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Software release

This documentation accompanies the software version 3.1 of dk Business
Solutions.

Reader comments

Any comments or suggestions regarding this publication are welcomed and should
be forwarded to the attention of:

info@dksoftware.co.uk

Page 2


mailto:info@dksoftware.co.uk

Table of contents

IE=10] (=R o) oo ] a1 (=] | =T PP 2
g o o [T u o o I PP 4
The QUICK SBEUP .ttt ittt s e r e s e s araanaaaaanannens 6
The Chart of aCCOUNTS SErUCTUME .vviiiiiiiii e aeane e 6
PiXelolo] U1 o)1 g [ o ]=T o To o [ PP 6
8o T T o =1 P 6
NN TS A =] =T o1 8
FAY o] o 1= o 1t G PP 55
Closing an Accounting Period .....cviiiiiiiii i i e e 55
OPENING DaAlANCES .ttt i i e e 56
G181 o /=T o Lol =T R 58

Page 3



Introduction

The Quick Setup of the General ledger (Nominal ledger) module tells you how to
set up the Chart of accounts, VAT, dimensions, journals, budgets and enter
transactions quickly and perform the basic tasks you need to run your business.
More detailed information can be found in the various manuals that come along
with dkBS.

=131 ]

General Ledger

& General Ledger

Chart of accounts
[riquires

Reports

WAT

Financial budget
Bank accounts
Cazh Book,
Financial analysiz
Financial staterments
Drocuments and templates
Processes

Setup

/M CRh

M bembers

DOoMOoDooDoDoDD

& Accounts Payable

™ Donations

o8

& |nventory
M Purchase Or
filc Projects

&M General

special systems

The General ledger module is the centralized location for data. Information is
posted from various journals to the indivitdual accounts in the General ledger.
The General ledger is central to most processes in dkBS - all parts of dkBS are
linked to their general ledger accounts. In General ledger, the ledger is set up,
which includes the chart of accounts and journals, as well as VAT, currencies,
accounting periods and other dimensions. All of the company's financial activity
resides in General ledger.

Debits and credits are entered for each transaction in a journal and journal
entries are posted to the General ledger. All transactions are recorded in a
journal that appears in the journal table, which is accessed in the module.
Ledgers are populated by entries made in any associated journal from a module
other than the General ledger module. Entries made, such as sales orders,
purchase orders and payments, also populate the associated accounts
automatically.

The features explained in the following are dependent of the licence key setting in
your system. Because of this you do not necessarily have access to all of the
fields and/or features explained.

The main features of the General ledger module are:
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Chart of accounts structure creation, including dimensions (Departments,
Cost centres, Subjects, Funds and References)

setting up budgets

registration of transactions in journals, with help of Recurring journals and
automatic reversals

autmatically maintain an audit trail for each financial transaction

data presentation through reports, statements, inquiry grids and analysis
trees
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The Quick Setup

The Chart of accounts structure

The chart of accounts, the central collection location for daily financial
transactions, is the heart of the General ledger module. It provides information
on the company's financial state. The chart of accounts is used to create
accounts, set standard parameters, access transactions and view company's
financial state.

When creating the chart of accounts, similar accounts types should be listed
together and group revenues, costs and balance accounts together by type. For
example, group all balance accounts such as liquidity, customer balances, vendor
balances, owed taxes and so on. The system's automatic postings to the ledger
can also be used from other modules. The following accounts for posting are
necessary:

« Sales revenue and consumption from invoices

« Invoice totals to customer and vendor summary accounts

« Taxes, charges and discounts from invoices

« Realized and unrealized losses and profits when using foreign currency
o Interests from interest notes

« Inventory transactions from sales, purchases, losses and gains

« Transactions to system accounts

« Payments on customers and vendors

Add accounts to the chart of accounts while setting up the system and decide how
the transactions from other modules are going to be posted. If the transaction
types are separated, you will have a simple and effective system that will help
also in reconciling the ledger and the modules.

Accounting periods

Define the accounting period by entering the start and end date of the accounting
year. Once a period is closed, you cannot post any transactions to it.

Before posting in a new accounting year, first create the period for that year. It
is not necessary to close the previous year, because more than one accounting
year can stay open in dk Business solution.

Journals

The journals for daily use are set up using the General ledger. Some of these are
for example:

Daily journal

Invoice register

Approval journal
Customer payment journal
Recurring journal
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Before we go on, let’s take a quick look at what you need to do:

Step/Task

Location in dkBS

1. Create the chart of accounts

General ledger — Chart of accounts

2. Setup (look at) VAT categories on
accounts (S1,..., P1,...). Check whether all
P/L accounts have the right VAT category

General ledger - Chart of Accounts -
Accounts

3. Setup (look at) VAT categories

General ledger — VAT - VAT categories

4. Create accounting periods

General ledger — Setup - Accounting
period

5. Create dimensions General ledger - Setup — Dimensions

6. Create references General ledger — Setup - References

7. Create journals General ledger — Journal

8. View posted transactions General ledger — Chart of accounts - F5
Menu or General ledger — Inquiries

9. Adjusting transactions General ledger — Inquiries — Account

transactins - F5 Menu - Adjust
transactions

10. Setup (look at) General ledger
parameters

General ledger — Setup - General
settings

11. Setup (look at) Bank accounts and run
a Bank reconciliation

General ledger — Bank accounts — Bank
accounts

12. Run a VAT return report

General ledger — VAT - VAT return

13. Setting up Financial budgets

General ledger - Financial budget -
Financial budget

14. Setup (look at) Financial statements

General ledger - Financial statements

15. Working with reports

General ledger — Reports

16. Working with inquiries

General ledger - Inquiries

17. Working with analysis

General ledger - Financial analysis
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Next 17 steps

1. Create the chart of accounts

The chart of accounts is the heart of General ledger module. It provides
information on the company’s financial state. The Financial statements and the
financial analysis are based on the structure of the Chart of accounts

The chart of accounts is created by:

« Setting up the accounts one by one.

e Pulling in the “"Company template” information when the company is set up.
These so called “"Company templates” come with dkBS and include fully set
up chart of accounts.

For more information about company templates, see "dkBS Quick Setup of
Company”.

Considerations
Before creating the chart of accounts, consider the following factors:

Factor Consideration

Numbering the chart of accounts Number the accounts in a meaningful order during set up
because the accounts are sorted in numerical order when
they appear in a window or report. For example, the
numbering can suggest grouped operations, or balance
accounts that synchronize the debit and credit values.

Leaving room between the accounts Leave numerical intervals between accounts because the
company might grow, or change structure. To allow for new
accounts to be added, separate the accounts by naming
every last account in a series with a distinguishing character,
such as zero (0).

Understanding local accounting laws  Familiarize yourself with the locally required format for
financial statements.

Setting up a chart of accounts

The Chart of accounts is the main table in the General Ledger module. It is used
as the basis for all economic reporting. The account numbers from the Chart of
accounts are used throughout dkBS. The values in each field are mostly used
when entering transactions in journals.

To create new account select from the General Ledger menu, Chart of accounts

Page 8



-ioix

| >>>| Aocount | Description I Group I I VAT | Subgroup Sum range |;
l_m Incorme: sl 1000, .1 I—
. |1@00 Sales 20% Income statement Postable Sl COperating revenue
| 1oo1 Sales 20% - Non taxable Income statement Postable S1 COperating revenue
1m0z Sales 5% Income statement Postable S2 Operating revenue
_|1oo3 Sales 17.5% Income statement Postable 53 Operating revenue
| 1o04 Sales 17,5% - Mon taxable Income statement Postable 33 COperating revenue
L |1mos Sales 0% Income stakement Postable a0 Operating revenue
_|1@z0 Sale of service conkracts Income statement Postable St Operating revenue
| 200 Cost of sales: Incorme staternent Operating expenses
] 2050 Opening stock Income statement Postable Operating expenses
_|2too Purchases Income statement Postable Pl Operating expenses
_|22n0 Consumables Income statement Postable Pl Operating expenses
_|z=i0 Discounts receivable Income statement Postable Sl COperating expenses
L |ezezo vehicle repairs Income statement Postable Pl CQperating expenses
L |2es Wehicle Fuel Income statement Postable Pl Operating expenses
L |Z=30 ‘ehicle licences and insurance Income statement Postable Operating expenses
L |z240 Plant: hire Income statement Postable Pl COperating expenses
_ |2=s0 Haulage Income statement Postable Pl Operating expenses
__|=s00 Repaires to plant and equipment Income statement Postable Pl Operating expenses
_|==10 Contract work Income statement Postable Pl COperating expenses
_ |e@ss0 Closing stock, Income statement Postable CQperating expenses
L |ees GROSS PROFIT (LOSS) Income statement Tikle{Surm Other operating ikerms | 1000.. 2685
|z Other income: Income statement Title/Sum Operating revenue 2700..2895
| 2710 Grants received Income staternent Postable Operating revenue
_ |esm0 Gain on sale of fixed assets Incarne statement Pastable Operating revenue
I Other costs: Income statement TitleSum Operating expenses | 3000..585
| 300 WaGES AND RELATED COSTS: Income stakernent Title/Sum CQperating expenses | 3000,,3495
L b~

Fl Help

rﬁ Menu\\ r-ms New-\\) I;/-m Modilj;\ I DEL Delete ESC Exit
|

| Records: 150 | v

Press Insert key on the keyboard, or select the [INS New ] button to create a new
account in the chart of accounts table.

=

2100 Purchases M 4 r N

Lieneral | Totals I Hepnltsl Dimensionsl

Code [2100
Mame Im Cloze far posting I
Group IIncume statement j Direct posting '
Subgroup II]peraling expensesj Reverse account I—:l
Type IPustahle j Year end bal. account I -I
WAT cateqory  |P1 m| YAT on purchases 20% Drehit/Cradit m
YAT changes v Reference Iﬁ
Condition for reference II]ptinnaI ﬂ
Fl Help | F2 Browse F3 Menu | ESC Exit Fl2 save |
| Records: 150 | [ ~

On the General tab, enter information in the applicable fields. Fields that are
completed automatically are populated either from values entered on other tabs,
or the first values from a list of choice.
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Field Action

Code Enter an account number

Name Enter a name for the account

Group Select the account group [Income statement or Balance
sheet]

Subgroup Select the account subgroup [Operating revenue, Operating

expenses, Financial items, Other operating items, Assets, ...,
or Current liabilities]

Type Select the account type [Postable or Title/Sum]

VAT category Select the default VAT category to use for the account

VAT changes Select this check box to allow changes of VAT category, when
posting to the account

Close for posting Select this check box to close the account for all posting

Direct posting Select this check box to close the account for posting in

journals, only direct postings from other modules on the
account is allowed

Reverse account Select the default reverse (offset) account in journals

Year end bal. Account Select the account to transfer opening transactions to

Debit/Credit Select default proposal for a typical transaction on the
account. If Both is selected, the debit will be proposed by
default

Reference Select the default reference to use for the account

Condition for reference Select how the reference should be validated when posting to

the account

On the Totals tab, do the following:

R
2100 Purchases M4 r M
General Totals |F|3|:u:|rts| Dimensionsl
Sum range I j
Financial st. Details
In financial =t @ I details @
Sum kext I Sum text I
Tupe of tatal ILinesum vI Type of total ILinesum 'I
Fund I
Fl Help I F2 Browse F3 Menu I ESC Exit F12 Save I
|Records: 150 | | i

For accounts of type “Postable”, you only need to select the check box “In
financial statements” or “In details”.

For accounts of type "Title/Sum”, you have to specify "Sum range”, “Type of
total” and whether you want the account name to appear in Financial statements
(Income statement and Balance sheet) and/or Details to Financial statements.

On the Reports tab, enter information in the appropriate fields to set up how
financial statement reports, such as income statement and balance sheet, will
look when printed.

On the Dimension tab, optionally, select the dimensions to use when posting to
the account and for reporting and how to validate the dimension fields when
posting to the account.
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Fields that are completed automatically are populated either from values entered
on other tabs, or the first values from a list of choices.
Optionally, click on the [F5 Menu ] button:

Click on

Report - Chart of accounts
Account transactions

Balances
Information tree Ctrl+T

Chart of accounts mapping

Notebook
Attached files

Shortcut key:
Alt + Insert To copy information from an existing account, with all attached
information into a new one with the same information.

To...

Print a list of all your accounts.
View all transactions for the selected account.

View trial balance.

View various information regarding the account on a tree like

form.

To set up a table for mapping of another systems accounts to

dkBS accounts.

Set up or view additional account information in a notebook.
Attache files or folders to the account. The files can be of
any type, i.e. doc, xlIs, pdf and jpg.

Setting up title/sum accounts
Sum accounts can be set up to show the total of any number of accounts. For
example, you may want to set up a title/sum account for all VAT accounts to

check the total tax liabilities at any given time.

From the General ledger menu, select Chart of accounts.

s
aslz
513
2531
Ao32
533
9535

a0

iﬁ

PAYE pavable

Balance shest Postable

WAT on purchases 20%

WAT on purchases 59

WAT on purchases 17.5%
WAT an sales 20%

WAT on sales 5%

WAT on sales 17.5%

WAT balance, pavabls
COTHER. CURREM LIABILITIES:

Balance sheet Pastabla
Balance shest Postable
Balance sheet Postable
Balance sheet Pastabla
Balance shest Postable
Balance sheet Postable
Balance sheet Pastabla
Balance sheet Titlefsum

Current lisbilities

Current liabilities

Current liabilities
Current lisbilities
Current liabilities
Current liabilities
Current lisbilities
Current liabilities
Current liabilities

Current lisbilities

9500,,9595

500, ,9695

The title account is also a sum account, therefore you only need to create one
account of type Title/sum and then you create as many postable accounts as

needed.

On the Totals tab, do the following:

¥ Chart of accounts

950 VAT:

=10l ]

General Totals |F|eports| Dimensionsl

S range

Financial st.
Ik financial st.
Sum text

Type of tatal

[9500. 9595 =
Details
I~ I details
IVAT| Sum best
Im Type of total
Fund

v

ITutaI VAT

Iﬁmup sum 'I

-
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Let’s look at Financial statements, to see how this account appears in the balance
heet and details to the balance sheet.

nts =] ort - t =]
(H4» M08 & B AoyBe | (H4» M08 & B AoyuBe |
Retined earnings 43,031 -
Profit(loss) of the year 48,147
Total shareholders’ equity 36752
LONG TERM LIABILIT IES: DEMO COMPANY - NOTES TO THE ACCOUNTS

Loan - Barrlays Bank a/c #2345

Loan - AMC 12345 (land) 1t month ...,
Loan AMC 112233/123 (house) 215t month

Loan AMC 54321 (Flexi) 21st month

26853)
30468 )
43774 2008-2009
2062)
15,600)

Total long temm liabilities

CURRENT LIABILITIE §: 15. WAGES AND RELATED ITEMS PAYABLE:
Creditors ) 4 ¢ 17.562) Pension fund payable ¢ 498)
[, 5o wn) Total wages and related tems payable ( 498)
(VAT 16 1,393 —1 |
Total current liabifities C 16,567) T VAT

. VAT on purchases 200 14,376
Total liabilities C 327763 VAT on zmhas&s ol E 334§
VAT on purchases 17.5% ( 2165)

VAT on sales 20% 24308

VAT on sales 5% 3312

TOT AL SHAREHOLDERS EQUITY AND LIABILIT. .. ......... 4475 VT o sdles 17.5% 2205
VAT talance, pagabls ¢ 11648)

Total VAT 1,393

i o

Page 3of 5 Page50f 5 4

You see one line in the Balance sheet (because the “Type of total” was Linesum)
and in Details to the Balance sheet you see the breakdown (because the “Type of
total” was Group sum).

Control accounts (system accounts)

Control accounts (System accounts) based on the Chart of accounts, are used
throughout dk Business Solutions for miscellaneous automatic posting. When dk
Business Solutions are installed, a list of account types, selected from available
company templates is included and accounts such as VAT accounts, Trade debtors
account and Penny difference (Round off) can be chosen.

The Penny difference account is used to record minor difference, such as a few
pennies difference between the purchase invoice total amount and accumulated
lines amount or a few pennies difference between the invoice amount and
payment amount when transactions are settled.

These control accounts are specified in the posting groups that are setup in each
sub-module, such as Customer posting groups and Vendor posting groups.

{1 Customer posting groups

0001 Trade Debtors

General |

Fosting araup II]I]I]1

Deszcription Trade Debtors;
Contral account IEEI]I] j Trade Debtars

|nterest revenue |1 75 j Interest Charged ko Customers
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2. VAT categories on accounts in General ledger

VAT amounts are calculated by way of categories (S1, P1, SO, PO, etc.) which
specify the rate that is to be applied. These categories can also specify an earlier
rate which can be applied up to a particular date in circumstances where the
Government alters the VAT rate in force.

Go to General ledger — Chart of accounts

=

| >>>| Account | Description I Subgroup Sum range I =
l_m Income skakement iElerSum - Operaking revenue 1000..1 I—
__|1oo@ Sales 20%: Income skatement | Postable 51 Operating revenue
. |00t Sales 20% - Mon taxable Income statement | Postable s1 Operating revenue
. |1ooz Sales 5% Income skaternent | Postable Sz Operating revenue
__|1oo3 Sales 17.5% Income skatement | Postable 33 Operating revenue
.| 1004 Sales 17,5% - Mon taxable Income statement | Postable 53 Operating revenue
. |1oos Sales 0% Income staterent | Postable 20 Operating revenue
__ |10z Sale of service contracts Income statement | Postable 51 Operating revenue
. |zoo0 Cost of sales: Income statement | TitlefSum Operating expenses | 2000,,2685
__|=0os0 Opening skock Income staterent | Postable Operating expenses
__ |z Purchases Income statement | Postable P1 Operating expenses
. |=2z00 Consumables Income statement | Postable P1 Operating expenses
__|zz1m Discounts receivable Income staterent | Postable S1 Operating expenses
. |2zz0 Yehicle repairs Income statement | Postable P1 Operating expenses
L2225 Wehicle Fuel Income statement | Postable P1 Operating expenses
_|zzan vehicle licences and insurance Income staterent | Postable Operating expenses
. |2240 Plant hire Income statement | Postable P1 Operating expenses
. |=22=0 Haulage Income statement | Postable P1 Operating expenses
__|zsmm Repaires ko plant and equiprent Income skatement | Postable P1 Operating expenses
. |es10 Contract work Income statement | Postable P1 Operating expenses
. |=2ss0 Clasing stock Income skaternent | Postable ——" Operating expenses
269 GROSS PROFIT (LOSS) Income skatement | TitlefSum Other operating items | 1000, 2685
_JILI Other incnme: Inrnme skatement TitletS0m Oneratinn reventie 0. 7895 I
— 1 SR
F1 Help | F3 Menu I INS New I EHT Modify I DEL Delete ESC Exit
| Records: 150 | [ v

In the VAT column you see the VAT category code. You must make sure that
each account has the right VAT category code. By pressing Enter key on the
keyboard, or selecting the [ENT Modify ] button you can modify the VAT category
code on the account.

-Ioix

2220 Yehicle repairs H 4 »r H

General | Tntalsl Heportsl Dimensionsl

Code [0

Mame Cloze for pogting o

Group Ilncnme statement j Direct posting r

Subgroup II]perating expensesj Reverse account I—:l

Tupe IF‘nslahIe j “fear end bal. account I -I

WAT categom |P1_:l WAT on purchases 20% Debit/Credit m

WAT changes ® Reference I—:l
Condition far reference Im
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In VAT category you select the appropriate code and if you click the box VAT
changes, then you can change the VAT category code when you enter
transactions to this account in a journal.

3. VAT categories

When you set up a company, dkBS asks you for your VAT registration number
and the first accounting period. Once you do this, dkBS automatically sets up a
VAT category table and a VAT control accounts and starts tracking VAT in your
transactions.

There are currently three rates of VAT, depending on the goods or services the
business provides. The rates are:

o Standard - 20 per cent
« Reduced - 5 per cent
e Zero - 0 per cent

There are also some goods and services that are:

« Exempt from VAT
o Outside the UK VAT system altogether

To ensure that dkBS calculates VAT the way you want; you need to check and if
necessary modify dkBS VAT setup.

To check the VAT categories, go to General ledger — VAT - VAT categories

¢ VAT categories I ]
|>>>|VAT calegoryl Dezcription I Type I Per. % I Paozting accountl In use I On VAT reportl ﬂ
] VAT on purchases 0% Inpuk YAT 0.0a " " —I
P1 WAT on purchases 20% Inpuk WaT 20,00 9511 S S
P2 VAT aon purchases 5% Inpuk YAT 5.00 9512 " "
=0 AT on sales 0% Oubput WAT 0.00 S S
Sl VAT on sales 20% Oukput WAT 20,00 9531 " "
52 AT on sales 5% Oubput WAT 5.00 9532 S S
53 VAT ak 17.5% Oukput WAT 17,50 9533 " "
4 [~
Fl Help | 75 Menu INS New | EMT Modify | DEL pelete | E5C Exit
| Records: & | | 5

Press Insert key on the keyboard, or select the [INS New ] button to create a new
line in the VAT categories table.

On the General information tab you must enter a unique code for the current VAT
category, enter the description, type, rate (VAT percentage), control account, and
complete entering the information in the applicable fields.

VAT amounts are calculated by way of categories (S1, P1, SO, PO, etc.) which
specify the rate that is to be applied. These categories can also specify an earlier
rate which can be applied up to a particular date in circumstances where the
Government alters the VAT rate in force. The categories also specify which GL
account the system will post these VAT transactions to. It is important that input
VAT and output VAT transactions are posted to different control accounts.
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Note. If you modify the VAT setup, dkBS does not alter transactions you have
already entered. The new rates only apply to any new transactions you enter.

VAT setup
Before you start entering transactions in journals, you should check the VAT
setup.

Go to General ledger — VAT - VAT setup

Setup for registation of YAT settlement x|

Pozting of YAT zettlement Iu,&.,Tperi.;.dl Mixed activity

Youcher number

{~ Gereral voucher number

WAT statement

WAT zettlerment accaunt: 9535 j

WAT balance, papable

You can choose to have a separate voucher series and you must enter the VAT
settlement account. The VAT settlement account is for balancing all output VAT
accounts (VAT on purchases) and all input VAT accounts (VAT on sales).

On the VAT period tab, indicate how often you pay VAT, so dkBS knows how to
set up your VAT reports.

Setup for registation of YAT settlement x|

Posting of W4T settlement AT period | Mixed activity

One can choose between bwo VAT periods but
quarterly return is the most common,

Period;  |[MINELEIREDT

The Mixed activity tab is for those with both VAT and none VAT activity.

Note. The VAT registration number is held in the company information. To
change it, go to General - Company and select the VAT / Bank tab.

Each time you record a transaction, dkBS keeps track of the VAT amount
involved. It does this by transferring the VAT amount to the VAT Control
account. VAT outputs (VAT on sales) are recorded as increase in your liability
and VAT inputs (VAT on purchases) are recorded as decrease. With all your
business transactions recorded in this way, you can use reports to show your VAT
figures for each VAT period.
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4. Create accounting period

Define the accounting period by entering the start and end date of the accounting
year.

Go to General ledger - Setup - Accounting period

=10l

|>>>| D I Ferind I:neginsl Period endsl Period clasedl Januar_l,ll Fel:nruaryl Malchl April I b 2y I June I July =
[ 01042005 | 31/03/2006 _-------—
2007 01042006 | 31)03/2007
2005 0Lj04/2007 | 31)03/2008
2009 0Lj04/2008 | 31/03/2009
2010 0Lj04/2008 | 31)03/2010
2011 01042010 | 31/03/2011

b I I 3 vI
F1 Help | E5 Menu | IH5 New I EHT Modify DEL Delete E3C Exit I
| Records: & | | &

Press Insert key on the keyboard, or select the [INS New ] button to create a new
line in the Accounting period table.

% Accounting period - |EI|5|
010472010 3170372011 M4 M
Accounting penodt) Closed for reg@
Feriod beains II]1 F042010
Feriod ends 31/03/2011

Receipt period closed [~

Fl Help I F2 Browse 5 Menu | ESC Exit F12 Save

| Records: & | | v

Before posting in a new accounting year, first create the period for that year. It
is not necessary to close the previous year, because more than one accounting
year can stay open in dk Business solution.

Once a period is closed, you cannot post any transactions to it. It is possible to
close either a whole year (click Period closed) or indivitual months (select the tab
Closed for registration and then click those months you want to close for posting)
within dkBS in order to prevent any unauthorised postings and hence to protect
the existing account balances from unwanted changes. These periods can be re-
opened and re-closed at any time.

For more information about closing a period and opening balances, see Appendix.
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5. Create dimensions

Dimensions define the Department, Cost centre and Subject codes. These are
the 3 standard dimensions in dkBS. Dimensions (properties) can be used to
categorize ledger transactions — when specifying the ledger account, more than
one dimension can be specified. Associating dimensions with entries allows the
creation of many different types of analysis for a single account.

Because the dimensions are independent of each other, dkBS allows the use of
any combination of dimensions in connection with ledger accounts, transactions
and budgets. Other modules in the system can also be marked with dimensions
that are automatically entered for relevant transactions.

Before you can start creating dimensions you must activate them, by going to
General - Company - General settings... and click "Use dimensions” and then
click those dimensions you want to use.

NOTE. There is a difference between those 3 dimensions. Cost centres and
Subjects are more optional, but Departments are mandatory, that means if you
activate departments, you have to use them in all modules in dkBS, every
transaction has to have a department code and every posting group has to have
a department code.

To access the 3 dimension tables, from the main menu, go to General ledger -
Setup, expand Dimensions and double-click the Department table, Cost centre
table or Subject table.

To create departments
Go to General ledger — Setup — Dimensions - Departments

1=
|>>>| Dept. number I Department name I Clazed far poslingl Activity exemnpt from VATA
I R R F
] 0z Human Resources

. |os ‘fouth J
__|o4 Children

_|os Branches

] 06 Overseas

__|o7 Hospitality

[ | o5 Training

] o9 Arts Training

|10 Production/Media

[ | 11 Music

_ |1z Publications & Design

|1 Shops

] 14 Cinema

__|1s Technical

s I

_ |17 Operations & Facilities

[ | 15 Corporate Services

19 Finance
_lil_l 3 vl
Fl Help I(FS Menu \I IHS New I ENT Modify DEL Delete ESC Exit I

|Rec0rds: 20 | | -

Press Insert key on the keyboard, or select the [INS New ] button to create a new
line in the Department table.
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On the General tab you must enter a unique code for the department, enter the
department name and complete entering the information in the applicable fields.

You can link accounts to department in two ways:

« In the Chart of accounts table, select an account and on the Dimensions tab
select appropriate department and condition.

« In the departments table press [F5 Menu ] and select Connection to chart of
accounts.

(% Departments

| >>>| Dept. number I Department name I

m CED
_ Human Resources
03

Youth
04 Children
0s Branches
0& B
— Print departments
oz
s Connection to chart of accounts
:I:I Departments mapping
Fl Help | F5 Menu INS New | ENT Modif
|Reu:-:|r|:|s: 20 | |

Once you select to go this route, you have to do it for all departments. You have
to highlight each department and then select Connection to chart of accounts.
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¥ Departments

=13l x|

|>>>| Dept. number I Department name

I Cloged for posting I Activity exempt from VAT

[+

Connecting accounts to departments

Conneching accounts to departments
It iz possible to connect accounts and departments by deciding on which accounts pou can enter
tranzactions in each department. I the column "Marked" haz a checkmark wou can enter ranzactions
to that account in resoective department.

I R

x|

Dept.: | 02 Human Rezources

Marked I Accaunt I Dezcription Group I Type I WAT ﬂ
# 100 TOTAL INCOME Income skaterent Title/Sum
4 1001 TOTAL MAIN INCOME STREAMS Incorne skaterment Title/Sum
S 1003 Main Income Streams Incame skaterment TitleySum
kS 101 Income Stream 01 Income skatement Titley/Sum
A 1010 Income Stream 014 Income skaternent Piostable
- Income Stream 016 Incame skatement Piostable
1015 Income Stream 01C Income skakement Piostable
102 Incame Strearn 02 Incone skaterment Title/Sum
1020 Income Stream 024 Income skatemnent Postable
1021 Income Stream 026 Income skakernent Piostable
K1 o~
ESC Exit |

Those accounts not marked are not accessible in that particular department.

To create cost centres
Go to General ledger — Setup - Dimensions - Cost centres

™ Cost centres

=10l ]|

| >>>| Coszt centre number I Cozt centre name

| Bank accnuntl Clozed for pustingl;l

] D25 Partuguese General 04431577
o Portuguese Specific 04431577
[ E= Cirerna Maragement 043409544 |
L The Hill Centre Wil 02106776
] The Hill Centre WS 02106776
o Specialist Training - Shork Courses 02075633 _l
o Middle East 01905046
] Mew Hope Acaderny 02106776
] Cimema Live 04349544
o Redbridge Branch 01908046
o Portuguese - West Moreland House 04431577
] Guest Speakers 02106776
GFAP 03955416
S el
Fl Help I(ﬁ Menu \') I IHE Mew | ENT Modify DEL Delete E3C Exit |
| Records: 71 | | v

Press Insert key on the keyboard, or select the [INS New ] button to create a new

line in the Cost centre table.
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On the General tab you must enter a unique code for the cost centre, enter the
cost centre name and complete entering the information in the applicable fields.

To create subjects
Go to General ledger — Setup — Dimensions - Subjects

Press Insert key on the keyboard, or select the [INS New ] button to create a new
line in the Subject table.

Working with dimensions
If you have dimensions activated, you will see them everywhere, in main tables,
in journals, in inquiries, in reports, in statements, in analysis.

Report selection - Trial balance x|
(1% Chart of accounts
Selecllonl Options ~ Dimensions I
2100 Purchases Enter selection for dimensions
Department; || 'I
General I Totalz I Fieportsf Dimensions Costeeniz | ]
Department I II
[~ Breakdown by departments [~ Breakdown by cost centres

Condition for dept. ITahIe 'I
Cost centre I II

F1 Help F& Screen F? Print F10 Clear | ESC Exit |
Condition for e. centre I i - |

D pllunal Printer:  Y\ap-is-de-dk01'\Pjdnusta prentan F5 Printers
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6. Create references

References are one dimension. They are similar to cost centres and subjects, but
not as widely used throughout dk Business Solutions. References can be seen as
supplementary General ledger codes and can be used on an entirely ad hoc basis.
Example of use might include the tracking of expenditures (and income) on a
particular vehicle, by a particular individual, for a particular event or with respect
to a certain project where it would not be appropriate to set these up as subjects,
departments or even cost centres (due to their small size or transitory nature). A
more limited amount of reporting is possible by references than is the case for
dimensions. Again, references can be changed on posted General ledger
transactions.

Go to General ledger — Setup — References

-l

|>>>| Reference I Reference name | Mame I;l
_|Lam LAk Event Feb 05) Mowds
] LAMOG LA Event 17fAug 2006
] LAMOT LaM Event Febfdug 2007 _I
o LaN0s LaM Event Apr 2003
L Lan10 LAk Event Feb 2010
_|LEE aypsy Willim Lee use QWL
. |LFBOOK Living Free Book by Calin Dye (CB&M)

LIFETY Life T General Production

Live at The Coronet Sunday 10.30am Sery

Fl Help I(ﬁ Menlh I IHS New | ENT Modify I DEL Delete I ESC Exit |

| Records: 385 | | v

Press Insert key on the keyboard, or select the [INS New ] button to create a new
line in the Reference table.
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7. Start entering transactions in journals

Entering transactions is mainly done through journals. You can enter
transactions through journals in General ledger and they will go to sub-ledgers
when appropriate.

You can also enter transactions in every sub-ledger, i.e. Accounts receivable and
Accounts payable. Journals in sub-ledgers are more advanced and complicated
than journals in General ledger. For small companies it might be best to enter
most transactions through journals in General ledger, i.e. purchase transactions,
payments transactions and cash book transactions.

Journal for purchase transactions
Go to General ledger - Journal

_ioix
User: M 4 » H

»»| Description

Press Insert key on the keyboard, or select the [INS New ] button to create a new
line in the journal table.

=
Deser.: [apil 2011 - P/L Acc. peiod: [2012 | Identity [P |Nomal =l

>>| Date | Text | Woucher | Type | Account | Reference | Amount | WAT | Amaunt ent. | |

| B

In the journal header you must enter a description and select an accounting
period. You can, optionally enter an identity code for the journal. Press [F12
Confirm ] to go to the lines.
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3 Journal entry i [m] 3]
Descr: |April 2011 - P/L Acc. period: 2012 Identity: | P/L Mormal
>>| Date | Text | Woucher | Type | Account | Reference | Amount | WAT | Amount ent. | |
12f04f2011  Watson petraleum PIOOOL Ledger 2225 11468 Pl 137.68 ZI
12f04f2011  |Watson petraleum PIOOOL Ledger 9511 2300 (P 23,00
12/04f2011  Watson petraleum PIOOOL Yendars WATL 137.68- 137.68-
19/04§2011 | TCS Leo PIOOOZ Ledger 2225 52,12 P1 63.12
19/04§2011  |TCS Leo PIOOOZ Ledger 9511 11.00 |P1 11.00
19/04§2011 | TCS Len PIOOOZ vendors TS B83.12- B3.1z-
19/04f2011  Tarmac Quarry PIOOO3 Ledger 2750 3.60 F1 4,60
19/04)2011 | Tarmac Quarry PIOOO3 Ledger 9511 1.00 |P1 1.00
19/04f2011  Tarmac Quarry PIOOO3 Wendaors TARL 4,60- 4.60-
2210402011 Axis Telecom PIOOO4 Ledger 4110 17.20 P1 Z0.z20
22/04)2011 | Axis Telecam PIOOO4 Ledger o511 .00 |P1 3.00
2210402011 Axis Telecam PIOOO4 Yendars AXIL 20.20- 20.20-
7/04/2011 P\xis Telecom FIDDUS |Vend0rs j}nxn | | 0.00 B
K1 Gl
Creditors control account Tatal debit: T zmED
A4S TELECOM LTD Tatal credit: 225.E0
Difference: 0.00
Fl Help | EZ Browse | E5 Menu IHE New ENT Modify | DEL Delete! | ESC Erit | Fl12 Save |
[t3:1z | [ 4

When entering the first transaction you must enter a voucher number and after
that the system automatically raises the number, when the difference, seen at
the bottom is 0.00. For purchase invoices a voucher series like PIO001 to PI9999
is very appropriate.

The system automatically creates the VAT transaction, you must enter the total
amount (incl. VAT).

When you have entered the amount, you get a pop up screen where you can
enter the invoice number and the due date.

It is recommended that you create at least one journal for each month. You can
of course create a journal and enter as many transactions as you choose.

When you have enter all transactions, say for one month, you must exit out of a
new line (by pressing the [ESC Exit ] button) and go to F5 Menu.

19/04/2011 | Tarmac Quarry PIOOOS Ledger 2250 360 P1
19/04/2011 PIOOOZ Ledger 1.00 |P1
| 19042011 Check registration 460
Print registration
— 22f04f2011 Posk registration 17.z0 |P1
22/04/2011  |Axis Telecom a511 300 |P1
Browse transackions Ckrl+T
- 22i04/2011  Axis Telecam Test with ling Chel+T 5 AxIl 20.20-
B | veww !l !
I g I I Reverse voucher
Change dates
Recurting journals ‘ Total debit: 220 E

Select: Check registration, Print registration and Post registration.
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Journal for cheque transactions

Go to General ledger - Journal. Press Insert key on the keyboard, or select the
[INS New ] button to create a new line in the journal table. In the journal header
you enter the description: “April 2011 - Payments” and select the accounting
period: “2012"”. You can, optionally enter the identity code, i.e.: "PAY” for the
journal. Press [F12 Confirm ] to go to the lines.

=
Deser.: |Aplil 2011 - Payments Ace. period: 2012 Identity: | PAY Normal

>>| Date | Text | Woucher | Type | Account | Reference | Amount | WAT | Amount ent, | |

J 06/04/2011 Post office Ltd. ERPOOO1 Ledger 7810 200543 1&0.00- 150.00- 3
J 06/04/2011  Post office Ltd, BPOOO1 Wendors POS1 150,00 180,00
J 10/04/2011 R Smith EPOOOZ Ledger 7810 200544 240.00- 240.00-
10/04/2011 R Smith BPOOOZ Wendors ZCOoM01 240,00 240,00
lofo4jz011 . Smith EPOD0G [vendars = ]Econon | | 0.00

In this journal you enter all cheques paid to vendors. You select a voucher series
that starts with BP0O001 (Bank payment nr. 1). In the Reference field you enter
the cheque number.

Notice that the Credit amount goes to bank. You select Type=Ledger and
Account=7810. The Debit amount goes to vendor. You select Type=Vendors and
Account=vendor number. When you have entered the amount you get a pup up
screen where you can enter the invoice number you are paying. You can browse
and select the unpaid invoice.

It is recommended that you create at least one journal for each month. You can
of course create a journal and enter as many transactions as you choose, i.e. just
one payment.

When you have enter all transactions, say for one month, you must exit out of a
new line (by pressing the [ESC Exit ] button) and go to F5 Menu, select: Check
registration, Print registration and Post registration.

Journal for payments received from customers

Go to General ledger - Journal. Press Insert key on the keyboard, or select the
[INS New ] button to create a new line in the journal table. In the journal header
you enter the description: “April 2011 - Customer payments” and select the
accounting period: “2012”. You can, optionally enter the identity code, i.e.:
“CPAY" for the journal. Press [F12 Confirm ] to go to the lines.

ol
Descr.: |Aplil 2011 - Customer paym  Acc. period: 2012 Identity: CPAY Mormal
>>| Date | Text | Youcher | Type | Account | Reference | Amaunt | WAT | Amount ent. | |
J 09§04f2011  BID - Payment CPOOO1 Customers  |BID1 32.50- 32.50- ZI
J 09§04f2011  BID - Payment CPOOO1 Ledger 7&10 32.50 32.50
J 14/04j2011 LDS - Payment CPOO0z Customers  LDS1 751.76- 751.76-
J 14/04§2011 LDS - Payment CPOOOZ Ledger 7610 75176 75176
|1 4j04/2011 '_DS - Payment |CP0003 |Ledge, ﬂl?mn | | | | 0.00

In this journal you enter all payments from customers (cheques, cash and bank
transfer). You select a voucher series that starts with CP0001 (Customer
payment nr. 1).

Page 24



Notice that the Debit amount goes to bank. You select Type=Ledger and
Account=7810. The Credit amount goes to customer. You select
Type=Customers and Account=customer nhumber and after you have entered the
amount, you enter the invoice number the customer is paying.

It is recommended that you create at least one journal for each month. You can
of course create a journal and enter as many transactions as you choose, i.e. just
one payment.

When you have enter all transactions, say for one month, you must exit out of a
new line (by pressing the [ESC Exit ] button) and go to F5 Menu: Check
registration, Print registration and Post registration.

Cash book journal

The cash book journal is a simpler version of the General ledger journal, were you
can register payments from the bank and deposits (receipts). In this simpler
version you are not able to enter transactions going to the customer ledger and
the vendor ledger, only involving the nominal ledger accounts.

Recurring journals

You can set up recurring journal entries which are used in all periods, for
example, depreciation, prepayments and other accruals. Amounts can be fixed,
or entered in a template each period. The transactions can be set to
automatically reverse the next period, if needed. This minimizes data re-entry
and the risk of errors.

To set up the recurring journal templates, go to General ledger - Setup -
Recurring journals

-Ioix]
| >>>| 1] I Description I In] I Inactive I Connect vnucherl Iner. woucher | Automatic update | Automatic date I oucher I ;I
31  Bookshop Funding from GjFunds CE&MFM

J &6 Bookshop IAT-Loan repayment 1ATESH

J 52 |Bookshop internal sales to Kid INTZ

J 51 |Bookshop internal sales to SMO INT1

J 32 ET One Bill Monthly Recharges ET1EIL

Hy ! [ | |
|-

FlL Help I i Menu INS New | EHT Modify I DEL Delete I ESC Enit I

|Rec0rds: 75 | \ A

Press Insert key on the keyboard, or select the [INS New ] button to create a new
line in the journal table.

3 Recurring journal =[0] x|
Code: CVFINY
Deseription | C¥ Finance Ford Transit Yan HP
>>| Type | Function | Date | Text | Type | Account ‘ Reference | Amount ‘ VAT | Dept. | Cost :ent|e| Fund
|| Entry Mone I Ford Transit Wan Loan/interest repymt  Ledger 7110 FORDTR PEE.E9- 99 uot -
| |Entry Mone I Ford Transit Wan Loanjinterest repymt  Ledger 4123 FORDTR 0.00 |02FPZ o1 un1
| |Entry Mone I Ford Transit ¥an Loanjinterest repymt  Ledger 8547 FORDTR 0,00 |02PZ o1 oL
4 b
Fl Help | 72 Browse | F5 Menu | mSmNew | ENT Modify | DEL pelete | EsC Bat | Flzsave |
fea | | 4
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To set properties for each line, highlight a line and from the [F5 Menu ] select

Line properties.

To select a recurring journal template in a new journal

Create a new journal and fill out the header. When in lines press [F5 Menu ] and

select Recurring journals

™ Journal entry

Desor: | CV¥ Ford Transid Arc. perind: 2012 Identity:

>>| Date | Text | Waucher | Type | Ancount | Heference|

B [orccmngiornas
— Recurring journals

— D Description D Inactive | Connect voucher
— 52 | Bookshop inkernal sales ko Kid INTZ
(- 51 |Bookshop inkernal sales to SMo INT1
| 32 BT One Bill Monthly Recharges BT1EIL
25 | CiCd Processing Weekly DI

Claudio Ferro Mission Suppart FERRO

13
D EOmE ©5 |cvFinance Ford Transit van HP cFEmy | |

Select a template to work with
Complete entering information in the template
Select [F5 Menu ] - Post to journal

pLbE

journal

Enter date and Voucher for the transactions that will be updated to the
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8. View posted transactions

Inquiries show the transactions of selected period, account, voucher, or
dimension. The transactions are shown in windows, very similar to one another.

To view posted transaction go to the chart of account table, highlight the
appropriate account and from the F5 Menu select Account transactions.

TR
Account (2100 Dae (0170472009 31/03/2010 H4>» M
Purchaszes
»»| Date | Sub-account ﬂ Fieference ‘l Woucher ‘.l Text Amount Y'TD balance | Tupe
01/04/2009 PIES7 AE EVANS 182.00 19200 B |~
| 0av04/2009 FIESE AE EVANS 192.90 384.90 B
| 1604/2009 FIE3E AF EVANS 185.10 570.00 | E
" | ver0s/2009 PI7T AE EVANS 154.80 72480 B
|= i AEET AEET AE EVANS
24/06/2009 | AEET AEE1 PI739 AE EVANS 7404 89519 B
— ]
Il hd|
Debit: | £92.19 Credit: | 000 Bal: | 89219
Fl Help | 7 Browse | F3 Menu | F§ Condition | F? Print | Esc Exit
Be | | 4

You see all transactions, black transactions are from posted journals and blue are
from unposted journals. You can filter, group, sort and drill down (click the
arrow). Press F5 Menu for more functionality, like Change dimensions on
transaction (Edit transaction).

If you want to see transactions from unposted journals, then from the F5 Menu
select Transactions from unposted journals.

To print out the inquiry, press [F7 Print ] or select from the F5 Menu other print
options.

=13l x|
[Kearmoa|geacafm |
RDS - Dermo Cormpary
031 02011 21:05 INQUIRY ON TRANSACTIONS Page 1
Date Text Voucher  Reference  Sub-acc. Diebit Credit Balance Cd
Print transactions for period 0170472009 to 31/02/2010
Account: 2100 Purchases
0170452009 AE EVANS PIGSY 19200 192.00 B
090452008 AE EVANE P66 18280 3ga80 B
16/0452009 AE EVANS PIG9E 18510 570,00 B
08052008 AE EVANE FIT11 154.80 THMB0 B
0062009 AE EVANE PI738 AEE1 AEE1 4935 82415 B
24/06/2009 AE EVANS PI739 AEE1 AEE1 74.04 §498.19 B
80219
898149
Total nurber 6
=l
Page 1 of 1 4
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Drill down

By clicking the black arrow button on the column you can drill down or open up a

new window showing more information.

@ dk - [RDS - Demo Company]
Fle Edt Took Windows Help

=10jx]

|+ 2EES06|w-|lo0]8 28 =< &

¢ Chart of accounts

‘ )>>| Account | Descriptian | Group | Type | VAT | Subgroup | Sum range: |
1001 Sales 20% - Mon taxable Income statement Postable 51 Operating revenue

: 1002 Sales 5% Income statement Postable 52 Qperating revenue
1003 Sales 17.5% Income statement Postable 53 Operating revenue

: 1004 Sales 17.5% - Non kaxabls Income statement Paostable 53 Qperating revenue
1005 Sales 0% Income statement Postable =0 Operating revenue

: 1020 Sale of service contracts Income statement Paostable 51 Qperating revenue

I Cost of sales: Income statement TitlefSum Operating expense 2000, 2685
2050 Opening stack Income stakement Postable Operating expense

) Purd]

& Inquiry on transactions

o [m] 4

384.90 B
570.00 B
72480 B

FIE36

FIE38
PIF1

e

HE EVANS
AE EVANS
AE EVANS

03/04/2003
16/04/2003
08/05/2003

Fl Hi

Records: 15 |—

154.80

BE EVANS

2010

Ace., period,

L |Z220 | Accaunt 2100 Date: 01/04/2009 31/03/2010 M4 M
| Purchases

2230
7224D »x| Date | Sub-account i Reterence ﬂ Vouche( g ]ext Amount ¥TD balance | Typel
— 01/04/2009 FlES? AE EMANS 192.00 192.00 B

Sub-account Reference

AE EVANS
AE EVANS

03/08/2009
03/06/2009 9513

L

Debit: | 11425 Credlt | 114.25 Bal: |

Creditors control account

0.00

Fl Help | 2 Giowse | FS Menu | F5 Condition | F7 Print ESC_Exit
[ [

[1:3

By highlighting a particular transaction and then pressing the Vouchers arrow

button, you get a window showing the full voucher.

Similarly, if you press the Sub-accounts arrow button, you get a window showing

all transactions on particular vendor.

Income statement Postable

Opening stock

[ |ensn
—

1
I E]
E=

AE EVANS
AE
AE EWANS

Date: 01/04/2009 31/03/2010

WANS LTD LIGHTWOOD GREEW LL13 0HU

Records: 15

AEET

24/06/2003 FI733

Yendor:

J 2220 | Account: 2100 Date: 01/04/2009 31/03/2010 H 4 r M
J 2225 Purchases
E=
J 2240 >3| Date | Suh-accnun( ‘H:\afelenna ‘I Yaucher " Text I Amaunt ¥TD balance I Typel
J 2250 (010472009 FIES? AE EVANS 152.00 1592.00 B
[T 03/04/2009 PIESE AE EVBNS 192,30 38490 B
Fl Hi 16/04/2003 FlE38 AE EWaNS 18510 570.00 B
(8/05/2009 PIF11 164.80 72480 B

83313 B

—1o x|
H 4 »H

| Amount

Date | I, ho. ‘I Ref ‘I Woucher ‘I Tent

YD balance

Due date

| Balancing | Oul

20114
17802
1re.02-

3040472003 33675 FI7E33 AEEWANS
08/05/2003 BPOTOR AEEVANS
(08/08/2003 33831 FIT1 AE EVANS

CHO

8515

FI733

AE EWANS

J 24/06/2003  PIA01

I I

0.00 | 30/05/2009 | Fully balanced
178.02 | 01/06/2009 | Fully balanced
0.00 | 02/07/2009 | Fully balanced

153.40- 24/07/2009 | Mot balanced

Similarly, if you press F5 Menu and select: View invoice: PI891, you get the

vendor invoice, as registered in the Accounts payable module.
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9. Adjusting transactions

When you have posted transactions from i.e. journals, sales and purchases you
can only change the dimensions (department, cost centre, subject and
reference).

To adjust transaction, go to the chart of accounts table and select an account.
Then click [F5 Menu ] - Account transactions, and then again click [F5 Menu ]
and select Change dimensions on transaction.

=T
Account: 2100 Diate: |l]1 0472009 3170372010 M 4 » M
Purchases
Reference Youcher Amount Y'TD balance
[ E 9 _—m_ 0 00
09/04/2009 Monkhly totals 132.90 W90 B
— Sums and budget
16/04/2003 185.10 570.00 | B
08/05/2009 154.80 72480 B
03/06/2009 | AEE1 99.35 82415 |B
] 24/06/2009 | AEE1 AEE View the saucher Far the invoice 74.04 89519 | B
— Change conditions F&
| Transackion origin
Recaord kab
T Go ko main kable
— Motebook
p— Transaction noktes
K| _ -
Filker records
Detit: | 83819 | Disabls fiter Bal: | 83813
Setup 3
Fl Help | 72 Browse | FS Menu F& Condition | F? Print | ESC Exit
e | | 4

The following transaction characteristic can be changed.

Change transaction x|

Change dimensions on posted transaction

Fief.: u
Dept.: I ll
Cost chtr.: I ll

When finished making the adjustment, click [F12 Confirm ] to post the update.
10.General ledger parameters
Parameters for the General ledger are defined in following places:

o General ledger - Setup - General settings.

o General ledger - VAT - Setup.

« General ledger - Bank accounts - Setup — Setup.

« General ledger - Finanacial analysis — Setup.

« General ledger - Financial statements - Financial statement setup.
« General ledger - Financial statements - Cash flow setup.

o General ledger - Processes — Exchange rate difference — Setup.

« General - Company - General settings.
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11.Bank accounts

Bank management includes administration of payments by check, deposits,
management of check printing and reconciliation of bank account statements.
Bank management is used in connection with customer payment receipt, vendor
payments and various postings from the daily journal.

A company’s bank account is the most important piece of information in bank
management. Daily use of various parts of the application updates the bank
account with postings.

Creating a bank account
To access the Bank accounts table, go to General ledger - Bank accounts - Bank
accounts

(1 Bank accounts -0l x|
| >>>| Account no. | Account name | GL account | Sort-code | Bank namne | Last balanced | o
20312765 RDS-Demo Company - Bank account #2 | 7820 20-53-22 Barlcays Bank Plc 1!
20312894 RDS-Dema Compary - Bank account #1 m 2 : Barlcays Bank Plc _

_]

Press Insert key on the keyboard, or select the [INS New ] button to create a new
line in the Bank account table.

—in i
20312765 RDS-Demo Company - Bank account #2 H 4> H

General | Balancing I

Account ho. FPhane W

Account name IHDS-Demu Company - Bank account # Fax I—

Sart-code Im Ermail I E
Bank name IBalIcays Bank Plc Webzite Iwww.harclays.cum .
Branch ILudIuw Contact I

1BAN number IEB1B BARC 1234 0020 3127 65 Contact phane I
SwWiIFT code IBAHCEB22

GL account I?BZI] II Barclays account 20312

F1 Help I I Browse I F3 Menu I ESC Exit F12 Save

| Records: 2 | | v

On the General tab you must enter the bank account number and name and
complete entering the information in the applicable fields. The GL account links
the bank account to the nominal ledger.

On the Balancing tab, you can decide whether you are going to reconcile with or
without imported bank transactions.

Daily work with bank management

The following is a description of some of the daily routines in the bank
management. Most of the routines are centred on the bank account and the
facilities that are offered from here.
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To inspect bank transactions

There are two kinds of bank transactions, transactions that you enter through
journals and transactions that you import electronically from the bank. The
transactions that you import from the bank are used in the reconciliation process.
You can inspect both of these transactions.

To inspect GL bank account transactions, go to the chart of accounts table and
select a bank account and from the F5 Menu select Account transactions. You see
all transactions, black transactions are from posted journals and blue are from
unposted journals. You can filter, group, sort and drill down (click the arrow).
Press F5 Menu for more functionality. To print out the inquiry, press [F7 Print ]
or select from the F5 Menu other print options.

To inspect the imported bank account transactions, go to the Bank transactions
table from the Bank accounts folder and select a bank account and press [F6 Load

] to read in transactions.

&3 Bank accounts transactions

Barkaccount (26 o 309187 - 02133305

Date | Transaction text | Description

| 5eq. no. | Trans.key| 1D string

|Reference | Bank account | Balsnced | Balanced ¢date}| Amount |Balance

28/03/2M0 | Bank Giro Credit CARDMWET 180213621 BGC 180213621 24/03
28/03/2M0 | Standing Order LONDON C C GEN FND 540

30/03/2010° | Bank Giro Credt | CARDNET 180213621 BGC 180213621 25/03
31403/2M0 | Sundmy Credits/Co...| CK400 ECKT CREDIT CARD HA TRANSFER DMETS
31/03/2M0 | Bark Giro Credit CARDMWET 180213621 BGC 180213621 28/03
31/03/2M0 | Bark Giro Credit CARDMWET 180213621 BGC 180213621 27/03
01/04/2010 | Bank Giro Credt | CARDNET 180213621 BGC 180213621 29/03

5708 |BGC
6708 |5/0
5710 |BGC
5711 |CR
5712 |BGC
5713 |BGC
5714 |BGC

0daB641 4hefeh308cha077fAhdeBoae9
BBBeb2heallchiedd1 286297613201 fid
dfgbbdda330ebdebetidazeadtaTrath
F3db301 5c7E0305a4f4d80calaeaac
bd2hafhe7R35775382d3450502084469
4736371000559366:183846837 00535
d3c2a1 ac237(7dR0E2d7d2d(d57 5300

You can edit and delete transactions from this table.

To reconcile a bank account

02138805
02138805
02138805
02138805
02138805
02138805
02138805

<]

IR

4032010
23/02/2010
/032010
F4A03/2010
4032010
4032010

17713 258
7H0.00- 183
24578 208
899 2,09
127320 3,38}
527 B3 388
18440 4.07

Account reconciliation is initiated when receiving notice from the bank. Usually
the bank sends an account statement with the date, account statement number,
begin balance and end balance for each month.

Entering bank statement month end balance
You start by looking at bank accounts month end balance, by selecting from the
bank accounts table, F5 Menu and then Bank statement month end balance

(D Bank accounts

| >>>| Account no. I Account name

| GL account I Sort-code I Bank name
20312765 RDS-Demo Compary - Bank account #2 | 7820 20-53-22 Batlcays Bank Plc
2 594 RDS-Demo Company - Bank account #1 m jarlc =
Bank statement month end balance |
:ID Create copy of record |
Fl Help | F5 Menu INS New | #9T Modify | DEL Delete | EsC Eit
| Records: 2 [ |

Here you enter the month end bank statement balance for the bank account

which you are going to reconcile.

You are going to reconcile bank account 20312894. You get an account
statement from you bank for April 2009, which is the first month of the
accounting period 2010 (01.04.2009 - 30.03.2010). You highlight the bank
account and from F5 Menu select Bank statement month end balance and type in
-480.03, which is an overdraft (a negative figure indicates an overdraft). You

press [F12 Confirm ] to save.
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¢ Bank accounts

| >>>| Account no. I Account name I GL account I Sart-code I Bark name
20312765 RDS-Demo Company - Bank account #2 7320 20-53-22 Barlcays Bank Plc
20: 4 RDS-Demo Company - Bank account #1
¢ Bank Statement - Monthly end balance

Bank account I Accounting periodl January I February I March I Apil

2003 27,895.71- 26,377 .46- 29,859.41- 158,165,03-
2009 22,513.01- 26,544.20- 30,321.29- 30,675.72-

(P Bank Statement - Monthly end balance

20312894 2010

Gereral |

B ank account 20312894 u| RD3-Demo Company - Bank accol
Accounting period IW:I 011/04/2009 - 314032010

January I 0.00

February I 0.00

March | 0.00

A | 480.03-

hay | 0.00

The begin balance on the bank statement you got must match the March monthly
end balance in accounting period 2009, which is the last month of that accounting
period.

Matching transactions
From the bank accounts folder, select Matching transactions and highlight the
bank account and from the F5 Menu, select Get transactions

Selection for kransactions to be matched x|

Get ransactions

Thiz process collects transactions for matching of the selected
bank account.

D eliritaticr
Transactions dated: [01/04/2009 —[30/04/2009 [}

v GL transactions
W Unmatched [~ Matched

Fl1 Help | F12 Confirm | F10 Clear | ESC Cancel |

You select April and click Unmatched.

Normally you will only click the Unmatched box. You can click the Matched box if
you have previously matched transactions and you wish to release the matching.
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@ Unmatched transactions {bank and GL} = IEllil
|>>>| Malkedl Diate I Balance datel Diescription I Tranz kayl Origin I Reference | Amount I Unsigned amountl Yaucher I;I
J n1/o4fz009 | AEEVANSLTD Ledger 200922 £20,80- 220.8 BPOGYF
J 0zjo4/z009 | | | CUSTOMER RECEIPT Ledger 1,960.00 1,960.0 CR1S3
J 03/04/2009 | | | CASH Ledger ATM 200,00 200.0 BP718
J 03j04/z009 | | | 02 ONLINE Ledger DD 34,25- 34.3 BP717
J o04/04fz002 | ] A EVANS | EWA Ledger 200923 1,500.00- 1,500.0 BPOGTS
J 0s/04/z009 ] BRY&M JOMES Ledger 200925 201,25 201.3 BPOBS0
J 0s/04fz009 |} BRITISH TELECOM Ledger 200924 101.09- 101.1 BPOG79
L ] |
Taotal for GL: 480.03- GL matched. 0.00
Tatal for bank: 480.03- Biank matched: 0.00
Difference: 0.00 Difference: 0.00
Matching status | tathiched lransaclionsl GL transac:tionsl
F1 Help | F5 Menu | 1 New | E9T Modify | DEL pelete | EsC Ewit
|Rec0rds: 42 | | v
You can see that you have 42 unmatched transactions.
To match a transaction, two steps are needed:
(@ Unmatched transactions {bank and GL})
| >>>| Marked I Date I Balance date | Description I Tranz.key | Origin I
* n1fo4fzo09 | | &M Ledger
X o1fo4fzo09 | & E EVANS LTD Ledger
* nzfodfzo09 | g CUSTOMER RECEIPT Ledger

nafo4/zo009 | |

T = R T

02 OMLINE

Ledger

0404/ 2009

I & EYANS | EVA

Ledger

« Mark each line which has cleared the bank statement by the reconciliation
date by pressing the space bar on the keyboard (pressing the space bar
again un-marks a line)

« Update the matching by pressing F12 button (or by selecting Update
matching from the F5 Menu)

Repeat this process until all transactions which have cleared the bank statement
by the reconciliation date have been marked and matched.

Print bank reconciliation report
From the bank accounts folder, select Reports — Bank reconciliation. Select April
and the bank account

EXENIECYE I =T -1

=101%]

|»

RDS - Demo Company

0402011 10:22 BANK RECONCILIATION Fane 1

Date Description Transaction text Youcher Reference Date halance Arnourt

Selected to print for the period 01/04/2009 to 30/04/2009

203128 RDS-Demwo Company - Bank account 51
Balance per Bank Statement @ 30042000
Computed Cash Book Balance @ 30/04/ 2009

7810 Bamlays account 20312854
Balance per Ledoer @ 300472009 480-
Difterence il

This report shows a standard bank reconciliation report. If the figures are correct
and the difference is zero then you may proceed with the next month. If the
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difference is not zero then you must investigate this and correct it before
proceeding on to the next month.

Possible causes of difference can be:

« Lines which are showing as outstanding on the above bank reconciliation
report may, in fact, have cleared the bank and not be outstanding. This can
be corrected by repeating the Matching transactions process described
above

o Perhaps certain transactions have been left in Unposted GL journals. This
can be rectified by posting the journals and repeating the Matching
transactions process again

o Certain items (lines from the bank statement) may not have been entered in
to the General ledger at all (entered in to journal). Clearly these need to be
entered and then matched

« Certain transactions may have been entered incorrectly or may have cleared
the bank account as a different amount to the original leger entry.
Correcting entries will need to be processed and then matched. This may
involve um-matching cetain transactioins and then re-matching them along
with their correcting counterparts. In the case of a bank error where the
bank post a correction in a following month the bank reconciliation can be
left as it is, it will ,correct itself* when the bank post the correcting
adjustment in the later month

Bank reconciliations involving imported bank data

Another way to reconcile bank accounts is to read in (import) transactions from
the bank into the bank transactions table in the Bank account folder and then run
an automatic bank reconciliation process.

The first step is to open up your bank link and save the bank transactions from
the bank (e.g. one month) to a text file and then you import the text file to dkBS.

To import (read in) bank transactions from a text file, select Get bank
transactions from the Bank accounts folder.

Get bank transactions x|

Get bank transactions

Bank tranzactions are imported from a textfile

Testfile name: I Select file |
B arik: - j

Frint statement

HSBC

Llowds TSE
F1 Help Matt/est ar | ESC Cancel |

You enter the name of the saved text file and select the right bank.
Step two is matching bank transactions to General ledger bank transactions.

From the bank accounts folder, select Matching transactions and highlight the
bank account and from the F5 Menu, select Get transactions
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¢ Unmatched transactions (bank and GL}

| >>>| Marked | Date | Balance datel Description | Trans.key | Origin |
J Selection for transactions to be matched x|
Get transactions
Thiz process collects tranzactions for matching of the selected
bank accournt.
Delimitation
Transactions dated: [01/04/2010 —[30/04/2010 [
Tatal for GL: 0.00 I Matched
Tatal for bank: 0.00

I¥ Bank tranzactions
Difference: 0.00 v Unmatched [~ Matched

Matching status I M atched tranzactions I_E
F1 Help r;S_ Menu |

|Records: 0 [

FL Hop | P12 Confim | F10 Cear | EsC Cancel | [

Here you want to read in unmatched General ledger transactions and unmatched
bank transactions.

The matching process is basically the same as done above but you can let dkBS
to the matching by selecting, Reconcile from F5 Menu in the Matching
transactions window.

¢ Unmatched transactions (bank and GL)

|>>>| Markedl Date | Balance date' Description | Tlans.key' Origin | Heferencel Amount

TETEE EFGA CLEARING  DjDC 0 transactio
J oLfo4jen1o | Automatic balancing x| 15440
o1jo4iz010  f ) 195,38
Balance bank triansactions
J pefnajzoin | [ Thiz process rns through all unbalanced tranzactions and 12093
Ozfo4fz010 | [ | balances them according to conditions. 37F.A2
03j04/z010 | | | 119.87
o3/04jz010 | § ) Belbmes iy ) 784.14
O] D = Amount ———
" Date and amaunt " Date
Total for GL: 2,601.78- " Reference and amount
Total for bank: 1,230.87
Difference: 3,832.65- | Slip number of bank hansaction must match GAL posting reference
- Criteria dat 510,201
Matching status [ Matched transactions | & (e Eae j
F1 Help ﬁS Menu\ I_
Bl Hep | B2 Confim | RO clesr | EsC cancel |
|Rec0rds: 1] |

You can start by letting dkBS try to match transactions by comparing date,
reference and amount. dkBS automatically marks each line that matches the
selected conditions. You must look at the transactions that have been marked
and if the difference amount at the bottom is 0.00 you update the matching by
pressing F12 button (or by selecting Update matching from the F5 Menu).

Repeat this process by selecting the next condition (compares date and amount).
If there are still transactions that have not been marked and matched, you must

manually try to match them (you mark each transaction by pressing the space
bar on the keyboard).
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12.Run a VAT return report

dkBS is designed to make tracking VAT easy for you. Once you've entered all
your transactions into dkBS accounts, dkBS can create complete and useful
reports to show your VAT situation.

There are basically three types of VAT reports:

« VAT transactions report. This shows a complete of all your VAT-related
transactions. It includes the VAT and net amounts for each item recorded
with a VAT code in any account. You can use this report to substantiate
your VAT figures if you receive a VAT inspection.

e« VAT summary report. This summarises your business and VAT figures for
VAT period.

o VAT return (VAT 100) report. This show you the figures you need for your
VAT return.

The VAT transactions report (detail report) is an exploded version of the VAT
summary report. If you receive a VAT inspection, your VAT inspector will
probably want to see the VAT summary report first. You can then cross-refer to
the VAT transactions report to investigate specific transactions if necessary.

To print out the VAT return report, go to General ledger — VAT - VAT return
report and select the right VAT period.

E5 Report - ¥AT return report -0l x|
[Kormjaa g paocnfe |
El
Before vou fill in this form pleaze read the notes on the hack and the VAT leafiet 'Filling in wour VAT retum. Fill in all boxes cleady
inink, and wite "none” where necessary. Do not put & dash or leave any box blank . 1Tthere are no pence wite "0 in the pence column.
Do not enter more than one amount inany box £ 4
For official use. WAT due in this period on sales and ofh er outputs 431 2 |68 ‘
1
WAT due in this period on acquisitions from other
‘ EC Member States none ! ‘
Total VAT duerthe sum of boxes 1 are 2)
\ 4312 bs |
1
WAT reclaimed in this period on purchases and other inputs
(including acqu istions from the EC 1148 !67 ‘
\ 3164 01|
1
Total value of sales and all other outputs excluding
ary WAT. Include vour box S fiqure 31457 !55 ‘
Total value of purchases and all other inputs esacluding
arny WAT. Include vour box 3 fiqure 7708 !OY ‘
Total walue of allzupplies of goods and related s envices, |
excluding ary VAT, to other EC hMember States. none

You see the net VAT to pay (or reclaim if negative), shown in box 5.

Once the final VAT return report has been run and printed the VAT return can be
submitted. It is currently not possible to file this directly from dkBS. Instead,
however, the totals from the report should be keyed in to the relevant page on
the HMRC website.

VAT clear-down

Once the VAT return has been finalised and/or submitted to HMRC, it is important
to mark all of the underlying transactions as having been included on the VAT
return so that they can be excluded from any further VAT returns. This is done
by running the “Registration of VAT settlement” process from the VAT folder.
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The dialogue box allows the selection of the relevant period and, if required, to
limit the transactions to be handled to one or more departments. The period will
normally be the quarter relating to the VAT return being submitted. However, if
back-dated transactions from an earlier quarter within the current accounting
period have been included in the VAT return then the start date used in the date
range should be the date of the earliest back-dated transaction. In most case,
the VAT return will relate to the whole organisation and hence the department
field will be left blank.

The VAT settlement process also creates a journal in the General ledger so the
dialogue box allows the entry of a suitable voucher number (VAT-11/09, for
example, being for the VAT return for the quartered ended 30th September
2011). This journal will bring to zero the balance on the VAT control accounts
(those accounts to which transactions of a V" type have been posted by the
system) and post the net difference to a single VAT account (e.g. “VAT settlement
account” or "Amount due to/(from) HMRC", etc.) showing the net amount due to
or from HMRC.

The journal created will comprise 3 lines:
a) a credit to the input VAT control account to bring to zero the balance on
that account;
b) a debit to the output VAT control account to bring to zero the balance on
that account also; and
c) a third entry being the difference between the values in a) and b) above.

The value in c) should equal the amount in "Box 6" of the VAT return and will be
the amount due to / from HMRC.

The journal should then be checked and posted in the usual manner. The entries
on the journal will each be dated on the last day in the VAT quarter. If the last
month in the quarter has been closed for posting then it will be necessary to
temporarily re-open to allow this journal to be posted.

By following this process the input and output VAT control accounts will be
allowed to accumulate VAT transactions during a VAT quarter and will then be set
to zero at the end of each quarter in an orderly fashion, with the resulting
amount due to/from HMRC being shown clearly in a single account containing just
a few accounting entries each year.

Posting the VAT payment/receipt

The payment made to (or received from) HMRC should subsequently be posted to
this single VAT settlement account once the amount has been paid or the
remittance received. By confining these summary quarter-end transactions to
this dedicated VAT settlement account, any under/over payments can be easily
identified and followed-up with HMRC.
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13.Setting up Financial budgets

Budgets can be broken down into two levels that, in turn, can be linked with a
budget model. You can set up several budgets: each department and cost
centre, for example, can have its own budget, which forms the basis for the

company's budget model. This makes decentralized budgeting easy and
manageable.

=-£1 Financial budget

e Financial budget

1= Inguiry
- i_% [hiquiry on transactions

E-B Report
15 Budget
L4 Budget available

You can have 4 different budget models for each financial year. Budgeting for
departments, cost centres or subjects is optional.

Setting up budgets

To access the budgets table, select Financial budget from the Financial budget
folder.

Selection for budget |

Selection for budget

Budast model: IBudget‘I 'I
Budget level: IAccounts A l

I 01./04/2010 -
Acc.peiod  [2011 ] 1/03/2011

Breakdoe: IW i I

Fl1 Help | F12 Confirm | ESC Cancel |

Select budget model, budget level, accounting period and breakdown. For one
accounting period you can have as many as four budgets and you can chose
whether you want the budget to go down to each account or just the sum
accounts. Press the F12 button to confirm and you get a table where you can
start entering budget.

™ Financial budget

Financial budget

It is possible to make financial budget bath far accounts or sum accounts. You can have four different budget
models for each accounting period. Financial budget can be made for a pear, half a year, quarter of year or maonth,

Budget maodel: | Budget 1 Ace. period: 2011
Budget level: | Accounts EBreakdovn: Fanth
Agril hday June July August Sepernber
Mumber and name of account 2010 2010 2010 2010 2010 2010
2100 Purchases |

2200 Consumables

2210 Discounts receivable

2220 “ehicle repairs

2225 Wehicle fuel

2230 Vehicle licences and insurance
2240 Plant hire

2250 Haulage

2500 Repaires to plant and equipment
2510 Contract work

Page 38



When entering the budget amount, enter a negative number for credit amount
(e.g. for sales and liabilities).

By pressing the [F3 Get actls ] button, you can read in actual figures from e.g.
previous year and increase or decrease by a factor each month.

When you have finished setting up budgets, press the F12 Button to save the
budgets.

Budgeting for dimensions: departments, cost centres or subjects
Budgeting for dimensions: departments, cost centres or subjects is optional.
Many people set up budgets just for accounts.

To create a budget for dimension, select Financial budget

Selection for budget ]|

l Selection for budget

Budget model: Budget 1 -
Budget level: Accounts -

i I 01/04/2010 -
Acc. period: 201 u 1032011
Breakdown: anth hd

Jw Delimit by dimension

Dimensions Department -

D epartment; 1 -l
Fl Hep | M2 Corfim | EsC Cancel |

Click [ ] Delimit by dimension and select appropriate dimension type:
Department, Cost centre or Subject and then the appropriate dimension.

Changing budgets
You can always change an existing budget by returning to the Financial budget
window or selecting Inquiries on transactions from the Financial budget folder.

Pre-set budget reports

There are several pre-set budget reports you can choose from. From the
Financial budget folder select Reports — Budget to see an overview of your
budget. Other budget reports are:

Income statement (P&L) and/or Balance sheet overview report. Go to
Financial analysis folder, select Analysis tree and then create a new analysis and
create columns for Budgeted amounts for each month.

k) General Ledger Analysis tree =N o=
General Ledger Analysis tree
Items: Budaet - Apr 03 | Budaet - May 03 | Budast - Jun ‘03 | Budaget - Jul'03 | Budaet-Aug'03 | Budaet-Sep'03 | Budast - Oct'03 | Budas
B @ Operating revenue £,250.00 6,250.00 6,250.00 £,250.00 6,250.00 6,250.00 6,250.00
: & B 6,250.00 ,250.00 6,250.00 6,250.00 ,250.00 6,250.00 6,250.00

B Grants received 0.00 0.00 0.00 0.00 0.00 0.00 0.00
B Gain on sale of fixed assets 0.00 0.00 0.00 0.00 0.00 0.00 0.00
perating expenses 4,95L.00 4,85L00 4,85L.00 4,95L.00 4,85L00 4,95L.00 4,95L.00
B Opening stock 0.00 0.00 0.00 0.00 0.00 0.00 0.00
B purchases 500.00 500.00 500.00 500.00 500.00 500.00 500.00
B Consumables 40.00 40.00 40.00 40.00 40.00 40.00 40.00
BB Discounts receivable 0.00 0.00 0.00 0.00 0.00 0.00 0.00
. 8 venicke repairs 600.00 500.00 600.00 600.00 500.00 600.00 500.00
. -8B vehicle fuel 2,200.00 2,200.00 2,200.00 2,200.00 2,200.00 2,200.00 2,200.00
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This analysis (report) does not compare budgeted amounts with actuals. To do
so, just create a new column with actuals by the side of each budget column.

ik} General Ledger Analysis tree

General Ledger Analysis tree

Items Actuals - pr'09 | Budget - 4pr'09 | Actuals - May '03 | Budget - May '09 | Actuals - Jun 09 | Budget - Jun'03 | Buda:
E- Operating revenue 13,956.96 6,250.00 13,241.92 5,250.00 3,568.27 5,250.00
F-E Sales 13,956.96 5,250.00 13,241.92 5,250.00 3,568.27 5,250.00
E Grants received 0.00 0.00 0.00 0.00 0.00 0.00
E Gain on sale of fixed assets 0.00 0.00 0.00 0.00 0.00 0.00
B 3,605.59 4,951.00 4,551.59 4,551.00 173.33 4,951.00
E Opening stock 0.00 0.00 0.00 0.00 0.00 0.00
B Purchases 570.00 500.00 154.80 500.00 173.39 500.00
E Censumables 0.00 40.00 38.05 40.00 0.00 40.00
E Dizcounts receivable 0.00 0.00 0.00 0.00 0.00 0.00
E Vehicle repairs 996.45 600.00 1,575.51 500.00 0.00 500.00
E ehicle fuel 1,658.66 2,200.00 2,328.85 2,200.00 0.00 2,200.00
- \ehicle icences and insurance 0.00 500,00 0.00 500,00 0.00 500,00

You can print this analysis or send it to Excel.

Income statement (P&L) and/or Balance sheet budget vs. actual report.
Go to Financial statements folder, select Financial statements and then in
Compare with, select Budget 1, 2, 3 or 4 and in Type of comparison, select None,
Percentage, Percentage and amount or Percentage to base. This report has
column for actual amount, budgeted amount and, if selected, shows difference in
pounds and actual amount as a percentage of budgeted amount.

Income statement (P&L) and/or Balance sheet budget by dimension
overview report. Go to Financial analysis folder, select Analysis tree and then
create a new analysis and create columns for Budgeted amounts for each month
and delimit by dimensions.

Income statement (P&L) and/or Balance sheet budget vs. actual by
dimension report. Go to Financial statements folder, select Financial
statements and then in Compare with, select Budget 1, 2, 3 or 4 and in Type of
comparison, select None, Percentage, Percentage and amount or Percentage to
base. On the Dimensions tab select appropriate dimension (department, cost
centre and/or subject). This report has column for actual amount, budgeted
amount and, if selected, shows difference in pounds and actual amount as a
percentage of budgeted amount.

Transferring budgets to MS-Excel

From the Financial budget folder select Inquiry on transactions - F5 Menu -
Export to Excel. You can change the budget and read it back into dk by selecting
from the F5 Menu, Import from Excel.
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14.Setup (look at) Financial statements

These provide, in a single report, an Income Statement, a Balance Sheet and a

series of related “Details” (detailed breakdowns) flowing directly from the Chart of
accounts with a variety of options to make the report flexible, including the ability

to include or exclude un-posted transactions.

Before you run the Financial statements for the first time, you need to set up
some parameters.

From the Financial statements folder, select Financial statements setup

x
General | Other |
Margins
Top: |1D— Lower: I‘ID— Left: |1D—
Headers
Underline
Far income statement: IDEMD COMPANY - PROFIT & LOSS ACCOUNT v
Far balance sheet: IDEMD COMPANY - BALAMCE SHEET a5 at 31 M4 v
For liabiliies and equity: IDEMD COMPANY - BALAMCE SHEET az at 31 Ma Ird
Far detail |DEMD COMPANY - MOTES TO THE ACCOUNTS v
Faonts
Headers: ITi.'m.es New Roman; [Bold]; 12 Select fc-ntl
General headings: ITi.l'n.es New Roman; [Bold]; 10 Select fontl
General lines: ITi.'mes Wevr Roman; [Reanlar]; 10 Select fant |
Bottom text: ITi.mgs New Roman; [Bold]; 11 Select font |
Signature: | Times diew Roman; [old kalic); 10 Select font |
Oither
Signature text: IDemo Company
Mo, of decimals: |2— Factar: |1—
Page numbers v First page number: I'I
Fl Help | F12 Confim | Esc Est |

Complete entering the information in the applicable fields and click the [F12
Confirm ] to save the set up. Now you can run the Financial statements.

There are several Financial statements reports you can select:

« Standard. Standard income statement, balance sheet and details for

selected period, e.g. month(s), quarter, year(s) or YTD.

« YTD comparison. Like standard, but with columns for this year to date, last

year to date, change amount and % change.

o Prev Year Comparison. Like standard, but with columns for selected months

this year, same period last year, change amount and % change

« By Dimension. Like standard and YTD comparison, but with column for

selected dimension (range of departments, range of cost centres or range of
subjects). Amounts are for selected period, e.g. month(s), quarter, year(s)
or YTD.

Budget Overview. Shows budgeted amounts for selected period, e.g.
month(s) or YTD for each income, expense and balance sheet account for
which you have set up a budget.

Budget vs. Actual. Shows income statement, balance sheet and details for
selected period, e.g. month(s), quarter, year(s) or YTD, compared to
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budgeted amounts. If selected, shows difference in pounds and actual
amount as a percentage of budgeted amount.

Budget by Dimension. Compares actual income, expenses and balance
sheet for selected dimension (range of departments, range of cost centres
or range of subjects) with budgeted amounts. Shows difference in pounds
and actual amount as a percentage of budgeted amount.

Example of financial statements reports
Go to General ledger - Financial statements - Financial statements

Report selection - Financial statement x|

Options I Selectionl Miscellaneousl

Prirt
’7|7 Inc. statement [¥ Balance sheet ¥ Details

Compare with: Other accounting period j
Mothing
i Jther accounting perod
Budget 1
Budget 2

Type of camparizon:

Budget 3
Budget 4

Fl Help F& Screen F? Print F10 Clear | E3C Exit |

Printer:  ‘\ap-is-dc-dki1\Rjdnusta prentari F5 Printers |

You can select to print Income statement (Profit and loss statement), Balance
sheet and details, compare actuals with other accounting period or budgets and
select columns for difference in pounds and actual amounts as a percentage of

budgeted amounts.

To create a standard profit and loss statement with balance sheet and details,
choose Inc. statement, Balance sheet and Details, Compare with: Nothing and

Type of comparison: Nothing.
On the Selection tab, select one year.

On the Miscellaneous tab, select Automatic allocation of numbers on details and

Skip items with zero balance.

Report - Financial statements

HK4r N Q& & B Ao¥BHE

E==Een )

DEMO COMPANY - PROFIT & LOSS ACCOUNT

Notes

Vehiderepars
Vehidefud ...
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15.Working with reports

From the General ledger menu select Reports. Then you select the report you

want to run.

=-£1 Reports

%] Transacton repart
5 Woucher ligt
-2 Dimensions

4 Reference hansactions
%] Posted journals
% Trial balance

%] Chart of accounts
=51 WAT

----- 1] VAT categories
----- . \-’.ﬁ.T return repu:urt

E1-E1 Other reports

ﬁ Surnmary by AT categoy
5] Transactions
=] Departments - Tranzactions
T2 Cost centres - Tranzactions
----- -ﬁ Registration of VAT settlernent

----- B Setup

The main reports folder in General ledger shows standard pre-set reports, like
Transaction report, Trial balance report, and Dimensions reports. There are other
reports which can be found under other folders like VAT reports, Budget reports

and Financial statements reports.

Let’s take a look at Trial balance report.

Report - Trial balance EI@
HM4r N Q8 & B AoEBH
RDS -Deme Company -
30010/2011 22:07 BALANCE LIST Page 1
Account Account name Ooenina balance Transactions Debit Credit Final balance
The list is valid for the period 01042009 to 31/03/2010
Printing selecied for accounts: All accounts
1000 Sales 20% o.00 336.70 336.70 0.00 336.70
100 Sales 20% - Nontaxable 0.00 300.00 300.00 0.00 300.00
1002 Sales 5% 0.00 3.300.00- 0.00 3.900.00 3.500.00-
1003 Sales 17.5% 0.00 9.189.82- 5236 9.242.18 9.189.82-
1004 Sales 17.5% - Non taxable 0.00 19,004.43- 0.00 19,004.43 19.004.43-
2100 Purchases o.00 858.19 858.19 0.00 858.19
2200 Consumables 0.00 3B.05 3805 0.00 3B.05
220 ‘Wehicle repairs 0.00 257T1.% 25T1.% 0.00 2571.%
235 ‘Wehicle Liel 0.00 3.887.51 3.587.51 0.00 3.987.51
2250 Haulage 0.00 191.50 191.60 0.00 19 .60 !
4110 Telechone 0.00 615 ¥BAS 0.00 B.15 3
4111 Gas 0.00 7043 7048 0.00 70.43
4120 Stationary 0.00 4538 4538 0.00 4538
4130 Advertising 0.00 35.60 3560 0.00 35.60

This report summarises your debits and credits for each account on your chart of

accounts.
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16.Working with inquiries

From the General ledger menu select Inquiries. Then you select the inquiry
(lookup/query) you want to use.

5 Accounts trangactions
Sy Transactions

= Vouchers

=] References

2] Dimersions

=] Balances

L——_IEI [riquiries

The main inquiries folder in General ledger shows inquiries, like Accounts
transactions inquiry, Transactions inquiry, Vouchers inquiry, References inquiry,
Dimensions inquiry and Balances inquiry.

Let’s take a look at Transactions inquiry. This inquiry will bring up all
transactions in a specific period.

You select the period and press [F6 Load ] to read in transactions.

=
Date: lm —lm m I Show unposted invoices
I~ Show commitrents
Drag a column header here to group by that column
/ |Account |Account name |Voucher |ReFerence ‘Invoice no, |Description |Amount |Depar... |Due date
132,00
1.4.2009 a0 EBarclays account 20312854 EPOET? 200922 AEEVANSLTD 220,80-
| |1.4.2009 a0 Barclays account 20312834 EF71E oo AWML 1.392.36-
| 142009 gran Loan - AMC 12345 [land) 1st m... BP716 AWML 139236
| |1.4.2009 9320 Creditors contiol account EPOEY? CHQ AEEVANSLTD 220,80 1.6.2009
| [1.4.2009 3320 Creditors contiol account FIB37 33525 AE EVANS 220.80- 2.7.2009
| |1.4.2009 9513 WAT on purchases 17.5% PIB37 AE EVANS 20,00
| |24.2009 7E20 Debtars control account CR153 CHQ CUSTOMER RECEIPT 170,00- 12.5.2009
| |za.2009 FE20 Drebtors control account CR153 CCOOPER CUSTOMER RECEIPT 86,00- 12.5.2003
| |2.4.2009 FE20 Drebtors control account CR153 PG MUNDAY CUSTOMER RECEIPT 30,00- 12.5.2009
| 242009 7B20 Debtors contral account CR153 PS GILLARD CUSTOMER RECEIPT 75.00- 12.5.2009
| |z4.2009 FE20 Drebtors control account CR153 0 FREWCH CUSTOMER RECEIPT 86,00- 12.5.2003
0,00
- Customize... §
. o
Fl Help | F2 Browse | F5 Menu | F& Load | F? Print ‘ ESC Exit |
[1:550 | [ [

Now you have all transactions for the period 01/04/2009 - 31/03/2010. Let's
take a look at what you can do now.

Group transactions

(@ Inquiries - Transactions

Diate: |o110412009 —|31;031201u m I™ | Show unposted invoices

[~ | Show cammitments

Dirag a column header here to group by that column

Date £ _lAccount |A-:-:ount name |V0ucher |ReFerence |Invoice na. |Des-:ripti0n |Am0unt |Depar
02/04/2009 7620 Debtors control account CR153 PG MUNDAY CUSTOMER RECEIPT 30.00-
02/04/2009 7620 Debtors control account CR153 PS GILLARD CUSTOMER RECEIPT 75.00-
02/04/2009 7620 Debtors control account CR153 DJ FREMCH CUSTOMER RECEIFT 85.00-
02/04/2009 7620 Debtors control account CR153 J WO CUSTOMER RECEIFT 85.00-
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The dark grey area is what we call a grouping area. You can drag a column
header to that area or right click with the mouse on a column header and select
Group By This Field.

Dirag a column header here ko group by that columt

=|Date £ |P-EEDL"“; Lomemsint S I |voucher  |Reference

02/04/2009 7520 gl 20rt "‘SCE”E"”_'E' CR153 PG MUNDA:
Gz/n4s008 7620 A Sort Desending CR153  PS GILLARL
" |02/04/2009 782g S Sorting CR153  DJFRENCH
" |o2/04/2009 | 7620 CR153  Jw00D

Group By Box

» 20472009 7620

Example:
Let’s say you want to group all transactions by account and then by date, you
drag these two columns to the grouping area.

(I Inquiries - Transactions

Date: [ptjo4jzo08  —[31/03j2010 @ ™| Showunpostedinvoices

[~ Show commitments

BRI
Dake s

= | Date 2 |.0.cc0unt £ |.ﬁ.cc0unt narie |\.|'0ucher |ReFerence |Inv0ice na. |Descripti0n
=l Account: 2100

=| Date : 01/04/2009
01042003 2100 Purchaszes FIESY AE EVANS

~| Date : 09/04/2009
03/04/2003 2100 Purchaszes FIE3E AE EVANS

If this grouping area is not visible, you can bring it up by right clicking on the
transactions area and select Column grouping — Show.

& Inquiries - Transactions

Date: jotjo4jzo0s  —[31/03t2010 m I~ | Show unposted invoices

[~ | Shicw canmmmitments

=|Date /4 |Account | Account name |voucher  |Reference  |Invaice no. | Description | amount |Dep:
29/05/2003 9320 Creditors cortral account PI737 ROUNDABOUT STATIOM... 4298

e e I e
29/05/2003 9513 1735 TCSLEO 309

1 == Hid | Chrl+-alt+F
29/06/2009 | 9513 ce e 1736 TCS LED 056

E Column adjustments

| |29/08/2009 5513 —= : = — ROUNDABOUT STATION... 561
| == Column grouping Showa Chrl+&
| |3ws/2009 4285 ol e TS MIKE HOUGHTON £0.00
30/05/2009 | 9320 orating ' Colapse Chri+AI+C MIKE HOUGHTON £0.00-
= Filk: lecti Ctrl+B
31/05/2009 | #4110 frer selecton MY e L2415 TELECOM 1757
31/05/2009 | 3320 &2 Export to., > Fi714 29659 415 TELECOM 20.20-
/0542009 9513 5 Print Chrl+F by714 215 TELECOM 2E3

Note. The shortcut key for the grouping area is Ctrl+G. By pressing this shortcut
key you can toggle the grouping area on and off.
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Let's now take a look at the lower part of the transaction window.

N/06/2009 9513

WAT on purchases 17.5%

FI714

A5 TELECOM

263

P2

02/06/2009 | 7620 Debtars contral account CR163 FPAYMENT CUSTOMER RECEIFTS 1.a01.21- 03/07/2009
02/06/2009 | 7810 Barclays account 20312834 CR1E3 CUSTOMER RECEIPTS 1101241
03/06/2009 2100 Purchages PI732 AEE1 Flagn AE EVANS 99.35 03/07/2009 P2
0.0 o
Customize... )
-
b |
F1 Help | F2' Browse F3 Menu | F& Load F? Print ESC Exit

[s1@m50 |

Filter transactions
The dark grey area is the Filter area. By pressing the button [Customize... ]

brings up a Filter. Another way to filter is by pressing the arrow button on the
column header and select (Custom...).

{1 Inquiries - Transactions

Date: ||:|1,|'|:|4,|'2|:n:|9 —|31,|'E|3,|'2E|1E| @ [T Show unposted invaices
[ | Show commitments
=|Date ¢ |account [+ | Account name |voucher  |Referen
23/05/2003 LAl * |Creditors control account PI737
29/05/2009 - PRSI [T on purchases 17.5% PI715
1000
29/05/2009 ™ 1001 WAT on purchazes 17.5% P75

Example:

Say you want to filter all transactions with amount 10 to 200. You click the
button [Custom... ] and type in:

E;Filter builder - [untitled.fit]

Filker

AMD  <rook:

------ J Amount  is greater than or equal ko 10,00

J Amount s less than or egual ko 2

press the buttan ko add a new condition

Open...

| Save As...

Ik

Cancel

Apply

Then press the [Apply ] button and if you are happy with the result you press the

[OK ] button.
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If this filter area is not turned on, you can always turn it on by right clicking and
select from the drop down menu Filter selection.

Note. The shortcut key for the filter area is Ctrl+B. By pressing this shortcut key
you can toggle the filter area on and off.

7200 (V000 prim—— < 12255 [e06 e
7.4.2009 100 SR-003865 | 5004 3865 I
742009 TE20 == e columns - Chrb+Al+F SR-003865 | 0001 3865 I
I E Column adjustments 4 )
L 7.4.2009 9531 =| ol e y |SR-003265 5007 38ER I
v Total line ChE+S
_‘|— Filter selection Ckrl+E
Fl Help | F2 Browse l‘ﬂ Export k... * F? Print | E3C Exit |
|42:550 | % Print Ctrl+p

Now turn your attention back to the inquiry and the transactions.

{dk) Inquiries - Transactions EI
Date: 01/04/2009 —|31/03/2010 m [T show unposted invaices

| @ Dep... |Due date |

| [@ voucher | (@, Reference | [E, Invoice no. | Description

AEEVANSLTD -220.80

200322

Barclays account 20312894 BPOETT

Fa10 Barclays account 20312894 BFY16 [a]i] AMC -1.392.36
g720 Loan - AMC 12345 (land) 1st... BFF16 AMLC 1.392.36
5320 Creditors control account BFOE77 CHO AEEVANSLTD 22080 01/06/2003

And look at following buttons:

T————— 1 You can sort the transactions by clicking on a column button. That
column becomes yellow.

-_—r You can drill down (or go to the origin) by clicking the magnifying glass
SR o a button.

|@Amun@ This is a filter button. By clicking it you get a drop-down menu,
where you can select (All), (Custom...) or just click those items you

want filtered.

=| This button brings up a list of all columns you can show or hide. Those
columns that are already marked are the ones that are shown in the
inquiry, like Date, Account, Account name, Voucher, Reference, ...

Another way to hide or remove columns is simply to click on the column and drag
it up from the column line, above the grouping area

Date: |01I04!2009 —|31J03I2010 m Shiow unposted invoices

Account e hd

=|Date Description
| |n1xn4xznns 2100 Purchases AE EVANS
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F5 Menu From the F5 Menu you can select Setup and Transaction notes.

_ To print the transactions. The report has the same columns as is
F? Print . . . .
shown in the inquiry. This means that you can create your own
report with those columns and subtotals you want.
Let’s take a look at other menus that you can bring up.

By right clicking on a column header you get the following menu

| @ voucher | [E Reference | [E, Invaice no.

£} Sort Descending BPOET7 200922
Clear Sorting BFY1G i)

/0442009 | 2100
" |m/ogszo0e 710
| |m/oar2008 7810
- |m/oasoo0s s7z0

| = Group By This Field . BFT1E
/0402009 | 5320

Group By Box . BPOEY? CHIE |
EH N =N

1 Footer FIES?

/0442009 |9813

" loziodaszons 7620 Sy Fraize CRIE3 CHE
" |ozvoaszons 7620 Remove This Column CR153 C COOPER
" |nz/4s2008 7820 | @ Field Chooser CR153 P& MUNDAY
" |ozioaszoos 7620 _ CR153 PS5 GILLARD
— Alignment L4

02/04/2009 7620 | _ CR153 DM FREMCH

W Best Fit
Best Fit (all columns)

Fl HE'E | F2 Brovee I I MENDT T e LoEn | F? Print | E3C Exit |

These menu items are self-explanatory. We have already talked about Group By
This Field and Group By Box (Show Column Grouping). Remove This Column
hides the column you right clicked on. Footer is the blue total line.

By right clicking anywhere on transactions you get the following menu

]
| @, Account | Account name | @ voucher | [@, Reference | [, Invoice no. |
2100 Purchaszes PIES?

7810 Barclays a o Show columns Ctrl+Alt+5

a7a0 Loan - Akl =@ Hide columns  Ctrl+Alt+F

9320 Creditors of [ Column adjustments Yo

9320 Creditors of =] Column greuping b 33525
3513 VAT onpul o Total line Cirl+§

7620 Debtars cq Filter selection Ctrl+B 4

7620 Debtors co } OOFER

7620 Debtars o &2 Exportto.. Y i MuNDayY

7820 Deblors og (9 Print CerleP TG 14RD

7620 Debtars contral accaount CR153 0J FREMCH

These menu items are self-explanatory. We have already talked about Column
grouping (Show) and Filter selection.

Export to... allows you to export transactions to Excel, Html, Txt or XML.

You can also bring up this menu by selecting from the F5 Menu, Setup.
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Let’s take a look at the print out. As mentioned above you can look at this
inquiry as a simple report writer. Where you can select columns and group them
with subtotal. You can filter the transactions. You can define the report layout.

Example:

Say you want to print all the accounts belonging to Cost of sales for one
accounting period. You drag the Account column to the grouping area, click on
the filter button on the column and mark all accounts in the range 2000 - 2685.
Then click the [F7 Print ] button and you get the following print menu

Printer
Mame: ﬂ \\ap-s-dc-dk01\Skriftofa Raggi og Daddi Properties...

Status: MNetwork. ..
Type: HP Universal Printing PCL 5 (v5.0)

Where: 192,168, 206.240

Comment:

Print to File
Page range Copies
« Al Mumber of Pages:
Current Page Mumber of Copies:

Pages:; 1-1 Collate Copies
Enter page number and/or page ranges
separated by commas. For example: 1,3,5-12. M A2 [ 42
Page Setup... Preview... Cancel

You select Preview... and you get the following report
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B Print @ B Format -~ ﬁ Whole Page Q B Lﬁ)‘ﬂ B @

4 Print Dialog % Background - Two Pages
age
IzﬁE}(por‘tTo PDF Setugp... [=4] Fit to Page @Pages =

Output Format Zoom ] MNavigation Preview

Navigation | [Z] | Close Print
= Preview

11mm Right: 11mm Header: 6.5mm Footer: 6.5 mm

30 oktdber 2011 11:38
a |[E, Acc.. [E, Voucher | [, Reference | [, Invoice ... | Desci

BIE9T AEEVANS

AEEVANS

AEEVANS

0B/05/2000 AEEVANS
03/06/2000 AEEVANS
24/06/2000 AEEVANS

Account : 2200
26/05/2000 | 2200
26/05/2000 | 2200

Account : 2220

26/042000 | 2220 TOM INGRAM
30/042000  |2220 JLALLEN
12/05/2009 JLALLEN
20/05/2009 SARACENI TYRES

ELTEE LY nr TUDT T r

= of 2 Pages Paper Size: 210.8 mm x 297.2 mm Status: One or more margins are set outside the printable area of the pag
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17.Working with analysis

There are powerful analytical tools in General ledger. The analytical applications
are functioning from the beginning and there is no need for a long and

troublesome setup process with following experiments and tests. It is very easy
to monitor the “big picture” and drill down into the data to specific transactions.

From the General ledger menu select Financial analysis.

E-E1 Financial analysis
4B Analysis tree
2 GL Fund analysis tree

B Key ratios

Analysis tree
Select the Analysis tree and you get the following window

fik) Financial analysis EI@

Financial analysis
It iz pozzible to setup marw financial analyzis and view the data fram mary

different azpects.

Actual ws. Actuals Actuals 2017 - Budget Cost centre Run
Budgst -A... 2006-2011  Monthly Qvw... Overview - A Overview...
e Add
_"—‘J::' Change
Department
Overview... Delete
Copy |
Rename }
T it | Fl Help |

You can create as many analyses as you want. To create a new analysis, select
Add from the F5 Menu.
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[ Setup for analysis tree colun LJ.

Calurng for analyzis tree |

— Column zetup
Columns

Type af calumn
’75" Amaunt ' Percentage " Difference  Formila

-Apr'09
- May '09

Tu?gga Figures origin: IActuaI fig. vI

-Jun'09 ; I—;l
_Ju'ng Budaget model: Budget 1

'g:g ,gg B Budaet level: IAccounts - l

-0ct'09 b I l 01,/04,/2003 -
-Ngv o Aec. period: 2mo = aenin

Maorths from: |4_ To |4_
Mew Delete |
¢ Include opening balance
Change name... |

I Include from unposted jourmals
I Include vendars invoices

Factar: I 1.0000

I~ Delimit by dimenzio

Dirnenzion: I o I

Fl1 Help | F12 Confirm | E3C Euit I

In this setup several column have already been created. To create a new column,
just click the New button, enter a name for the column and then choose the
column type: Amount, Percentage, Difference or formula. You must specify
whether you want the figures to be actual figures or budgeted figures. You must
specify the accounting period and the month(s). Then you can include opening
balance, include from unposted journals and include unposted vendor invoices. If
you are using dimensions, you can delimit by them.

To save the setup click the [F12 Confirm ] button and give the analysis a
meaningful name

Analysis tree Iiudget vs. Actual

ENT Confirm | ESC Exit

To run the analysis just double click the analysis or right click the analysis and
select Run. Let’s take a look at this analysis, Budget vs. Actual for months Apr
2009 - Mars 2010. You double click the analysis and get the following window

k) General Ledger Analysis tree

General Ledger Analysis tree

Items | #ctuals - 00'09 | Budget - £or'09 | Actuals - May '09
13,956.98 6,250.00 13,2492
H-C1 Operating expenses 3,605.59 4,951.00 4,551.59

----- @ Operating profit (loss) 10,351.37 1,299.00 8,690.33
H-C] Financial income and expenses 0.00 0.00 321.61-
-1 Other operating items 0.00 0.00 0.00

----- @ Total prafit (loss) 10,351.37 1,299.00 8,368.72
-8 Fixed assets 0.00 0.00 0.00
H-E1 Current assets 3,458.97 0.00 29,007.80
H-E1 Owner's equity 9,2494.82 1,299.00 17,311.79
H-C1 Long term liabilities 3,213.73- 0.00 15,730.80
H-E1 Current liabilities 2,571.12- 0.00 4,034.79-
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You see a compact overview of the financial statement. To expand it click the [+]
button. To drill down to transactions, just double click the highlighted account
name or select Transactions from the F5 Menu.

Ikems Actuals - Apr'03 | Budget - Apr ‘03 | Actuals - Maw '03 | Budget - May '03 | Acl
F-31 Operating revenue 13,956.96 65,250.00 13,241.92 5,250.00
EHB Operating expenses 3,605.59 4,951.00 4.551.59 4,951.00
- Opening stock 0.00 0.00 0.00 0.00
B 570.00 500.00 154.80 500.00
0.00 40.00 38.05 40.00

- Consumables

You can print the analysis tree by pressing the F7 Print button. You can print the
analysis tree as it is seen, only the first level or all levels (the tree fully
expanded).

You can export the analysis to excel by selecting from the F5 menu, Export to >

Excel.

You can see the figures on a graph for the highlighted account name by selecting
Graph from the F5 Menu

) Graph

To0

100

RDS - Demo Company
Purchases

60041

500 1]

400 ]
200 4]

200 4

vl A AIA |

0
Actuals - Apr 08

Budget - May '08  Actuals - Jul'0%  Budget - Aug 0%

B E-UUI 500 EUUI 500 EUUI 500 "

Actuals - Oct '09

Budget - Dec "08

Budget - Mar “10

F& Screen

=)

570 Actuals - Apr 0%
E00 Budget - Apr 09
[ 154.8 Actuals - May "08|
E00 Budget - May "09
[1173.39 Actuals - Jun 09
500 Budget - Jun '09
0 Actuals - Jul 09
500 Budget - Jul"09
0 Actuals - Agu 09|
500 Budget - Aug "09
0 Actuals - Sep 0%
500 Budget - Sep'08
0 Actuals - Oct 09
500 Budget - Oct 08
£00 Budget - Nov "09
S00 Budget - Dec 09
S00 Budget - Jan 10

UONEONNENmNER

500 Budget - Feb 10

| ESC Exit |

F? Print

You can print the Graph by pressing the F7 Print. The F6 Screen button prints the

Graph

to the screen.
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Key ratios
Select the Key ratios and you get the following window

{dk) Financial analysis EI @

Fin_ancial_an-alysis
It iz pogsible to setup many financial analysis and wiew the data from many

different aspects.

F3 Meru | ESC Euxit | F1 Help |

You can create as many key ratios setup as you want. To create a new key
ratios, select Add from the F5 Menu. You create the column the same way as in
the analysis setup. When you have created the key ratios, click the [F12 Confirm

] button to give it a name and save it.

To run the key ratios, just double click on it or select Run from the F5 Menu.

{dk) General Ledger Key ratios EI@
Key ratios | 2007 | 2008 2008 | 2010
- ([EBITDA) Earnings before interest, tax and dep'n. og assets 42,726 65,103 50,939 23,127 -
- Profit before financial items and taxes 42,726 65,103 50,939 23,127 N
- Total profit (loss) 40,533 57,261 43,147 22,805
2R Return on sale 0B% % 7.20% 7250%
- Profit before financial items and taxes 40,593 57,261 48,147 22,805
“- Operating revenue 99,664 129,277 102,012 31,458
[- Return on sale 42.87 % 50.36 % 49.93 % 73.92%
[#- Return on investment 432,55 % 230,22- % 1,075.24 % 65103 %
[+ Return on equity 149.68 % 507.70 % 131.00 % 7443 %
[#- Earnings per share 0.00 % 0.00 % 0.00 % 156.71 % L
- Inventory turnover [%] 0.00 % 0.00 % 0.00 % 000%
Inventory turnover [days] 0days 0 days 0 days Odays
[H- Receivables turnover [%] 0.00 % 0.00 % 0.00 % 0.00 %
Receivables turnover [days] 0days 0 days 0 days Odays
[#- Fixed assets turnover 4.43 11.36 8.96 0.00
[- Assets turnover 10,62 5.20- 227 0.84
[- Current ratio 0.87 4.47 0.41 6.45-
[+ Quick ratio 0.87 447 0.41 6.45-
[+- Equity ratio 2.89 0.45- 8.21 0.82 L4
[#- Accountable value of shares 0.00 0.00 0.00 211
[#- Price-earnings ratio 0.00 0.00 0.00 0.64 -
F? Fiint | F3 Menu | E3C Ewxit | F1 Help

You can print the key ratios by pressing the F7 Print button.

You can export it to Excel by selecting from the F5 Menu, Export to

- Excel.
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Appendix

Closing an Accounting period

It is possible to close a whole year or individual months within dkBS in order to
prevent any unauthorised postings to be made within General ledger and hence
to protect the existing account balances from unwanted changes. These periods
can be re-opened and re-closed at any time. The process should, therefore, be
limited to the menu of the Admin user or someone in overall charge of Finance
function. If a period is re-opened and changes are made after having run the
opening balances process for the succeeding year then the opening balances for
that period should then be re-run.

Closing a period
To close either a month or a year, select General — Accounting period. Select the
relevant accounting period and press enter to open up the registration cards.

Joumnal '_
Chart of accounts | ©k) Accounting period
Inguines
E,:?Dﬂs I EE 01/04/2005 | 31/03/2006
Financial budget J 2007 01/04/2006  31/03/2007
Bank accounts J 2008 01/04/2007  31/03/2008
Cash Book _Jeoos  oyo4/zons 31/03/2009

Financial analysis
Financial statemen —I- 20 01/04/2005 | 31/03/2010

| Dacuments and te ,_

>>>| D | Period begins| Period ends | Period cloged |Januar_l,l| Feblual_l,l| March |

Processes J on1z| @& Accounting period
8 Setup 1
: —_— 0170442010 3170372011
Fl1 H

i i Clozed for registration
Records: 7 Accounting period J Cloged for sale and purchaze

i r
February I~

S Registration of balances
B General settings tarch I
April I
hd ay I
June -

To close the year simply click the box Period closed on the Accounting period tab;
similarly, click the relevant boxes adjacent to the relevant month(s) you wish to
close from the Closed for registration tab, as shown above. Press F12 to save
these changes.

It would be normal practice to close a month after all of the bank reconciliations
have been correctly performed. It would also be normal practice to close all 3
months relating to a VAT return quarter once the return is ready to submit to
HMRC. The final months(s) or the period as a whole may be closed at various
times during the year-end accounts preparation process as appropriate and
certainly once the final opening balances are ready to be transferred in to the
following period.
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Opening balances

The “Opening balances” process can be found within the Processes folder of the
General ledger (GL). It creates an un-posted GL journal where each line carries
the opening balance of each GL account with a closing balance in the current
accounting period. Where dimensions are used, a journal line entry is created for
the balance of each dimension relating to each account.

Create the opening balances journal

In the diagram below, 2012 is the new financial year in to which the opening
account balances are to be posted. In this example, GL account 8400 is the
opening reserves (accumulated profit and loss) account.

Opening balances
Ez] Chart of accounts

&1 Inquities Opening balances
£ Repots Balance Sheet balance must be transfemed between accounting
'"t' VAT penads and this process performs such transfer. |t can be caried out
@1 Financial budget as often as is necessary because previous journal iz deleted when new
-7 Bank account journal is created.
£ Cazh Book
21 Financial analysis
B Financial statements Opening balance period: 2mz II 01./04/2011 - 3140372012

Documerts and templates

£ Processes Text for journal tranzactions: |D|Jenlng Balances 1/4/2011
-4 Upening balances Account for profit and lass: 2400 .l Retained samings
-0 Imparting oumals
i -2 Exchanges rate differend)
-3 Setup Department | Cost centre ] Fund ]

Department for profit and loss: i ll General department

I~ Merge opening balances to one department

j.

Fl Hep | M2 Confim | ESC Cancel

Dimensions
a) Departments

Where departments are used, the system will automatically break-down the
opening balance brought forward on each account by department. However, the
system offers two options to the user:

« the opening reserves (profit and loss) account can be consolidated in to one
department, such as a general department, code 0; and/or

« all opening GL account balances balance can merged in to one department
and be brought forward under a single department.

This latter option is used where accounts need to be analysed by department
within accounting periods but where the split of cumulative running balances by
department across different accounting periods does not need to be maintained.
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[ |
Department | Cost centre] Fund ]
Department far profit and loss: a II General department
[~ Merge opening balances to one department
].
Fl Help | F12 Confirm E3C Cancel

b) Cost centres and Funds

Unlike departments, dkBS will not break-down opening balances by either
cost-centre or fund unless this is selected via the first tick-box on the
relevant tab. Where this option is selected, the user can then limit the
breakdown by cost centre or fund to just the opening reserves or profit
and loss brought forward account.

Not-for-profit organisations will tend to use funds as their primary dimension
code. They will normally choose to breakdown only the opening reserves brought
forward account by fund and leave the rest of the balance sheet either without a
fund code or just one, general fund code.

GL Journal

The resulting GL journal is known as a , system generated" journal and carries an
identity in the header of ,0S"™ (denoting operating system). This has the effect of
preventing the user from making changes to any of the fields (except for the
voucher and date fields).

k) Journal entry

Dezcr.: | Opening Balances Acc. period: W Identity: ]057 Normal
>>| Date | Text | Youcher | Type | Account | Reference | Amount | VAT |
01 1 |Opening Balances 1f 111 Ledger 8740 13,782.97-
0 0 9320 8,113.56
9512 3.52
9513 45.15
1 9531 42
Check registration 195,00-
Print registration 4,279, 10-
01 s 1 Post registration 339.18
L |01/o4/2011 g Balances 1f Browse transactions Ctrl+T 22,805.36-
| N recwih ine cerer [ N
[+] | :
| Set vouchers I
Reverse voucher Total dehit: E0.56
Change dates Total credit: E0.56¢

Before the journal can be posted in to the new accounting period the lines must
be given a voucher entry. The process to ,set vouchers"™ can be found from the
list under the F5 Menu button as shown above. The user is given a number of
different options but the simplest and recommended option to make the following
entries, after which the journal can be checked and posted as normal.
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Re-running opening balances

The opening balances process can be run and re-run as many times as is required
until the correct figures and dimensional split are established. Each time a new
opening balances journal is posted the previous version is overwritten.

It is recommended, therefore, that the opening balances are run up to at least 3
times as follows:

« As soon as the first accounting entries are to be made in to the new financial
period;

« As soon as the accounts from the previous financial period are ready for
audit (independent examination); and

« After the audit or independent examination and once the previous financial
period has been finalised with any agreed audit adjustments

Once the final, audited, balances have been brought forward the previous
accounting period should be closed.

Should it be necessary, say, in the case of a prior year adjustment, it is possible
to re-run opening balances across several accounting periods. The only prior
requirement is that the relevant accounting period (year and month) is
temporarily re-opened.

Currencies

Before you can start handling foreign currencies, you must activate currencies by
going to General - Company - General settings... and click “Use currencies” and
enter Company base currency. If dk Business Solutions is set up locally, then it is
ok to skip “Use own currency table”, but if it is set up in an ASP environment,
then that must be checked.

Then got to General — Currencies — Currencies and set up currencies for those
currencies that are needed and exchange rate.

Then all accounts where transactions in foreign currencies are entered must be
properly set up.

Go to General ledger — Chart of accounts and on every appropriate account select

the Currencies tab, click “"Use currency”, “Allow exchange rate adj.” and enter
Currency.

It is good practice to click “Fixed currency”.
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“Every branch of knowledge has its fundamentals
discovery. In mechanics it is the wheel, in science
fire, in politics the vote. Similarly, in economics, in
the whole commercial side of man’s social
existence, money is the essential invention on
which all the rest is based.”

Sir Geoffrey Crowther (1907 - 1972)
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