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IntroductionsIntroductions



CAN versus CAN versus 
SHOULD



Tips & TricksTips & Tricks



Turn on Scroll Bar



Multiple Ports



Menu 12.1.7 or 14.5



ft

Create a folder on C drive” pick

File Transfer

Enter “ft” at any printer select prompt

Will be called “ft.txt” in  C:\\pick

Text file or convert to Excel format



System Purge Parameters 
Menu 28.



System Purge Parameters 
Menu 28.0



System Purge Parameters 



System Modules
Accounts Payable –
Close is dependant on the user.  
Can post to future periods.

Accounts Receivable -
Close happens on the 
last day of the month. 
Only one AR period can 
be open at a time.

YOUR System

General Ledger –
Close is dependant on the user.  
Multiple GL periods can be open at 
the same time; however, can only 
run statements for current period.



System SettingsSystem Settings

Menu 12 and Menu 35



Menu 12.1.1



Menu 12.1.7



Menu 12.1.2



Menu 12.1.7



April 
2006

Menu 12.1.16



Menu 12.4



Menu 35.1, Screen 2



Menu 35.6, Screen 2



Menu 35.7



Menu 35.8



Menu 35.19



Menu 35.14 – Laser Statement 
Parameters

Service Charges can now be automatically run with EOM for those running laser statements/laser 
service charges. 

The Service charge percentage is controlled in Menu 12.2.9. 

Menu 35.14.
Field 13 controls whether they run automatically or not. 

Field 14 sets the number of days an invoice must be past due in order to have a service charge Field 14 sets the number of days an invoice must be past due in order to have a service charge 
assessed. 

Field 15 controls whether the service charge invoices print at all.

Note: Service charge invoices cannot be faxed or emailed as part of the EOM 

process. 



General LedgerGeneral Ledger

Menu 14



REAL TIME 
GENERAL
LEDGER!!!LEDGER!!!

*Have to run 14.2.4 first/ 14.3.8
*AR & AP periods HAVE TO BE 

current



Benefits to using  the 
GL

*Fully integrated with all other system  functions: AR, 
AP, Warranty, Order Entry, etc.

Trial Balance to CPA 
Less Paper to CPA

Faster in-house Analysis
REAL time General Ledger

others….



14.1.1 (for each company)

Creating GL accounts

14.1.1 (for each company)

Add to financial statements



Menu 14.1.1



Menu 12.4

Chart of Accounts –

– 12.4.3 – Create /Change GL Account 

(m 14.1.1)

– 12.4.13 – Print out listing



Journal EntriesJournal Entries



Journal Entries

1. Enter JE 14.1.3

2. Print, Review & Update JE2. Print, Review & Update JE
14.1.13

3. Update Trial Balance 14.2.4



Menu 14.1.3



Auto Reversing Journal 
Entries



Journal Entries

1. Enter JE 14.1.4

2. Print, Review & Update JE2. Print, Review & Update JE
14.1.14

3. Update Trial Balance 14.2.4



Recurring Journal EntriesRecurring Journal Entries



Recurring Journal Entries

1. Enter JE 14.1.5

2. Review JE 14.1.152. Review JE 14.1.15

3. Update JE 14.1.16

4. Update Trial Balance 14.2.4



Monthly Reports – Menu 14.2Monthly Reports – Menu 14.2



Menu 14.2



14.2.4

Demonstration of different formats:

• One TB per company
• Combined TB with Combined Balances• Combined TB with Combined Balances
• Combined TB with Separate Balances



Trial Balances

Detailed TB 14.2.1a

Trial Balances



Abbreviations
Abbreviation Type of Activity Subsidiary Ledger

SJ Sales Journal Inv & CM Register

PJ Purchases Journal Expense Distribution Register

WJ Warranty Journal

JE Journal Entry Monthly Journal Entry Report

RJ Reoccurring Journal 
Entry

Monthly Journal Entry Report

CR Cash Receipts EOM Batch Detail Report

CD Cash Disbursements Check Register (Reg & Hand)

AD Adjustments AR Adjustments Register

SC Service Charges Service Charge Listing

PC Product Class GL
Update



Detailed TB 14.2.1b



Research Tools

14.2.4 – Trial Balance*
14.2.1a  - Detail General Ledger*
14.2.2 – Detailed Journal Entries*14.2.2 – Detailed Journal Entries*

14.2.1b – Expense Distribution 
Register*

14.2.5 – Screen Inquiry

* Kept as monthly working papers



What about all the other 
stuff?



14.4 – MORE  reports



Financial StatementsFinancial Statements



14.3 – Running Financial 
Statements



Financial Statements

1 -Always run14.2.4 – Trial Balance

2 - 14.3.8 Prints Financial Statements:2 - 14.3.8 Prints Financial Statements:
#1 = Balance Sheet

#2 = Income Statements
(CAN  create MORE)

3 -14.3.2 – Detailed listing



Product/GL ControlProduct/GL Control



Product/GL Control

Menu 12.3.3



Product/GL Control
Set-up Product –

Only works with Product CLASS in Product MASTER



Product/GL Control
Trial Balance



Accounts to balance 
MONTHLY

Account Register

Cash Bank Statement

Inventory Inventory Value by  Prefix Report

Accounts Receivable Monthly Aging

Accounts Payable Open AP Activity Report

Warranty AR Open Warranty AR

Warranty Unclaimed Unclaimed Warranty Report

Sales Tax Tax Register & Tax Paid

Vendor Returns AR Open Returns AR

Vendor Returns 
Unclaimed

Unclaimed Returns 

* See Handout



AR Balancing

AR  GL  account = Aging (by AR  GL  account = Aging (by 
company)



AP Balancing

AP GL account = OPEN 
BALANCE
(AP Activity Report)  (by 
company)



Sales Tax BalancingSales Tax Balancing



Taxable & Non Taxable

PART # CUSTOMER INVOICE

Y EXEMPT NO TAX

Y TAXABLE TAXEDY TAXABLE TAXED

Y NON -TAX TAXED

N EXEMPT NO TAX

N TAXABLE TAXED

N NON -TAX NO TAX



EOM Sales Tax Report

• Will reflect AR adjustments (m4.1.2) or 

AR write-offs (m4.1.1)

• Will report under the applicable Tax Jurisdiction.  

• Keep EOM reports that detail AR adjustments and AR 
write-off

• This report will tie out to the line item on the Composite 

Sales Tax Report and to the detail General Ledger.



EOM Sales Tax Report



Warranty/Vendor Returns –
Balancing



Menu 12.1.7



Widget
Avg. cost = $10
Sale Price = $12
Credit from Vendor = $25

Warranty

1 Credit Memo (m1.2) 10 12 12 10

2 Warranty Update (ME) 10 10

3 Create Claim (m15.3) 10 10

CREDIT REC'D

4 Post Credit-Claim (m15.10) 15 15

5 Voucher Credit (m13.20.1) 25 25

RECEVING

4 Replacement (m15.11) 10 10

Warr Discrep A/PInven Sales A/R COGS Warr Pend Warr A/R



Warranty & the General Ledger

Warranty AR

Warranty Clearing



Warranty & the General Ledger



Inventory BalancingInventory Balancing



Detail

Summary



Balancing is dependent on 
Average Cost

* See handout (show changes)ONE Part/ $1 Variance

Average Cost $5.00 $6.00 

Quantity Sold 500 500

Sell Price $10 $10 

Total Sales $5,000.00 $5,000.00 Difference

Total Profit $2,500.00 $2,000.00 $500.00 

Tax 33% $825.00 $660.00 $165.00 

Bonus 10% $250.00 $200.00 $50.00 



Impact Inventory (Detail)?                        YES                  NO
Stock Adjustments X
Receive in Inventory      X
Voucher/Accounts Payable X
Month End Journal Entries X

General Ledger Implications

Impact Inventory (Summary)?                  YES                  NOImpact Inventory (Summary)?                  YES                  NO
Stock Adjustments X
Receive in Inventory      X
Voucher/Accounts Payable X
Month End Journal Entries X



Run Menu 13.20.7 at month end and use for reversing

Journal Entry

Inventory XXXXX

Inventory Journal Entry #1

Inventory XXXXX
Inv. Accr XXXXX

Inventory value is updated at receiving time. However, the G/L 
Inventory is not updated until the vendor invoice has been vouchered. 

Use Menu 13.20.2 and 13.20.3

*See handout AP & Inventory



Multi Stores:  EOM Account for inventory transfers 
S01/S02/S03

Inventory Journal Entry #2

Can be automated if ONE corporation (Menu 35.7 #1)



Stock Adjustments

Inventory Journal Entry #3

Summarized adjustment & can be automated (Menu 35.7 #5)



Also…things to consider..in 
another class
• Warranty’s impact

• Store Transfers

• Impact of Core Charges

• Stock Adjustments• Stock Adjustments

• Buyback

• Non-Inventory items (Z95 items)

• C99

• Dropships

• Physical Inventory 



Resolving Balancing IssuesResolving Balancing Issues



Look at the GL detail for the affected accounts 
(14.2.1a and/or 14.2.1b)

Reconciling

Look at the accompanying journals (Sales, 
Purchases, Warranty activity report)

Track variance – self correcting next month?
*See handout



BudgetingBudgeting



Income statement versus Budget

•Budget numbers, by month - entered in Menu 14.1.2 
•(only GL accounts on the Income Statement should have 
budgeted numbers). 

•A listing of the budget can be run from Menu 14.2.12. 

•Numbers can be continuously changed or adjusted throughout •Numbers can be continuously changed or adjusted throughout 
the year through menu 14.1.2. 

•To compare budget to current expenditures, run menu 14.2.4 and 
then run 14.3.10. 

•The report will display current month versus budget (with 
variance) and year-to-date versus budget (with variance), as well 
as expense as a percentage of sales.



Warranty/Vendor 
ReturnsReturns
Menu 15



15.1/15.15 – Parts waiting to go back to vendor. 
Review daily/weekly to determine items to “claim”

15.3/15.16 – Create claim, send parts back to vendor

15.8/15.20 – Review status of claims sent back to 

Best Practices

15.8/15.20 – Review status of claims sent back to 
vendor, use as aging report to collect credits

*See handout for flowchart

•Don’t unfinalize claims from prior periods
•Don’t combine claims from multiple companies

•Only use 15.9 for review, not edit
•Parts MUST enter warranty through Order Entry



Warranty/Vendor Returns



Menu 15.9/21 - Unclaimed

15.9 – Should mostly be used as a research tool
Exceptions……



Menu 15.9/21 - Claimed



Receive Part – close claim with 15.10/2

Warranty 
Credits/Replacements

Receive Credit – close claim with 15.11/23



Menu 15.9/21 –
Claimed/Credit Rec’d



Menu 15.9/21 – Claimed/ Part
Rec’d



What to do with warranty claims 

…you never collect on?



AR Close (Last day of the month)

AP Close (First day of the month)

End of Month Procedures

GL Close – When Financials are done

Paperless (menu 16.5)

Email reports directly to accountant



End of Year Procedures
*see 

handout
1.AR Month-end close rolls into Year End

*Confirm with DST

2.Close 12th month AP

3.Close year AP
*MUST happen before entries for new year

4.Close 12th month GL
*Manually Rollover NI (if Separate from Retained Earnings)

5.Close year GL 
*NO 13th month



Back-up Tapes!

Documents Description
# Years 

to Retain

Fed Audit 

Requiremen
t

REQUISITIONS/BIDS/OPEN MARKETS/CONTRACT 
RELEASES

Forms approved by Bureau of Purchases to requisition services, 
commodities or equipment. 7 Y

PURCHASE ORDER Purchase order initiated by Bureau of Purchases. 7 Y

DELIVERY SLIPS Contents duplicated on third copy of purchase order. 3 Y

VENDOR'S INVOICE Invoice sent to agency by vendor for payment. 7 Y

Accounts payable sent to agency by Accounts and Control to authenticate 
ACCOUNTS PAYABLE

Accounts payable sent to agency by Accounts and Control to authenticate 
payment. 7 Y

EXPENSE ACCOUNTS ET AL
Expense accounts, utility bills, Blue Cross Blue Shield bills and inter-
departmental bills. 7 Y

CONTRACTS Contracts with vendors for services. 6 Y

CHECK CANCELLATIONS
Forms used to request cancellation of a State check, and forms used to 
request replacement check (including forgery application). 7 Y

CREDIT CARD RECEIPTS Receipts documenting use of State-issued employee credit cards. 7 Y



QuestionsQuestions



Upgrade SuggestionsUpgrade Suggestions



Class EvaluationsClass Evaluations



Thank YOU!Thank YOU!


