summary checkbox on the Employee Paycheques
window then try posting again.

2) You do not distribute wages or hoursto jobs but have checked
the Include Jobsin Post Summary check box. To correct this,
uncheck the Include Jobs in Post Summary checkbox on the Employee
Paycheques window then try posting again.

e "Duplicate Document number found. Document not
imported." —There are three possible explanations for this error
message.

1) You haveimported the payroll cheques already. You should

verify in MultiLedger that the cheques you are trying to post have not

already been posted. To do this:

Click Transaction Journalsin MultiLedger's Command Center, then
select the month from the month list.

Select the General radio button, then look for PR and ET entries for
that date to seeif cheques have already been posted.

2) You are importing payroll chequeswith the same date as
cheques you have imported already. If you are posting cheques that
have the same date as cheques you have already posted to MultiL edger,
the Chegues Reference # and the Taxes Reference # on the Employee
Paycheques window in Payroll will be the same as the cheques you
already posted. You should change the Cheques Reference # and Taxes
Reference # and try posting again.
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3) You have a General Journal transaction in MultiL edger that has
the same document number and date asthe payroll transaction
you aretrying to post. Check the General Journal in MultiLedger for
atransaction with the same document number and date as the
transaction from Payroll. Usually it isthe ET-[date] entry that is
duplicated. If necessary, change the Cheques Reference # and the
Taxes Reference # in Payroll and try posting again.

Possible Posting Errors for Employer Cheques

Below are some possible error messages you can receive when trying
to post employer cheques into MultiLedger and ways to correct them.

e "MultiLedger 5.1 or higher must be running and company
files must be open to post" — To correct this, smply open your
MultiLedger company files and try posting again. You must be
using MultiLedger 5.1.x or higher.

e " Account <8000> not found-Record 1" —You have a general
ledger account in CheckMark Payroll that is not found in
MultiLedger. To correct this, verify that all accountsin the
Employer Cheques report in CheckMark Payroll have matching
accounts in your MultiLedger company files. Then make any
necessary changesin either CheckMark Payroll or MultiLedger.

e "Duplicate Document number found. Document not
imported.” —There are two possible explanations for this error

message.
1) You haveimported the cheques already. You should verify in

MultiLedger that the cheques you are trying to post have not already
been posted. To do this:

Click Transaction Journalsin MultiLedger's Command Center, then
select the month from the month list.

Select the Disbursements radio button, then look those cheque
numbers to see if chegues have already been posted.

2) You have a cheque number in MultiL edger that hasthe same
document number asthe chequeyou aretryingto post. Change the
document number, and try posting again.
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Appendix B Sample COAs

The charts of accountsin this appendix are contained in the folder,
"Sample COAS," on your master disk.
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Basic Chart of Accounts

1010
1020
1100
1200
1700
1720
1740
1800
1820
1840
2100
2200
2300
2400
2500
2550
2700
3000
3100
3200
4100
5000
6000
6100
6200
6300
6400
6500
6600
6700

Cash In Bank - Chequeing Acct.
Money Market Account
Accounts Receivable

Prepaid Expenses

Computer Equipment

Office Furniture & Equipment
Vehicles

Accum. Depr. - Computer Equip.

Accum. Depr. - Office
Accum. Depr. - Vehicles
Accounts Payable
Sales Tax Payable
Federal Withholding Tax
State Withholding Tax
FICA Tax Payable
State Disability Tax
Bank Loan

Capital

Owners Draw
Retained Earnings
Sales

Cost of Sdles
Automobile Expense
Advertising/Marketing
Bad Debts

Bank Charges
Contributions
Depletion
Depreciation Expense
Dues & Memberships

6800
6900
7000
7100
7200
7300
7400
7500
7600
7700
7800
7900
8000
8100
8200
8300
9100
7400
7500

Insurance - Business

Insurance - Health

Interest Expense

Legal & Professional Services
Meds & Entertainment
Miscellaneous Expense

Office Supplies

Pension/Profit Sharing Expense
Postage

Rent

Repairs & Maintenance
Salaries

Taxes & Licenses

Telephone

Travel

Utilities

Interest Earned

Office Supplies

Pension/Profit Sharing Expense
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Construction Partnership Chart of Accounts

1010
1020
1030
1040
1100
1200
1400
1410
1420
1430
1500
1510
1520
1710
1720
1730
1810
1820
1830
2100
2200
2250
2300
2310
2400
2410
2500
2510
2520
2530
2540
2550
2600
2700
2800
2900
3000
3050

Cash In Bank - Chequeing Acct
Cash in Bank - Payroll Acct
Undeposited Cash

Petty Cash

Accounts Receivable
Contracts Receivable
Inventory

Construction in Progress
Material-Unused & Unassigned
Unimproved Land/Non-subdiv.
Prepaid Insurance

Prepaid Taxes

Prepaid Interest

Furniture & Equipment
Leasehold Improvements
Vehicles

Accum Depr - Furn & Equip
Accum Depr - Leasehold Improv
Accum Depr - Vehicles
Accounts Payable

State Sales Tax Payable

City Sales Tax Payable

Federal Withholding Tax
Federal Unemployment Tax
State Withholding Tax

State Unemployment Tax
FICA Tax Payable

Employee 401K Savings Plan
Employee Health Insurance
Employee Cafeteria Plan
United Way

Union Dues

Accrued Real Estate Taxes
Construction Loans Payable
Customer Escrow Deposits
Other Long-Term Liabilities
Partner A Investment

Partner A Withdrawal

3100
3150
3300
4000
4100
4200
4300
4400
5000
5100
5200
5300
5400
6000
6050
6100
6150
6200
6250
6300
6350
6400
6450
6500
6550
6600
6650
6700
6750
6800
6850
6900
6950
7000
7050
7100
7150
7200

Partner B Investment
Partner B Withdrawal
Retained Earnings
Sales-Commercial
Sales-Land

Sales-Extras
Sales-Residentia

Other Income

Cost of Sales-Commercial
Cost of Sales-Land

Cost of Sales-Extras

Cost of Sales-Residential
Cost of Delivery/Shipping
Advertising

Auto-Gas, Oil, & Maintenance
Automotive Equipment
Bad Debts

Bank Service Charges
Casualty & Liability Insurance
Commissions Paid
Depletion

Depreciation Expense
Dues & Subscriptions
Equipment Rental
Insurance - Fire & Ext Covg
Insurance - General
Insurance - Health

Interest on Morg/L oans
Lega & Accounting
License Fees

Machinery Fuel & Supplies
Meals & Entertainment
Mileage Exp

Office Supplies
Pension/Profit Sharing Exp
Postage

Real Estate Taxes-Other
Rent
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7250
7300
7350
7400
7450
7500
7550

Repairs-Auto & Machinery
Repairs-Other

State Franchise Taxes
Stationery & Printing
Telephone

Travel

Utilities

8700
8800
8900
9000
9100
9500
9600

Wages

Wages - Tax Expense
Workmen's Comp Insurance
Gain/Loss on Sales of Assets
Interest Income

Interest Expense

Tax Expense
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Graphic Artist Chart of Accounts

1010
1020
1030
1040
1100
1200
1400
1600
1620
1640
1700
1720
1740
1900
1920
2100
2200
2300
2320
2400
2500
2600
2700
3000
3100
3200
3300
4000
4100
4400

Chequeing

Payroll Chequeing

Cash register drawer

Petty cash

Accounts receivable

Other current assets
Inventory

Graphic arts equipment cost
Furniture and fixtures cost
Automobiles cost

Accum depr-graphic arts equip
Accum depr-furniture and fixt.
Accum depr-automobiles
Deposits paid

Other non-current assets
Accounts payable

Sales tax payable

Accrued payroll taxes
Accrued employer expenses
Customer deposits

Other current liabilities
Bank loans

Other long-term liabilities
Owner'sinvestment
Owner's withdrawal
Suspense

Retained earnings

Contract fees

Commissions

Late fees collected

4500
5000
6000
6100
6200
6300
6400
6500
6600
6700
6800
6900
7000
7100
7200
7300
7400
7500
7600
7700
7800
7900
8000
8100
8200
8300
9000
9500
9600

Miscellaneous income
Freight

Professional promotion
Commissions paid
Depreciation
Discounts given
Discounts taken

Dues and subscriptions
Insurance

Interest

Late fees paid

Legal and accounting
License fees
Maintenance

Office supplies

Payroll wages

Payroll employer expense
Graphic art supplies
Postage

Rent

Supplies

Telephone

Travel and entertainment
Utilities-electric
Utilities-gas
Utilities-water

Interest income
Interest expense
Suspense
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Medical Partnership Chart of Accounts

1010  CashIn Bank - Chegqueing Acct.
1020 Money Market Account

1100  Accounts Receivable

1200  Prepaid Expenses

1700 Medica Equipment

1720  Office Furniture & Equipment
1740 Vehicles

1800  Accum. Depr. - Medical Equip.
1820  Accum. Depr. - Office

1840  Accum. Depr. - Vehicles

2100  Accounts Payable

2200 SalesTax Payable

2300 Federal Withholding Tax

2400  State Withholding Tax

2500 FICA Tax Payable

2550  State Disability Tax

2700 Bank Loan

3000 Capita - Partner A

3050 Capital - Partner B

3100 OwnersDraw - Partner A

3150 Owners Draw - Partner B

3200 Retained Earnings

4100 Patient Fees

4100.01 Patient Fees - Partner A
4100.02 Patient Fees - Partner B

4110  Consultation Fees

4110.01 Consultation Fees - Partner A
4110.02 Consultation Fees - Partner B
4120  Miscellaneous Income

4120.01 Miscellaneous - Partner A
4120.02 Miscellaneous - Partner B
4130 FeeRefund

4130.01 Fee Refund - Partner A
4130.02 Fee Refund - Partner B

6000 Automobile Expense

6000.01 Automobile Expense - Partner A
6000.02 Automobile Expense - Partner B
6100 Advertising/Marketing

6200 Bad Debts

6200.01 Bad Debts - Partner A

6200.02 Bad Debts - Partner B

6300 Bank Charges

6400  Contributions

6500 Depletion

6600 Depreciation Expense

6700 Dues& Subscriptions

6700.01 Dues & Subscriptions-Partner A
6700.02 Dues & Subscriptions-Partner B
6800 Insurance - Genera

6900 Insurance - Group

6950 Insurance - Owner

6950.01 Insurance - Owner - Partner A
6950.02 Insurance - Owner - Partner B
7100 Lega & Accounting Services
7200 Meads & Entertainment

7200.01 Meds & Entertainment-Partner A
7200.02 Meds & Entertainment-Partner B
7300  Miscellaneous Expense
7300.01 Miscellaneous Exp.- Partner A
7300.02 Miscellaneous Exp.- Partner B
7400  Office Supplies

7410  Equipment Rental

7420  Laboratory Expenses

7420.01 Laboratory Exp. - Partner A
7420.02 Laboratory Exp. - Partner B
7440  Reference Material

7440.01 Reference Material - Partner A
7440.02 Reference Material - Partner B
7450 Laundry

7450.01 Laundry - Partner A

7450.02 Laundry - Partner B

7460 Medical Supplies

7500  Pension/Profit Sharing Expense
7600 Postage

7700 Rent

7800 Repairs & Maintenance
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7900 Payroll Salaries
7950  Payroll Taxes

8000 Licenses

8000.01 Licenses - Partner A
8000.02 Licenses - Partner B
8100 Telephone

8200 Travel

8200.01 Travel - Partner A
8200.02 Travel - Partner B
8300  Utilities

9100 Interest Earned
9500 Interest Expense
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Newspaper Chart of Accounts

1010
1020
1100
1150
1200
1400
1600
1620
1640
1660
1680
1700
1720
1740
1760
1780
1800
1900
2100
2300
2320
2340
2360
2380
2400
2500
2560
2600
3000
3020
3040
3060
4000
4100
4200
4300
4400
4500

Cash in bank

Cash on hand

Notes and accounts receivable
Allowance for doubtful account
Prepaid expenses

Inventory

Land

Building

Machinery and egquipment
Furniture and fixtures

Motor vehicles

Type and metal

Accum depr-building

Accum depr-machinery and equip
Accum depr-furniture and fixtures
Accum depr-motor vehicles
Accum depr-type and metal
Goodwill

Accounts and notes payable
Federal unemployment tax
State unemployment tax

FICA tax payable

Federal withholding tax

State withholding tax

Loca withholding tax

Interest payable

Income tax payable

Mortgage and long term notes
Capital stock

Retained earnings

Dividends paid

Profit and loss clearing acct
Local advertising

National advertising
Classified advertising

Legd advertising

Circulation

Commercia printing

4600
4700
6000
6100
6200
6300
6400
6500
6600
6700
6800
6900
7000
7100
7200
7300
7400
7500
8000
8100
8200
8300
8400
8500
8600
8700
8800
8900
9000
9100
9200
9500
9600
9700

Merchandise sales
Miscellaneous revenue

Office salaries

Taxes on payroll salaries
Depr on machinery, furn, type
Depr on building

Feature and ad mat services
Insurance and professional svc
Light, power, water, gas

M emberships and dues

Motor vehicles and mileage
Office supplies and postage
Rent, fuel and heating

Repairs and maintenance equip
Taxes on plant and business
Taxes and maintenance on build
Telephone and telegraph
Miscellaneous

Shop wages

Taxes on shop payroll

Bad debts

Commissions on sales
Materials

Photos and engravings
Second class postage
Contributions

Advertising and promotion
Travel and entertainment
Cash discounts taken

Interest earned

Miscellaneous other income
Cash discounts allowed
Interest paid

Miscellaneous other expense
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Non-Profit Chart of Accounts

1000
1010
1020
1030
1040
1050
1100
1200
1300
1400
1500
1550
1600
1620
1640
1660
1680
1700
1720
1740
1760
1780
1900
1930
1950
2000
2100
2200
2300
2310
2320
2330
2340
2350
2360
2370
2380
2400

Current Assets

Cash in Bank - General
Cash in Bank - Payroll
Petty Cash

Undeposited Cash

Cash Register Drawer
Pledges Receivable
Prepaid Expenses
Accounts Receivable
Inventory

Investments

Long Term Assets
Building

Computer Equipment
Furniture & Fixtures
Leasehold Improvements
Vehicles

Accum. Depr. - Building

Accum. Depr. - Comp. Equip.

Accum. Depr. - Furn. & Fix.
Accum. Depr. - Leaseholds
Accum. Depr. - Vehicles
Construction in Progress
Deposits

Long Term Notes Receivable
Current Liabilities

Accounts Payable

Sales Tax Payable

Employee Health Insurance
Employee 401k Savings Plan
Federal Unemployment Tax
State Unemployment Tax
FICA Tax Payable

Federal Withholding Tax
State Withholding Tax

Local Withholding Tax

State Disability Ins. Tax
Credit Card

2500
2600
2700
2800
2850
3000
3100
3200
4000
4100
4200
4300
4400
4500
4510
4520
4530
4540
4550
4600
5000
6000
6100
6200
6300
6400
6500
6600
6700
6900
7000
7010
7020
7030
7100
7200
7300
7400

Collections Due Headquarters
Long Term Liability
Deposits for Future Services
Line of Credit - Bank
Notes Payable - Bank
Equity

Retained Earnings
Suspense

Income

Donations

Activities Income
Licensing Income
Subsidies

Fund Income

Poor Fund

Y outh Fund

Foreign Fund

Building Fund

Other Fund
Miscellaneous Income
Cost of Goods
Expenses

Advertising

Bad Debts

Bank Service Charges
Travel & Entertainment
Miscellaneous

Late Fees Paid

Dues & Memberships
Freight and Shipping
Insurance Expenseq
Insurance-Group Health
Insurance-Life
Insurance-Disability
Interest Expense

Legal Fees

Messenger Services
Accounting Fees
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7500
7600
7700
7800
7900
8000
8100
8200
8300

Parking

Pension Plan Expense

Postage

Rent

Repairs & Maintenance
Reproduction & Printing Chgs.
Salaries - Staff

Storage

Subscriptions

8400
8410
8500
8600
8700
9000
9100
9200
9500

Supplies - Office

Supplies - Other

Taxes - Payroll

Telephone

Utilities

Other Income

Gain/Loss on Sale of Assets
Interest Earned

Other Expenses
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Partnership Chart of Accounts

1010
1020
1030
1040
1100
1200
1400
1600
1620
1640
1660
1700
1720
1740
1760
2100
2200
2300
2320
2340
2360
2380
2400
2600
3000
3020
3100
3120
3200
4000
4100
4200
5000
5100
5200
6000
6100
6200

Chequeing

Payroll Chequeing

Cash register drawer

Petty cash

Accounts receivable

Prepaid expenses

Inventory

Computer equipment

Office furniture and equipment
Vehicles

Leasehold improvements
Accum. depr.-computer equipment
Accum. depr.-office furniture
Accum. depr.-vehicles
Accum. depr.-leasehold improv
Accounts payable

Sales tax payable

FICA tax payable

Federal withholding tax
State withholding tax

Federal unemployment tax
State unemployment tax
State disability tax

Note payable

Partner A investment

Partner B investment

Partner A withdrawal

Partner B withdrawal
Retained earnings

Sales

Returns and allowances
Miscellaneous income

Cost of sales

Freight

Purchase discounts
Advertising/marketing
Automobile

Bad debts

6300
6400
6500
6600
6700
6800
6900
7000
7100
7200
7300
7400
7500
7600
7700
7800
7900
8000
8100
8200
8300
8400
9000
9500

Bank charges
Contributions
Commissions and fees
Depletion

Depreciation

Dues and memberships
Employee benefits
Insurance

Late fees

Legal and professional
Maintenance and repairs
Miscellaneous

Office supplies
Payroll-wages
Payroll-taxes

Postage

Rent

Rent or |ease equipment
Taxes and licenses
Telephone

Travel, meals and entertainment
Utilities

Interest income

Interest expense




342 Appendix B Sample COAs

Printing/Copy Center Chart of Accounts

1010
1020
1030
1040
1100
1200
1400
1600
1620
1640
1700
1720
1740
1900
1920
2100
2200
2300
2320
2400
2500
2600
2700
3000
3100
3200
3300
4000
4020
4040
4100
4120
4140
4160
4200
4300
4400
4500

Chequeing

Payroll Chequeing

Cash register drawer

Petty cash

Accounts receivable

Other current assets
Inventory

Printing equipment cost
Furniture and fixtures cost

L easehold improvement cost
Accum depr-printing equipment
Accum depr-furniture and fixtures
Accum depr-leasehold improv.
Deposits paid

Other non-current assets
Accounts payable

Sales tax payable

Accrued payroll taxes
Accrued employer expenses
Customer deposits

Other current liabilities
Bank loans

Other long-term liabilities
Owner'sinvestment

Owner's withdrawal
Suspense

Retained earnings
Photocopy

Signage

Other printing sales

Paper

Binders

Stamps

Other retail items

Printing services

Shipping collected

Late fees collected
Miscellaneous income

5000
5020
5040
5060
5080
5100
6000
6100
6200
6300
6400
6500
6600
6700
6800
6900
7000
7100
7200
7300
7400
7500
7600
7700
7800
7900
9000
9500
9600

Paper purchases
Binder purchases

Stamp purchases

Other purchases

Ink purchases

Freight

Advertising

Depreciation

Discounts given
Discounts taken

Dues and subscriptions
Insurance

Latefeespaid

L easehold improvements
Legal and accounting
Maintenance

Store supplies

Payroll wages

Payroll employer expense
Postage and shipping
Rent

Telephone

Travel and entertainment
Utilities-gas
Utilities-electricity
Utilities-water

Interest income

Interest expense
Suspense
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Professional Chart of Accounts

1010
1020
1100
1200
1700
1720
1740
1800
1820
1840
2100
2200
2300
2400
2500
2550
2700
3000
3100
3200
4100
4200
4300
4400
4500
6000
6100
6200
6300
6400
6600
6700
6800
6900
7000
7100
7110
7120

Cash In Bank - Chequeing Acct.
Money Market Account
Accounts Receivable
Prepaid Expenses
Leasehold Improvements
Office Furniture & Equipment
Vehicles

Accum. Depr. - Leasehold
Accum. Depr. - Office
Accum. Depr. - Vehicles
Accounts Payable

Sales Tax Payable

Federal Withholding Tax
State Withholding Tax
FICA Tax Payable

State Disability Tax

Bank Loan

Capital

Owners Draw

Retained Earnings

Fee Income

Commissions

Consulting
Reimbursement Expenses
Miscellaneous Income
Automobile Expense
Advertising/Marketing
Bad Debts

Bank Charges
Contributions
Depreciation Expense
Dues & Memberships
Insurance - Genera
Insurance - Group
Insurance - Owner

Legal & Accounting Services
Professional Fees
Commissions Paid

7200
7300
7400
7500
7600
7610
7700
7800
7900
7950
8000
8100
8200
8300
9100
9500

Meals & Entertainment
Miscellaneous Expense
Office Supplies
Pension/Profit Sharing Expense
Postage

Printing

Rent

Repairs & Maintenance
Payroll Salaries

Payroll Taxes

Licenses

Telephone

Travel

Utilities

Interest Earned

Interest Expense
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Profit Center Chart of Accounts

1010 CashinBank - Generd
1020 CashinBank - Payrall
1030  Petty Cash

1040 Money Market Account
1100  Accounts Receivable
1140  Allowance - Bad Debts
1200  Prepaid Expenses

1400 Inventory

1600 Land

1620 Building

1640 Computer Equipment
1660  Furniture & Fixtures
1680 Leasehold Improvements
1690 Vehicles

1720  Accum. Depr. - Building

1740  Accum. Depr. - Comp. Equip.

1760  Accum. Depr. - Furn. & Fix.
1780  Accum. Depr. - Leaseholds
1790  Accum. Depr. - Vehicles
1800  Construction in Progress
1900 Deposits

1950 Long Term Notes Receivable
2100  Accounts Payable

2200 SalesTax Payable

2300 Employee Health Insurance
2310 Employee 401k Savings Plan
2320  Federal Unemployment Tax
2330  State Unemployment Tax
2340  FICA Tax Payable

2350 Federal Withholding Tax
2360 State Withholding Tax

2370  Locd Withholding Tax

2380  State Disability Ins. Tax
2390  Credit Union

2400  United Way

2700 Lineof Credit - Banks

2750 Notes Payable - Bank

2800 Notes Payable - Shareholders

3000 Common Stock

3020 Retained Earnings

4100 Sales- Consulting

4200 Sales- Labor

4300 Sales- Merchandise

4300.01 Sales - Merchandise - Store 1
4300.02 Sales - Merchandise - Store 2
4600  Sales Discounts

4600.01 Sales Discounts - Store 1
4600.02 Sales Discounts - Store 2
4700 SalesReturns & Allowances
4700.01 Sales Returns & Allow. Store 1
4700.02 Sales Returns & Allow. Store 2
4800  Other Income - Finance Charges
4800.01 Other Income - Store 1
4800.02 Other Income - Store 2

4900 Freight Revenue

4900.01 Freight Revenue - Store 1
4900.02 Freight Revenue - Store 2
5000 Cost of Goods Sold

5000.01 Cost of Goods Sold - Store 1
5000.02 Cost of Goods Sold - Store 2
5050 Delivery & Freight Charges
5050.01 Delivery & Freight - Storel|
5050.02 Delivery & Freight - Store 2
5060 Purchase Discounts

5060.01 Purchase Discounts - Store 1
5060.02 Purchase Discounts - Store 2
6000  Accounting Fees

6000.01 Accounting Fees - Store |
6000.02 Accounting Fees - Store 2
6100 Advertising

6100.01 Advertising - Store |

6100.02 Advertising - Store 2

6200 Bad Dehts

6200.01 Bad Debts - Store

6200.02 Bad Debts - Store 2

6300 Bank Service Charges




Profit Center Chart of Accounts

345

6300.01 Bank Service Charges - Store |
6300.02 Bank Service Charges - Store 2
6400 Business - Entertainment
6400.01 Business/Entertainment-Store |
6400.02 Business/Entertainment-Store 2
6410 Business- Meds

6410.01 Business/Meals - Store |
6410.02 Business/Meals - Store 2

6420 Business- Travel

6420.01 Business/Travel - Store |
6420.02 Business/Travel - Store 2

6500 Contributions - Charitable
6500.01 Contrib/Charitable - Store |
6500.02 Contrib/Charitable - Store 2
6510 Contributions - Political
6510.01 Contrib/Political - Store|
6510.02 Contrib/Political - Store 2
6600 Depreciation Expense

6600.01 Depreciation Expense - Store |
6600.02 Depreciation Expense - Store 2
6700 Duesand Memberships
6700.01 Due and Memberships - Store |
6700.02 Dues and Memberships - Store 2
6800 Employee - Moving Expenses
6800.01 Employee/Moving - Store |
6800.02 Employee/Moving - Store 2
6900 Freight and Shipping

6900.01 Freight & Shipping - Storel
6900.02 Freight & Shipping - Store 2
7000 Insurance - Disability

7000.01 Insurance/Disahility - Store |
7000.02 Insurance/Disability - Store 2
7010 Insurance - Group Health
7010.01 Insurance/Group Health-Store |
7010.02 Insurance/Group Health-Store 2
7020 Insurance- Life

7020.01 Insurance/Life - Storel
7020.02 Insurance/Life - Store 2

7030 Insurance - Officer Health

7030.01 Insurance-Off. Health-Store |
7030.02 Insurance/Off. Health-Store 2
7040 Insurance - Officer Life
7040.01 Insurance/Off. Life - Storel
7040.02 Insurance/Off. Life - Store 2
7100  Interest Expense

7100.01 Interest Exp - Store |

7100.02 Interest Expense - Store 2
7200 Legal Fees

7200.01 Legal Fees- Storel

7200.02 Legd Fees- Store 2

7300 Messenger Services

7300.01 Messenger - Store |

7300.02 Messenger - Store 2

7400 Miscellaneous

7400.01 Miscellaneous - Store |
7400.02 Miscellaneous - Store 2

7500  Parking

7500.01 Parking - Store 1

7500.02 Parking - Store 2

7600 Pension Plan Expense
7600.01 Pension Plan Expense - Store |
7600.02 Pension Plan Expense - Store 2
7700 Postage

7700.01 Postage - Storel

7700.02 Postage - Store 2

7800 Rent

7800.01 Rent - Storel

7800.02 Rent - Store 2

7900 Repairs & Maintenance
7900.01 Repairs/Maint. - Store|
7900.02 Repairs/Maint. - Store 2

8000 Reproduction & Printing Chgs.
8000.01 Reproduction/Printing-Store |
8000.02 Reproduction/Printing-Store 2
8100 Salaries- Agency Temp. Fees
8100.01 Salaries-Temp. Fees - Store |
8100.02 Salaries-Temp. Fees - Store 2
8110 Salaries- Commissions
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8110.01 Salaries’Commissions - Store |
8110.02 SalariesyCommissions - Store 2
8120 Salaries- Officers

8120.01 Salaries/Officers - Store |
8120.02 Salaries/Officers - Store 2
8130 Saaries- Staff

8130.01 Salaries/Staff - Store |
8130.02 Salaries/Staff - Store 2

8200 Storage

8200.01 Storage - Storel

8200.02 Storage - Store 2

8300  Subscriptions

8300.01 Subscriptions - Store|
8300.02 Subscriptions - Store 2

8400  Supplies- Office

8400.01 Supplies/Office - Storel
8400.02 Supplies/Office - Store 2
8410  Supplies - Other

8410.01 Supplies/Other - Storel
8410.02 Supplies/Other - Store 2

8500 Taxes- Personal Property
8500.01 Taxes/Personal Prop. - Store |
8500.02 Taxes/Personal Prop. - Store 2
8510 Taxes- Payroll

8510.01 Taxes/Payrall - Storel
8510.02 Taxes/Payroll - Store 2

8520 Taxes- Real Estate

8520.01 TaxesdReal Estate - Storel
8520.02 Taxes/Real Estate - Store 2
8600 Telephone

8600.01 Telephone - Storel

8600.02 Telephone - Store 2

8700  Utilities

8700.01 Utilities - Store |

8700.02 Utilities - Store 2

9100 Gain/Losson Sae of Assets
9200 Interest Earned

9600 Federal Income Tax

9700  State Income Tax
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Restaurant Chart of Accounts

1010
1020
1030
1040
1100
1200
1300
1310
1320
1330
1700
1720
1730
1740
1750
1760
1800
1820
1830
1840
1850
1860
2100
2200
2300
2400
2500
2550
2560
2700
2999
3000
3020
4100
4200
4300
4400
4500

Cash in Bank - General

Cash in Bank - Payrall

Cash Register Drawer

Petty Cash

Accounts Receivable
Inventory

Deposits Paid

Prepaid Insurance

Prepaid Taxes

Prepaid Licenses

Kitchen Equipment

Dining Room Furn & Fixt
China, Glass, Silver, Linen
Office Furniture & Fixtures
Automobiles

Improvements

Accum Depr-Kitchen Equipment
Accum Depr-DR Furn & Fixt
Accum Depr-Ch, GlI, Sil, Lin
Accum Depr-Office Furn & Fixt
Accum Depr-Automobiles
Amortization-I mprovements
Accounts Payable

Sales Tax Payable

Federal Withholding Tax
State Withholding Tax

FICA Tax Payable

State Disability Tax
Employees Payroll Deductions
Note Payable

Suspense

Capital Stock

Retained Earnings

Food Sales

Beverage Sales

Catering Fees

Rental Fees

Other Income

5100
5200
5300
5400
5500
6000
6010
6020
6030
6040
6050
6060
6070
6080
6090
6100
6110
6120
6130
6140
6150
6160
6170
6180
6190
6200
6210
6220
6230
6240
6250
6260
6300
6350
6400
6450
9000
9100

Cost of Sales-Food
Cost of Sales-Beverage
Cost of Sales-Catering
Cost of Sales-Rentals
Other Cost of Sales
Automobile Expense
Advertising/Marketing
Bad Debts

Bank Charges
Contributions

Dues & Subscriptions
Employee Meals
Exterminator

General Insurance
Group Insurance
Laundry & Linen

Late Fees (Penalties)
Lega & Professional
Kitchen Supplies
Office Supplies
Postage

Repairs & Maintenance
Rent

Replacements

Rubbish Removal
Salaries-Management
Salaries-Host/Hostess
Salaries-Waiter/Waitress
Salaries-Bus Person
Salaries-Dishwasher
Payroll Tax Expenses
Retirement Plan Compensation
Telephone

Travel & Entertainment
Uniforms

Utilities

Interest Income

Gain on Assets
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9500 Interest Expense
9600 Losson Assets
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Retail Chart of Accounts

1010 Cash InBank - Chequeing Acct
1020 Cashin Bank - Payroll Acct
1030 Cash Register Drawer

1040  Petty Cash

1100  Accounts Receivable

1200  Prepaid Expenses

1400 Inventory

1710  Furniture & Equipment

1720  Leasehold Improvements
1730  Vehicles

1810  Accum Depr - Furniture & Equip
1820  Accum Depr - Leasehold
1830  Accum Depr - Vehicles
2100  Accounts Payable

2200 State Sales Tax Payable
2250 City Sales Tax Payable

2300 Federal Withholding Tax
2310  Federa Unemployment Tax
2400  State Withholding Tax

2410  State Unemployment Tax
2500 FICA Tax Payable

2510 Employee 401K Savings Plan
2520 Employee Health Insurance
2530 Employee Cafeteria Plan
2540  United Way

2550  Union Dues

2600 Bank Loan

2700  Other Long-Term Liabilities
3000 Capital Stock

3300 Retained Earnings

4000.01 Sales-Store 1

4000.02 Sales-Store 2

4100.01 Sales Returns-Store 1
4100.02 Sales Returns-Store 2

4200  Other Income

5000.01 Cost of Sales-Store 1
5000.02 Cost of Sales-Store 2
5100.01 Cost of Sales Returns-Store 1

5100.02 Cost of Sales Returns-Store 2
5200.01 COS Damage/Shrinkage-Store 1
5200.02 COS Damage/ Shrinkage-Store 2

5300
6000
6100
6200
6300
6400
6500
6600
6700
6800
6900
7000
7100
7200
7300
7400
7500
7600
7700
7800
7900
8000
8100
8200
8300
8400
8500
8600
8700
8800
8900
9000
9001
9002
9003

Shipping/Postage
Advertising/Marketing
Automobile Expense
Bad Debts

Bank Service Charges
Commissions Paid
Contributions
Depletion

Depreciation Expense
Dividend Expense
Dues & Memberships
Equipment Rental
Franchise Fees
Insurance - General
Insurance - Health
Interest Expense

Lega & Accounting Services
Licenses

Meals & Entertainment
Mileage Expense
Pension/Profit Sharing Exp
Printing

Rent

Repairs & Maintenance
Store Supplies
Telephone

Travel

Utilities

Wages

Wages - Officers
Wages - Tax Expense
Gain/Loss on Sales of Assets
Interest Income

Interest Expense

Tax Expense
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Sole Proprietorship Chart of Accounts

1010 Chequeing 6200 Bad debts

1020  Payroll Chequeing 6300 Bank charges

1030  Cash register drawer 6400  Contributions

1040  Petty cash 6500 Commissions and fees
1100  Accounts receivable 6600 Depletion

1200  Prepaid expenses 6700 Depreciation

1400 Inventory 6800 Dues and memberships
1600  Computer equipment 6900 Employee benefits
1620  Office furniture and equipment 7000 Insurance

1640 Vehicles 7100 Latefees

1660 Leasehold improvements 7200 Legal and professional
1700  Accum. depr.-computer equipment 7300 Maintenance and repairs
1720  Accum. depr.-office furniture 7400 Miscellaneous

1740  Accum. depr.-vehicles 7500  Office supplies

1760  Accum. depr.-leasehold improv 7600  Payroll-wages

2100  Accounts payable 7700  Payroll-taxes

2120  American Express 7800 Postage

2140 MasterCard 7900 Rent

2160 Visa 8000 Rent or lease equipment
2200 Salestax payable 8100 Taxesand licenses
2300 FICA tax payable 8200 Telephone

2320  Federal withholding tax 8300 Travel, meals and entertainment
2340  State withholding tax 8400  Utilities

2360 Federal unemployment tax 9000 Interest income

2380  State unemployment tax 9500 Interest expense

2400  Statedisability tax
2600 Note payable

3000 Owner'sinvestment
3100 Owner'sdraw

3200 Retained earnings
4000 Sales

4100 Returns and allowances
4200  Miscellaneousincome
5000 Cost of sales

5100 Freight

5200  Purchase discounts
6000 Advertising/marketing
6100  Automobile
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Appendix C Glossary

Thisappendix contains aglossary of accounting terms, aswell asterms
related to MultiLedger and your computer.
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Accrual Accounting - amethod of accounting in which transactions
are recorded in the period that they occur, which is not necessarily
when cash changes hands.

ASCII - an abbreviation for the American Standard Code for
Information Interchange. It is a standard way of representing text in
computer files.

Assets- property owned by the company, such as cash, inventory,
furniture, equipment, and buildings.

Audit Trail - records of the transactions of a company.

Balance Sheet - areport which lists the assets, liabilities, and equity in
acompany as of a certain date.

Bank Reconciliation - a screen in MultiLedger used to reconcile the
cash accounts with the bank statements.

Beginning Balances - those account balances that are carried forward
from a previous accounting period.

Cash Accounting - a method of accounting in which revenues are
recorded when cash isreceived and expenses are recorded when cash is
paid.

Cash Flow Statement- a report which shows the cash in and out for a
given period of time.

Chart of Accounts - the account numbers and descriptions which a
company uses to record all transactions.

Check Box - asmall square box that appears in a dialog box used to
choose an option.

Click- positioning the pointer on the object to be selected, and then
pressing and releasing the mouse button.

Close Box- asmall sguare box in the upper left hand corner of thetitle
bar of the current window or dialog box on Macintosh or the ‘X’ box in
the upper right hand corner of the current window on Windows.

Close Year - an accounting procedure in which the balances in the
income and expense accounts are transferred to the balance sheet (to
Equity).

Control Buttons - buttons which are used to cause an action to take
place. The action is indicated by the button title.

Customer Invoices - ascreen in MultiLedger used to record sales of
items and generate invoices.

Customer Payments - a screen used to record payments on account
from customers.
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Dialog Box - abox where choices are made or datais entered.

Disbursements Journal - ajournal used to record cheques for items
not entered in accounts payable.

Double-click - positioning the pointer on the object to be selected, and
then clicking twice in quick succession with the mouse button.

Double Entry Accounting - amethod of accounting in which each
transaction has equal debit and credit amounts. In this way, the
accounts remain balanced.

Drag - the act of positioning the pointer over the item to be dragged,
and then holding the mouse button down while moving the mouse.

Equity (Owner’s Equity) - the rightsto the properties of a business,
such as common stock and retained earnings.

Expenses - expenditure for operating costs of an accounting period.

Export - the capability to move datainto a text file which can be used
by other applications.

Financial Snapshot- areport which shows a summary of cash,
receivables, payables, inventory and several financial ratios.

Fiscal Year - the twelve-month accounting period used by a company.
Format - the ability to define the placement of fields for cheques.

General Journal - ajournal used to record transactions that do not fit
within the scope of the Receipts or Disbursements Journal, such as
depreciation or amortization adjustments.

General Ledger - acollection of ledger accounts which track a
company’s financial activities.

| con- a picture on the desktop that represents afile.
I ncome - revenues received by a company, usually from sales.

Income Statement - areport which shows the income and expenses of
a company for a given time period.

Item Purchases - a screen in MultiL edger used to record purchases of
items.

I nterface Accounts - a screen used to assign ledger accounts to
posting categories.

Liabilities- any debts owed by acompany, such as accounts payable or
sales taxes payable.

Payables Journal - ajournal used to record payables.

Pointer - the small shape on the screen that follows the movement of
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the mouse (usually an arrow).

Profit Center - aportion of a company that isresponsible for its own
income and expenses.

Radio Button - a hollow button which, when clicked on, becomes
filled in with ablack circle. Radio buttons are a means of making a
single choice from several related alternatives within a dial og.

Receipts Journal - ajournal used to record deposits to cash accounts
for items not entered in accounts receivable.

Retained Earnings - that portion of Owner’s Equity which represents
the retained net income/loss of a company.

Reversing Entry - an entry that reverses a previous entry.
Sales Journal - ajournal used to record sales and generate invoices.

Scroll - to move lines of text within abox so that a different portion of
the text may be viewed.

Select - to use the mouse to click and drag across some information in
order to highlight it.

Text File - afile which can be opened by word processing and other
software packages.

Trial Balance - alisting of all of the accounts from the chart of
accounts along with their balances.

Vendor Payments - a screen used to record payments to vendors and
to generate cheques.

Year-to-date - the total balance of an account from thefirst period in
the fiscal year to the current period.
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Appendix D AppleScript and
Importing

Thisappendix describes how to use MultiL edger’s built-in AppleScript
capabilities for importing information into MultiLedger for Macintosh.
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Importing Information into MultiLedger Using AppleScript

AppleScript is afeature of the Mac OS that lets you automate tasks on
your computer. All of the available Import functions in MultiL edger,
such as importing customers, vendors, invoices, disbursements, etc...,
can be called automatically using AppleScript commands. This means
you can automate interaction from other AppleScript-aware
applications, such as FileMaker Pro or Microsoft Excel.

AppleScript is ascripting language. A scripting language lets you
control acomputer by writing a series of commands, which make up
the script. When you run the script, the computer performs the actions
indicated by the commands. As with any programming or scripting
language, AppleScript consists of a set of commands, operators,
control structures, and syntax rules. Writing successful scriptsisaskill
that takes time to acquire. Details about the AppleScript language,
including a beginner’s tutorial, can be found on Apple's AppleScript
web site, http://www.apple.com/applescript.
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MultiLedger’s AppleScript Dictionary is available from any scripting
tool, including Apple’s Script Editor. Below is MultiLedger’s scripting
dictionary.

O

MultiLedger™ 6.0 Dictionary =——————HIH

open
run
quit

launch
import
exists

Required Suite | | Reqmired Suite: Terms teat every application skould support

MultiLedger S... OPEN alias — full path and came oF MLO File % aper.

open: Open a set of company files.

run: Sent to Multil edger when it is double-clicked.

run
quit: Quit Multil edger

quit
MultiLedger Suite: Custom terms for MultiLedger
launch: Startup Multil edger

launch
Fesult: "

import: [mport data fiom a text file into Multil edgzer.
import

thedata
disbursement/receipt/general /payable /sales/purchasesinvaice /customer Aitemvendor faccount/ jobs
== fype of dats o be inporded

from alias -- full path and name of text file do import from

exists: Checls for a document#, job#, account# or customer, vendor, item name.
exists
thedata
disbursement/receipt/general fpayable fzales fpurchase Sinvaice feustomer fitem vendor faccount A jobs
—- fype of dats fo cheok for existing document® or name
named 5tring -- decumend¥ or name do look for
Eesult: boolean —- frue or falee

ST

-
-

[«]»

The Required Suite of scriptable commands are Open, Run, and
Quit, and are standard with most scriptable applications.

The Open command opens a specified set of MultiLedger company
files. Be sure to type in the complete path name, including the file
name with the extension .MLO (e.g.
HardDisk:Folder1:Folder2:FileName.MLOQ).

The MultiLedger Suite consists of three commands: L aunch,
Import, and Exists.

The Launch command opens the specified application. In the example
below, it is the application MultiLedger.

Import isused from within a script to call any import function within
MultiL edger.

Scripting commands begin with a“tell application” command and end
with an “end tell” command. Comments are prefaced with a double

hyphen (- -).
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Below is an example of an import script written in Apple’s Script
Editor that imports a cheque into MultiLedger. This script checksfirst
to seeif the disbursement "Ck 1234" aready exists in the MultiLedger
company files. If the transaction already exists in the company files,
the import command is skipped.

Note Thefield order used for the import is the same as the field order in the
Import List (on the Import window under the File menu) for the
company you are importing into. You should check the Import Listin
the company files you are importing into to make sure that the field
order is correct.

The Import commands use the keywords import, thedata, from, and
alias.

Existsis used to determineif a customer, vendor, or item name, or, in
this case, a transaction document number already existsin the
MultiLedger company files.

quit
end tell

= —MNOTE : sedivads brings dhe soplica®ion & dhe front most window — qodions!

open falias "PowerHD:MultiLedger &.0f:ML Sample Companies:Retail Sample Co:Retail Corp MMLO")
= —MNOTE : Tyowe dhe full psth fo gpen dhe conmposny ' s ML File,

= =MNOTE : This path is shown 3t the bodfonn of fhe connnand cender window when the company is aoen.

if {exists thedata disbursement named "Ck1234") then

end if

= Description:
-
[~
[=1 [
Record Stop Fun Check Swyntax
tell application "Multiledger™ &.0" | |
launch
= =NOTE : launch sdards uo dhe Multiledaer soolicadion
activate

= =MNOTE : you ean cheole for the sxistanee of 3 document punnbey in 3l journals or
= —MNOTE © socaund o job munebers o

= =NOTE ; cusdoner, verdor, oF itenm nanes

import thedata disbursement from alias "PowerHD:import file”

= —MNOTE - Fislds snd dheir order must be sedfuyp in dhe tngoor? window in fultiledoer
— —MOTE : before you can impport s Fils

AppleScript | 4 L
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Appendix E Error Messages

This appendix describes various MultiLedger error messages and
suggestions to help resolve these errors.
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Macintosh or Windows Error Messages

-39

Fileincorrect size - In most cases, afile has either been moved out of
thefolder replaced by an ol der file, or renamed. If the message indicates
that itisthe ML 9 file, make sure you have a backup, then continue with
the open and Rebuild the Files. If there is atransaction or transactions
that are not complete, doing a Rebuild of the files should either delete
the problem transaction or fix it. After the Rebuildiscomplete, view the
General Ledger for the whole year to verify that itisin balance. If it's
not the ML9 file, or the rebuild doesn’t work, the fastest and easiest
solution isto revert to arecent backup. If that’s not an option, you need
to contact Tech Support.

Macintosh Error Messages

-36

-5000

Input/Output Error - You might get this error by itself or with a-38
error. Either way, it'sBAD NEWS! It means a sector on the drive or
media you are using (hard drive, CD, zip, USB, etc.) is bad and the
files affected by that bad sector can’t be recovered. You will have to
revert to abackup. Make sureif the problem is with the hard drive that
you have the drive checked.

Filenot Open - If you get this message by itself and not in conjunction
with the above error, you can generally close out of the company, shut
down your computer, then when you restart you shouldn’t get the error

message.

File AccessError - If you are getting this error message when trying
to open either MultiLedger or Payroll fileson Mac OSX, it means
either the folder the datafiles are in, the application, or the datafiles
themselves have lost their access priviledges and need to be set to read
and write. If you need detailed instructions on how to do this, please
refer to the Knowledge Base on our website, www.checkmark.com.

Windows Error Messages

Unhandled Exception

This generally means there is a transaction or transactions that are not
complete. Doing a Rebuild of the files should either delete the problem
transaction or fix it. PLEASE make a backup of the fileseven if you
have to make a copy of the folder with the datafilesin it before doing a
Rebuild.
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DZ1P32.DLL and/or
DUNZIP32.DLL

If you are getting these error messages, you need to first make a
backup of your files by copying the folder they areinto adisk or
different location on your hard drive. Then you need to Uninstall the
MultiLedger or Payroll program. Then re-stall the most recent version
you have and download any patches from our website to bring your
application current. The re-install will install the DLL filesinto the
Windows folder where they need to be.
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Account numbers
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guidelines for setting up 22
modifying 25
posting accounts 26
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Deposit dlips
MICR printing 154
printing 91
Deposits
modifying or deleting in customer
payments 159
recording advance 163
recording with customer payments
154
recording with receipts journal 151
Dialog box
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Disbursements
report 279
Disbursements journal 188
1 time button for vendor 188, 191
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check number 188
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description field 189
entering one time vendor 188
field descriptions 188

job 189
ledger account 189
modifying or deleting checks 193
paid to 188
printing checks from 192
recording a check with 190
recurring entries 188
report 279
Discount/adjustment account
on customer payments 153
on vendor payments 194
Document number
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payablesjournal 183
Document numbers 115
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Double entry accounting definition 353
Double-click definition 353
Drag definition 353
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on transaction journal reports 282
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Due date
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payablesjourna 184
Duplicate documents
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Error messages 360
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-5000 file access error 360
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posting payroll 328
unhandled exception 360
Expenses definition 353
Export definition 353
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posting employee checks to Multi-
Ledger for Windows 318
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Ledger for Mac 326
posting employer checks to Multi-
Ledger for Windows 321
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File menu
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print font 89
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Financial snapshot 297
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customizing 80
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Find

company files 237
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Fiscal year definition 353
Font
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Format definition 353
Formatting
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customer statements 94

invoices 94

resetting to default 97
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Genera journal
definition 353
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job 206
ledger account 206
modifying or deleting 208
recording transactions in 207
recurring entries 206
reference number 206
report 279
using 206
General ledger
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drill down on reports 284
reports 283
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item sales 265
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prior month comparison 289
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reports 289
show detail accounts option 290
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Income vs. budget
income statement 290
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Installing
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MultiLedger on Windows 5
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cash account 26
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definition 353
inventory 26
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setting up 26
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adjusting 218
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202
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Invoice item detail customer report 253
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salesjournal 143
Invoice total
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salesjournal 145
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formatting 94
reversing 164
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Item purchase detail




vendor report 258, 263

Item purchases
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job 178
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purchase order 176
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purchase detail report 265, 268
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sales detail report 265, 267
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setting up 45, 65
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setting up as taxable 64
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total cost 63

report 279 verifying setup of 46
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show vendor history 181, 186
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unit cost 178 Job summary report 303
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inventory not balancing 47
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269
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modifying 67
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genera journal 206
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in disbursements journal 189
in item purchases 178

in payables journal 184

in receiptsjourna 150
insalesjournal 144
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modifying 84

prior expense 83

prior income 82
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Labels
customer mailing 246
salesjournal 90
shipping 90
vendor mailing 258
Laser stub 90

Ledger account
disbursements journal 189
general journal 206
payablesjournal 184
receiptsjourna 150
salesjournal 144
L edger accounts
deleting 25
entering balances 28
for Mac Payroll posting 323, 326
for Windows Payroll posting 318,
321
modifying 25
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bank reconciliation 210
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Locking months 108, 117
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Macintosh

backing up on 310

creating a new company on 18

entering one-time vendor 188

importing with Apple Script 356
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posting employee payroll checks to
MultiLedger 323

posting employer checks to Multi-

Ledger 326
printing PICT file 91
restoring a backup on 313
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for customers 246
for vendors 258
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Mapping
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Match name & code
importing 230
Metafile
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printing 91
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MICR encoding 93
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adjust inventory 219
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customer payments 159
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disbursements journal checks 193
genera journal 208
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jobs 84
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passwords 108
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salesjournal invoices 149
salestax 86
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transactions 120
users 108
vendor payments 198
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Months
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working with 30 open 116
Multiple open windows 11
Multiple users
(see also multi-user)
in MultiLedger 102
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access limitations 103
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network considerations 105
restrictions 104
Multi-user capabilities 102
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Network
(see also multi-user)
mapping drive on Windows 102
multi-user considerations 105
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creating on Macintosh 18
creating on Windows 16
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in customer invoices 138
in disbursements journal 189
in general journal 207, 208
in item purchases 179, 182
in payables journal 185, 187

in receiptsjourna 150
in sales journal 145
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backup on Macintosh 313

backup on Windows 311
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sample company on Windows 6
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on Macintosh 9

on Windows 7
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Operating expenses

definition 353
Order number

customer invoices 136
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prior to start date 38

verifying set up of 43
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prior to start date 30
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printing 90
Passwords
deleting 108
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modifying 108
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accounts payable report 257, 260
aged report 257, 260
modifying or deleting in item pur-
chases 182
modifying or deleting in payables
journal 187
printing item purchases 182
recording in item purchases 179
recording in payablesjournal 185
reversing 201
setting up prior outstanding 38
summary aged report 257, 261
verifying the setup of outstanding 43
Payablesjournal 182
check stub description 184
definition 353
description field 184
document number 183
due date 184
entering outstanding payables 39
field descriptions 183
job 184
ledger account 184
modifying or deleting 187
recording a purchase with 185
recurring entries 183
report 279
reversing 201
Payroll
possible posting errors 328
posting employee checks to Multi-
Ledger for Mac 323
posting employee checks to Multi-
Ledger for Windows 318
posting employer checks to Multi-
Ledger for Mac 326
posting employer checks to Multi-
Ledger for Windows 321
Period & Y-T-D income statement report

289
Phone number for support 3
PICT files
positioning print fields for 98
printing 91
printing customer statements 247
Pointer definition 353
Pop-up lists
adding or editing namesin 114
entering information with 114
finding anamein 113
skipping 115
using 112
POs
(see purchase orders)
Posting 326
error messages from CheckMark
Payroll 328
Payroll to MultiLedger for Mac 323,
326
Payroll to MultiLedger for Windows
318
Posting categories 26
assigning accounts to 27
see also I nterface accounts
Pre-payments
recording in salesjournal 163
Pricelist for items 265, 269
Print cleared items
bank reconciliation 209
Print Metafile 91
Print multiple 243
Print PICT file 91
Printing 90
2nd stub on laser check 90
bank reconciliation 211
chart of accounts 273
checks 90
customer invoices 142
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customer invoices & quotes 90
customer mailing labels 246
customer statements 247
deposit dlips 91, 154
disbursements journal checks 192
item purchases 90, 182
MICR encoding 93
multiple reports 243
options 90
packing slip 90
PICT file91
purchase orders 90, 200
guotes 162
recurring entries 128
salesjournal invoices 90, 148
salesjournal labels 90
selecting font for 89
shipping labels 90
vendor mailing labels 258
Windows Metafile 91

Prior month comparison
income statement 289

deleting 200
modifying 200
printing 90, 200
report 279
viewing 201
working with 200

Purchase summary item report 265, 268
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Quotes 161
creating 161
creating in customer invoices 133
creating in sales journal 143
deleting 162
modifying 161
printing 162
report 279
turning into invoices 162
viewing 163
working with 161

Prior outstanding A/R and A/P invoices R

14
Prior year
adjusting 234
Prior year comparison
balance sheet report 287, 295
income statement 290
Prior year-end comparison
balance sheet report 287
Profit center definition 354
Profit centers
income statement reports 290
sample chart of accounts 344
Purchase detail item report 265, 268
Purchase orders 199
converting to payable 200
creating 199

Radio button definition 354
Rebuild files 236
Receiptsjournal 149
cash account 149
defined 133
definition 354
deposit number 149
deposit total 150
description field 149, 150
field descriptions 149
job 150
ledger account 150
modifying or deleting 152
recording deposits with 151
recurring entry 149
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report 279
Receipts report 279
Receivables

aged report 245, 250

report 245, 249

reversing 164

setting up prior outstanding 30

summary aged report 246, 251
Recording sales 131

with customer invoices 139

with salesjournal 145
Recurring entries 124

alert dialog 125

creating 124

customer invoices 133

deleting 128

disbursements journal 188

edit frequency 128

general journal 206

item purchases 176

payablesjournal 183

receiptsjournal 149

recurring window 127

report 279

salesjournal 143

viewing 128
Recurring window 127
Reference number

general journal 206
Refund

on customer payments 154
Rename files 235
Renumbering accounts 237
Repeating fields

importing 228
Report

customer invoices and sales 279
Report windows

using 240

Reports

accounts payable 257, 260

accounts receivable 245, 249

aged accounts payable 257, 260

aged accounts receivable 245, 250

aging periods for accounts payable
259

aging periods for accounts receivable
248

bal ance sheet 286

bal ance sheet options 287, 295

budget 290

cash flow 294

chart of accounts 272

current inventory 265

customer 245

customer history 251

customer information 246, 253, 254

customer invoiceitem detail 246, 253

customer invoice item history 251

customer mailing labels 246

customer statements 246, 254, 255,
256

customer transaction detail 246, 252

customer transaction summary 246,
252

customizing financial statments 80

disbursements 279

drill down on general ledger 284

drill down on transaction journal re-
ports 282

financial snapshot 297

find command 240

genera journal 279

general ledger 283

graph item sales 265

income statement for profit centers
290

Income statements 289
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income versus budget income state-
ment 290

inventory price list 265

inventory-current 265, 269

inventory-selected date 265, 269

item 265

item price list 265, 269

item purchase detail 265, 268

item purchase summary 265, 268

item purchases and payables 279

item sales detail 265, 267

item sales summary 265, 267

job detail 304

job summary 303

jobs 303

mailing labels for customers 246

mailing labels for vendors 258

making selectionsin list 242

period and YTD income statement
289

printing multiple 243

prior month comparison income
statement 289

prior year comparison balance sheet
287, 295

prior year comparison income state-
ment 290
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sheet 287

purchase orders 279

guotes 279

receipts 279

recurring entries 279

salestax 298

salesperson 300

selected date inventory 265

selecting print font for 89

show detail accounts on balance

sheet 287, 295

show detail accounts option on in-
come statement 290

show net before taxes option on in-
come statement 290

show whole dollars on balance sheet
287, 295

sorting transaction journal 278

summary aged accounts payable 257,
261

summary aged accounts receivable
246, 251

transaction journals 278

trial balance 275

trial balance drill down 276

types of balance sheets 287, 295

types of income statements 289

vendor 257

vendor history 258

vendor information 258, 263, 264

vendor item purchase detail 258, 261,
263

vendor mailing labels 258

vendor transaction detail 258, 261,
262

vendor transaction summary 258,
261, 262

whole dollar option on income state-
ment 290

Restoring a backup

Extract to dialog on Windows 312
on Macintosh 313
on Windows 311

Retained earnings

assigning account 26
definition 354
interface account 26

Reuse

adjust inventory 217, 219
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Reversing a payable 201
Reversing entry definition 354
Revised bank balance

bank reconciliation 210

S

Sales detail item report 265, 267
Salesjourndl

defined 132

definition 354

field descriptions 143

invoice total 145

job 144

ledger account 144

modifying and deleting invoices 149

printing invoices 148
printing labels 90
quote 143
recording a sale with 145
recording advance deposits 163
recurring entry 143
report 279
show customer history 147
statement description 144
terms 144
Salesjournal invoices
printing 90
Salesjournal labels
printing 90
Sales summary
item report 267
Sales summary item report 265
Sales tax
assigning to customer 54
customer invoices 135
deleting 86
modifying 86
reports 298

setup 85
setup field descriptions 85
Salespeople
commission on gross margin 87
commission rate 87
customer invoices 136
deleting 89
modifying 88
report 300
setting up 87
setup field descriptions 87
Salesperson
(see Salespeople)
assigning to customer 54
Sample company
opening on Macintosh 8
opening on Windows 6
Saving transactions 120
Scripting in MultiLedger 356
Scroll definition 354
Searching in reports 240
Select definition 354
Selling price on customer invoices 137
Setting 78
Setting up
automatic backup reminder 79
basic company information 20
chart of accounts 22
customer terms 51
customers 53, 56
interface accounts 26
inventory 45
items 45, 65
jobs 82
new company 15
outstanding payables 38
outstanding receivables 30
passwords 106
posting categories 237
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salestax 85
salespeople 87
users 106
vendors 61
Ship charge 136
Ship date on customer invoices 136
Ship to on customer invoices 134
Shipvia
customer invoices 136
Shipping
amount on item purchases 178
Shipping charged
interface account 26
Shipping labels 90
Shipping methods
customer invoices 136
Shipping paid
interface account 26
Show 79
Show cleared items
bank reconciliation 209
Show detail accounts
on balance sheet 287, 295
option on income statement 290
Show history
from customer invoices 140
from item purchases 181, 186
from salesjournal 147
Show net before taxes
on income statement 290
Sort 79
Sort by ref number
bank reconciliation 209
Starting month 14
Statement description
customer invoices 135
customer payments 154
salesjournal 144
Statement of cash flows 294

Statements

(see also Customer statements)

formatting 94

Steps to setting up a company 15
Support

fax number 3
phone number 3

System requirements 1
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Tab-delimited file

importing and exporting 223

Tax

(see Sdestax)

Tax ID for vendors 59

Tax paid on item purchases 178
Technical support 2

Terms

customer invoices 136
salesjournal 144
See Customer terms

Text file

definition 354
importing and exporting 222

Transaction dates 117
Transaction detail

customer report 246, 252
vendor report 258, 262

Transaction journal reports 278
Transaction journals

customer invoices and sales report
279

disbursements report 279

drill down on reports 282

general report 279

item purchases and payables report
279

purchase order report 279
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quotes report 279

receipts report 279

recurring entries report 279

sorting reports 278
Transaction journals reports 278
Transaction summary

customer report 252

vendor report 258, 262
Transactions

30 open months 116

adding comment linesto 119

checking for duplicate document

numbers 116

customer flowchart 130

date alert messages 118

dates 117

document numbers 115

modifying and deleting 120

modifying comment lines 120

moving between fields 112

recording in general journa 207

recurring (also see Recurring entries)

removing comment lines 120

saving 120

using pop-up lists 112

valid dates 118

voiding 123
Tria balance

definition 354

drill down on report 276

report 275
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Unit cost
customer invoices 138
item purchases 178
Unlocking months 108, 117
User settings

open last company on launch 79

prompt if no backup in this many
days 79

sort customers by name 79

sort items by name 79

Users

\Y,

deleting 108

modifying 108
passwords 106
setting up 106

Vendor information report 264
Vendor payments 194

applying credit amountsin 203
cash account 194

check number 194

definition 354
discount/adjustment account 194
field descriptions 194

modifying or deleting 198
recording checks with 195
report 279

reversing a payable 201

Vendors

1 time button on disbursements jour-
nal 188, 191

accounts payable report 257, 260

aged accounts payable report 257,
260

applying credit 203

deleting 62

history reports 258

information report 258, 263, 264

item purchase detail report 258, 263

mailing labels 258

marking asinactive 57, 65

marking for 1099 58
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modifying 62

notes 58

recording vendor credit 202

reports 257

separating city, state, zip when ex-
porting 225

setting credit limit for 60

setting default account for 59

setting default amount for 59

setting discount % for 60

setting discount days for 60

setting up 61

setting up codes for 100

setup field descriptions 57

show history in item purchases 181,
186

specia situations 201

summary aged accounts payable re-
port 257, 261

tax 1D 59

transaction detail report 258, 262

transaction summary report 258, 262

Voiding transactions 123

w

Whole dollars
show on balance sheet 287, 295
show on income statement 290
Windows
backing up on 309
creating anew company 16
installing MultiLedger 5
mapping drive for multi-user 102
new line in customer invoices 138
new line in disbursements journal
189
new linein general journal 207, 208
new linein item purchases 179, 182

new linein payablesjournal 185, 187

new linein receiptsjourna 150

new linein salesjourna 145

posting employee payroll checks to
MultiLedger 318

posting employer checks to Multi-
Ledger 321

printing Metafile 91

restoring a backup on 311

version of MultiLedger 4

Y

Y ear
closing 234

Y ear-to-date
definition 354

Z
Zipfile

backing up as 309, 310
restoring backup 311, 313
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