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Furniture Accounting and General Ledger

General Ledger

General Ledger (G/L) is at the core of financial applications in Ensite Pro. It

maintains the records of your company's financial transactions. It is an infor-
mation system that stores, measures, processes, and communicates financial

information.

Note: See the G/L Flow of Information Through Batches and President’s
Screen Flow of Information Flow Charts at the end of this handout.

Posting to General Ledger

Transactions are posted to G/L in the General Ledger Posting window. Bal-
ances from A/R, A/P, and Payroll automatically post to G/L if the Auto Post
feature in the (L2) G/L Master Numbers screen is set to Y. Manual adjusted
monthly accruals are also posted in this screen.

There are three types of postings: automatic, manual, and permanent.

Posting to a manual batch is a simple process. The posting is automatically
sent to the GL-BATCH file and is released when you release batches with the
G/L Batch Report. When you have recurring entries that are posted periodi-
cally, post them to permanent batches.

In the General Ledger Posting window, you can preview your postings, post
to batch, enter batch total information, reverse a permanent batch, or export
your postings to a file. You can specify which information to display by select-
ing grid options.

1 Inthe Main Menu, double-click )
General

Ledger

2 Inthe General Ledger Menu, double-click )
GL Posting

3 The General Ledger Posting window opens, shown in Figure 1. Use the
drop down arrow in the Batch box to select the batch for which to post.
You can post to a new batch or continue posting to an existing batch.

To display all postings that exist in a batch that hasn’t been released,
check the Display All Postings for This Batch box and press Enter. All
the postings display and the totals appear at the bottom of the window.
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Note:

When selecting a batch number, remember that batch numbers
8800-9999 are system-generated numbers.

3.1

3.2
3.3

3.4
3.5

3.6

3.7

Press Tab to move to the GL Number box. Use the boxes in this
window to post to G/L. In the General Ledger Posting tab, you
can post to the batch, change the posting, delete a posting, or pre-
view the posting. You can also change or reverse a permanent
batch.

You can enter an account number in the GL Number box or click
;lrto query.

In the J/E No box, enter the journal entry number.

In the Date box, change the date if necessary. The displayed date
is the system date.

In the Remarks box, enter any remarks for this entry.

Press Tab to move to either the Debits box or the Credits box. En-
ter the appropriate dollar amount.

The Period box defaults to the period entered in the Period box at
the top of the window.

In the Fiscal box, the fiscal year for this batch is displayed.

“: General Ledger Posting

Gle Action Yiew Help

— Rd S [T SE P A
Figure 1: The = Posting (F2 1 GL Batch Totals F3)
General Ledger e
Posting [0 =] Peiod:[5 [ [Display al postings for this batch ¥
Window
GLMumber _|JENo | Date Remarks "Debits Credits Period | Fiscal
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4 To preview your posting from the General Ledger Posting tab, click Post
Preview. You can preview your postings before posting the batch. Use
the GL Posting Preview dialog box to balance totals by location, period,
or journal entry number.

The GL Posting Preview dialog box also lets you see subtotals for G/L
with an indicator if the batch is out of balance. (The figures appear in
red.) You can modify lines before posting to G/L. The bottom part of the
window shows multiple batches.

In the GL Posting Preview dialog box, click the Location 01 or Journal
box. All the information for this posting appears in the bottom of the
window, including the G/L number, journal entry number, date, re-
marks, debits, credits, batch and period.

You can post information from this dialog box by clicking Post. To re-
turn to the General Ledger Posting tab without posting, click Cancel.
Go to Step 6.

If you post the information, the Post GL Additions/Modifications dia-
log box opens. Click Yes to post.

5 Inthe General Ledger Posting tab, continue making changes as needed.
When you finish, click the Post to Batch button to post this batch.

Note: You use the GL Batch Totals tab to view batches on screen. In the
GL Batch Totals tab, you can set the grid to display only the infor-

mation to view. In the GL Batch Totals tab, click Eﬂ or click the

View menu and choose Set Grid. The Select Columns to Display
dialog box opens. This dialog box contains the GL Number
through Fiscal boxes. The boxes that are currently displayed are
checked. To change the boxes to view, check the appropriate
boxes. When you finish, click OK. Columns for the check boxes
you selected display. You can also sort information in this tab by
clicking the box to use to sort the information.

Posting to Permanent Batches

Most companies have expenditures or expenses that span more than one ac-
counting period and must be posted periodically. For example, prepaid insur-
ance or prepaid rent. The part of the rent or insurance that benefits the current
period is treated as an expense. Often the expenses are related to long-term,
intangible assets such as depreciation, amortization, and so forth. Post these to
a permanent batch.
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For example, you purchased office equipment with a life of five years. At the

end of this time, you have determined that the cost of the office equipment is
completely depreciated. You have estimated that this asset decreases in value
by $84 a month. This monthly amount is posted to a permanent batch.

When you post to a permanent batch, the first two digits of the batch number
must be 88. The last two digits can be any number from 01 to 99.

Note: If you have a particular account that you must post to on a periodic ba-
sis, but the amount changes from month to month, you can still use per-
manent batches.

Before you release the permanent batch, go to the General Ledger Post-
ing window and change the amount in the permanent batch. If you acci-
dentally post the wrong amount in a permanent batch, you can reverse

this amount by clicking & .

Releasing Permanent Batches

You release permanent batches in the same way you release daily batches.
You run the (W) G/L Batch Report and specify Y in the Release field. How-
ever, do not release these batches by specifying a range of batches. We recom-
mend you release each permanent batch, one at a time, to the appropriate pe-
riod.

G/L Posting History

You can easily view general ledger posting history. The General Ledger Post-
ing History window lets you view detailed posting information. You can ac-
cess the General Ledger Posting History window in two ways.

1 From the General Ledger menu, double-click GIHE?;:LHQ or from the

Chart of Accounts History window, click @ )

2 Inthe General Ledger History window, you can select the G/L journal
to view. Use the drop down arrow in the GL Journal box to select a file.
In the General Ledger History window you can view G/L history, set
grid information or export the information to a file.

3 Use the Search boxes to enter the G/L information to search for and
press Enter.
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4 When you finish viewing information, click =g .

Exporting G/L Postings to a File

When posting in the General Ledger window, you can export your postings to
afile.

o
GL Posting

1 Double-click . The General Ledger Posting window opens.

2 Click the GL Batch Totals tab or press F3.

3 From the GL Batch Totals tab, click E to export the file.

4 The Select the Destination File box opens. You can save this file as an
Excel® file or a text file. Select the folder to export the file to and type
the name in the File Name box.

5 Click OK.
G/L Drill Down

Ensite Pro contains complete general ledger history files. The G/L Drill Down
feature allows you to access even more detailed G/L history information.

You can use the General Ledger History window to search for and view de-
tailed G/L postings. The new drill-down option makes it easy to access any
posting detail. The system stores your posting details in a new file, and the
General Ledger History window gives you fast, flexible access to all of it. Start
at the broadest levels, and drill down in seconds to the smallest detail on an
individual invoice. Suppose your advertising account is over budget for the
last period, and you need to find out why. You can retrieve a list of the in-
voices posted to that account with a few clicks. If you find an unusual invoice,
double-click it to see the complete details for that invoice in A/P.

From the General Ledger History window, select the level of search to use.
Then, you can set limits to find the specific postings to view. You can also
limit by sources: A/R, A/P, journal entry, machines, and payroll. See Figure 2.

In this window, you can preview this information before printing, change the
grid settings, save the limits that you set, and load saved limits.

Note: If you have previously been using G/L and have recently purchased
this option, you need to release batches before you can view detailed
postings.




Furniture Accounting and General Ledger

General Ledger Reports

General Ledger reports are run through the text-based (W) General Ledger Re-
ports screen. You can print the following:

- General Ledger Batch Report

- General Ledger Journal Report

- Financial Statements (now available in graphical)
- Cost of Goods Sold Batch Reports.

The General Ledger Batch Report lists the details of each posting in a batch
and the total of all postings in a batch. You can use the batch report to verify
the accuracy of general ledger postings.

You should print the report first, without releasing the batches. Once the accu-
racy of the postings is verified, you can release the batches.

The General Ledger Batch Report shows the following information for each
posting: G/L number, A/R release date, remarks, debits, credits, business pe-
riod, and batch number.

The following batch totals also print: total debits, total credits, and total differ-
ence between the debit and credit amounts.

1 General Ledger History

Livel Miritar = U O beved | M Searc | [ Pk previess | [T 0 | L
L Jeuers - | - |
Search X || Gomom
leu c F AlSowcer " Acoouris Reosivabls ¢ JowmalEniy " Waches
o ™ Acoourts Pagatls " Pagrod
Chusieios a bevet fosid
(Boch Lo e Babchy Dute Femais Co  Haer | Mres | Accound [T Deids | Crecity | SumBale
B W 0 NS00 AUTD AH SUMMARY m Lo M ACCOUNTS RECY kL e}
Arct Mince 0 VN6 AUTO AR SUMMARY moan @ 00 ez £
Batch - 000 VAN AUTOARSUNMARY 1 1 o 2T w 1
Fi ure 2. 00 NS AUTO AR SUMMARY im jlor] N ACOOUNTS RECY &®ar o]
g * From A0 LANSA0E  AUTO AR SUMMARY im =0 1 o 427
A0 IANSA0E  AUTO AR SUMMARY im &N i (11] &2
General Ledger Te SR VNG AP SUMMARY m o om M W 1
H H i3 . N VNSO AP SUMKARY m n0 M APTRADE AT m 1
Posting History Roowslid | |5 | omn  uovcoos amsumasy o @ o o nm
- - 4| wE VNS00 AP SUMMARY M ;0 O APTRADE 0000 -]
with G/L Drill S| SR UM AP SUMMARY m @ o w00
B Fr VA6 | AUP SLIMAF o Zi0 1 P TRaDE X
Downs
-
Goach Mow

% *

Todads Drataty f Id.ﬂfuﬂ:l.l L T ol S Badmrne:
|12 Recestn |
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The report also shows a G/L summation which includes the G/L number, de-
scription, G/L totals, number of postings, and business period. At the end of
the report, the totals for all printed batches also print.

The General Ledger Journal Report sorts by account number within location.
If you do not set limits, it includes information for every account in the chart
of accounts.

You can choose to print this report with different information by specifying
the level of detail to include. For example, you can print a detailed listing of
grand totals for each minor, or you can print a listing of the account numbers
in the chart of accounts.

You can print financial statements from Ensite Pro (graphical). This feature is
covered in the General Ledger 1l class.

When you create and print a cost of goods sold batch from the (WEL) Cost of
Goods Sold Limits screen, the Posted Cost of Goods Report prints. This is a list
of all the information in the batch.

To not create a cost of goods sold batch, you can use the (WEL) screen to print
the To Be Posted To Cost Of Goods Report. You can then use this report to
manually post information in the General Ledger Posting window.

Trial Balance Reports

The G/L Trial Balance Reports feature allows you to create many different re-
ports. Reports can be created from any of the following: a blank chart of ac-
counts, totals for all accounts, totals for a series of accounts, individual ac-
counts and detail of postings for each account.

The Trial Balance report is part of your permanent audit trail. You should
print this report for all profit centers and request full detail. In the Trial Bal-
ance Reports dialog box, you can easily set limits and options.

2 |
General’
Ledger

1 From the Ensite Pro Master Menu, double-click

=

; Trial Balance
2 Double-click | g 25 .
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Figure 3: The

Trial Balance

Reports Dialog

Box

10

3

In the Trial Balance Reports dialog box, shown in Figure 3, you can se-
lect a report level. In the Select a Report Level to Run box, use the drop
down arrow to select the report level. You can select Blank, Company,
Responsibility Center, Book, Major, Minor, or Detail.

Next, enter the limits for your report. If you do not set limits, the report
includes all of the applicable information for all locations and all ac-
counts in your chart of accounts. You can set limits by the following:

Company From/To: Use the drop down arrow in these boxes to limit the
report according to company (location). The first two digits of the ac-
count number (XX XX-xxx-xx) represent the location. To include all loca-
tions on the report, leave these boxes blank. To limit to one particular lo-
cation, enter the same location in both boxes. To enter a range of loca-
tions to include on the report, enter the beginning of the range in From
box and the end of the range in the To box.

RC From/To: Use the drop down arrow in these boxes to limit the report
according to responsibility center (RC). To include all responsibility cen-
ters on the report, leave these boxes blank. To limit to one particular RC,
enter the same RC in both boxes. To enter a range of responsibility cen-
ters to include on the report, enter the beginning of the range in From
box and the end of the range in the To box. (This limit is an authorized
feature.)

§® Trial Balance Reports M= =
Select a Report Level ta run
IS
Report limits : ~ Fram To
Company | j I j
RC | =l [~ |
ok [ S[ O
I ajor I j I ﬂ
Minor I j I j
Categary I I
SubCat | |
Period | j I j
Fizcal Wear I'I—
Options: [ Saort By &ccount Mumber
™ Suppress Zero Accounts
™ Suppress Zero Balances
™ Display &cct Categories
[~ Dizplay Carry Forward

Build Fepaort I Cloze
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Book From/To: Use the drop down arrows to limit the report according
to the book. (The first number of the middle three digits of the account
number (xx-Xxx-xx) represents the book.) To include all books from the
chart of accounts on the report, leave these boxes blank. To limit to one
particular book, enter the same book in both boxes. To enter a range of
book numbers to include on the report, enter the beginning of the range
From box and the end of the range in the To box.

Major From/To: Use the drop down arrow in these boxes to limit the re-
port according to the major. (The last two numbers of the middle three
digits of the account number (xx-xXX XX XX-xx) represent the major.)
To include all majors from the chart of accounts on the report, leave
these boxes blank. To limit to one particular major, enter the same major
number in both boxes. To enter a range of major numbers to include on
the report, enter the beginning of the range in the From box and the end
of the range in the corresponding To box.

Minor From/To: Use the drop down arrows to limit the report accord-
ing to the minor. (The last two digits of the account number (Xx-xxx-XX
XX) represent the minor.) To include all minors from the chart of ac-
counts on the report, leave these boxes blank. To limit to one particular
minor, enter the same minor number in both boxes. To limit to a range
of minor numbers, enter the beginning of the range in the From box and
the end of the range in the To box.

Category From/To: Use the drop down arrow in the Category From/To
boxes to limit the report according to category. To include all categories
on the report, leave these boxes blank. To limit to one particular cat-
egory, enter the same category in both boxes. To enter a range of catego-
ries to include on the report, enter the beginning of the range in From
box and the end of the range in the To box.

SubCat From/To: Use the drop down arrow in these boxes to limit the
report according to subcategory. (Only subcategories for the selected
category are available. You must enter a category to select a subcat-
egory.) To include all subcategories on the report, leave these boxes
blank. To limit to one particular subcategory, enter the same subcat-
egory in both boxes. To enter a range of subcategories to include on the
report, enter the beginning of the range in From box and the end of the
range in the To box.

Period From/To: Use the drop down arrow in these boxes to limit the
report according to the business period. To include all periods for the
fiscal year(s), leave these boxes blank. To limit to a particular period
within the year(s), enter the same period number in both the From and
To boxes. To limit to a range of periods within the year(s), enter the be-
ginning of the range in the From Box and the end of the range in the To
box.

11
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12

Fiscal Year: Use this box to limit the report according to fiscal year. This
box defaults to the current fiscal year specified in the Fiscal Year field in
the (L2) G/L Master Numbers screen. To enter a different year, enter the
year over the current year in the Fiscal Year box.

Sort by Account Number: Use this check box to sort your report by ac-
count numbers. To sort by account number on the report, check this box.
To not sort by account number, clear this box.

Suppress Zero Accounts: Use this check box to prevent accounts with
zero balances from printing. (This box only applies if you specified De-
tail in the Select a Report Level to Run box.) To exclude accounts with
zero balances, check this box. To print accounts with zero balances on
the report, clear this box.

Suppress Zero Balances: Use this check box to exclude zero balances
from printing on the report. (This box only applies if you specified Ma-
jor, Minor, or Detail in the Select a Report Level to Run box.) To exclude
zero balances from printing, check this box. To print accounts with zero
balances, clear this box.

Display Acct Categories: Check this box to print the account's catego-
ries on the report. Clear this box to exclude account categories.

Display Carry Forward: Check this box to print the carry forward
amount on the report. (If an account is marked to carry forward the bal-
ance, the ending balance for the previous year is automatically used as
the beginning balance for the next year when the year-end procedure
for the G/L database is performed.) Clear this box to exclude the carry
forward amount.

When you finish selecting options, click Build Report.

To print the report, click Print Preview.

In the Print Preview window, you can print the report, export the report
to a file, or change the report.

To make changes to the report, click Page Setup. You can make changes
to the margins, headers, and footers.

To export this report to a file, click E . The Select Save File box opens.

You can save this file as an Excel file or a text file. Select the folder to ex-
port the file to and type the name in the File Name box.

You can print this report by clicking & .

Click Close to close the dialog box.
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Financial Reporting

Financial statements provide you with the information necessary for making
complex financial decisions. The Financial Reports window lets you create
customized financial statements or alter the provided financial statements to
better suit your needs. There are some sample financial reports provided later
in this handout.

This handout provides a brief overview of how the new graphical features
work as well as some sample reports. To get the most up-to-date documenta-
tion, read your Ensite Pro™ online help. Online help is not only available as
part of your software but is updated periodically on our web site. When using
the online help, context-sensitive help is always at your fingertips. Click the
cursor in the box and press F1.

Building Financial Reports

In the Financial Reports window, you can create a new report, load a saved re-
port, or delete a saved report. There are currently two reports available: Bal-
ance Sheet and Profit and Loss. To load a saved report, or to change a saved
report, use the drop down arrow in the Load Saved Report Limits and Options
box to select the report to use. In this handout, we create a new report.

Balance Sheet

L

1 From the General Ledger main menu, double-click = Financial
Reparts

2 In the Report box, use the drop down arrow to select Balance Sheet.

3 Use the Report Options tab to specify what information should appear
on the report. See Figure 4.

3.1  Use the drop down arrow in the As Of box to select the period for
this report. You can select from periods 1-12.

3.2 You can select any of the following columns to appear on the re-
port.

Trend (Selecting to run a trend report changes the format of your
report.)

Last Year
Budgeted

13
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3.3 You can also select any of the following to appear on the report:

Include Period 13: If you have adjustments to post to the previ-
ous year, but not to any particular month, you can post to period
13. Check this box to include Period 13 on this report. Clear this
box to exclude period 13 on this report.

Split Groups: Check this box to split report date groups on this
report. Clear this box to not split report date groups.

Show Location Detail: Check this box to print location detail on
this report. If you limit this report by location, each location be-
gins a new report. You set location limits in the Limits tab by se-
lecting Company then entering the limits in the corresponding
boxes. Clear this box to exclude location detail.

@ Financial Reports

% Cose #
Load saved repart limits and options : I LI b4 |
Report Options T Lirnits
Report: IElaIance Sheet LI
I LI LI Ag Of IPB-NDvember LI Fiscal IT
|Co|umn | [v include Petiod 13

O Trend
LastYear [ Split Groups
U Bucigeted l_ Show Location Detail

Figure 4: Using
the Report
Options Tab to
Build a Balance
Sheet

[ Show Responsihility Center Detsil

[” Show Category Detail
|_ Show Account Murmbers
[ Show Category Murmbers

[ Display Zero Amount Values as Blank
[ Exclude Zera Amount Lines

Feport Fant : IMS Sans Serif I?.E AEC | Sample Text
PrintLayout: & Parrait (" Landscape [~ Mark as Company Confidential

Additional Header Text I

Close

Build Report | Sawve Repont Options and Limits
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Show Responsibility Center Detail: Check this box to print re-
sponsibility center detail on this report. If you limit this report by
responsibility centers, each responsibility center begins a new re-
port. You set responsibility center limits in the Limits tab by se-
lecting Responsibility Center then entering the limits in the corre-
sponding boxes. Clear this box to exclude responsibility center de-
tail on this report. (This is an authorized feature.)

Show Category Detail: Check this box to print category detail on
this report. This prints the account name on the report. You set
category and subcategory location limits in the Limits tab by se-
lecting Category then selecting the limits in the corresponding
boxes. Clear this box to exclude category detail on this report. A
summation of the sub-categories are calculated instead.

Show Account Numbers: This option is available if you select to
show category detail. If you check this box, the report shows the
G/L number assigned to the category detail.

Show Category Numbers: Check this box to print category num-
bers on this report. This prints the account number on the report.
Clear this box to exclude category numbers on this report.

Display Zero Amount Values as Blank: Check this box to display
zero amount values as blank lines on the report. To exclude zero
amount values as blank lines, clear this box. Only amounts greater
than zero display.

Exclude Zero Amount Lines: Check this box to exclude zero
amount lines from printing on the report. Only rows with a valid
amount print on the report. To print zero amount lines, clear this
box.

You can also select a report font and size, print layout, and addi-
tional header text for this report. You can also mark the report as
confidential.

To change the report font and size, click ﬂscl :

To change the print layout, select Portrait or Landscape. (If your
report has more than 2 additional columns, select Landscape.)

Enter additional header text in the Additional Header Text box.
This text prints in the upper left corner of the report underneath
the company name and regular report header.

To mark this report as confidential, check the Mark as Company
Confidential box. This information prints in the lower right por-
tion of the report.

15



Furniture Accounting and General Ledger

. |
Figure 5: Using
the Limits Tab

to Build a

Balance Sheet
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4 Use the Limits tab to set limits. See Figure 5.

4.1 Toadd limits by category, click the Category box. Use the drop
down menu to select the category to use to set limits for this re-
port. (The available categories are based on the report that you se-
lected.)

4.2  To add limits by subcategory, click the SubCategory box. Use the
drop down menu to select the subcategory to use to set limits for
this report. (Only subcategories for the selected category are avail-
able. You must enter a category to select a subcategory.)

4.3  Inthe Company From/To boxes, you can set limits for this report
by Company. Enter the From and To range in the boxes.

4.4  Inthe Resp Center From/To boxes, you can set limits for this re-
port by Responsibility Center. Enter the From and To range in the
boxes to the right. (This is an authorized feature.)

|89 Financial Reports =] S

Cloze :ﬂ |
Load zaved report limits and options : |F|H5T BALAMCE SHEET j > |
Report Options T Limits
Category Limits
Categary I SubCategory I
Account Limitz Fram Ta
Compaty I j I j
Fiesp. Center I j I j
Acct Major I Acct Minor I
[ add Limit ]
Cat | SubCat | Loc | RC | Acct Major | Acct Minar |
01 to 02

Bemave Limit | Clear Lirnits |

Build Repart | Save Repart Optionz and Limits | Cloze |
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45 Inthe Acct Major box, enter the G/L account major number to use
to limit this report.

4.6 Inthe Acct Minor box, enter the G/L account minor number to
use to limit this report.

When you set limits in the Limits tab, click the Add Limit button to save
your limits for this report. The limits appear in the bottom portion of the
tab.

To remove a limit, select the limit to delete and click the Remove Limit
button.

After you have finished setting up the report, click the Build Report but-
ton to build the report. The report opens on screen. You can preview the
report before printing or export the report to a file. You can save the re-
port as an Excel, html, or text file.

To save the report, click the Save Report Options and Limits button.

Note: If you changed an existing report or created a new one, the Save

Settings As dialog box opens. Enter the report name and click OK.

7

When you are finished, click Close in the Financial Reports window. See
the sample financial reports later in this handout.

Profit and Loss Report

1

2
3

L

From the General Ledger main menu, double-click | Financial
Feportz

In the Report box, use the drop down arrow to select Profit & Loss.

Use the Report Options tab to specify what information should appear
on the report. See Figure 6.

3.1  Use the first limit box to specify what period to include on the re-
port. Use the drop down arrow to select Period, Quarter, or YTD.

3.2  Use the second box to select the second column on the report. Use
the drop down arrow to select To Quarter or To YTD.

3.3  Use the drop down arrow in the As Of box to select the period for
this report. You can select from periods 1-12.

17
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Figure 6: Using

the Report
Options Tab to
Build a Profit &

Loss Reeort
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3.4 You can select any of the following columns to appear on the re-
port.
Trend (Selecting to run a trend report changes the format of your
report.)
Last Year
Budgeted
% of Rev
Variance (This column appears when you add the budget and last
year columns. They compare this current year and period. The
variance is the difference between this and last year, or this year
and the budget.)
Percent Variance (The percent variance shows that difference as a
percent.)
150 Financial Reports B ] |
C ) Close S |
Load zaved report limits and options : I j b4 |
Report Ophions T Limnitg 1
| =l | asor | | Fiseal [ 1
| Column | T Include Period 13
] Trend Py
[ Lastear I 51 (At
L] Budgeted [T Show Location Detal
[ %of Rew [~ Show Responsibility Center D etail
0} Variance . [~ Show Categary Detail
]  Percent Yariance
[T Shovodceount Humbers
[~ Show Categor Mumbers
[ Display Zero Amount Yalues az Blank
[ Exclude Zero Amount Lines
Repoit Font : |15 5ans Seif [ amc| Sample Test
Frint Layout : " Portrait ¢ Landscape [ Mark az Company Confidential
Additiohal Header Text : |

Build Report | Save Report Optiohs and Limits

Close |
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You can also select any of the following to appear on the report:

Include Period 13: If you have adjustments to post to the previ-
ous year, but not to any particular month, you can post to period
13. Check this box to include period 13 on this report. Clear this
box to exclude period 13.

Split Groups: Check this box to split report date groups on this
report. Clear this box to not split report date groups.

Show Location Detail: Check this box to print location detail on
this report. If you limit this report by location, each location be-
gins a new report. You set location limits in the Limits tab by se-
lecting Company then entering the limits in the corresponding
boxes. Clear this box to exclude location detail.

Show Responsibility Center Detail: Check this box to print re-
sponsibility center detail on this report. If you limit this report by
responsibility centers, each responsibility center begins a new re-
port. You set responsibility center limits in the Limits tab by se-
lecting Responsibility Center then entering the limits in the corre-
sponding boxes. Clear this box to exclude responsibility center de-
tail. (This is an authorized feature.)

Show Category Detail: Check this box to print category detail on
this report. This prints the account name on the report. You set
category and subcategory location limits in the Limits tab by se-
lecting Category then selecting the limits in the corresponding
boxes. Clear this box to exclude category detail. A summation of
the sub-categories are calculated instead.

Show Account Numbers: This option is available if you select to
show category detail. If you check this box, the report shows the
G/L number assigned to the category detail.

Show Category Numbers: Check this box to print category num-
bers on this report. This prints the account number on the report.
Clear this box to exclude category numbers.

Display Zero Amount Values as Blank: Check this box to display
zero amount values as blank lines on the report. To exclude zero
amount values as blank lines, clear this box. Only amounts greater
than zero display.

Exclude Zero Amount Lines: Check this box to exclude zero
amount lines from printing on the report. Only rows with a valid
amount print on the report. To print zero amount lines, clear this
box.

19
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3.6

You can also select a report font and size, print layout, and addi-
tional header text for this report. You can also mark the report as
confidential.

To change the report font and size, click ﬂscl :

To change the print layout, select Portrait or Landscape. (If your
report has more than 2 additional columns, select Landscape.)

Enter additional header text in the Additional Header Text box.
This text prints in the upper left corner of the report underneath
the company name and regular report header.

To mark this report as confidential, check the Mark as Company
Confidential box. This information prints in the lower right por-
tion of the report.

4 Use the Limits tab to set limits. See Figure 7.

41

4.2

4.3

4.4

45

4.6

To add limits by category, click the Category box. Use the drop
down menu to select the category to use to set limits for this re-
port. (The available categories are based on the report that you se-
lected.)

To add limits by subcategory, click the SubCategory box. Use the
drop down menu to select the subcategory to use to set limits for
this report. (Only subcategories for the selected category are avail-
able. You must enter a category to select a subcategory.)

In the Company From/To boxes, you can set limits for this report
by Company. Enter the From and To range in the boxes.

In the Resp Center From/To boxes, you can set limits for this re-
port by Responsibility Center. Enter the From and To range in the
boxes to the right. (This is an authorized feature.)

In the Acct Major box, enter the G/L account major number to use
to limit this report.

In the Acct Minor box, enter the G/L account minor number to
use to limit this report.

5 When you set limits in the Limits tab, click the Add Limit button to save
your limits for this report. The limits appear in the bottom portion of the

tab.

To remove a limit, select the limit to delete and click the Remove Limit
button.
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6 After you have finished setting up the report, click the Build Report but-
ton to build the report. The report opens on screen. You can preview the

report before printing or export the report to a file. You can save the re-
port as an Excel, html, or text file.

To save the report, click the Save Report Options and Limits button.

Note: If you changed an existing report or created a new one, the Save
Settings As dialog box opens. Enter the report name and click OK.

7 To print the report, click Print Preview.

8 In the Print Preview window, you can print the report, export the report
to a file, or change the report.

88 Financial Heports

FROFIT & LOSS QUARTER 2003 kd

. |
Figure 7: Using
the Limits Tab

to Build a Profit

& Loss Reeort
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To make changes to the report, click Page Setup. You can make changes
to the margins, headers, and footers.

To export this report to a file, click E . The Select Save File box opens.

You can save this file as an Excel file or a text file. Select the folder to ex-
port the file to and type the name in the File Name box.

You can print this report by clicking &5 .
9 Click Close to close this dialog box at any time.

10 When you are finished, click Close in the Financial Reports window. See
the sample financial reports on the following pages.
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Sample Balance Sheets

D.D.M.S.INC. Balance Sheet Satement 06/03/04
P.O.BOX 507 Asof January 31,2003 14:19:44
KELLER TX 76248
Year To Date

Current
ASSETS
Current Assets
Cash 15,200.00
Accounts Receivable 200.00
Prepaid Expenses 550.00
Other Current Assets 1,000.00
Total Current Assets 16,950.00
Property, Plant & Equipment
Equipment 4,960.00
Total Property, Plant & Equipment, net 4,960.00
TOTAL ASSETS 21,910.00
LIABILITIESAND STOCKHOLDER'SEQUITY
Current Liabilities
Accounts Payable 2,500.00
Other Current Liabilities 7,050.00
Total Current Liabilities 9,550.00
Other Liabilities -500.00
Shareholder'sEquity
Common Sock 10,000.00
Retained Earnings 2,860.00
Total Shareholder's Equity 12,860.00
TOTAL LIABILITIESAND SHAREHOLDER'SEQUITY 21,910.00
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Profit & Loss Statement

D.D.M.S.INC. ComparativeProfit & Loss Statement

P.O.BOX 507 Asof January 31, 2003 16:48:46

KELLER TX 76248

Revenue

Sales
L ess: Sales Discount

Total Revenue, Net

Cost of Goods Sold
Shipping/Freight
Packaging
Delivery Expenses

Total Cost of Goods
Gross Profit
Expenses

Advertising & Selling Expenses
Amortization and Deprecation
Automobile Expenses

Bad Debt Expense

Bank Fees

Credit and Collection Expenses
Computer Software
Conferences and Seminars
Contract Labor

Contributions and Donations
Directors Fees

Dues and Subscriptions
Education and Training
Employee Benefits

Freight

Insurance

Interest

06/01/04
Month Quarter
Current Current
10,600.00 10,600.00
0.00 0.00
10,600.00 10,600.00
2,150.00 2,150.00
0.00 0.00
0.00 0.00
0.00 0.00
2,150.00 2,150.00
8,450.00 8,450.00
1,500.00 1,500.00
40.00 40.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
50.00 50.00
50.00 50.00
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Profit & Loss Statement

(continued from previous page)

L ease - Building 900.00 900.00
L ease - Equipment 0.00 0.00
Mealsand Entertainment 0.00 0.00
Miscellaneous Expenses 0.00 0.00
Payroll - Officers Salaries 0.00 0.00
Payroll - Salaries and Wages 5,200.00 5,200.00
Payroll Taxes 0.00 0.00
Postage 0.00 0.00
Printing Expenses 0.00 0.00
Professional Services 0.00 0.00
Repair & Maintenance - Building 0.00 0.00
Repair & Maintenance - Computers 0.00 0.00
Repair & Maintenance - Equipment 0.00 0.00
Sateand L ocal Taxes 0.00 0.00
Supplies- Computer 0.00 0.00
Supplies - Office 0.00 0.00
Supplies - Warehouse 0.00 0.00
Telephone 0.00 0.00
Travel 0.00 0.00
Uniform Expenses 0.00 0.00
Utilities 0.00 0.00
Total Expenses 7,740.00 7,740.00
Operating Income 710.00 710.00
Provision for Income Taxes 0.00 0.00
Net Income 710.00 710.00
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Profit & Loss Statement (Detailed)

D.D.M.S.INC. ComparativeProfit & Loss Satement 06/02/04
P.O.BOX 507 Asof January 31, 2003 07:30:23
KELLER TX 76248

Month Quarter
Current Current
Revenue
Sales
SALES-DEPT 1 10,600.00 10,600.00
SALES-DEPT 2 0.00 0.00
L ess: Sales Discount
Total Revenue, Net 10,600.00 10,600.00
Cost of Goods Sold
COST OF SALES-DEPT 1 2,150.00 2,150.00
Shipping/Freight
Packaging
Delivery Expenses
Total Cost of Goods 2,150.00 2,150.00
Gross Profit 8,450.00 8,450.00
Expenses
Advertising & Selling Expenses
ADVERTISING 1,500.00 1,500.00
Amortization and Deprecation
DEPRECIATION EXPENSE 40.00 40.00

Automobile Expenses

Bad Debt Expense

Bank Fees

Credit and Collection Expenses
Computer Software
Conferencesand Seminars
Contract Labor

Contributions and Donations
Directors Fees

Duesand Subscriptions
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(continued from previous page)
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Education and Training
EDUCATION AND TRAINING
Employee Benefits
Freight
Insurance
INSURANCE
Interest
INTEREST EXPENSE
L ease - Building
RENT OR OWNERSHIP EXPENSES
L ease - Equipment
M eals and Entertainment
Miscellaneous Expenses
Payroll - Officers Salaries
Payroll - Salaries and Wages
SALARIES EXPENSE
Payroll Taxes
Postage
Printing Expenses
Professional Services
Repair & Maintenance - Building
Repair & Maintenance - Computers
Repair & Maintenance - Equipment
Sateand Local Taxes
Supplies - Computer
Supplies - Office
Supplies - Warehouse
Telephone
Travel
Uniform Expenses
Utilities
UTILITIES

Total Expenses
Operating Income
Provision for Income Taxes

Net Income

0.00

50.00

50.00

900.00

5,200.00

0.00
7,740.00

710.00

710.00

0.00

50.00

50.00

900.00

5,200.00

0.00
7,740.00

710.00

710.00
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Using the Optional Extended General Ledger

This handout details advanced accounting methods available in Ensite Pro. It
includes following topics and how they work with responsibility centers:

- Responsibility Center and G/L Departments concepts

- Global parameters and Chart of Accounts

- Global parameters and Responsibility Centers in Order Entry
- Accounts Payable and Cost of Goods Sold

- Accounts Receivable

- Reporting.

Complete documentation is available in Ensite Pro online help.

Note: Fifteen-digit G/L Numbers and Responsibility Centers are not in-
cluded in all software packages and require authorization. For more in-
formation, contact ECi sales.

About Responsibility Centers

Responsibility Centers (RC) let you view or report information about a par-
ticular segment of the business, even if its activity occurs over multiple loca-
tions. As long as there have been organized companies, internal reports have
been segmented to better understand the performance of sales districts, prod-
uct lines, distribution centers, and general and administrative cost centers. The
term, responsibility center, refers to a manager or managers who are evaluated
on the performance of revenue, profitability, or cost control. For example, Joe,
in the Virginia office, is responsible for buying paper for all branches. Joe has a
responsibility center assigned to him specifically for paper.

Responsibility centers let you further break down your information. For ex-
ample, if your revenue or cost center information is currently broken down by
location, you can further break it down by responsibility centers within that
location. The RC can be controlled by item departments or salesperson.

RCs are now part of your general ledger accounts. In the Chart of Accounts
Master window, you can set up fifteen-digit account numbers. The first two
digits are location; the next four digits identify the cost or responsibility cen-
ter; the next six digits specify the major account number; and the final three
digits specify the minor account number.

Responsibility centers affect many different areas of the system. You can as-
sign RCs in the following databases: Salespersons, Vendors, Items, General
Ledger, and Machines. Responsibility centers also affect the Order Entry and
Machines applications.
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There are several important issues to consider before setting up the responsi-
bility centers.

- You must set up a default corporate center. The default center
contains the balance sheet accounts for the location. The default is
typically the general and administrative center.

- You must also create a set of accounts for each RC in the Chart of
Accounts. Once the accounts for a revenue or expense center have
been created, you can use the Copy Records action in the Chart of
Accounts Special dialog box to reduce keystrokes as new centers
are added.

You should also plan for the future. For example, you might set up the follow-
ing accounts:

- Center 1200 is set up as the Ohio sales territory — Regional VP
XXXX

- Center 1210 is set up as the Cleveland district — District Mgr YYYY

- Center 1240 is set up as the Cincinnati district — District Mgr
2277

Using these examples allows reports to be easily generated for VP XXXX by
including the RC range of 1200 — 1240.

If Regional VP XXXX manages sales in Ohio for two separate companies (such
as one furniture division and one office supply division), center 1200 would be
set up in both companies as the Ohio sales territory. This lets you easily gener-
ate reports across locations by limiting the responsibility centers.

A range of open numbers should be left between centers to allow for future
growth and changes. For example, Cincinnati may be broken down into two
districts or a new district may be added for a new major city. Additionally,
districts may be broken down even further into routes. You might leave 20 or
more open numbers between the districts. Another advantage of leaving a
range of open numbers is that you can later break down the RC information
even further.

Before you set up RCs, you must first take into account how you run your
business. For example, in addition to creating RCs, you need to set up busi-
ness types in the General Ledger Departments Parameters. Examples of these
types are machine parts or machine services, or service contracts, etc. There-
fore, you must first set up parameters before creating and assigning responsi-
bility centers.
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About Xtended G/L Numbers

You can enter a fifteen-digit general ledger number in the Chart of Accounts
Master window. The first two digits are location; the next four digits identify
the cost or responsibility center; the next six digits specify the major account
number; and the final three digits specify the minor account number.

Fifteen-digit account numbers offer several advantages:

- You can set up multiple profit centers, maintain one balance sheet,
and print multiple income statements.

- Profit centers can be assigned by item department or by customer
account number based on the assigned salesperson.

- The major account number can be used to categorize key expenses
such as wages, advertising, or delivery expenses. These figures
can easily be totaled across various company departments.

You set up fifteen-digit account numbers in the General Ledger Parameters.
Use the G/L Master Numbers text boxes to enter general ledger master num-
bers for A/P, A/R, Cash, Cost, Credit Cards, Deposit, Payroll, Sales, and
Taxes. Any master account numbers entered here override the G/L master
numbers set in the (L2) G/L Master Numbers screen.

The following is an example of how seven-digit account numbers compare to
fifteen-digit account numbers.

Example of a number from a standard chart of accounts:
01-621-01 Wages Warehouse Manager
01 is the location or profit center.
6 is the book number, with 6 defined as an expense account.
21 is warehouse expenses.
01 is the posting account for warehouse manager wages.
The fifteen-digit account number:
01-0100-621000-001 Wages Warehouse Manager
01 is the location or profit center.
0100 is responsibility center.
6 is the book number, with 6 defined as an expense account.
21000 is the expanded major number for warehouse expenses.

001 is the minor number, allowing 999 posting accounts for each
major.
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Requirements for Xtended G/L Numbers

You must be authorized for Extended G/L to use these features: fifteen-digit
G/L numbers, responsibility centers, and General Ledger departments.

- To use these features, you must first be authorized for Premium.
- To use these features, you must be authorized for Extended G/L.

- The Activate Extended GL Numbers and Responsibility Centers
text box in the General Ledger General Configuration parameters
activates fifteen-digit general ledger numbers and responsibility
centers. Type Y to activate these features.

- In the General Ledger Parameters, you can also set up Responsi-
bility Centers and G/L Departments.

- Set up fifteen-digit account numbers in the General Ledger Master
Numbers parameters.

- You can also enter the fifteen-digit account number in the Ex-
pense G/L # box in the Vendor Master tab.

- All postings for general ledger, order entry, accounts receivable,
and accounts payable must be done in Ensite Pro (not text-based
software).

- All general ledger reports must be run in Ensite Pro.

Setting Up Global Parameters and the Chart
of Accounts

First, determine how to define responsibility centers.

Setting Up Xtended G/L Numbers

In this section, we’ll give you examples of different ways to set up Xtended
G/L numbers.

Example One:

The type of product defines the responsibility center as:
0100 Office Supplies Profit Center

0200 Furniture Profit Center

0300 Office Machines Profit Center

If you are a dealership with a single location, this allows you to have multiple
profit centers while maintaining a single balance sheet.
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Figure 8: The
General Ledger
General
Configuration
Parameters
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Dealers with multiple locations are still able to print an income statement by
location, as well as by division with the division shown by responsibility cen-
ter.

Example Two:

The customer (via salesperson) assigned to the sale determines the responsibil-
ity center. In this example, you may have multiple income statements while
maintaining a single balance sheet. This works well for dealers who have sat-
ellite offices with no inventory, or dealers who want to set up a salesperson as
an individual profit center. This way, they can easily track profitability for
that person or office. The inventory sales in the Item database are still tracked
by the location in which the order is placed. Therefore, this does not allow for
physical stocking locations.

0001 Fort Worth Corporate Office
0200 Dallas Sales Office

0300 Waco Sales Office

Corporate Responsibility Centers

In both of the above examples, all balance sheet accounts default to one RC
(0001 Corporate). This is set up in the General Ledger General Configuration
Parameters. See Figure 8.

IR
I File Wiew Help |
CIEREY
----- Bl Text Base Parameters |
-5 Accounts Payable Current Period 5
-1 Customer Fizcal Year 06
-1 Fumiture Auto-Post A
EIE} General Ledger Corporate Respongibility Center oo
Departments Activate Extended GL Mumbers and Responsibility Centers |

General Configuration;
I5) Master Mumbers

73 Inventory

7.3 Motes Everpwhere
¢-[.2) Order Entry

723 Purchasing

-5 Serialized

1) Warehouse
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For both of these examples, you must meet the requirements listed under the
heading Requirements for Xtended G/L Numbers.

Setting Up RCs for Chart of Accounts

Use the following steps to set up responsibility centers for your chart of ac-
counts:

1 The standard DDMS chart of accounts is set up with only responsibility
center of 0000.

2 The 0000 set of account numbers need to include all G/L accounts and
descriptions. Be sure that the corporate responsibility center contains all
general ledger numbers.

3 Copy the 0000 responsibility center from 0000 to the corporate responsi-
bility center.

4 Copy the 0000 records to your first responsibility center.
5 Delete all balance sheet accounts from your first responsibility center.

6 Copy this set of accounts to the remainder of the responsibility centers
you have set up.

Setting Up Global Parameters and RC in Order
Entry

The following text explains how to set up our examples.

Setting Up Example One

For Example One, assign the responsibility center based on item department.

Setting Up Responsibility Centers for Example One

1 From the Ensite Pro Master Menu, double-click ﬁ‘ .
K.epop Menu

o
T
2 From the Keyop Menu, double-click hd .
Parameters

3 From the Parameter Editor window, double-click General Ledger.
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Figure 9: The
Responsibility
Centers Dialog

Box
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10

Double-click Responsibility Centers.

The Responsibility Centers dialog box opens. Use this dialog box to add
or delete responsibility centers. Press the Space Bar to begin entering in-
formation. See Figure 9. In this figure, all supply related items post to
responsibility center 0100 and all furniture related items post to respon-
sibility center 0200. The type limits of OS, SP, ST, FN, and FI are used in
the G/L Department parameters.

In the Location box, enter the location. The default for this box is loca-
tion one.

In the Responsibility Center Number box, enter the RC number.

In the Responsibility Center Description box, enter the description for
this responsibility center.

Type codes allow you to group item departments so that you can limit
by business type. This code is defined in the General Ledger Depart-
ments Parameters. In the Type Limits From/To boxes, enter the type
code to limit to for this responsibility center. Enter the beginning of the
range in the From box and the end of the range in the To box.

In the Additional Types 1, 2, 3, 4, 5 boxes, you can enter up to five addi-
tional limits for this responsibility center. These type codes are defined
in the General Ledger Departments parameters.

Close the Responsibility Centers dialog box and click E to save your

changes.

: Responsibility Centers x|

]Eile Help

‘ Location 1 = | f.-g)|ﬂ
R ezpongibility Center Type Limitz | Additional Types
M urnber |Desu:riptiu:un Fram |T|:u 1 |2 3 |-'1 |5

|1 (0100 Supplies s 05 5P 5T

|2 [ 0200 Furniture FM FMN  F1

EN

4 |

EN

5 |

7

5 |

EN
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Setting Up General Ledger Departments for Example One

You assign the item to a responsibility center and G/L codes by matching the
item department to the Dept column in the G/L Departments Parameters to
the Type Limit set up in the Responsibility Center Parameters. By setting this
parameter, you are assigning each item to post to the appropriate responsibil-
ity center. The Dept column relates directly to the G/L department in the Item
window.

If an invalid G/L numbers error message appears, the account is not set up in
the corporate responsibility center.

1
2
3

10

In the Parameters Editor window, double-click General Ledger.
Double-click Departments.

The G/L Departments dialog box opens. Use this dialog box to add or
delete general ledger departments.

Click [ to add a department.

To delete a department, highlight the department and click }( :

In the Dept box, enter the code to assign this department, A, B, or C, for
example. These codes are defined in the GL Dept box in the Item Mas-
ter tab or the Vendor Alias when setting up for Furniture. When setting
up G/L departments for the first time, you must enter a default depart-
ment with an * (asterisk) in the Dept box.

In the Description box, enter any text that helps you identify this depart-
ment, Furniture Items, Supply Items, and so on.

In the Sales box, enter the corresponding general ledger account number
for the department you are setting up, 491003-DD1, for example.

In the Credit box, enter the G/L account to which credits post.

In the Cost box, enter the corresponding general ledger account number
for the department code you are setting up, 53133J-BD1, for ex-
ample.

In the Purchase box, enter the corresponding general ledger account
number for the department you are setting up.

In the Type box, enter the code defined in the Responsibility Center Pa-
rameters in the Type Limits boxes. This type code allows you to group
item departments so that you can limit by business types for example,
machines parts, services, or service contracts.
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Figure 10: The
GL Dept Box in
the Item Master

Tab
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11 The COG Use Cost RC box lets you indicate whether to move dollars
from an expense account to cost of goods. To move dollars from ex-
penses to cost of goods, type Y in this box. For example, if this is an ex-
pense such as labor, you would type Y. To not move dollars from ex-
penses to cost of goods, leave this box blank. If this example were a
product, you might leave this box blank.

12 Close the G/L Departments dialog box and click [gJ to save your
changes.

Understanding the Type Limit

When an item is placed on an order, the GL Dept assigned to the item in the
Item Master tab checks the Dept box in the G/L Department parameters. If
these match, the system uses this to search for the responsibility center. The
system finds the RC by checking the Type Limits boxes in the Responsibility
Center parameters. The Sales G/L code is set. The Credit, Cost and Purchase
columns are to be used at a later time. Previously, the item’s G/L department
was set by the minor number posted. Now, the G/L Department parameters
control the posting account.

If the G/L department is 1, it matches on the second line of GL Dept box in
the Item Master tab. See Figure 10. This line is Type OS. This type finds a cor-
responding type in the first line of the responsibility parameter, to post to the
responsibility center 0100.

0 =10l x|
| Fie View Help |
le>a| | DEX/ 8- 02 Bo4E QB Y S M| Loatin 1|
Master T Settings T Yendors T Bemarks
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Frimary [whi. ) I Cast: I
Purchazing: I— Cogt: I—

Column Cozt: § Awg
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Figure 11: The
G/L
Departments

Dialog Box

Furniture Accounting and General Ledger

The first record in the G/L Department parameters is always set to * (asterisk),
as shown in Figure 11. This tells the system where to post any items that do
not have a match in this window. If you have an item assigned to G/L depart-
ment 5 in the Item database, and department 5 is defined in this parameter,
the entry posts to the responsibility center and G/L code to which the * entry
is assigned. This record must be set up before you can enter any additional
G/L departments.

Note: Every G/L number set in the G/L Department parameters must exist in
RC 0001 (corporate RC) or the Invalid G/L Number error message ap-
pears.

Example 1A

In location 01, you have an order containing three items. Item 1 has G/L de-
partment 1 and a price of $50. Item 2 has G/L department 8 with a sale price
of $40. Item 3 has G/L department 3 with a sale price of $10 and sales tax of
$5. The following is an example of how these G/L postings would look.

01-0001-102000-001 A/Rtrade  105.00 debit

01-0001-220000-030 Sales tax 5.00 credit
01-0100-401000-001 Sales 50.00 credit
01-0100-401000-003 Sales 10.00 credit
01-0200-401000-008 Sales 40.00 credit

Note: All balance sheet entries post to the corporate responsibility center of
0001 while the sales entries are broken out into their corresponding re-
sponsibility center.

SiG/ADepartments o]
|E# Department  Help |
ESEIEN

Diept | Descrption Sales | Credit [Cost [Purchase | Type | COG UseCostAC |
’ uc 40000001 40 000H00 | S0M000-007  104000-000 os

1 SUFPLIES 40000007 4010004007  KOT00D00T 104000000 o5

2 PRPER 40000002 40000002 50000002  104000-002 SP

3 TOMNER &ND 1T AN0OD0H003 40000003 501000-003 104000-003 ST

g FURNITURE 40000008 400000028 507000003 104000003 FM

9 FURM INSTALL AN000-009  40n 000009 | 50000009 | B2 000-002 Fl bl

& FURM DESIGH 40000009 4000D0HD0S S0 000HDDE | 601 000-006 F Y
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Figure 12:
Setting Up

Responsibility
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Centers

Setting Up Example Two

For Example Two, assign the responsibility center based on salesperson. Using
this method, you do not need to set up the G/L Departments parameters.

Setting Up Responsibility Centers for Example Two

1 From the Ensite Pro Master Menu, double-click ‘i .
K.epop Menu

F
o
2 From the Keyop Menu, double-click v
FParareters

From the Parameter Editor window, double-click General Ledger.
4  Double-click Responsibility Centers.

5 The Responsibility Centers dialog box opens. Use this dialog box to add
or delete responsibility centers. Press the Space Bar to begin entering in-
formation.

In the Location box, enter the location. The default for this box is loca-
tion one.

6 In the Responsibility Center Number box, enter the item department
number for this responsibility center. See Figure 12.

x
I File Help
‘ Location 1 = | f? | :ﬂ
R ezpongibility Center Type Limitz | Additional Types
M urnber | D ezcription Fram |T|:u 1 | 2 3 |-'1 |5
|1 [00m Fort worth Office
|2 [ 0200 Dallas 5 ales Office
3 | 0300 Waco Sales Office
4
N
5
7
5
EN
10
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7 In the Responsibility Center Description box, enter the description for
this responsibility center.

8 Since we are setting up responsibility centers for salespersons, type lim-
its do not apply. Close the Responsibility Centers dialog box and click

[§ to save your changes.

Setting Up Salespersons for Example Two

Note: Setting up the responsibility center for salespersons overrides the GL
Dept box in the Item Master tab.

5

1 From the Ensite Pro Master Menu, double-click " .
5 alezperson

2 Retrieve the salesperson to which to assign the responsibility center.

3 Use the drop down arrow in the R/C box to select the responsibility
center. See Figure 13. In this example, our salesperson’s address is Fort
Worth, Texas, so we are assigning him to RC 0001.

By using this method, the sales G/L accounts on an order post to the
same responsibility center. You do not have multiple responsibility cen-
ters for sales G/L codes from one invoice. The balance sheet G/L num-
bers still post to the corporate responsibility center as in Example One.

R
I File “igw Help |
Figure 13: l«># DEAX&G-gwpsBEE v/ 4
Setting Up Maszter T Price Check T Remaote Order T Addl AwinCrder T Technician
Saleseersons — General Infarmation — Hiztary
GalezPerson #:I 101 tdonth Year Lazt Year
Hame: |TEST SALESPERSON Sales 13.41 1125.54 1]
Address: [1234 FORT WORTH WY Cost 522 71232 0
I Margin 719 1322 I
Gity: [FORT woRTH Gross % 5362 3,71 m
sk Iﬁ Zip: IF"E2E2 — Text Baze Usage Options: —  — Dizallowed Pay Codes
Phone: ISDD-SES-SBE? [ Use Text Base O/E I_
Pazsward: I [~ Use Text Base PAD I_____
R/C: IUUU1| "l Group: I District: I_ I™ Use Text Base A/R
IJze Text Baze A/P .
Restict O/E Ingquiny: I_ [Furmituire] r User T-"’pe-l j
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If both the Salesperson and the G/L Department parameters are set, the
salesperson responsibility center overrides and posts to general ledger.

4 Close the Responsibility Centers dialog box and click E to save your

changes.

Example 2A

If you created an order with three items for a salesperson assigned to R/C
0200, item 1 being in G/L dept 1 with a price of $50.00; item 2 in G/L depart-
ment 8 with a sale price of $40.00; and item 3 in G/L department 3 with a sale
price of $10.00 and sales tax of $5.00; the following postings are made to gen-

eral ledger:

01-0001-102000-001 A/Rtrade 105.00 debit
01-0001-220000-030 Sales tax 5.00 credit
01-0200-401000-001 Sales 50.00 credit
01-0200-401000-003 Sales 10.00 credit
01-0200-401000-008 Sales 40.00 credit

Note: All balance sheet entries post to the corporate responsibility center or
0001. The sales entries are in responsibility center 0200. When using
salesperson responsibility centers, you do not have multiple RCs.

Accounts Payable and Cost of Goods Sold

This section provides examples on how to set up RCs in the vendor database
and the Cost of Goods Sold report.

Setting Up Vendors

Before posting to accounts payable, you must set up vendors with default
RCs.

Ny
1 From the Ensite Pro Master Menu, double-click — EH
YWendar

2 Inthe Vendor Master tab, retrieve the vendor as you normally would.

3 The Expense G/L # displays the assigned expense general ledger ac-
count number for this vendor. The first part of this box is the RC hum-
ber for this account. The following two boxes are the major and minor
number. This number displays in the Accounts Payable Invoice tab
where it is used to identify vendors.
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Figure 14:
Setting Up
Vendors
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Enter the RC in the first box. See Figure 14. (When posting in A/P, you
can override this number, if needed.)

4 The Use RC box indicates which responsibility center number to use
when posting invoices and purchase orders in Accounts Payable. To fol-
low the responsibility center flow and set the reverse responsibility cen-
ter number to the number set in the Responsibility Center dialog box,
check this box.

To use the default (corporate) responsibility center number set in the
G/L Departments dialog box, leave this box blank.

To have a responsibility center assigned on the purchase order, the pur-
chase orders must have originated from a sales order.

You would check the Use RC box if you are posting directly to cost of
goods sold.

If you are posting to the inventory account, post to the corporate re-
sponsibility center. You would not check the Use RC box for that ven-
dor.

5 Click E

€% Vendor: ABC - ABC DOORS OF DALLAS INC.
File View Help
«># DEXS-MrEHOmwE v 4
Master T RemitTo/Settings T Account Status
Billing Address
Yendor # |ABC Code: l_ Mach Dlr: |7 Comrn: |<Mona>» -
Name: [ABC DOORS OF DALLAS INC. Minimum Order $f/cu [ [
Address: |P.0. BOX 270489 Minimum Freightsi#ce | |
4014 SCOTTSDALE Ship Method: |
City: |DALLAS
st [T Zip: [75227 Contact: |
Phone: 2143886707  Fax | - - A=t
Trade Discount Information
Expense GiL# l— ’W IW
Sales/Purch Major: ’W Use BRC: [v PO Detail: [v
Discount %% I—ZD Terms: |—5 Met Terms: |—4
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I
Figure 15: G/L

Departments
Parameters

Cost of Goods Sold

The Cost of Goods Sold Report checks the COG Use Cost RC box in the G/L
Department Parameters.

Product items: For the cost of goods to credit inventory in the corporate re-
sponsibility center (0001) and to debit the cost of goods sold in the appropriate
responsibility center (0100, 0200, etc) assigned to that item, the COG Use Cost
RC box in the G/L Department parameters should be left blank.

Labor and other costs: For the system to reduce another expense account
(credit) and increase the cost of goods account (debit), you would set the COG
Use Cost RC box to blank. In Figure 15, 601000-006 is the payroll account for
design and 621000-002 is the expense account for installation. By running the
cost of goods batch, the cost associated with the job is moved from the payroll
account to the cost of goods. To allow expenses of the payroll to remain in the
payroll instead of cost of goods sold, then these item department codes must
be excluded from the Cost of Goods report.

Note: If you are using the Furniture WIP (work in progress) program, all asso-
ciated costs of an order must post to the cost of goods sold.

(L G/LDepartments (= S
|Bu Department  Help |
ESEIEN

Dipt| Description Sales | Credit [ Cast [Puchaze | Type | COG UseCostAC]
x uc A0T000H001 40000001 501 000-007 | 104000001 os

1 SUPPLIES 40M000001  40M000H00T  5OT000007  T04000-000 as

) PaPER A O00-002 40000002 | S0 000-002 | 104000-002 SP

3 TOMER AMND IT ADMODH003  401000:003 507000003 104000-003 ST

8 FURNITURE 40M000-008 40N0DDH00S 5001000003  T04000-003 FM

| FURM INSTALL AMO00-009 40000009 501000009 | 621 000-002 F h§

) FLIRMN DESIGH 401000009 4000009 500000009 | 607 000-006 A b




Figure 16: The
A/R Payments
Tab
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Accounts Receivable
This section describes posting A/R payments.

Accounts Receivable Payments Tab

The Accounts Receivable Payments tab is shown in Figure 16. All postings in
the Payments tab post to the corporate responsibility center, for example, RC
0001. All postings made in this tab post to balance sheet accounts (A/R trade
and Cash). The exception is discounts when posting. These post to the corpo-
rate center. Since item departments may be used to set the responsibility cen-
ter and there is no item detail in the accounts receivable file, the system de-
faults to the corporate responsibility center.

@ Accounts Receivable Posting

Hle Edit View Action Help
6 /E>EE ar!
Payments (F2) 1 Past/ Change (F3) | Batch Totals (F4)
Batch Custarner Fayment Infarmation
Batch:| 101 # D | 1111111 Group : 123 Check #:
Post Date : (02/23/2007 Name : |AEFC co Chk Amount: 0.00
Bus. Period : Address |122 CC Amount : 0.00
Contral G/L: | CreditAmt: 0.00
01-0000-102000-001
| [ROAMNOKE T |76262 P, 000
ACCOUNTS .
Status .
RECEIVABLE TRADE | Statement Exempt atus [ 1 Applied: 0.00
[v Update Custamer History |
Aged Invoice Totals Find Invaice | Enter Payments Ta Invoices |
: | ice :
FiEY: nvoree Post Payments To AR ‘
Current ; g024.70 Short PO :
Cancel Fayments ‘
Total: 5029.70 | Long PO : | = Y
C |Customer|D | Invoice # Date| InvBalance, Payments| DiscountAmt Amount Due Rewverse GL Lcja
O IRARRREI 1-5 05/2172003 27.20 0.00 0.0o 27.20 0000-1071000-007
O 1mnnm 2518 02/19/2003 495.00 n.oa0 n.oao 495.00 0000-101000-001
O mnnm 2654 02/19/2003 3.000.00 n.o00 n.oa 3.000.00 0000-1071000-0071
O mnnm 25708-0 0&/20/2003 1,312.50 0.00 0.0 1,312.50 0000-1071000-0071
O IRRRRRN 257240 03718/2003 1.500.00 n.oa0 n.oao 1.500.00 0000-101000-0071
O mnnm 26726-0  03/20/2003 1.500.00 n.o00 n.oa 1.600.00 0000-1071000-0071
[l 1111111 ARAPA-N NAL4ING 1R7R0N nnn nnn 1 RZR 00 NNON-101NNN-nn1 b
< >
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Figure 17: A/R
Post/Change
Tab
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Accounts Receivable Post/Change Tab

The Accounts Receivable Post/Change tab is shown in Figure 17. As in Ac-

counts Payable, you can post to any RC.

@& Accounts Receivable Posting

File Edit View Action Help
@M= +0 0% ¥ A
Payments (F2) [ Post/ Change (F3) 1 Batch Totals (F4)
Batch Customer Information
Batch :| 101 # | ID:| 11111 Contact:
Fost Date ;|{02/23/2007 Name : O Phone: [300- -
Bus. Period ;| 1 Address : |1 22 Salesperson: [POMNMNIE SCRIBNER
Control GiL: | Statug; [N
| 01-0000-102000-001 |ROANOKE ITT |?5252 Credit Limit:
ACCOUNTS . . 0
EECEIVABLE TRADE [v Suppress Zero Balances Discount:
Aged Invoice Totals Find Invoice Last Payment
Frev: Invoice: Date: 1040803
Current: 9029.70 Short PO: Armount: 1.00
Total: q024.70 Long PO: | Check Moo (3251
Ivvoice # Date Check. # Charges Payments Discount Type ~
1-0 2119/2003 3254 0.00 300.00 0.00 PAYMENT Pkt
1-0 10/8/2003 WIS 0.00 100.00 0.00 PAYMENT Pkt
1-0 10/9/2003 20.00 0.00 0.20 ADJUSTMENT  ADJUE
BALANCE: -380.0
1-5 5/21/2003 28.20 0.00 0.00 INWVOICE 25760
1-5 10/8/2003 3251 0.00 1.00 0.00 PAYMENT PaAYME
< »




Figure 18: RC
Boxes in the
Trial Balance
Reports Dialog
Box
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Reporting
This section details Trial Balance Reports and Financial Reports.

Trial Balance Reports

When running Trial Balance Reports, you can now limit by responsibility cen-
ter. See Figure 18.

The Trial Balance Report can be limited to a responsibility center for a single
location or across all locations. This lets you run a Trial Balance Report for a
location, profit center, or a combination of both.

e

Select a Report Level to rin ;

I b irar j

Repart limitz :  From Ta
Compary I j I j
RC o100 R R EET
e [ S
wior [ [
wor [ [
Categony I I
SubCat | |
Period I j I j

Fizcal Year I 1

Optionz : [~ Sort By Account kNumnber
[ Suppress Zemo Accounts

™ Suppress Zero Balances
[ Dizplay &cct Categaries
[T Dizplay Carry Fonward

Build Repart Cloze
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Figure 19: Resp
Center Boxes in
the Financial
Reports Dialog

Box
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Financial Reports
When running Financial Reports, you can now limit by responsibility center.

See Figure 19.

Income statements can be limited to a single location and responsibility center.
If you have three locations and office supply and furniture divisions in each,
you could run the income statement limited to furniture or supply sales across
all three locations as well as the profitability of each.

|88l Financial Reports

CQ Close :ﬂ

=101 x|

Load zaved report limits and options : I

= X

Report Dptions

| Limits

Cateqaory Limits
Cateqary

Account Limits
Compary

Fesp. Center

Acct Major

Add

From

I SubCategory I

To

[

=l
=

0aaa
020z
1010

Acct Minor I

Cat SubCat

Remaove Limnit

Loc

RC Acct Major | Acct Minor

Clear Lirnits |

Build Report | Save Repart Options and Limits | Cloze |




