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Introduction

Overview

The General Ledger module concentrates on the entry of general, accrual, and standing journals, bank
reconciliation, budget entry, displays, reports and balance forward utilities. Recording miscellaneous non-
customer or vendor receipts and payments are also done from the General Ledger.

Reports that can be created from General Ledger include: Transaction by Account, Batch Transaction, Chart of
Accounts and a Trial Balance. Please refer to the Financial Reports Module documentation for information on
creation and use of Income Statements and Balance Sheets.

All journal entries, general accruals, general payments and general receipts are posted from General

Ledger. Materials transactions, Postage Usage and Inventory transactions are also posted from General Ledger,
Posting. Accounts Receivable invoices and Cash Receipts, Accounts Payable invoices and checks, and
Postage checks are all posted from their respective modules.

Master File definitions for GL branches, departments and accounts, bank accounts, GL periods and budget
definitions are found in the Masterfile Reports module. On a monthly basis, users should control open/closed
periods in Masterfile Reports, System Maintenance, where different periods can be opened and closed for
Accounts Receivable, Accounts Payable, General Ledger and WIP Materials modules.

Contact Information
EFI Support

US Phone: 855.334.4457 (First select option 3, then press option 8, then press option 1)
US Fax: 415.233.4157

US E-mail: printstream.support@efi.com

Regular Service Desk hours are 8:00 AM to 7:00 PM Central Time, Monday — Friday. Outside of these hours,
you may leave a voice mail message and an on-call support representative will be paged. Response time is
based on the severity of the issue.

Note For problems involving infrastructure (i.e., computers, networks, operating systems, backup software,
printers, third-party software, etc.), contact the appropriate vendor. EFI cannot support these types of
issues.

EFI Professional Services

US Phone: 651.365.5321
US Fax: 651.365.5334

E-Mail: ProfessionalServicesOperations@efi.com

EFI Professional Services can help you perform EFI| software installations, upgrades, and updates. This group
can also help you implement, customize, and optimize your EFI software plus offer a range of training options.
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Batch types used in this module
The Batch Types used in this module are:
e GJ = General Journal
e  GA = Accrual Journal
¢ GR = Misc. Receipt Entry
e GP = Misc. Payment Entry
e MS = Material Batch
e SJ = Standing Journal

G/L Reports

Transaction by Account Report

This report shows a detail of transactions for each GL account. The report will include the date and batch number
for the transaction. This report can be generated for one or more periods, and for one, several or all accounts.
User can select to print accounts with zero balance and no activity, print a summary by batch type, or print the
report sorted by batch type. The report displays with a running balance which will show the account balance as
of a particular date. The user id of the user that posted the transactions to the General Ledger will print on this
report.

7 General Ledger 01 Streamline Solutions - Plant Code: 0100 01 San Rafael

File Options Window Help
01*General ansaction by
G/L REPORTS | | [~ Print Transactions:

g Year |t201 3
From Period: |1 To Period: IB

Tranzaction By Account

Report All Accounts i«
g Selected Accounts For Selected Branch And Department o

/L Batch Transaction Selected Accounts For 8l Branches and Departments L9
Report

Trial Balahce
g Include &ccounts with 0 balance and no activity I
/P Manth End Caloulation Diizplay Summary By Batch Type for docount r
Sort tranzactions by Batch Tupe I
g Code Company Hame |
/R Marth End Calculation il Streamline Solutions ﬁ
0z FrintStrieam ]

AP Tax Sumnmary

g Print | Preview I LCancel

-
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07 Stregmiine Soktions,

TRANSACTION LEDGER Printed 2472012 11:39400
For Comapany 0f Streamiine Solutions,
For Branch AN For Year: 2073
For Depatwent : AN
For Account# Frow 7200 To: T200 ForFPeriod From o 7 To T
Company 01 Streamline Solutions
2013 1 01 01 01 1200 wip Opening Balance For Account 0.00
Batch # Journal# Detsils Description Debit Credit ¥_T_D Running Balance
1¥20/2012 C1 3304 ap1 3764 - Printing Company 45.845.00 LEAH 45,945.00
PO#2410
1¥20/2012 C1 3304 ap1 3764 - Printing Company 14.520.00 LEAH 60,465.00
PO#2419
10¢21/2012 B 8305 AR Invoise Summ - wip 6046500 LEAH 0.00
Balance 60,465.00 (60,465.00)
Net Change 0.00 0.00
Debit Credit Debit Cradit
ClBatshes £0,465.00 GA Batches
CP Batches &J Batohes
DR Batches GP Batches
D1 Batches 60.465.00 GR Batches
PM Batches M3 Batches
PX Batches Q@1 Batohes
FC Batches QF Batches
FT Batches Other transactions
IP Batches
Total for Company 01 Streamiine Soiutions $60,465.00 ($60,465.00)
Total all Companies 01 Streamline Solutions, $60,465.00 ($60,465.00)
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Key to Batch Types:

[ [(Cl) AP Invoices [V (DR)A/R Receipts [V (PX) Refund Checks
[ (CP) A/P Payments [Z (DI) A/RInvoices [¥ (PC)Postage Checks
[Z (MS)Mat, Pstg, FG... ¥ (GR)GL Receipts [~ (PT)PT Postage Transfer
¥ (GJ) GL Joumal [¥ (GA)GL Accrual [V (GP) GL Payments
[¥ (CA) Commission to Accrual [¥ (QP) Quick AP payment
[¥ (CS) Commission to AP [¥ (@) Quick AP Invoice
[¥ (CO) Commission to Payroll [¥ (PM) Postmaster Checks
[¥ (CM) Commission &P Payment| [ (IP) Intemal Postage

[V (DF) PrePayment Transfers
[V (VR) Void Postage Refund
[V (DS) Materila Postage Invoices

The summary category for Other transactions on this report will include transactions from GL Standing Journals.

G/L Batch Transaction Report

This report is run by batch type and indicates posting information specific to General Ledger type batches. This
report can be run by batch type or batch number, for one or more periods.

{5 General Ledger 01 Streamline Solutions - Plant Code: 0100 01 San Rafael
File Options Window Help

01*General | GIL Batch Transactions Report x|
G/L REPORTS B Report:  Represents Data before Posting  (recorded transactions)
p — Batch Type: — Batch Number
' (" General Journals From W To IF
Transaction By Account (" Cash/Check Payments
Report (" Check/Check Receipts ~ Period

Year Period

' " General Accruals From lw ,3—
G/L Batt;h Transaction A
Report o« Al To |2013 |8

F

Liial Balance
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Trial Balance

The Trial Balance is an accounting standard. The report shows both current and year to date totals for each
account. This report is driven by period and year and can be broken down by branch and department. If the

option for Zero balances is checked, all accounts will print on the report even if the activity on the account nets to
zero.

il General Ledger 01 Streamline Solutions - Plant Code: 0100 01 San Rafael
File Options Window Help

01*General il TRIAL BALANCE
G/L REPORTS -~ Print:

B |-

Transaction By Account
Report Branch

n Department

G Batg';;:psaction Zero Balances: If balance is zero,print?

n Year: I2012 Period: |12

Triai Balance Code

Company Name

01 Streamline Solutions
H PrintStream

A/P Month End Calculation

A/R Month End Caloulation

A/P Month End Calculation

This report provides reconciliation by period and indicates an out of balance within the AP Module and/or a
difference to the AP Control account. For details on the out of balance in AP, run the reconciliation report in AP
Reporter, Month End Reports. Summary information by Vendor is listed if the option to “Suppress Details on
Report” is chosen. If the option is not checked, detailed Vendor information is provided. A difference between the
AP Module and the AP Control Account can occur if AP batches have not been posted to the General Ledger or
if entries have been made directly to the AP Control account instead of in the subsidiary ledger.
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7 General Ledger 01 St :ode; 0100 01 S3
File Options  Window:

01*General

G/L REPORTS

a Far the Year : |2|:|'| 3 F'eriou:l:l'|
Tranzaction By Account _ _

Report

Prior period A/F Sumrmary I

G/L Batch Tranzaction + Current [revaices
Repart

- Current Month Check Register

Trial Balance

- Digcount T aken:

/P Month End Calculation otal &

Current period AP Surmmary

Ditference

[~ Suppress Details on Beport

AP Tax Summary Froduce AP Clozing Report

Standing Joumals D etail
Report

Chart Of Accounts Report

A/R Month End Calculation

This report provides reconciliation by period and indicates an out of balance within the AR Module and/or a
difference to the AR Control Account. For detail on the out of balance in AR, run the reconciliation report in AR
Reporter, Month End Reports. A difference in the AR Module and the AR Control Account can occur if AR

batches have not been posted to the General Ledger or if entries have been made directly to the AR Control
account instead of in the subsidiary ledger.
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7 General Ledger 01 Streamline Solutions - Plant Code: 0100 01 San Rafael

File Options  Window Help

01 *General 4% Balance AR
G/L REPORTS —accounts Becervable Month End Clozing Report

a Far the Year: |2012 Perind: |12

Tranzaction By Account Priar period A/ Summary

+ Current Peniod Invoices

I
o
=)
=]

G/L Batch Tranzaction
- Current konth Cazh Receipts

I
o
=)
=]

] - Digcount Taker:
Trial Balance

otal

AP Maonth End Caloulation
Current period &8 Surnmmary

/R Month End Caleulation Difference

AP Taw Summary

Produce AR Closing Report

Standing Journalz Detail
Report

Chart Of Accounts Repart
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AP Tax Summary Report

This report was designed specifically for Canadian users. This report provides a detail of sales tax paid. It can be

run for a specific date range and sorted by batch number or account number. United States users should refer to
the AR Reporter for sales tax reports.

7 General Ledger 01 Streamline Solutions - Plant Code: 0100 01 San Rafael
File Options Window Help

01 *General | AP Tax Sumrmary Report
G/L REPORTS
a o [ Bun Beport Just for the Curent Flant Eatches

Display Repart for Batches From Date : I'I'I.-’ 40012 - I Grouped by " ByBatch #

ToDate: [12/4/2012 =] & By Account #

G/L Batch Tranzaction

Trial Balance

/P Manth End Calculation Frint | Freview I Lancel |

AdR Month End Calculation

AP Tax Summary
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Standing Journals Details Report

This report provides a detail of the current definition of each standing journal. It includes information on the last
posting date, number of postings (updates), and posting frequency. This report can be generated for one, all or a
range of Standing Journals. It is recommended to preview/print this report prior to posting of Standing Journals.
The report can be generated for one journal, all journals or a range of journals.

General Ledger 01 Streamline Solutions - Plant Code: 0100 01 San Rafael

File Options  wWindow  Help

01 *General i& Standing Journals Detail Repart
/L REPORTS

E -
G/L Batch Tranzaction Standing Journal Humber

Starting: |'| 4
Ending: |23

Trial Balance

Frirt | LCancel |

AP tionth End Calculation

A/H Maonth End Calzulation

AF T aw Summary

Standing Journalz Detail
Feport
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Chart of Accounts

This shows each account as defined in Masterfile Reports, Accounting Structure, G/L Chart of Accounts, and
includes its Type, normal balance and an external GL code if defined. This report can be printed for selected
branches and departments.

# General Ledger 01 Streamline Solutions - Plant Code: 0100 01 San Ratael
File Options wWindow Help

01 *General

GA REPORTS

g [

G/L Batch Transaction

Trial Balance

AP Motk End Calculation

A/H Month End Calzulation

i~ Selected

AP Taw Surmmary Branch I

Department I

Standing Jaurnals Detail Frirt | Frewviem |
R epart

Chart OF Accountz Repart
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Trial Balance (Multi Plants)

The Trial Balance for Multi Plant allows a Trial Balance to be produced for specific plants, Branches, or
Departments for a specific period.

| IL
File Options Window Help

01*General
G/L REPORTS
= Coce ] . Company Name I A~ UnCheck Al
01 |Streamllne S olutions Comparies
. [iF] PrirtStreamn I
G/L Batch Transaction
Feport
Comparw|  Plant | Plart Marne |
. m o0 07 San Rafael I prcheck Al
Trial Balance 02 2m 02 Utah ants
4¢P Month End Calsulation Company]  Plant | GL Branch | GL Eranch Mame [ UnCheck Al
m 00 o1 bain Branch o W™ Gl Brerches
a ij] 0100 10 Prirt Branch I
X m o100 15 Fulfillment Eranch I
AR Month End Calculation o o o Data Processing W
o1 000 L] Data Dictionary Branch I
o1 0100 B0 Cantral Branch i
AP Taw Summary - Im o | o |V p—— | = |
Company Plant GL Branch | GL Department GL Department Mame
a o Jmoo o1 o1 Main D epartment ] i ggg;,?;gﬁﬂ&
m 0100 10 10 Frint Department I
Standing Journals Detail 01 0100 15 10 Fulfillment Department I
Repart m 100 20 10 D ata Proceszing Department I
m 0100 50 o1 D ata Dictionary D epartment I
g m 0100 B0 o1 Contral Department I
o1 0100 70 0l Kriz Dept I
Chart OF & ts Feport
At =l Astaunis Repot i 0100 80 o1 Warehouse i
0z 0200 1) o1 Contral 4]
0z 0200 2 o Fulfillment Department I
Trial Balance(Multi Plarts) 02 0200 23 o1 D ata Processing Department I
. Zero Balances: If balance is
Year Period: -
g . I 2 ;I = I 12 ;I e u Print Freview
Reconciletoct

Lancel
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————>
Reconcile Acct

This provides an AR Reconciliation for one or a range of customers. This information can also be found by using
the AR Reconciliation in AR Reporter.

7 General Ledger 01 Streamline Solutions - Plant Code: 0100 01 San Rarael
File Options Window Help

01*General
G/L REPDRTS

g B |1DE|

/L Batch Transzaction |'| on

Fj Recancile one Dehtor Accaunt

Reconcile For the Tear

Frior period A/F Summary

+ Current Period [nvoices

&/F Month End Calculation - Current Maonth Cazh Receipts

- Prepavment applied to invoices for the month:
AF Tax Summary

Standing Journalz Detail - Dizzount Taker:
Report

otal

Chart Of Accounts Repart Current period &R Summary

Difference
Trial Balance[Multi Plants)

LCancel

Reconcilescot
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G/L Entries

The PrintStream system allows five types of entries to the General Ledger. To navigate the General Ledger entry
screens, use the Tab key to move from window to window or from button to button. Once in the grid area, use
the Enter key to move from cell to cell. The +/- keys on the number pad will serve as search keys when looking
for the branch, department and account numbers.

General Journal Entry

From the General Ledger Menu select G/L Entries; then General Journal Entry.

General Ledger 01 St
File Options Window

01*General

G/L REPORTS
G/L ENTRIES

General Journal Entry

Create a new batch by right clicking while the cursor is positioned in the batch column of the unposted tab.

General Ledger 01 Streamline Solutions - Plant Code: 01
File Options Window Help

01*General i General Journal Entry

G/L REPORTS Batch Number Batch #:
G/L ENTRIES And
; Journals Date:
7] (Unposted | Posted| 88 | paser

General Journal Entry

i Journal #:

Llandina laumale Cato

Select Create New Batch, verify the date of the batch, (default is the system date), add a description if desired,
then select Ok. The batch description allows for a short name to go along with the batch for ease of tracking
when multiple batches are visible.
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|~ General Ledger 01 ¢
File

Options Window  Help

utions - Plan

01*General

G/LREPORTS
G/ EMTRIES

General Journal Entry

Standing Journals Entry

Accruals Batch Entry

Mizc GAL Payments Entryp

Misc G/L Receipts Entry

3‘“": -"3”"3" Batch #: | Period: | Drate Fram: | Curent Total: |
I
Journais Date: | ear | Date To: I Numb of Journals: |
Urposted | Posted |88 | poger ]
Journal #:| Date: | Fiunring Totals  Debit| Credit:|
Line Branchl Dpt | Account # | Description | Dehit Arnt | Credit Armnt | D etails | RECHL

5 Batch Date

Plant Cwiner:
Batch Date : [11/14/2m2 =

01 5an Fafael

Description: |D pliohal description

The batch description can be changed by highlighting the batch number, right click and select Edit Batch

Description.

lutions - Plant Code: 0100 01

File Options Window Help

01*General

G/L REPORTS

Batch Number

G/L ENTRIES

And

General Joumnal Entry

Standing Journals Entry

Journais

Unposted | Posted | &%

General Journal Entry

Create New Batch
Preview Batch Posting
Post Batc

Batch#: | ¢
Date: m

Descr: W

At the same time the batch is created one new journal will automatically be created, the date will auto-fill, the first
line number will be assigned, and the cursor will be placed in the next cell ready to receive data
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File Options Window Help

01*General

EYIL RIFTIRITE Batch Number Batch#: [ 359 | Peiod| 2 | DateFrom [ 11/1/2012 Curent Totat | 00.00
G/L ENTRIES And

Journais Date: 1142012 ‘ear | 2013 Date T 12/3/2012 Murb of Journals:l 0

g Unposted | Posted | 88 | (oo |Optional description
General Joumnal Ertry . 8363:0 ptional dezcript
"""" doum #170 Jounal#:[ 170 | Date] Runring Totak Debit]  00.00 | Credt|  00.00
a Line[Eranch| Dpt [ Accourt# | D escription | Debit &mt [ Credit &mt | Details -~
Standing Journals Entry 1|_| —I

Accruals Batch Entry

Mizc G/L Payments Entry

Mizc GAL Receipts Entry

| of]

*Befare pou start a new line - be sure:
aline number has been assigned!

EY Y oo |

HewJournal Save LCancel I

The journal date must be in the same period as the batch. To proceed with the journal entry, a line number must
first be assigned. The first line number in all journals is automatically assigned. When the user hits the Enter key,
after completing the Details field, the next line is automatically assigned with the next number. When the entry is
complete, select Save and then Close, or Continue working on the same journal. You can also select Save and
then select New Journal to continue adding more journals within the same batch. Each journal must be in
balance before it can be saved or posted. The dollar amounts in the debits and credits windows will remain in red
until the journal is balanced. Once the journal is in balance, the dollar amounts in the running totals fields will
change to black.

If you wish to have the details repeated throughout the journal (the default), select Options from the upper
Toolbar and verify the Repeat Journal Entries Details option has been selected. Deselect if you do not want them
to repeat. If details are entered, they will appear on the Batch Transaction report, the G/L Account Summary
Display, the Batch Status Display and the Transaction Ledger.

General Ledger 01 Streamline Solutions

File | Options Window Help

Allow Multiple Open Forms
v Repeat Journal Entries Details
Unlock Posting

e

Unlock GJ Batches
Unlock GA Batches
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edger 01 1lir
File oOptions Window Help

01 *General
EGIL (IET AR Batch Mumber Batch#t [ 0965 Period| 2

G/ ENTRIES And
Journals Date: fil1A4/2012 Year | 2013 Date Ta: |

Unposted | Posted | 88 | peser [Optional description

General Jounal E ntry ‘ 83630 ptional descript
Lot HATE] Joumal 8] 170 Date:[T1/14/2012 Running Totals Debit| 55,00

Line[Branch| Dpt [ Account# | Descripion | Debit Amt [ Credit &mt | Details
Transter

Standing Joumals Entry 10 1)} 1a0a Cash 55.00 |
01 1100 cazh postage 55.DDITlansfer

2m

11A/2mz2 Current Tatal: 55.00

1243722 Mumb of Journals: | 1

Date From: |

Credit: | 55.00

Accruals Batch Entry

Misc G/L Payments Entry

Misc G/L Feceipts Entry

< |

*Before you start a new line - be sure: New Jounal
a line number has been assigned| &

KT |

Save Cancel

Note It is recommended that journals be limited to 20 lines or less.

To create a new journal within an existing batch, first left click the batch to work with and then select the New
Journal button in the lower portion of the screen. The Journal # will automatically be assigned, the date will auto-
fill, the first line number will be assigned, and the cursor will be placed in the next cell ready to receive data.
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Window

File

01*General

G/L REPORTS
G/ ENTRIES

General Journal Entry

Standing Journals Entry

Accruals Batch Entry

Mizc G/L Payments Entry

Mizc GAL Receipts Entry

Journdt 170

Batch#: | 5353 Perind:| 2
Date: fl1/14/2012 ‘ear | 2013

Date T

D ate: From: I 11/1/2012

124342012

Current Tatal: 55.00

Murnb of Joumals:l 1

Descr: |Optional description

Journal #: Date: |

Furiring Total:  Debit:|

Credit: |

[ RECHU [ =

Line|Branch| Dpt | Account # | D escription

| Debit amt_[ Credit &mt |

Details

[

o |

*To select batch click on Batch #

Lancel I

| Hew Journal || Save

e

JJ
Close |

To verify the posting details prior to posting, highlight the batch, right-click, select Preview Batch Posting to

view/print the batch posting details.

File Options Window Help

01*General

G/L REPORTS
G/L ENTRIES

General Joumnal Entry

Standing Journals Entry

Batch Number

Batch#t: [
Date: ml

Descr: IU_pll

And
Journais

alch

Preview Bz
Post Batch
Edit Batch Description

|

When ready to post, highlight the batch, right-click, select Post Batch and the batch will post. The batch will drop

from the Unposted list and move

to the Posted tab.
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i General Ledger 01 Streamline Solutions - Plant Code: 0100 01 Sa
File Options Window Help

01*General

ST L L Batch#: | 5353

G/L ENTRIES And
) Journals Date: [11/14/20
H Unposted | Posted | @ | pegcy: |Optional c

General Joumal Entry 8363 O '
_ 1o Create New Batch
i Preview Batch Posting
Post Batch
Standing Joumals Enlry Edit Batch Description

Fmm— |

Standing Journals Entry

This is a helpful tool to use for entries whose basic structure and frequency remain constant. Creating a
“template” journal entry to make one or more small changes to each month before posting saves time by
eliminating the need to re-key the same account information each time the user needs to make a specific entry.
(This type of entry is ideal for depreciation and payroll entries.)

From the General Ledger Menu select G/L Entries, Standing Journals Entry.

You can either work with an existing journal by selecting a journal number from the grid or you can create a new
journal by selecting Add at the bottom right. By default, all standing journals are listed. Check the box to Load
Active Journals Only to filter the list.

7. General Ledger 01 Streamline Solutions - Flant Code: 0100 01 San Rafael
File Options Window Help

01*General

G Lt E R il Journal Mo | Journal Description | Mext Update | Up To Date | RECHLURM
ETREHGE [ravol 171472008 1/713/2008 21
Leah 5/21,/2009 5/20/2009 22
g gms 12/24/2003 11/24/2009 23
General Joumal Entry Testing cid 21515 8/5/2009 8/4/20039 24
Add Mew E/4/2010 5472010 25

a finother testing £/14/2003 £/12/2003 %
Tan Assel B/24/2010 5/24/2010 77

Standing Journals Entry Depreciation Exp gms 91,2010 8/1/2010 24
g Dep Exp cloned 712010 £/1/2010 2

Oifice 124/200 41/2011
Paper 1241/2010 14172011 il
Truck Depreciation 12/5/2M2 1252012

Accrualz Batch Entry

Mizc G/L Payments Entry Select |r Load Active Joumals Only
B ]

For a new Standing Journal select the Add button. Enter a Journal description then save. To proceed click on
Select.

When creating a new Standing Journal Entry, enter the frequency the entry needs to post. The most common
selection is once per month, i.e. Post Every 1, Month. Enter the first date to post the entry (From Date:) and how
many times to post it (12 = 1 year). For a quarterly entry, enter 3 and then select Month. The number of postings
would be 4. For a new entry, the Last Update field will be blank, the Next Update field will be the same as the
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From Date and the Final Update field will calculate based on frequency and number of postings. The description
will print on the Posting report and the Standing Journal report.

Continue to create the entry using the technique described in General Journal Entry and click Save when
complete.

. Standing Journal # 52

Standing Journal # 52

0100

Raf:

EDStEVB[-"':I 1 ' Dap " Month From Date: |12-'"5-"'2U'|2 Mumber of postings: I 1

Last Update: I

Mext Llpdate:l 12/8/2012

Final Update: I 12/8/2012

PEELTRUEN [V an Diepreciation

Running Debil:l 225.00

Credit: I 225.00

Fe

Lrhnoe Branch| Dpt | Account Dregcription Debit Amt | Credit Amt Detailz
10 m 1300 Autarobiles 0.00 22500 W an Depreciation
210 i)} 1850 A4/0 Automobiles 225.00 0.00{an Depreciation
0.00 0.00
0.oo 0.00

Standing Journal entries can be updated on a regular basis as needed by selecting the Journal number in the
grid and clicking on Select. Changes can be made in the grid and saved prior to the scheduled posting.

Note

Make note of the journal number for the following month’s adjustments and future postings.
To cancel Standing Journals from posting the entire number of postings, refer to the section on Utilities.

These Journals are posted in the G/L posting screen by selecting the icon for Post G/L Standing Journals, found

under the G/L Posting menu bar.

If details are entered they will appear on the Batch Transaction Report, the G/L Account Summary display, the
Batch Status Display and the Transaction Ledger Report.

The journal description will print on the last line of the posting report.

Accrual Batch Entry

This timesaving feature automatically reverses an entry in the following month. This type of entry is commonly

used for payroll accruals, expense accruals, etc.

From the General Ledger Menu select G/L Entries; then Accruals Batch Entry.
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i@ General Ledger 01 St
File Oplions  Window
01*General
G/ REFPORTS
/L EMTRIES

General Journal Entry

Standing Jourmalzs Entry

Arcruals Batch Entry

Create a New Batch of accrual journals by right clicking while the cursor is in the Unposted batch column.

il General Ledger 01 Streamline Solutions - Plant Code: 0
File Options Window Help

01*General il Accruals Journal Entry

G/L REPORTS Batch Number Batch #
G/L ENTRIES And
E Journais Date
' Unposted I Posted LQJ Descr:

General Joumnal Entry

Journal 1
i Line| B

Standing Journals Entry

Accruals Batch Entry

Select new batch, verify the date of the batch, add a description if desired, then select Ok. A new batch number
and a new journal number will be automatically assigned.
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File

Options  Window  Help

01*General

ETL HEENPTDFIFI‘EE mﬂ"ﬂb” Batch #: | Period: | D ate From: I— Current Tatal: I—
P Date: | “ear: | Date Te: | MumbofJoumals|
G Unpasted I Fosted | 88 | paser |
General Jounal Entry
Journal #:| Diate: | Rurning Totals Debit| Credit: |
a Line Branchl Dpt | Account # | D ezcription | D ehit At | Credit Arnll D etails | RECHL

Standing Journals Entry

Accruals Batch Entry

[ Batch Date

Mizc GAL Paymentz Entry

Mizc G/L Receipts Entry

Plant Owner: 01 San Rafael
Batch Date : [11/30/2012 =

Description: |Novemher PO Receipts

Enter the journal date, which must be in the same period as the batch. Continue to create the entry using the
technique described in General Journal Entry.

When your entry is complete, select Save and then Close. You can also select Save and then select New
Journal to continue adding more journals within the same batch.

File Options Window Help
01*General x|
EYIL FIFOIFTE Batch Number Batchi: [ 6354 Periodt| 2 | DateFrom:| 11/1/2012 Current Total: | 00.00
G/L EMTRIES And
Jouruals Date: 11/30/2012 “ear| 2013 Date To: 1243722 Mumb of Joumals: I 1]
Unposted | Posted | #8 | peger: |Movember PO Fieceipts
General Joumnal Entry ‘ 8364:Mavember PO R
"""" Jaum #171 Jounal#] 171 | Date:[11/30/2012 Running Tatak Debit] 520000 Credit]  5200.00
Line| Branch| [pt | Account | Description | Debit &mt | Credit Amt| Details =
Standing Journals Enty 1m 0 1326 “White Paper lrwen 5200.00 0.00 PO received. No AP invol
2 o 2000 Accounts Payable 0.00)  5200.004P0 received. No AP invd|
g 000 0o

To verify the posting details prior to posting, highlight the batch, right-click, select Preview Batch Posting to
view/print the batch posting details.
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i General Ledger 01 Streamline Solutions - Plant Code: 0100 01
File Options Window Help

01*General

G/L REPORTS

G/L ENTRIES

General Joumnal Entry

Standing Journals Entry

And
Journais

ruals Journal Entry

Batch Number Batch #:

Unposted | Posted | @4

Create New Batch

Post Batch
Edit Batch Description

a7

Date: ﬁ 17307

Descr: |Noven|

atch Posting

=T

To post the Accruals Batch, highlight the batch to be posted, right-click, select Post batch and the batch will post.
The batch will drop from the Unposted list and move to the Posted tab.

ile  Options Window Help

01*General

G/L REPORTS

G/L ENTRIES

General Joumnal Entry

Standing Journals Entry

Batch Number
And

Journais

Unposted | Posted | @8 | peser: [November PG

8364:Nove

Joumn ¥

i Accruals Journal Entry

Batch #: 8364

Date: II 1/30/2012

Create New Batch
Preview Batch Posting

Y

Note The “double entry”, which posts both the day of the entry and reversal entry for the first day of the next

period.
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Buaich Pasting Transactions Repart

Printed  T2OS2002 050540

Page 1af 1
&h Mo 8364 GA  BaichPeriod 2 BatchYear 2013 Baich Date 1130201 |
‘ Journal Ho 171 Journal Date  11/30/2012 Dr Cr ‘
01-01-01-1326 White Daper kw entory 1173072012 5,400 .00 PO recerved. Mo &P invoic -
01-01-01-1326 White Paper kw entory 121442012 5,20000 ACCR REV-PO recefved Mo AP
imvolc -
01-01-01-2000 Accounts Payable 1153002012 520000 PO recetred. Mo &P invoic -
01-01-01-2000 Aecourts Payble 127452012 5,400 .00 ACCR BEV-PO recerred. Ho &F
ol -
| Total For Journal No 171 10,400.00 10,400.00 |
Total For Batch No 8,364 10,400.00 10,400.00 |

When viewing the entry after posting, the entry screen will include the reversal entries.

| neral Ledoer 01 Streamline Solutions - Plant Code: 0100 01 San Rafael
File Options Window Help

01*General | mal Entry

G RITPOIRITE Batch Number Batch# | B354 | Peiod| 2 | DateFiom| 117172012 Current Total: | 5200.00
G/L ENTRIES Aud

Journais Date: fI1/30/2012 ‘ear | 2013 Date To: 12/352M2 MNumb of Journals: I 1
_Unposted  Posted _jm Deser: [November PO Receipts
General Journal Entry @ 174
: ;;; Joumal #:[ 171 Date: [ 11/30/2012 Running Totals Debit] 1040000  Credic| 1040000
g @ 2?5; Line[Branch| Dpt | Account® | Description | DehitAmt [ CreditAmt ] Details =
Standing Journals Entry & 303 IEI‘I IU'I 1326 Wwhite Paper Inven  5200.00 PO received. Mo AP invo _I
& 304 o 0l 1326 ‘white Paper Inven 5200.00 ACCR REY-PO received.
g @576 0 012000 Accaunts Payable 5200.00 PO received. Mo AP invo
® 703 ol o1 2000 Accounts Pavable R200.00 ACCR BEY-PO received.
Accruals Batch Enty @ 737

® 753
B
f @ 1077
Mizc G/L Payments Entry
R 1377 testing

g @ 1720:test tabhing
@ 2636

Mize G/L Feceipts Entry @ 2637

@ 3488

@ 404

@ 4651:ginas accrual
® 5222

@ 5430

@ 5435

@ cal1:

@ 5364:Movember PO R

. Journdt 171 :
| ’

*Befare you start a new line - be sure:
a line number has been assigned!

A I I j Cloze |
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Miscellaneous General Ledger Payments

This screen should be used with caution. It is recommended that payments of any type be made through the
Accounts Payable or Postage modules. If checks are entered directly through this G/L screen, there will not be
any historical record for the payee and the check will not appear on the monthly check register in AP
Reporter, nor will it record the payment for 1099 reporting. The payment will appear in the Bank
Reconciliation program, but there is no printing of the check. Known uses of this screen are to log checks for
one-time payee's that will not be set up as actual vendors and a manual check was created, or the recording of
service charges or fund transfers from the bank account.

General Ledger 01 Str

File Oplions  Window

01 *General

G/L REPORTS
G/ EMTRIES

General Journal Entry

Standing Jourmalzs Entry

Accruals Batch Entry

Mizc G/L Payments Entryp

Mizc G/L Receipts Enty

Create a new batch by right clicking while the cursor is in the batch column.



V21.1.0200 General Ledger ® 29

senaral Ledger 01 Streamling S
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File Oplions

Windoy  Help

Saolutions - Plant Caode: 0100 01 ¢

01 *General

G/L REPORTS
G/ EMTRIES

Batch Humber

Journals

Unpasted | Posted |

And

Bank Account: I_

General Jourmal Entry

Standing Jourmals Entry

Accrualz Batch Entry

Mizc GAL Payments Entry

Journal ﬂ:l
Check # I
Amount; I

Line | Branch | Dipt

Create Mew Batch
| Batch

Select New Batch, verify the date of the batch and the bank account number, add a batch description if needed,

then select Ok.

General Ledger 01 Streamline Solutions - Plant Code: 0100 01 San Rafael
File Options  Window Help
01*General als Entry X
G/ REFORTS Batch Humber i | . dl . l— . Tt I—
G/L ENTRIES And atch #: erind: ate Fram: urrent Tatal:
Journals Drate: | ear | Date To: Murmb of Journals:
a Unposted | F'Dstedl Bank Account: | | GAL Accaount: I
——
General Joumnal Enty
a Jourmnal #: Date:
Standing Joumnals Entry Check # Papes:
Armnount: I Details:
Running Totals  Debit; I Credit:l
Agcruals Batch Entry Line | Branch | Dpt [ Account # | D escription | Debit &mt [ Credit &mt | Dietails -~

Mizc GAL Payments Entry

Mizz G/L Receipts Entry

Plant Qiwarer:

Date:

=
/52002 =

Bank Acct #: |General

::ll [Gieneral Bank

G/l Acct #: |50 01 1000

Description: INovember account feed

|

LCancel

Click the + symbol, to the left of the batch number and left click the auto created journal number.
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General Ledger 0

File Options Window Help

1 Streamline Solutions

01*General

Payment Jour

G/L REPORTS

Batch Number

G/L ENTRIES And
Journals
i Unposted | Posted
General Joumal Entry 8365:November a
)

Enter the date of the payment, the check number (maximum 10 numeric characters), the dollar amount, the
payee and any necessary details. If the payment is made by cash or credit card, a fake check number should be
entered. (Remember, the check number will not appear on the check register report if it is entered through this

program.)

Complete the entry by filling in the account number to be debited. The cash account will automatically be

credited based on the bank account number selected during batch creation, select Save and Close.

i General Ledger 01 Streamline Solutions - Plant Code: 0100 01 San Rafael
File Options ‘Window Help
01*General x|
G/L REFORTS Batch Number I—
G/L ENTRIES And Batch #: | 8365 Period: | 2 Drate From: 1/1/2m2 Current Tatal: 00.00
Journals [ ate: | 11/52012 Year l 2013 Date Ta: 12/3/2me Mumb of Joumnals: 1]
g Unposted I Postedl Bank Account  |General | General Bank. G/L Account | 1000
—— e
- Batch DescriptionMovember account fees
General Joumal Entry B 0365 Noverber ac I
Jourm #172
g Jourmal 1:l:|-I [ Drate: I-I /572012
Standing Joumalz Entry Check # I-I 152m2 Papee: IBank of America
ATEE I'I 2.00 Dietails: INovember account fees
Running Totals  Debit: I 12.00 Credit:l 12.00
Acciuals Batch Entry Line [Eranch | Dpt [ Account # | Description | Debit &mt | Creditamt | D etails -
1 01| 01 5080 Bank Fees 1200 0,00 ovember account fees
i 0.00 0.00
. 0.00 0.00
Mizz GAL Payments Entry oo 0.00
0.00 0.00
0.00 0.00
Mizc G/L Receiptz Entry 0.oo 0.00
0.00 0.00
0.00 0.00
0.00 0.00 hd
| 3
*To look-up Batch, Department, Accountd uze PLUS - MINUS key e B | e I
| 2 G|

To verify the posting details prior to posting, highlight the batch, right-click and select Preview Batch Posting to

view/print the batch posting details.
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General Ledger 01 Streamline Solutions - Plant Code: 0100

File Options Window Help
01*General i Payment Journals Entry
G/L REPORTS Batch Number Batch [ 836
And atch #:
REERNTRIES Journals Date: |11/5/2
i Unposted | Posted | |Bank Account:
i Batch Description:
General Jounal Entry Create New Batch i
i Create New GP Batch [
Preview Batch Posting I"
Standing Journals Entry Post Batch 1
n Edit Batch Description

To post the GL Payment batch, highlight the batch to be posted, right-click and select Post Batch. The batch will
drop from the Unposted list and move to the Posted tab.

i General Ledger 01 Streamline Solutions - Plant Code: 0100 01 Sa
File Options Window Help

01*General i Payment Journals Entry

G/L REPORTS Batch Number l
G/L ENTRIES And Batch#: |20 ¢
Journals Date: |11/5/2012
i Unposted I Postedl Bank Account  [Gener]
Batch DescriptionfNove
General Jounal Entry o] Create New Batch

. Create New GP Batch
i Preview Batch Posting

Standing Journals Entry Post Batch

n Edit Batch Description

Miscellaneous General Ledger Receipts

This feature can be used for recording any kind of bank deposit that is not Accounts Receivable or Postage
related, such as interest income or recycling income. When making an entry in this screen, there is an automatic
debit to cash and the selected account number will be credited. The receipt will appear in Bank Reconciliation,
but not in any Accounts Receivable or Postage reports.
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i General Ledger 01 Str

File ©Options Window

01 *General

G/L REPORTS
G/A ENTRIES

General Jaurnal Entry

Standing Journals Entry

Accruals Batch Entry

Mizc G/L Payments Entry

Mizc G/L Receipts Entry

Create a new batch of journals by right clicking while the cursor is in the Unposted batch column.
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i General Ledger 01 Streamline Solutions - Plant Code: 010
File Options Window Help

01*General i ReceiptJournals Entry
G/L REPORTS Batch Number  [[ R0
G/L ENTRIES And Date: |

Journals Bank Account
Unposted | Posted |

Check #

amourt: ||

Line | Branch |

Accruals Batch Entry

Create Mew: Batch
R Batch

Misc G/L Payments Entry

EditBatch Description

Misc G/L Receipts Entry

Select New Batch, verify the date of the batch, select the bank account number and then select OK. A new
batch number and a new journal number will be automatically assigned.

~ General Ledger 01 Streamline Solutions - Plant Code: 0100 01 San Rafael
File ©Options  Window Help
01*General ipt. nry x|

G/ REPDRTS Batch Number Date From: Current Total:
G/ ENTRIES And Date: Date To: Murnb of J ournals:

dJ | I
ounas Bank Accourt: | I Eeil. Aeemunt

ﬂ Unposted I Posted |

General Joumnal Enty

a Journal #: Diate:
Check # Faper:

Standing Joumnals Entry Amount: Details

Funning Totals  Debit: | Credit |
g Line Branchl Dptl Account # | Description | D ebit &mt | Credit Amt | Details

Arccrualz Batch Entry

Mizc GAL Payments Entry Plant Qwrier: 1
Date: |11/30/2012 =]

a Bank Acct i |General ::II |General Bank
Misc G/L Receipts Entry G/l Acct#: [B0 01 1000

Description: |N0vember interest

LCancel
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Click the + symbol, to the left of the batch number and left click the auto created journal number.

File Options Window Help

01*General

Receipt Journalg

G/L REPORTS

Batch Number

G/L ENTRIES

And

General Joumnal Entry

Journals
Unposted | Posted |

= @ 8366; NovemIL
oumtt [

Enter the date of the deposit, the check number and the dollar amount, the payer and any necessary

details. The check number field, which is a required field, will hold a maximum of 10 numeric characters.

——

Complete the entry by filling in the account number to be credited. The cash account selected when creating the
batch will automatically be debited. To complete the entry, select Save and then Close. To enter a new journal,
select Save and then New Journal.

% General Ledger 01 Streamline Solutions - Plant Code: 0100 01 San Fafael
File Cptions Window Help
01*General ipt Journals Entry X |
G/L REPORTS Batch Number Batch #: B3E6 Period: z Date From: —1 14172012 Current Total: DD o
G/ EMTRIES And Date: 1143052012 vaar | 2003 Date Too | 125352012 Murib of Joumnals:
Journals Eank Account: General | General Bank GL Account| 1000
g Unposted I Paosted | Batch Dezcrption |Movember interest
General Journal Entry B ‘ 8382:N0ve;j|l
ourn
Joumal #: 173 Date: £30/2012
Check # 111 Payer: Bank of America
Standing Journals Entry Amount: 47.00 Dietails: Movember interest income
Running Total:  Debit: | 47.00 Cledit:l 47.00
g LinelBlanchl Dptl Account § | [escription | [rebit Amt | Credit Amt Details -
Accruals Batch Entry 1 o m 4250 Interest Revenue 0.00 47000 ovember interest income
0.0 0o
0.0 0o
0.0 0o
Mizc G/L Pavments Entry 0.00 0.00
0.0 0o
g 0.0 0o
0.0 0o
Mizc G/L Receipts Entry 000 0.00
0o ] -
« | 3
LI_I _'I HewJournal Save I Cancel I

Close |

To verify the posting details prior to posting, highlight the batch, right-click and select Preview Batch Posting to
view/print the batch posting details.
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i General Ledger 01 Streamline Solutions - Plant Code: 0100 01 Sa
File Options Window Help

01*General il ReceiptJoumnals Entry
G/L REPORTS Batch Number Batch #: I 8366 Pe
G/L ENTRIES And Date: 11/30/2012

Journals

Bank Account | G
Unposted | Posted | |atch Desc:iplionlNovem‘
B Y oo i

Create NMewy Batch H

General Joumnal Entry

' Create New GR Batch |
w Batch Posting |.
Standing Journals Entry Post Batch
n Edit Batch Description L
: —eE T T OTONCT O POyt

To post the GL Receipt batch, highlight the batch to be posted, right-click, and select Post Batch. The Batch will
drop from the Unposted list and move to the Posted tab.

7 General Ledger 01 Streamline Solutions - Plant Code: 0100 01 San
File Options Window Help

01*General I ReceiptJournals Entry
G/L REPORTS Batch Number || T
G/L ENTRIES And Date: |i1/30/2012 Y]
J |
— Bank Account | Ge
Unposted l Posted ! Batch Description[Novemb
General Jounal Entry =@ Create New Batch

.

i Create New GR Batch
: Preview Batch Posting

Standing Journals Entry Post Batch

- Edit Batch Description

Note  Miscellaneous cash receipts can also be added through the Cash Receipt program. Entering through
the Cash Receipt program will allow the miscellaneous receipt to print on various AR Cash Receipt
reports as well as on the AR Deposit Slip Report generated in AR Reporter. Please refer to the AR
Screens and Procedures documentation for further instruction.

Display Programs

G/L Account Summary Display

This display shows summary and detail transactions by account and by date. Enter the branch, department and
account number by using the up/down arrows provided or typing directly into the fields, then click Load. This will
offer several sort options for viewing information: Monthly Actuals vs. Budget, YTD Actuals vs. Budget, Monthly
Actuals vs. Last Year and YTD Actuals vs. Last Year YTD. Under the Balance tab, view totals by account, by
period, using comparisons selected.
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ral Ledger
B File Options  Window  Help
- = —Account Details:
01*General Branch: From Year |2012 Peiod 1
G/L REPORTS . I—_| ;
ETRETEE Department; |01 = To'Year 2mz Period IT
DISPLAY PROGREMS dccourt, [1000 = Load 5
g Balance I Tranzactions |
GALA & Monthly Actuals vz Budget = YTD Actuals vs Budget ¢ Monthly Actuals v Last Year  TD Actuals vs Last Year ¥TD I
ccount Summarng |
Dizplay | Actual | Budget | Yariance | =
$0.00 $0.00 $0.00
ﬂ Octaber [$5.124.75] $0.00 [$5.124.75]
h Maverber $72937.02 $0.00 $72937.02
Batch Display Report December $21,000.00 $0.00 $21,000.00
January $23.261.00 $0.00 $23.261.00
g Februam $40.00 $0.00 $40.00
/L M5 Posting Feport Februam $14.300.00 $0.00 $14.300.00
April $2,300.00 $0.00 $2,300.00
g May $48,950.00 $0.00 $48,950.00
June [$7.433.515.96] $0.00 [$7.433.515.96]
Batch Status Display July $3,809.50 $0.00 $3,809.50
Auguzt $1.087.00 $0.00 $1.087.00
September | $36.014.02 $0.00 $36.014.02

In this same display screen, using the Transactions tab, enter the year and period to and from to view the detail
of transactions that make up the current balance of the account number under review. The information listed in
this display can be printed using the Transaction by Account Report, found in the G/L Reports screen.

ral Ledger 0 0100 071 ount Sumir
B File Options  Window  Help
Account D etails
01*General Eranch: From “'ear |2D‘I 2 Period I‘I_
G/L REPORTS Departmert m Ta'Year W Perind I?
G/L ENTRIES -
DISPLEY PROGRAMS dccount: [1000 = Load
g Balance Tranzactions |
G/L Account Summary Period | ‘Year | Date | Batch # | Feference | Drebit Amt | Credit Amt | Description | Journal
Display 1 202052011 77855CP $400.00 BAME, COMTROL
1 2M2 08201  7786°CP $1,000.00 BAME, CONTROL
1 2012113/2001 7493F 135 $1.000.00 Postage Refund
1 2M21113/2017 7495°F= 136 $2,000.00 Postage Refund
Batch Dizplay Report 1 2M21A113/20M71  7436°CP $124.75 BAME COMTROL
1 2012K25/2M1  7787CP $600.00 BANK, CONTROL
g 20 2M21/8/20M 7RG $100.00 Transfer 16E
- 20 2M21/9/2M1  7EEECP $41, 41362 BAME CONTROL
G/L M3 Pasting Report 2 20121/9/2011  7559°CP $112274 Void BAMK CONTROL
20 2M21/3/2011  ¥BE0OP $327.00 BAME, COMTROL
g 20 2M21/9/2011 7EESDR 51732 $10,900.00 Cazh
Batch Status Display 2 2012/1/9/2011 7565°DR 51733 $3,000.00 Cash
20 2M21/3/2011 75EEDR 51744 $50,000.00 Cash
20 2M21/9/211 757FPC Postage Check $500.00 Cazh 143

Batch Display Report

The second display option, Batch Display Report, views and prints the posted transactions of batches. Select to
report on the batches by type, date range or batch number range. An additional filter for batches that include a
specific account number can also be selected. Batch information can be summarized if the summarize
transactions filter is selected. The report does not indicate posted status; however, it will generate for posted
batches only. This is an excellent report to verify Batch posting totals for month end. This report mimics the
Batch Posting Summary Reports that are available at posting.
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File OQptions Window Help

0 1 = Generﬂl +% Batch Summary Display Report

G/ REFORTS — Report for W &l BatchTypes — Report for v Al Plants
G/L EMTRIES
DISFLET FROGRAMS Batch T_I,lpel Plant Code | Plant M arme

Cl A/F Invoices 0100 1 San Ralael
g CF &/F Papments

DR &/R Receiptz

G /L Account Summary 0l 848 lrvoices

Display GA, GL Accual
Gl G/L General Joumals

LF /L Payments -
I.—. o = _I

— Repoit for the selected Date Range W

G/L MS Posting Report FromDate: | 11/5/2012 =] ToDate: [12/5/2012 =]

Dizplay Only Batches where the GL account iz the part of the tranzacions:

2 1 I = s I s

B atch Dizplay Report

) C ; = : -
Batch Status Display Lzl IEI'I = IStleamIme Solutions

Branch: I j I

Department; I j I

. ==l
Account: I = I

—Report for the selected Batch Mumbers Rangs [
From B atch Mo From : I ToBatch Mo Ta: I

™ Summarize tianzactions

Frewiew | Frint | LCancel |

MS Posting Report

The Materials/Postage Usage posting report is available from the General Ledger Display menu. This report
should help reconcile usages for both postage and materials. This Report shows the detailed transactions from
MS Batch Postings. Options include Report by GL Batch and Job’s Final Invoiced (one or all customers), and a

report by Job Number. Filters to run by Postage, Materials and Labor (if labor WIP option has been implemented)
are also available.
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File OQptions  Window Help

01 *General % WS Batch - Details Reporting x |
G/l REFORTS % Report by GL Batch
G/L ENTRIES
DISPLAY PROGRAMS Batches posted within a Periodear v
g ’7 Tear |2E|‘| 2 vl Period: |12 vI

G AC'BDESLE Hmmary " Fieport far the selected Batch Mumbers FRange W

Framn Batch Mo From I ToBatch Mo To I

" Report by Jobs

Batch Display Report

* Job'z Final Invoiced
Report for the Custamer [leave blank for all customers)

G/ M5 Posting Report I ;I
Final Invoice D ate From: IAT2004 - Final Invoice Date Ta: INAT2004 -

Batch Status Displ
Feh sialus Lisplay " Report for Job Murmber

Enter The Jiob Mumber
Report for the zelected Date Range Dnly r
Recorded Date From: I 372004 vI Recorded Date To: I 372004 vl

Include Postage transactions
Include Matenial transactions

<1

Freview | Frint | Cancel |

Display Batch Status

View the status of batches and a summary of the batch posting if the batch has been posted. Select to display.
The display will list the batches by type, by batch number and date, and whether the batch has been posted or

not. Enter a date or batch number and click Display.

When loaded for All Types and a monthly range, this is an excellent way to verify that all batches within the
period have been posted.
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File Qptions  Window Help
01*General & Display Batch Status
G/ REPORTS

G/L EMTRIES Dizplay : 'I

DISPLAY PROGRAMS By Batch Type

- Dispaly Beteh Tope |4 Batch Date — Display Bateh Date;
& Batch 8
a Al Types: Started from Date: I I

G/L Account Summary % Selected; To Date: I = Di'sFIag Bateh Humber

Dizplay

[¥ [Cl] &P lnvoices [ [DR)A/R Receipts [ [P Refund Checks

[ [CP] &/P Payments  [# [DI] &/F Invoices  [# [PC) Postage Checks

[¥ [MS)Mat, Pstg, FG.. ¥ [GR]GL Receipts [ [PT]PT Postage Transfer
[¥ [GJ]GL Joumnal [+ [G&)GL Accmal [¥ [GP)GL Payments

Batch Dizplay Repart

[¥ [C&) Commission to Accrual [ [BP) Quick 4P payment
[¥ [C5] Commission to &P [+ [31) Quick &P Invoice

G/L M5 Posting Report

[ [CO) Commission to Payrall [ [PM] Postmaster Checks
Batch Status Display [ [CM)] Commission AP Payment | [ [IP] Internal Postage

[¥ [DF) PrePayment Transfers
[¥ R “oid Postage Refund

[ [DS] Materila Postage Invoices

Dizplay | LCancel I

By highlighting a specific batch and clicking on the Drill Down key, batch posting details are available if the batch
has been posted.
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Batch Batch Mo | Batch Plant | Batch Descr |Batch Date| Pozted Aot Number of I =
Type Journals

Ca a313 0100 Cormmizzions E10/1/20012 1000.00 1] o

Co a314 0100 Fayroll Batch | 102002 1000.00 1]

] B267 0100 FFI10/252002 10/22002 71.16 1

8] a268 0100 FFI10/2/2001 210722002 BE.41 1

Dl I 28269 0100 FF10/2/200210/22002 120,07 1

Dl 2270 0100 drar1 00212 10/2/2012 W Ga850.00 1

PC a271 0100 Postage Chec 10/2/2012 % 22.00 1]

P B272 0100 104202002 0.00 1]

Fhd |27R 0100 Postmaster Ck10/2/20012 41.00 1]

DR B2 0100 104202002 0.00 1

Ca a325 0100 Cormmizzions E10/3/2002 1000.00 1]

C5 a326 0100 AP Commizzio 10434201217 1000.00 1

Chd 2327 0100 1043202 1000.00 1

Dl B278 0100 FFI0M/ 2002102002 Y 118.86 4

DR 2273 0100 FFI10M/20012 102002 % 118.86 4

] 2280 0100 FF 104520012 10/2002 % 27592 1 .

Erint | Cloze |

Batch posting details are available if the batch has been posted.

{5 view Batch Posting Totals x I

Wiew Detailz Batch Mumber 8269

Tranzaction Feriod |Year| T_I,Ipe' Account # | Debit | Credit
special revenue 12013 DI 4300 $20.75
K.t Building Revenue 12013 Dl 40001025 $4.00
Pick-Pack Revenue 12013 Dl 400071000 $08.25
zales tax payable 12013 DI 2200 $7.07
accounts receivable 1213 DI 1500 $120.07
TOTAL $120.07 $120.07

If you have used the View Invoice Allocations Detail option in AR Invoicing, this display will include every
allocation for that batch as opposed to summary information.
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Note  The Transaction by Account Report may be a lot longer. DI (AR Invoice) batches may post in detail if
the workstation which posts the batch has the option for View Detailed Allocations checked.

General Ledger Posting

Accounts Receivable Invoices, Accounts Payable Invoices and Checks, Cash Receipts and Postage Checks all
post from their respective modules. To post General Journals, General Accruals, General Payments and General
Receipts from the entry screen, right click on the batch number within G/L Entries and select Post Batch, or they
can also be posted through the General Ledger Posting screen.

Post G/L Batch

To post a General Ledger batch, select General Ledger from the Accounting Menu, G/L Posting. Select the type
of batch to post; either G/L Batch, G/L Standing Journal or Materials Postage and Inventory to GL. The option to
Post Labor should only be used with guidance from your PrintStream Accounting support staff.

If the Post G/L Batch program is selected, enter the batch type or leave it defaulted to All. To eliminate confusion,
it is recommended that only one batch be posted at a time. Enter the batch number range. Verify the period and
select Post.

If you wish to preview prior to posting, preview the batch posting from the G/L entries section.

The system will send notification once the posting is complete and offer to print a Posting Summary Report.

B General Ledger 01 Streamline Solutions - Plant Code: 0100 01 San Rafael E
File Options Window Help
*
01*General 18 G/L Post Batch Transactions @
G/ REFORTS Fost Batch Type: Poszt Batch Humbers:
G/L ENTRIES

Fram: To: (12723

DISPLAY PROGRAMS ~ GSelectad
G/LPOSTING

i Poszt Batches

Post G/L Batch From Period: 7 ear: 2019

i Presvigw | Post Cancel |

Post G/L Standing Journals
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Post G/L Standing Journals

Post Standing Journals separately from other G/L batches to allow a review prior to posting. Use caution when
posting the Standing Journals to not post future dates or journals that have not be reviewed or updated.

B General Ledger 01 Streamline Solutions - Plant Code: 0100 01 5an Rafael m
File OQpticns  Window Help

01*General B G/L Standing Journal Posting
G/ REPORTS
G/ EMTRIES

DISPLAY PROGRAMS

-|2H28H2D1El : |2ma wod: [5
G/L POSTING Dl Yl Vear Periad; |

i — Post Standing Journals Mumbers: Preview Posting
Frarm: Il To: I?? —‘

Fost G/L Batch

Pzt GAL Standing Joumals

Company 01 Streamling Salutions Plant 0100 01 San Rafasl

— Post Standing Journalz

Post | LCancel
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Post Materials, Postage and Inventory to G/L

Automatically generate a batch number and create an MS Type Batch when it posts. This posting should be
done at least monthly but may be done as frequently as you want.

Entries included in this posting include inventory issues, returns and destroys, job costing entry, postage usage
from statements, postage check and postage usage entry.

Posting materials will debit WIP and/or material spoilage, and credit material expenses and/or inventory. Posting
postage will debit postage liability or postage spoilage and credit postage inventory as specified in the Control
Accounts section of Master File Reports.

The posting date range entered is restricted to a range of 7 days. (From and To dates must be in the same
period).

g General Ledger 01 Streamline Solutions - Plant Code: 0100 01 San Rafae [ il

File Options Window Help

01*General - Post Goods >
G/L REPORTS
G/ EMTRIES ]
[Jzing B atch Murber: |
DISPLAY PROGRAMS
G/ POSTIMG Post Postage Uzage [
Post Materal and Inventory Usage |+
i From the Dates Range | 42202019 -| | 4/2802m9 -
Fost GAL Batch

Period: i Year [2019

IJze the activity's general ledger link to expensze account for valued inventory "
adjustrents that occur after a job haz been final billed

Post G/L Standing Journals

Pozt Materialz, Postage
and [nventaom ta GAL

/L Past Labar

Poszt PO Accrual to GAL

IJze the Extra Costs contral accaount 07-01-01-6200 for walued inventan ~
adjuztmentz that occur after a job has been final billed

I

d

 rnaternial

ability and credit

Repart By Activity
Repart By GL Accounts

<l <

Check Posting ¢ Cloze

Two options are available for posting job related inventory transactions that occur after a job has been final
billed:

1. Use the activity’s general ledger link to expense account, or

2. Use the Extra Costs control account (XX-XX-XX-XXXX) that has been defined in Company Control
Accounts.
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Clicking the Check Posting button will first open a date range verification screen. Click OK to proceed.

Information

pr—

(0] Posting Date Range is from 4/22/2019 to 4/28/2019

s

OK

A report summarizing the transactions selected for GL Posting will display. This is a verification of posting and
could be printed each time a batch is posted.

X 4 A4 1af3

Mo | &&& ([0 <] [ | Towts  00x

16 of 16

U Stresmline Soluffors

Postage, Material and Inventory Usage Posting Summary Report

= loj x|

FPosting fems For ihe Dafes Range:

bl 120442012 -

Narmal

bl 120442012 -

Mormal

M AZi402012 -

Narmal

bl 120442012 -

Narmal

27712012 Pariod 3 Year 2013
JobhNumber Qty
QpoOQzinished goods Inuen kory 25101 525

01 01011400
wip

01 01011200
S0000PRET Iruenkory

01 01011325

win

041 01011200
SO000PARET Inue niry

01 01011325

win

01 01011200
S0000PRET Iruenkory

01 01011325

win

Data is collected for posting for the Dafe Range from 12472012 fo I2ia2 002

Debit  Credit
165.06

2:21:34AM

Page Tofl

Descr
hify fg item

HUS KV5023x38

HUS5028x38

HUS5028x38

Once this report is closed, you will once again see the posting screen. The Check Posting button will have
changed to read Post Transactions. If you agree with the posting report, select the Post Transactions button.
Depending on the number of transactions to be posted, this may take some time. Do not interrupt the process!

If you do not wish to proceed with the posting at this time simply click Cancel.
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B General Ledger 01 Streamline Solutions - Plant Code: 0100 01 5an Rafael E
File Options Window Help

01*General

. Post Goods
G/L REFORTS
G/ EMTRIES ]
Ilzing B atch Mumber: I
DISPLAY PROGRAMS a 12795

G/ POSTIMNG Post Postage Uzage W

Post Matenial and Inventory Uzage [W

i From the Dates Range | 4 22/2m9 - | 4/2802m3 -]
Fost GAL Batch

i Period; I? “ear |2D1 g

|ze the activite's general ledger link, to expenze account for valued inventan e
i adjuztmentz that occur after a job has been final billed
Post G/L Standing Journals

Post Materials, Postage I1ze Multi %P aption with Pazting
and |rwventony to GAL

/L Post Labor

Past PO Accual to GAL Rieport By Activity
Report By GL Accounts

IJze the Extra Costs control account 07-07-07-6200 faor walued inventory
adjustrents that occur after a job haz been final billed

completed

Fost Tranzactions

Clicking the Post Transactions button will first open a date range verification screen. Again, click OK to proceed.

Information

Pt

@] Posting Date Range is from 4/22/2019 to 4/28/2019

0K

Once the posting has completed, a final posting summary report will display.
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ort ...
11 b M ow (& &&= [0x 7] [ |#h Tows 100 Bof8
= G_L_After_F'ost.r
(- 8,368
Baich Posting Transactions Rapare
Privted  EAWI01Z 27 ABAN

Fage 1of 1
Eh No 8,368 MS BaichPerind 3 Batch Vear 2013 Baich Date 12/7/2012 |
| JournalHo D Journal Date  12/7/2012 Dr Cr |
01-01-01-1300 postage mwertory 125772012 1,000.00 postage irvertory -
01-01-01-6400 postage spoilage 050 postage spoilage -
01-01-01-2100 postage link ity 00010 postage lishility -
01-01-01-1400 Finished goods mertory 15506 finished goods irvrentory -
01-01-01-1200 wip 15581 wip-
01-01-01-1325 paper fmertory 0.15 paper inventory -
01-01-01-7100 Fre ight expense 500 freight expense -
01-01-01-1200 wip 500 wip -
| Total For Journal No 0 1,160.81 1,160.81 |
Total For Batch No 8,368 1,160.81 1,160.81 |

< | s |

G/L Post Labor

Please contact your accounting support contact for the information related to this feature.
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Post PO Accrual to G/L

Reference the “Purchase Order Accrual” section, of the Accounts Payable document, for further details on this
functionality.

$ General Ledger 01 Streamline Solutions - Plant Code: 0100 01 San Rafael m
File Optiocns Window Help

01*General

G/ REFORTS
G/ EMTRIES
DISPLAY PROGRAMS
G/LPOSTING

Fost G/L Batch

Post G/L Standing Journals

Post Materials, Postage
and Irwentory ba GAL

G/L Post Labor

Pzt PO Accrual to GAL

General Ledger

System is MOT setup to post PO Accruals
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General Ledger Utilities

Utilities available to the user include Forward G/L Balances to Next Year, Transfer Customer Postage Balances,
Remove Standing Journals, Clone Standing Journals and G/L Plant for Standing Journals.

i General Ledger 01 St

File Options Window

01*General

G/L REPORTS
G/L ENTRIES
DISPLAY PROGRAMS
G/L POSTING
UTILITIES

Forward Ez:/L Balances to
Next Year

Transfer Customer
Postage Balances

Remove Standing Journals

Clone Standing Journals

G/L Plant for Standing
Journals

Forward GL Balances to Next Year

To close year-end in General Ledger and begin working in a new year, define the new year and the periods in
the Accounting Periods file in the Masterfile Reports program. To begin working in the new year, the previous
year does not have to be closed.

Note The Trial Balance and Balance Sheet will be incorrect until the balances are brought forward into the
new year.

1. Post all batches, in all modules for the old year.

2. From Masterfile Reports, select System Maintenance and Accounts Start Periods to enter the Open-
From dates in the new year. In other words, close the previous year.

3. From the General Ledger program, check the Allow Multiple Open Forms item under Options. (This
allows the Forward GL Balances to Next Year utility to run while the Trial Balance Report is open.)

4. Have all users sign out of all postage and accounting programs.
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5. Begin the Forward GL Balances to Next Year from the General Ledger Utility menu and confirm the
Copy From Year. If the wrong year is indicated, re-do step 2.

Asset, Liability and Capital accounts roll forward to the same account. Income and Expense accounts close to
the Retained Earnings account and reset with a beginning balance of zero. This transaction is recorded behind

the scenes. No journal entry is made.

List Of Accounts Moved To the Next Year

Bajances forwarded from .

Credit Amount:

§ 726,826,334,394.79

Ded it Amounit:

Rotained eamings account amoant:

3 726,826,334,394.79)
$ 60,220,599.86

Acocaunt Cpering YTod YToz YTo32 ¥rodg
o0 oo 1000 Cash $350.00 350,00 350,00 $350.00 350,00
o0 00 1200 Ceomsighment Mrentery $350.00 $T60.00 $,468.20  fi46820 $dee2 o
oo oo 2000 Accourts Paymble $150.00 $150.00 $150.00 $150.00 $150.00
0l 0l 1000 Cash - Ceremnl $726616,867,276.24 6616,38357T6.24 566,901,644 25 i6,806,616.25 iT,461,106.25367 52
al ol 1005 Cash - Puyroll [f86,A26.20)  [fRORS26.20)  [fREES526.20) ($096,526.20) (F056,526.20) (60
01 01 1010 Cash - Petti [, 779.00] [$4778900)  [($477900] ($4TTR00)  ($ATTO00) (4
a1 01 1011 Cash - FSB H3016835 (46,230,652 00)  [$5,320,652.00] [$5,230,652.00)%, 230,652 00) 5,239, 632 046,25
a1 0l 1020 Postage - Pem it #357 $2zz.00 $2zz.00 fe3z.00 $232.00 fe3z.00
01 01 1030  Postage - Stamps [$149.75) [$149.76) [$190.76)  [$149.76) (14076
01 01 1040  Accourds Receivable $2,870,57505  $A0TOS5TA05 4387057585 3,A70,575.05 @ETH,5T505 $4.87
o1 a1 1050 Aodwances an [$124,900.00) [$124200.00) [$124900.00) [$124500.00) [$124900.00) ($12
Com m issions
al 01 logs Lagtos & Tracks $T50.00 $T50.00 $750.00 $750.00 $750.00
a1 01 1100 Prepaid fdrertising (459,440,228 52) [§80,47 1,728 52) $86,47 1, T28.52) 9 4T 2,57 1.26) 19,568,571 2659, 58
01 01 1123 Prepaid Taxes (48,506 B0] [$AE0GA0]  [PEO0GED] ($G906.60) ($6E0660) (]
01 01 1200 WP Fa4189  (F30ITH] ($12222.88) (F114,08042) ($10432408) ($=
o1 o1 1210 WIF Lakor [4=,191.59) [$818.08) [4815.09) [$518.09) [4815.09)
o1 a1 1250 WP 2 $250.00 $250.00 250,00 $250.00 250,00
01 01 1300 Postage inwentory 406,230,670 $96,192,016.07 $86,100,545.70 15,190,646.15 15,137, 260,245,841
a1l 01 1303 Custom er's m ster $46, 66500 $46, 56500 $46 66500 $4666500 4666500  f
al 01 1325 Errelop e hurentory $o86,938 61 86,9238 61 $287,353 61 $e8863341  $288E3311 e
al 01 1326 Paper hurertory $46,803.25 $46,803.25 $46,00225  $4680325  $46,00325  f
o1 a1 1327 Elack Paper Birentory [$43,854.00) [$43,854.00)  [$43,85400) ($43,854.00) ($43,85400) [$=
a1l 01 1329 Roll stock 45,580, 556.00 $5,500,656.00 5,509 B5600 15,5099,656.00 5,589 B5600 $5,5¢
R T m it a A o N N TE SO0 A N0 nn N TE SO 0 0 TA ATE Saun AT0 ATE SO0 0 0 To ATE Goinn al
Note Previous periods may be re-opened to add transactions and then closed. The Forward GL Balances to

Next Year utility may also be re-run as many times as necessary. It must be run again if adjustments

are made in the previous year.

Transfer Customer Postage Balances

Additional year-end requirements exist for postage module users to establish the summary balance for

customers.

The General Ledger Transfer Customer Postage Balances utility must be run. This utility does not care about
closed periods/years - but remember to re-run it if additional postage transactions are added to the old

year. This may be re-run as many times as necessary.
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File ©Options Window Help

01*General

G/ REFORTS
G/ ENTRIES
DISPLAY PROGRAMS
GA POSTIMNG
LITILITIES

Fu:urwardNG.-’It_\Ealances to Transfer Balances From ‘Year IED'I 2
et Year

Transfer Customer OF. ta Start Tranzsfer Balances. .
Poztage Balances

Remove Standing Journals

After creating a standing journal, the need may arise to cancel the journal sometime in the future. This utility,
when the journal is selected, removes the journal number from the list of open journals (in standing journal
creation), and prevents further postings to the General Ledger.

To remove a standing journal, from General Ledger, Utilities select the icon Remove Standing Journals. From
the table, check the box for the journal you wish to Remove from Posting and List of Available Journals and click
Save.
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File Cptions  Window Help
01*General * Stan ding Journals (Remove from Posting and from the &
G/L REFORTS
GA ENTRIES . Remowve from =
DISPLAY PROGRARMS Jcﬁrcr:al From Drate | ToDate |Last Update H#E?;Tg Posting and Lizt OF|  Rechur
G/ POSTING Ayaliable Jourmalz T
UTILITIES 10415957 941998 949./1998 E3250 ¥ Remaove

Forward G/L Balances to
Mewt ‘ear

Tranzfer Customer
FPostage Balances

Remove Standing Journalz

Clone Standing Journals

G/L Plant for Standing
Journalz

[=a NS s Ry B R FR [N

FA7A2000) 7A7A2000

34141933 841./2000

141/2002 124 /2002
1A17/2002 117 /2002
1A17/2002 117 /2002
172002 1A17/2002

141/2002 124 /2002
1A17/2002 11742002
1/31/2002 2/28/2002
143042002 3M16/2002
1./30/2002 1./30/2002
5/15/2002 41542003
£/15/2002 5/M15/2003
1041/2000 ) 34/2002
8/14/2002 71442003
8/19/2002 8/30/2002
9/27/2002 3427 /2002
1/26/2002 1/26/2002
1413/2003 11342003
542042003 5/20/2003

84142000

141742002
141742002
1A47/2002
4A1/2002
141742002
4/28/2002
341642002
1./30/2002
541542002
6/15/2002
64142002
10/14/2002
8/23/2002
942742002

141342003
542042003

0¥ Remave
7E250 ¥ Remove
100 # Remove
0¥ Remove
0¥ Remove
0¥ Remave
111.11 ¥ Femave
0¥ Remove

250 # Remove
2855 ¥ Remove
0¥ Remave
1000 ¥ Remove
500 # Remove
2000 ¥ Remove
1500 ¥ Remove
18RE7Z ¥ Remove
0¥ Remove
0¥ Remove
1145 21 Remove
0.1 Remove

save L0

A Standing Journal entry can be added back by reversing the process outlined previously. Journal entries added
back will only be available for posting for unposted dates in the date range specified.

Clone Standing Journal

Previously created standing journals can be duplicated and modified using this utility. Once the journal to be
cloned has been selected from the drop-down box, new dates and posting details must be assigned. The next
available standing journal number will be assigned to it. This journal should then be opened in the standing
journal entry screen and modified as needed.

x|
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File Options Window Help
01 *General B Clone SBtanding Journal x |
GAL REPORTS — Clane Tranzactions from the Standing Journal
G/L ENTFIES Jounal No: e ]
DISPLAY PROGRAMS e 36 From Date 8/13/2009 To Date 8/13/2009 - =
G/ POSTIMG Mo Brar{ 37 From Date 12/24/2008 To Date 5/24/2010 kit At | Credit At Detailz ]
UTILITIES 33 Fram Date 3/1/2010 Ta Date 841,/2010
40 From Dake 3/1/2010 To Date 641/2010
41 From Date 7/1/2010 To Date 441/201
g 43 From Date 8/1/2010 To Date 141/2011
51 Fram Date 12/5/20012 Ta Date 12/5/2012 —
Forward G/L Balances to
Wewt ear
Transfer Customer
Postage Balances
Remove Standing Joumals
Clare Standing Journals -
< | |

G/L Plant for Standing
Joumals

— Taothe Mew Standing Journal with Pozting O ptions

EUStEVBf.'r'il * Dap (" Month From Date: I Mumber of postings: I
Day  ofthemonth,  Lazt Update: I

Mext Update: I Final Update:l

Diescription: I

G/L Plant for Standing Journals
Only relevant in a multi-plant database, this utility will allow you to assign existing Standing Journal entries to one

specific plant.

Clane I Cloze |
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01*General

G/L REPORTS

Company 01 Streamline Solutions

G/L ENTRIES

DISPLAY PROGRAMS

G/L POSTING

UTILITIES

Forward G/L Balances to
Next Year

Transfer Customer
Postage Balances

Remove Standing Journals

Clone Standing Journals

G/L Plant for Standing
Journals

el belededeleeleelelelelelelelele
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o
<
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Bank Reconciliation

For optimal use of this section, select Options and Allow Multiple Open Forms before using the Bank
Reconciliation program. This module has no accounting affects.

it General Ledger 01 Streamline Solutions -
File | Options Window Help

01
—— v Repeat Journal Entries Details
Unlock Posting

Unlock GJ Batches

w

Mark Checks as Cleared

On a daily or monthly basis, individual checks for a bank account should be marked as cleared. Checks for
Accounts Payable, Postage and Miscellaneous Payments in the General Ledger will appear in this module. All
types of check batches must be posted for the checks to be marked as cleared.

In addition to entering a date range to load checks for clearing, a range of check numbers may also be entered.
By looking at the bank statement for sequences of checks that have cleared the bank, the sequence to be
cleared on the bank reconciliation screen can be loaded and many checks can be cleared with a minimum of
keystrokes.

There are three methods of loading checks for clearance:

1. Load By Date Only - Manually input the From Date and To Date dates in the date-labeled boxes. The
default From Date is the earliest date of a non-cleared check. When there are dates in both the From
and To Date boxes, the check number boxes will default to an all check range of #1 to # 999999999.

2. Load By Check Numbers Only - Enter the appropriate check numbers in the From Ck # and To Ck #
boxes to clear a sequential range of checks. The To Date box must be left blank.

3. Load By Check Numbers within a Date Range -To load checks within a specified check and date
range, enter a specified date and check range.

Checks that have been voided or cancelled will be highlighted in Red. Checks that have been previously cleared
will be highlighted in yellow. Checks that were created as EFT’s will have a check mark in the EFT column. To
not have voided checks display, place a check mark in the box next to Don’t Display Voided Checks.

The date entered in the Cleared Date input box will be the cleared date for each check that is subsequently
cleared. The Cleared Date box will default to the current system date. Checks can be cleared one at a time by
clicking the small square button in the Cleared column or depress the Mark All button and all the non-cleared
checks that are loaded will be cleared. Checks must be posted to the General Ledger before they can be marked
as cleared.

By selecting the appropriate method of clearing checks, the number of required keystrokes can be minimized.

Press the Save button when all checks have been marked as cleared.

Mark Receipts/Deposits as Cleared

To enable the Mark Checks as Cleared and Bank Reconciliation screen to be open at the same time, go to
Options and select Allow Multiple Open Forms.

This screen has the same functions and operates in the same way as the Mark Check screen. Select the bank
account and deposit date range, or if you use the AR Bank Deposit report in conjunction with Cash Receipts
batches (Deposit amounts are equal to the batch amount), loading by individual batch number can be useful.
Press Load. Deposits made through AR Cash receipts module and Miscellaneous G/L Receipts will appear.
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The date entered in the Cleared Date field will be the cleared date for each deposit that is subsequently cleared.
This field is defaults with the system date but can be changed. Deposits can be cleared one at a time by clicking
the small square button in the Cleared column or depress the Mark All button and all the non-cleared deposits
that are loaded will be cleared. Deposits must be posted to the GL before they can be cleared.

By selecting the appropriate method of clearing deposits, the number of required keystrokes can be minimized.

Press the Save button when all deposits have been marked as cleared.

Spreadsheet Imports to Mark as Cleared

Both checks and receipts/deposits can also be marked as cleared using imported spreadsheets. See the File
section of this document, under the Menu Options heading, for further details.

Bank Reconciliation Form

The Bank Reconciliation Form compares the PrintStream cash account balances with the bank account
balances.

Enter the reconciliation date, select the bank account and enter the balance per bank into the yellow box to
complete the reconciliation form. Enter any bank charges or other reductions not recorded and any interest or
other credits not previously recorded in the General Ledger. If the Auto Calculate box is left un-checked, the
input box on the right remains highlighted in yellow and a figure could be entered for deposits in transit. (These
are deposits that have been entered into PrintStream, but do not appear on the bank statement.) If the box is
checked, the input box will change from yellow to green and the system will automatically enter the un-cleared
items from the Mark Deposits screen. Press the Calculate button when entries are complete.
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File Options Window Help

01 *General & Fill out Bank Recaonciliation Parameters

G/ REPORTS Bank Acct #: I General General Bank, LI
G/ EMTRIES g
DISPLAT PROGRAMS Feconciliation D ate |12,.-' 3202 vl
G/L POSTING Ealance Per Bank: $51.000.00
UTILITIES — Ligt f the non-cleared checks by the date
BANK RECONCILITION Date | CheckNuber | Amourt | Fayee | Sawce |Po9) lowrea|Comed Dat

tark Checks ag Cleared

tark Receiptz/Deposits
az Cleared

Bank Reconciliation Form

G/L Tranzactions By
Bank Account
Outstanding Checks Tatal Amount: I—
Bank Charges And Other Reductions Mat recorded In Books I—
[~ Auta Calculate Deposits [n Transit Mot Shown On Bank Statement I—
Interest And Other Credits On B ank Statement I—
Calzulated Cash B alance : I—
Cash Balance per book for G/L Acct #: [B0 o1 {1000 I
Unreconciled Difference : I—
Lalculate
* Test boxes with YELLOW Back Color have to be filled out, Report
* Search for checks not clearsd starting : Im
RINGFT |

The Calculated Cash Balance is the difference between the PrintStream cash account and the bank statement
amount. These amounts should equal, and the Unreconciled Difference should be zero.

Select the Report button to create the following: Bank Reconciliation Report, List of G/L Transaction included in
Calculation, List of Non-Cleared Checks, and a List of Receipts included in Calculation.
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7 General Ledger 01 Streamline Solutions - Plant Code: 0100 01 San Rafae

File ©Options Window Help

01*General = Fill out Bank Reconciliation Parameters

G/L REPORTS Bank Acct #: IGeneraI General Bank j
G/ ENTRIES o
DISPLAY PROGRAMS Reconciliation Date |12,.-' 32012 vI
G/L POSTING Balance Per Bank: $51.000.00
UTILITIES — List of the hon-cleared checks by the date
BANK RECONCILIATION D ate Check Mumber Armaunt Payes Source F'osGtT_d e Cleared |Cleared D ate
g 8/7,/2002 9 111.17 Tony Andrew, GF general pl#f =
Mark Checks as Cleared 143142009 121 30000 Gina GF general plef [
1/19/2010 1286 0.00| Shelly's Comp GF general p&f =
g 11/482012 1152012 12.00 Bark of &g GP general pef =

tark Receipte/Depozits
as Cleared

Bank Reconciliation Form

G/L Tranzactions By

Bank Account
Outstanding Checks Tatal Amaount: IW
Bank Charges And Other Reductions Mot recorded [n Books I—
[™ &uto Calculate Deposits In Transit Mot Shaven On Bank Statement I—
Interest &nd Other Credits On Bank Statement I—
Calculated Cash Balance : I $50,576.89
Cash Balance per book for G AL Acct #: IEU |U1 |1 0ao I [$12.00]
Unreconciled Difference : I $50,588.89
{ Caloulate
* Tent bowes with YELLOW Back Colar have ta be filed out p——
* Search for checks not cleared starting : Im
RIINGFT |

Bank charges and other reductions along with interest and other credits from the bank statement will need to be
recorded in the General Ledger Entry screen. They are not automatically recorded from this screen.

Transactions by Bank Account

This report can be printed prior to beginning the reconciliation process. Enter the bank account to report on by
clicking in either field and directly typing the information or using the up and down arrow keys on the keyboard to
search for it. Enter the applicable dates and click either Preview or Print.
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File Options ‘Window Help

0 1 * General ransactions By Bank Account
G/A REFORTS

G/L ENTRIES
DISPLAY PROGRAMS Bank Aceounth: !Gene'a' x| Jeneral Bank g0 |

G/L POSTING

UTILITIES
BANE RECONCILIATION

From Date: |1‘I£E£2U‘|2 .I To Date: |12f8e’2012 v|

tark Checks az Cleared

tark Receipts/Deposits Freview Frint Cancel
a3 Cleared

Bank Recaonciliation Farm

G/L Transactions By
Bark dccount

The first section lists all checks written for the date range specified, including the check number, amount and the
module it was created in. The Y or N in the left side column indicates posting status. If a check or receipt has
been marked as cleared in PrintStream, the cleared date will show in a column to the right. The second section
of the report shows the details of the receipts. The third section shows recap totals for the preceding two pages.

Budgets for GL Accounts

Budget amounts are entered by individual General Ledger accounts. First, select the year from the drop-down
box, then select the account. Click on the cell that corresponds with period 1, under the Period Budget column.
For income (revenue) accounts, enter the budgeted dollar amount with a negative dollar amount. Continue for
each period, and then select Save. You may now select another account to enter. For amounts that are
duplicated, the ctrl-c (copy) and ctrl-v (paste) functions can be used to copy and paste throughout the table. The
year to date budget amounts will automatically update, as will the last year actual columns.

Accounts with budgets saved in previous years can be cloned into future/previous years. Once cloned, the
amounts can be modified if necessary using steps above. To clone a budget entry, select the year and account
number to be cloned, then select the year to clone to and press the Clone button. You will receive a confirmation
screen.

To see a report of budget entries, use the Financial Reports module and select the format type to be 12 months
budget.

The budget program is also available in the Master Files Reports program.

If you do not see this option, check with your PrintStream Administrator. This is available through Security
Events.

Note Budget data can also be imported from a spreadsheet. See the File section of this document, under the
Menu Options heading, for further details.
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Menu Options

File

Download Chart of Accounts — For Support Use only. Used to create the initial Chart of Accounts for
the company. The spreadsheet entitled GL Chart can be found in the Prelnstall Guide.

Create GL Journal from Spread — Allows the user to import journal entries from an Excel spreadsheet.
(See end of document for format.)

Create/Post GLJournal from Spread — Same as above; however, the batch will automatically post
without an option to preview or edit. Not recommended

Download Accrual Journal from Spread — Same as option 2. When posted, this entry automatically
creates the reverse entry. See the section of Accrual Entries.

Download Budget for GL Accounts — Allows user to import budget amounts into the budget program.
The spreadsheet used requires a specific format and can be obtained from your Accounting support
person.

Download Cleared Checks for Bank Account — Allows user to mark checks as cleared as done in the
Bank Reconciliation area. The spreadsheet used requires a specific format and can be obtained from
your Accounting support person.

Download Cleared Receipts for Bank Account - Allows user to mark checks as cleared as done in
the Bank Reconciliation area. Again, the spreadsheet used requires a specific format and can be
obtained from your Accounting support person.

Create AP Batch with Invoices (beginning Aging balances for the Vendors) — See end of
document for format. Use only with the help of PrintStream Accounting Support.

Show Printer — shows the default printer for reports.

Default Layout — changes layout of screen to the default of the program.

Exit — closes out the General Ledger module.

File Options Window Help

General Ledger 01 Streamline Solutions - Plant Code: 0100 01 San Rafael

Change Company
Download Chart of Accounts

Create GL Journal from Spread
Create/Post GLJournal from Spread

Download Accrual Journal from Spread

Download Budget For GL Accounts

Download Cleared Checks for Bank Account

Download Cleared Receipts for Bank Account

Create AP Batch with Invoices(begining Aging balances for the Vendors)

Show Printer
Default Layout
Exit
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Options
e Allow Multiple Open Forms — allows the user to have more than one screen open at a time.
¢ Repeat Journal Entries — defaults to have line details repeat for each line in a journal.
¢ Unlock Posting — Contact EFI PrintStream Support before using this function.
e Unlock GJ Batches — Contact EF| PrintStream Support before using this function.
¢ Unlock GA Batches — Contact EFI PrintStream Support before using this function.

General Ledger 01 Streamline Solutions -

Flle Options Window Help

Allow Multiple Open Forms
—— v Repeat Journal Entries Details
———  Unlock Posting
DIS  uUnlock GJ Batches
___ Unlock GA Batches
™ m ' s x
Window

Allow a user to organize multiple open windows, when the option to Allow Multiple Open Forms is selected.

General Ledger 01 Streamline Solut

File Options | Window Help

01*Gen Tile Horizontaly
Tile Vertically
G/L REPOF

G/L ENTR Cascade
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Beginning “Quiz”/Review — General Ledger

1.
2.

3.

Create a journal entry batch and a journal with today’s date.
Insert the following transaction lines:

Debit a depreciation account for $200.00, credit an accumulated depreciation account for $200.00 with
a description of monthly depreciation expense. Debit an interest expense account for $31.25 and credit
a cash account for $31.25 with a description of monthly interest charges.

Save your work.

STOP HERE: Show your instructor the journal entry created before continuing...

© ® N o 0 M

Change the depreciation journal entry from $200.00 to $265.32.

Create a new journal with yesterday’s date.

Debit a utility type of expense account for $435.00 and credit an accrual account for $435.00.
Save your work.

Preview and print the Batch Posting Transaction Report and give to your instructor for review.

Post the batch after your instructor has reviewed the Batch Posting Transaction Report.

Intermediate “Quiz”/Review — General Ledger

1.

6.

Create a new Standing Journal. Indicate you would like it to post once every month starting the first day
of the current month and also indicate you would like it to post for a total of 12 postings. Save your
changes.

Add the following standing journal entry transactions:

a. Debit salary & wages expense 18,900.00
b. Debit a payroll tax expense 615.00
c. Debit a legal/accounting expense 50.00
d Credit a cash account 19,565.00

Save your work.

Print a Standing Journal Report for the journal entry you just created. Show your instructor.
Add the additional lines to the standing journal entry you just created:

a. Credit a health insurance expense account 1,285.00

b. Debit an employee advance (or similar) account 2,300.00

c. Change the credit to the cash account 21,865.00

Save your work.

STOP HERE: Show your instructor the standing journal entry before continuing...

7.
8.

Post the standing journal entry created for the current month.

Print the Standing Journal Posting report.

Advanced “Quiz”’/Review — General Ledger

1.

Create a new Miscellaneous GL Receipt Batch with today’s date and use the standard cash account
available.

The miscellaneous receipt is a health insurance refund in the amount of $485.00. Fill in the required
information to complete this transaction.
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3. Preview the Batch Posting Report. Print the report.

STOP HERE: Show your instructor the Batch Posting Report before continuing...
4. Post the Miscellaneous GL Receipt batch.

5. Print a report that will give you the current balance in each of your cash accounts. Show it to your
instructor.

6. Preview a listing of the Chart of Accounts in the database. Show your instructor.



