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About This Book

This book is intended for management-level and staff-level users of the
Financial Management System (FMS™). It contains instructions for
setting up the FMS application, entering and approving routine financial
transactions, performing month-end closing procedures, and maintaining
vendor records.

This manual discusses the routine tasks that typical users perform. It
does not provide instructions for running financial reports, performing
year-end processes, or operating the IBM AS/400* system. To obtain
detailed information about FMS programs not discussed in this manual,
see the following publications:

® Financial Management System Year End User’s Guide
B Financial Management System Report Writers User’s Guide
B Financial Management System Sample Reports

Copyright © National Computer Systems, Inc. 1991, 1999 Confidential Information iii



iv Financial Management System User’'s Guide

How This Book Is Organized

This book is organized into the following chapters:

Chapter 1, “Planning Your System,” provides an overview of the FMS
application and introduces the topics you need to consider as you plan
your system. It also illustrates how the FMS application shares
information with the other CIMS® lIl financial applications.

Chapter 2, “Using the General Setup Programs,” explains how to use
the programs that apply to setting up the FMS application as a whole.
These include your general management options, defining control
documents, and testing your financial setup status.

Chapter 3, “Defining Your Chart of Accounts,” explains how to define
your chart of accounts, including subledgers, journal titles, account code
format, and beginning account balances. This chapter also helps you set
up a level of system security by limiting access to account elements.

Chapter 4, “Setting up Control Accounts,” describes how to set up
and use special control accounts.

Chapter 5, “Using the General Ledger Module,” explains how to make
journal entries and perform month-end closing. It also presents the special
programs you can use to make adjustments to the general ledger.

Chapter 6, “Using the Purchasing Module,” explains how to create and
maintain purchase order requisitions and purchase orders and discusses
the differences between the two. The chapter also discusses how to
maintain your vendor records.

Chapter 7, “Receiving,” explains how to enter and print information
about the merchandise you receive.

Chapter 8, “Working with Accounts Payable,” explains how to enter,
print, and post invoices, created with or without a purchase order.

Chapter 9, “Working with Cash Disbursements,” explains how to
generate continuous form checks for Accounts Payable invoices. It also
describes how to record manual and voided checks, and how to
reconcile your bank statement.

Chapter 10, “Entering Cash Receipts,” explains how to record bank
deposits and print a list of cash receipts.
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Appendix A provides a description of the accounting principles in the
FMS application, with sample accounting entries for typical transactions.
Appendix B describes two cash transfer methods. Appendix C provides
a list of annual and non-annual files in the FMS application.

The Index to this manual lists all the commands, and special terms
discussed in the manual.
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Conventions Used in This Book

This book follows specific conventions for presenting different types of
information such as field names, program names, and key names. The
following table describes the convention for each type of information and
provides an example of its usage.

New terms

Field names

Characters

you type

Locations on
your screen

Keys you press

Default values

When a term is used for the first time in this book,
the term is bold-faced, italicized, and then defined
briefly. For example, when “field” is used for the
first time, the term is bold-faced and italicized:

Each screen in the Financial Management System
contains information in limited areas known as
fields. A field may present information for you to
review, or it may present a place for you to type
information.

Field names are italicized whenever they are
referenced. For example:

Type a 1- to 9-digit identifier in the Vendor Number
field.

Whenever you are instructed to type one or more
characters on the keyboard, the characters appear
in bold-face. For example:

Type A on the first line.

A white number on a black background in
instructions refers to a particular point on your
display screen. It corresponds with the identical
number on the representation of that display
screen that you find preceding the instructions. For
example:

Type a vendor name at @.

Whenever you are instructed to press a key on the
keyboard, the key name appears in a key replica.
For example:

Type the total amount of the invoice at ® and
press .

Whenever instructions identify a default, the value
appears in bold-face type. A default is a value that

a system assumes if no other value is specified.
For example:

The default is N.
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Planning Your System

To manage the business side of your school or district effectively, you
need quick, easy access to current, accurate financial information. You
need a financial system that can manage your complex fund-based
accounting. You need a flexible system that will let you decide which
account code format to use. Finally, you need a comprehensive system
that can provide you with a complete picture of your financial status at
any time, so you do not have to reconcile information from several sources.

The CIMS Il financial applications are designed to meet these needs.
These financial applications work together to provide a flexible,
interactive, integrated set of tools to help you do your job.

There are five CIMS lll financial applications:

Financial Management System (FMS™)
Employee Management System (EMS™)
Warehouse Inventory System (WHS™)

Fixed Asset Inventory System (FAS™)

Human Resource Management System (HMS™)

This guide discusses planning, implementing, and using the Financial
Management System, which is the basis for all of the CIMS lll financial
applications.
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Working with FMS

The Financial Management System is a modified double-entry accrual
accounting system designed for governmental accounting organizations.
This type of system posts a debit entry to an expense account when a
charge is incurred (for example, when an invoice is posted) rather than
when a check is written. The offsetting credit entry is posted to a liability
account, which then accrues, or accumulates, a balance. This liability
entry is liquidated automatically when you write checks for the accrued
invoices.

The FMS application consists of six smaller subsystems or modules that
work together and share information. These modules are described
briefly below.

General Ledger Maintains accounting journals for all CIMS Il
financial applications. The General Ledger report
writers allow you to create and print user-defined
financial reports.

Purchasing Prepares and prints purchase orders and purchase
requisitions. A purchase order is an order for
goods or services. A purchase requisition is a
request for goods or services.

Receiving Records receiving information and prints receiving
logs. Receiving information can be used by the
Cash Disbursements module to determine when
invoices are ready to be paid.

Accounts Payable Maintains and accrues vendor invoices.

Cash Determines when invoices should be paid and

Disbursements prints continuous form checks for these invoices. It
also records manual checks and voided checks.

Cash Receipts Records cash receipts and prints cash receipts
listings.

The FMS application uses Generally Accepted Accounting Principles
(GAAP) to record all transactions. FMS also maintains a comprehensive
audit trail so you can easily research transactions recorded on the
system.

The FMS application provides a simplified method for double-entry
accounting. For most transactions you enter half of the accounting entry
and FMS automatically enters the offsetting side of the entry. The FMS
application makes the appropriate entries based on information that you
provide when you set up your system. This means less work for you and
reduces the chance of making data entry mistakes.
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In addition to providing increased accuracy of accounting records, the
FMS application enables you to obtain financial reports quickly and
easily. There are many standard reports, as well as report writers that
enable you to design and print custom reports. Like all CIMS lII
applications, you can use the Application Control System to customize
your FMS menus for individual users. You can assign each user
assigned to only those modules or programs that are required for his or
her specific duties. This way, users are not forced to search through
programs they never use in order to find the ones they need. This
method also provides strong internal control over the system, since users
can only access those programs included on their individual menus.

How Information Flows in FMS

| Requisitions |

Purchase Orders

Receiving Log

| Receiving Entry

Re! Fs'(t)'(sr?téntr I Receivmg
quisiti - -
Vendor Maintenance Module ) (‘%}
Purchasing JJ} _T Accounts
—
Module Payable

Month-end Closing
Journal Entries

GLegeral Check Writer
Me dg?r Voided Check Entr
P —— (5) odule Manual Check Entry
Cash
Cash T Dispursements
Receipts Module
Module (4] 6
Financial
Cash Receipts Reports Continuous Form
Listing Checks
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The Purchasing module maintains vendor and purchase order
information. When you create a purchase order, the system
automatically encumbers (or reserves) a portion of the budget for
all general ledger accounts listed on the purchase order. When you
create a purchase order requisition you can check for available
budgets. However, the system does not encumber budget
accounts until a manager approves the requisition and creates the
purchase order.

The Receiving module maintains information about the goods you
receive. It checks the items you received against the items you
ordered on your purchase order to determine if the order is complete.
The Accounts Payable module handles vendor invoices. Invoices
are entered in batches and accrue in the system until they are
ready to be paid. The system determines when to pay invoices
based on:

- The age of the invoice.

- The vendor priority. You can assign priority levels (1-9) to
individual vendors and select the vendors to pay by their priority.

— Whether the items have been received and recorded in the
Receiving module.

- Other criteria that you establish for individual vendors or
invoices, including whether the invoice should be considered as
a 1099 invoice.

When you post an invoice, the system automatically debits the
expense accounts for the items purchased and credits the liability
account for the vendor. If you post an invoice against a purchase
order, the system automatically closes the encumbrance entries in
the general ledger budget.

The Cash Receipts module records bank deposit information and
then records the information in the general ledger by debiting the
appropriate general ledger bank account, and crediting the
account you identify.

The General Ledger module maintains all the accounting journals
for the financial system. It receives information from other modules
and updates the accounting records to reflect this information. Its
powerful free form report writer lets you create custom financial
reports.

The Cash Disbursements module prints continuous form checks
against vendor invoices. You can also enter manual checks against
invoices or manual checks directly to a vendor. It debits the
outstanding liability balance and credits the general ledger bank
account. In the case of a direct check, the system debits an
account you identify (an expense account, for example) and credits
the general ledger bank account.
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FMS Accounting Entries

Chapter 1

Planning Your System

Activity Journal Entry

A Purchase Order Entry Encumbrance Exp**** Encumb*
PUR.410 Purchasing A A
Encumbrance Creation

B Invoice Posting Encumbrance Encumb* Exp****
ACP660 Accounts Payable B B
Encumbrance Liquidation

B Invoice Posting Transaction Exp**** A/P**
ACP660 Accounts Payable B B
Expense Recognition

C Check Writing Transaction A/P** Cash***
CDS.610 Cash Disbursements C C
Reduction of Cash

D Cash Receipt Transaction Cash*** Rev****
CRS.401 Cash Receipts D D
Revenue Recognition

E Journal Entry Transaction o delelelel Vo delelelel
GNL.401 General Journal E E
Entries are user-defined

Legend: * Automatic Entry from Keywords

**  Automatic Entry from Vendor Record
***  Automatic Entry from Bank Identifier

**** Qperator Input/Review
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File Allocation Design

To protect the integrity of posted invoices and check writer processing,
the system temporarily disables access to the following programs under
the circumstances described below.

While ACR660 - Invoice Batch Posting is running, you will not be
able to run the following programs until the posting process is
complete:

m CDS.401 - Manual Check Entry

m CDS.421 - Check Voider

m CDS.610 — Check Writer

B CDS.626 — Bank Reconciliation File Purge

B CDS.620 — Bank Statement Input

m CDS.674 — Load Bank Reconciliation File from Tape

If any one of the following programs is running:

m CDS.401 - Manual Check Entry

m CDS.421 - Check Voider

m CDS.610 — Check Writer

m CDS.674 — Load Bank Reconciliation File from Tape

the following programs will not run until processing is complete:

m ACP660 - Invoice Batch Posting
m CDS.610 — Check Writer
B CDS.626 — Bank Reconciliation File Purge

If any of the following programs is running:

m CDS.610 — Check Writer
B CDS.626 — Bank Reconciliation File Purge

the following programs will not run until processing is complete:

m ACP660 - Invoice Batch Posting

CDS.401 - Manual Check Entry

CDS.421 - Check Voider

CDS.610 — Check Writer

CDS.620 - Bank Statement Input

CDS.674 - Load Bank Reconciliation File from Tape

File Allocation and the Payroll Processor

If CDS.610 — Check Writer is being run in the FMS application, and
PAIL.600M - Payroll Processor is running an actual payroll in EMS, the
payroll may not complete. In this situation you could receive a message
informing you that the objects needed to run payroll are currently in use
by another job and to try your request later. This situation could occur if
the payroll processor tries to assign check numbers at the same time as
the file is already allocated for the FMS check run.
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Planning Your Implementation Schedule

It is important to determine at what time of the year to implement the
Financial Management System and the other financial applications. You
can seriously overburden your system and your employees if you attempt
to implement all aspects of the financial applications at once. Of course,
the time of year you purchase your system and the requirements of your
school district both play an important role in your plan to implement the
applications. You must also take into account the time it takes to enter all
of your existing data into your new system.

This section provides some recommendations for how (and when) to
implement the financial applications. There are two steps that are
required for the CIMS Il financial applications:

You must install and implement the Application Control System
before you can install any of the financial applications on your
system. See the Application Control System User’s Guide for more
information about installing the ACS application.

You must install and implement the FMS application before you can
install any of the other financial applications. You will use the ACS
application to install the FMS application (and the other financial
applications).

Once you meet these two requirements, the balance of the implementation
depends on which of the applications you plan to use. Although you can
implement the applications at any time during the fiscal or calendar year,
we recommend the following implementation timing for the financial
applications:

B |mplement the FMS application at the beginning of the fiscal year
(this reduces the amount of data entry).

®m |f you plan to use the Employee Management System, plan to
implement the EMS application at the beginning of the calendar
year. Or, as a second choice, you can implement the EMS
application at the beginning of the fiscal year. See the Employee
Management System User’s Guide for information about
implementing the EMS application.

® |f you are using the Fixed Asset Inventory System or the Warehouse
Inventory System, these applications should also be implemented
at the beginning of the fiscal year. (It is also a good idea to perform
a physical inventory just before implementation.) See the Fixed
Asset Inventory System User’s Guide and the Warehouse Inventory
System User’s Guide for information about implementing these two
applications.
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® |f you plan to use the Human Resource Management System, try
to implement the system at the beginning of your fiscal or calendar
year. See the Human Resource Management System: Position
Control System User’s Guide for information about implementing

the HMS application.

The FMS application performs all your basic accounting functions and
maintains your general ledger. The other CIMS Il financial applications
exchange information with the FMS application and expand your financial
system to include payroll (the EMS application), fixed asset inventory,
warehouse inventory, and human resource management.

The following figure shows how the financial applications work together

and exchange information.

Inventory
System

Warehouse

FMS
Receiving

l

Fixed Asset
Inventory
System

A

\ 4

FMS >
Purchasing -
FMS
General
Ledger
\ 4
FMS FMS
Cash Cash
Receipts Disbursements

Human
Resource
Management
System
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Financial Applications Decision Making

Making a few thoughtful decisions before implementing the FMS
application can save you time and money and ensure that you perform
the implementation correctly. Consider the following as you plan the use
of your financial applications:

State reporting requirements

Forms (accounts payable checks, invoices, and so on)

Source documents you will need to implement the FMS application
Financial applications responsibility guidelines

State Reporting Requirements
You must examine the requirements that you need to fulfill for reporting
financial information to your state. Review the following list of items to
consider in meeting your state reporting requirements:

B [dentify your state reporting requirements. State requirements vary

from state to state, and your first step is to make sure you have
considered all aspects of your state’s requirements.

Plan how you will meet the requirements. This plan should include
identifying the resources, data, and formats needed. It should also
include a planned schedule for completion.

Determine if your state reporting requirements can be met completely
with the financial applications using the FMS reporting capabilities:
General ledger report writers

- General ledger free-form report writer/user-defined report writer
The Sequel report writer

Other reports generated using IBM Query

- Downloads to PC spreadsheet packages using PC Support

Most states’ reporting requirements can be met by using these features.
Both the Sequel report writer and the free-form report writer enable you to
design reports for your specific needs. If your state has reporting needs that
cannot be handled by using some combination of the report writers and IBM
Query, you may have to consider some customization of your system.

If you are considering customization of the financial applications, you will
need to perform the following steps:

B Describe, in detail, the programs that need to be enhanced and why

they need enhancement. Include sample screens, reports, or both.

B Develop an implementation schedule for any custom deliverables.

B |dentify the impact that custom code might have on the standard

CIMS 1lI applications, particularly future releases.

B Qutline the process of maintaining the custom programs.

B Establish guidelines and restrictions for using custom code.

Contact your custom code vendor to determine the development
schedule and cost.
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Forms

Before you implement the financial applications, make sure to order
whatever preprinted forms you will need from your forms supplier. Using
the sample data provided with the FMS application, print an example of
each of the forms listed below to make sure that the forms you order for
your system are appropriate for use with the CIMS lll financial
applications. Check and then order the following forms if applicable:

B Accounts payable checks
Purchase orders

Invoices

Payroll checks

Direct deposit advice of deposits
Net checks

The following table lists the print specifications for the various form types.

Form Type Program
Accounts Payable Checks — 11 inch check CDS.610
Print Specifications:
66 lines per page 66 overflow line
85 characters wide Align: *YES
6 lines per inch (LPI) Form type: CHECKS
10 characters per inch (CPI)
Accounts Payable Checks - 7 inch check CDsS.6107
Print Specifications:
42 lines per page 42 overflow line
85 characters wide Align: *YES
6 lines per inch (LPI) Form type: CHECKS
10 characters per inch (CPI)
Purchase Orders PUR.410PC
PUR.410
PUR.410P2C
Print Specifications:
66 lines per page 52 overflow line
85 characters wide Align: *YES
6 lines per inch (LPI) Form type: PO

10 characters per inch (CPI)
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Sample Paycheck
———————————— -
BOARD OF EDUCATION PAYROLL MAIN OFFICE s
CIMS SCHOOL DISTRICT nae TSTNATIONALBANK
123 MAIN STREET ; st “m
AMYTOWN, USA 12345
&S 26791 ?0262__ )
PAY EXACTLY 1,313 DOLLARS AND 84 CENTS L %1,313.84 .
i47 el
TO THE ANN M. ADAMS
ORDER 12 ASH STREET
oF GREENFIELD, AZ BS210-4321 V ENEL F NOIT CASHER WITHIN S0 DAY
&/26/,91 114 Check : 0262

THE BOARD OF EDUCATION, CIMS SCHOOL DIST.

e = e —— =
ADAMS ., ANN M. i23—4 Fiscal Calendar Current
SCHOOL FRINCIFAL 8,930.77 8,930.77 1,97L.45

CAFETERIA 125 FLAN P6 .46 9648 32.48
FaY DOCK T4.462 T4.62 10.00-

Tot% ¢,101.87 2,304 .87 1,993.31
CERTIFIED RETIREMENT {.,478.Ti— 119,460~
FICA (3S0C. SECURITY-—6.20) i,065.91- 116.47-
FICA (HOSPITAL INS.-—1i.45) 249 .29~ 27.47-
ARIZONA STATE, IINEUHE TéaX &B3 .48 T3.34—
FEDERAL INCOME" TAX 2,9868.12- 293 .22~
SAVINGS BOND DEDUCTION 250.00- 50 .00~
Total Deductions &,415.51— &TP.47=

NET LCHECK ] - —— -

u B0 IR MR NH
Tax Marital Status: M Exemptions: ©0i Location: 147 ADM 147
Absence/Leave Summary Beg Bal Earned Absence Ad just Ralance
CERTIFIED SICK LEAVE ii.1i541 .3847 0000 L0000 11.5388 DAYS
CERTIFIED VACATION 1.8079 L TEP3 - 0000 D000 2.5772 DAYS
Emp Lover Contribution

CERTIFIED RETIREMENT i59. 44
FICA (SDC. SECURITY——&.20) 1i&4.47-
FICA (HOSPITAL INS.—1.4352 27.177-
DENTAL INSURANCE 49 .93~
MEDICAL, INSURANCE 70.81-
LIFE fﬁSURﬁNCE 4383~

PAYROLL
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Sample Purchase Order

PURCHASE ORDER
Veodor 1 ] CIMS SCHOOL DISTRICT PO #: $30004
123 WA STREET
ANYTOWN, LSA 12345
[122) 455-7HI0

T BARCOUAT DRACE JOVARICH SHIF T prus senoan DISTRICT
&5TE HORTH ST. CHARLES HOAD 5050 EAST BROADWARY
ST. LOUIE, B FHOENIX, AZ
FEG34 e ]
(60F) B9Z-HOL3
ATTH ATTH: CENTRAL RECEIVIHG
DATE 4509550 AEQUIRED SHIp FOB DESTINATION REQ

DESCRIFTION

UMIT PRICE TOTAL
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Chapter 1 Planning Your System 13

Source Documents Needed to lmplement the FMS Application

Before you implement the FMS application, you need to identify the
information that you will store on the computer and develop a plan for
entering it into the new system. To do this, you must decide which
source documents you will use to enter pertinent financial information.
This is especially true if you are moving from a manual system to a
computerized one. These documents include:

B Your state accounting manual

® Your chart of accounts

® |ist of ship-to addresses for your district
® | jst of vendor names and addresses

B Checking account numbers

Using the Planning Worksheets

As you work through the process of planning and implementing the FMS
application, you may find it helpful to use a worksheet to help you plan
your system. The setup programs introduced in this guide have a
worksheet for you to use while planning your system. The FMS planning
worksheets are available on the Customer Link on the Internet for you to
download and use as needed. You can make as many copies of these
worksheets as you need to help you plan.

Filling out the worksheets can make your data entry process more
efficient by accumulating the information in a central location and ensuring
that the data is in the correct order for entry. The completed worksheets
also serve as a useful record of your initial system implementation.
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Financial Applications Responsibility Guidelines

There are many aspects that you must consider when planning to use
the CIMS Il financial applications. You will need to determine the
answers to questions such as:

® How will you set up your account code structure?
® \Who will need to use which capabilities of the system?
® \What kind of reports do you need?

You may be able to handle these planning decisions easily, or you may
need the periodic assistance of other employees or co-workers. You
should determine whether you need assistance based on:

B The size of your school(s)
B The extent to which you want to use CIMS llI capabilities

® Your workload during the planning, installation, and implementation
phases

® Your responsibilities in working with the CIMS Il applications and
your knowledge of the financial application functions

® \When you plan to install and implement the financial applications.

To maximize the benefit of the installed system, you should have input
from decision makers in various disciplines involved in the planning
process. These decision makers include:

B System administrator
® District financial officer

B Business manager or controller

B District administrators

® Data processing (DP) manager

You may also want to assign one of your team members to the following
planning areas:

Account Codes Determining the structure and content of your
account codes should be the responsibility of the
financial officer, the business manager, or controller.

FMS Security Security information should be the responsibility of
the system administrator or DP manager.

Purchasing Planning the purchasing and receiving review and
approval process should be the responsibility of
the business manager or the individual in charge of
purchasing.
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FMS Implementation Checklist

To help guide you through the process of implementing the FMS
application, follow the steps outlined in the FMS checklist.

Step

Task Menu Program

a1

Order purchase orders, checks, and other — —
necessary forms

Order any special forms you will need for your system.

Build FMS client members GNL200 FMS.000

Use the FMS.000 — Set up Client members for FMS System Files
program to create new file members for your annual files. See Chapter
2 for information about how to use this program.

Set your general financial management GNLOOO |GNL.100
options

Use GNL.100 - General Financial Management Options to define the
basic operations of your Financial Management System. You will set up
these options as part of the implementation process and then again at
the start of each new fiscal year. See Chapter 2 for information about
how to use this program.

Define your subledgers GNL200 [GNL.205

Use GNL.205 - Define Subledgers to define the identifiers for your
subledgers. The FMS application requires at least the A/P identifier. See
Chapter 3 for information about how to use this program.

Define journal titles GNL200 |GNL.206

Use GNL.206 - Define Journal Titles to provide titles for your
transactions journals. See Chapter 3 for information about how to use
this program.

Define your account code format GNL200 |GNL.101

Use GNL.101 - Define Account Code Format to set up your account
code structure. See Chapter 3 for information about how to use this
program.

Define your account element titles GNL200 |GNL.202

Use GNL.202 - Define Single Account Code Elements to specify
account element titles for the elements of your account code. See
Chapter 3 for information about how to use this program.

Define account numbers GNL200 |[GNL.203

Use GNL.203 - Define Account Code Numbers to define titles, posting
method, and financial statement classification for your account numbers.
See Chapter 3 for information about how to use this program.
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Step

Task

Menu

Program

a o

Define account codes and enter beginning

GNL200

GNL.601

balances

Use GNL.601 - Beginning Account Balance Maintenance to string
together your valid account codes and to add beginning balances for
each of your accounts. See Chapter 3 for information about how to use
this program.

. Print your chart of accounts

GNL200 [GNLRO10

Use this program to print and check your chart of accounts. See
Chapter 3 for information about how to use this program.

. Set up account number security

GNL200 [GNL.110

Use GNL.110 - Define Account Code Element Restrictions to establish
an additional level of security for your system. See Chapter 3 for
information about how to use this program.

Q 12.

GLBO0OO [GLB.601

Define control accounts (optional)

Use this program to set up control accounts for your system. If you
wish, you can set up control accounts and attach detail accounts to
each control account. You determine whether the detail accounts have
a budget allocated to them, in addition to sharing the control account’s
budget. See Chapter 4 for information about setting up control accounts.

. Define account code keywords

GNL200 [GNL.201

Use GNL.201 - Define Account Code Keywords to assign keywords to
refer to account codes. See Chapter 3 for information about how to use

this program.

Q 14

Define ship-to addresses

PUR200

PUR.201

Use PUR.201 - Define Ship-to Address to the define codes for the
addresses for each of the receiving locations in your school district. See
Chapter 6 for information about how to use this program.

. Define messages for purchase orders

(optional)

PUR200

PUR.202

Use PUR.202 - Define Message Text for Purchase Orders to define
typical messages that you may want printed on your purchase orders. See
Chapter 6 for information about how to use this program.

. Define purchase order default information

PUR200

PUR.101

Use PUR.101 - Define Purchase Order Default Information to define
defaults for your purchase orders, such as default ship-to and bill-to
addresses, shipping terms, and so on. See Chapter 6 for information

about how to use this program.
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Step

Task

Menu

Program

Q 17.

Define categories for your vendor (optional)

PUR200

PUR.204

Use PUR.204 - Define Vendor Category Codes to define category
codes for groups of vendors. This program is optional. See Chapter 6

for information about how to use this program.

. Enter vendor information

PUR300

PUR.301

Use PUR.301 - Maintain Vendor Records to set up records for each of
your vendors. See Chapter 6 for information about how to use this

program.

Q 19.

Define invoice batch edit options

ACPO000

ACP210

Use ACP210 - Invoice Batch Edit Options to define the responses you
want the system to make to various invoice situations. See Chapter 8

for information about how to use this program.

. Run a test of your setup

GNL200

GNL.901S

Use GNL.901S - Test Financial Setup Status to check your setup. The
system checks your implementation and naotifies you of any setup
errors. If there are no errors, you can open your system to transactions
for the year. See Chapter 2 for information about how to use this

program.

Q 21

Define document control information

GNLOOO

MGR.501

Use MGR.501 - Define Control Documents to define documents such
as accounts payable checks to the system and choose whether their
numbers are selected by the system or by the user. You can also use

ACS.310 - Maintain Menu Item Definitions to set default values for your

documents. See Chapter 3 for information about how to set up your

documents in the FMS application.

. Define your bank accounts

CDS000

CDS.100

Use CDS.100 - Define Bank Accounts to define bank account
information for each of your bank accounts. See Chapter 9 for

information about how to use this program.
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Using the General
Setup Programs

This chapter provides information about the programs that globally affect
the Financial Management System. You will use these programs at
various times throughout the implementation process. See the FMS
Implementation Checklist in Chapter 1 for information about when you
use these programs in the implementation process. Using the programs
in this chapter, you can perform the following tasks:

1| Set up file members for the FMS application.

E Set up the system'’s basic options.

3| Define your basic forms, such as checks and invoices.

This chapter provides step-by-step instructions for using the following
programs:

FMS.000 - Setup Client Members for FMS
GNL.100 - General Financial Management Options
MGR.501 — Define Control Documents

GNL.901S - Test Financial Setup Status
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Understanding User Access Levels

The FMS application helps you maintain the integrity of your financial
data by enabling you to assign your users as either manager-level or
staff-level users. You establish the level of user access in the ACS
application.

Many of the programs involved in your system implementation are
manager-level programs. Your manager-level users may also have access
to programs that control how your system operates or approve purchase
orders and invoices. A manager-level program does not appear on
staff-level menus. Staff-level programs are typically data entry, transaction
maintenance, or lookup programs.

Although the FMS programs are initially delivered to you with a default
manager- or staff-level designation, you can control which programs are
accessible by management-level and staff-level users in the ACS
application. See the Application Control System User’s Guide for
additional information.
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Setting Up Client Members

Use FMS.000 - Set up Client Members for FMS to set up file members
for annual files for the fiscal year. The program also builds the
non-annual members, if they do not already exist in your system.

You will need to use this program when you first implement the FMS
application and again at the beginning of each fiscal year.

One of the first tasks you need to perform when you implement FMS is
to set up client file members for the current fiscal year. File members
are essentially placeholders for information, like the folders in a file
cabinet. They are places you tell the system to set aside for specific
items of information. There are two types of files:

B Annual
B Non-annual

Annual files contain information that changes every year. Purchase
Orders change every year, so purchase orders are in an annual file.

The information in non-annual files remains the same from year to year.
The ship-to addresses are a non-annual file, since the contents stay the
same from year to year.

The system stores the file names and their file types are stored in
PFMSO001 (physical file), which you can maintain using the program
FMS.001. You will probably only have to work with this program if plan to
use custom code in your system. See the Financial Management System
Year End User’s Guide for information about this program.

you want. You can also control access to them using the ACS user

I You can build new file members for as many different fiscal years as
assignments capability.
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Specifying the Client and Year

//'6/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 13:36:10 DSP13 ‘\\
FMS Set Up Client Members for FMS Ref: FMS.000 .01
(4] Client: @ Year: @
Add
Change
Delete
Lookup
Index Index: 1
End 1 = Client File Members for FMS

Auto Next Record? N

. J

To build members, type A in the command field at @.

In the Client field at @, type the client ID.

Your client ID is the client identifier that is defined in the ACS
application in ACS.140 — Maintain Clients. The FMS application
uses the client ID to identify information specific to a particular
organization or school district. In most cases you have only one
client ID.

Type all 4 digits of the fiscal year in the Year field at ©.

This specifies the fiscal year for which you want the system to build
files.

When you press ], the system displays the following screen.
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Adding a Comment

/6/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 13:37:17 DSP13 \
FMS Set Up Client Members for FMS Ref: FMS.000 .11
Client: CIMS3 CIMS IIT DEMONSTRATION DISTRICT
Year: 1996
Comment: 0
Mode: Add F3=Exit F4=Index F5=Reset F12=Cancel

If you wish, you can type a short comment in the Comment field
at @. You can use this field to describe the file members you are
creating. This field is optional.

Press [nel.

The program runs interactively and could take 10 to 20 minutes,
depending on your system’s hardware. You will see messages
flash across the bottom of the screen stating that access paths are
being created. No intervention is necessary.

When the file build is complete, the system displays the command
screen.

Once the system files are built, the system displays a status line
showing the time and date the files were built along with the user’s
ID. You can review this information when you access this screen
again using the Lookup or Change command.
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Setting Your General Financial Management Options

Use GNL.100 - General Financial Management Options to define your
district’s business policies and specify the way the system processes
financial information. Using this program you will set up the basic
parameters for the following modules and processes:

® Purchasing options

Using control accounts
Receiving options
Accounts payable options
Cash disbursement options

Setting Purchase Order Approval Options

Use the management options in GNL.100 — General Financial
Management Options to control the system’s processing of purchase
order approval lists.

Purchase order approval list processing only functions when you have
set up preapprovers and approvers with sufficient approval authority in
GNL.110 - Define Account Code Element Restrictions. See Chapter 3
for information about GNL.110 — Define Account Code Element
Restrictions.

There are many approval list scenarios which could result from your
choice of Purchasing options in GNL.100 — General Financial Management
Options.

The system builds the approval list based on the options selected in
GNL.100 and the user authorizations defined in GNL.110 — Define
Account Code Element Restrictions.

The following table provides sample user authorizations defined in
GNL.110, which will be used in the next example.

Routing Preapprove/
User Level Account Number $ Amount Approve
Alex G. 1 001.??.100.??.5410 P
Ann T. 2 001.77.100.?7.5410 30.00 (A
Mark W. 3 001.7?2.2??2.2?2.5410 75.00 (A
Martha G. 4 001.??2.2?2?2.2?2.22?? 65.00 (A
Tim K. 5 001.2?2.2??2.22.2??7? 100.00 |[A
Dave M. 8 001.??2.2?2?2.2?2.22?? 99,999.99 |A
Rex J. 9 ??°.2°.2?°2.22.2777 9,999,999.99 (A
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For this example, a staff-level user creates a purchase order (PUR.410 —
Purchase Order Input) for one item @ $70.00, to be charged to account
number 001.10.100.02.5410. When this user exits the program, the
system builds the approval list for this purchase order line, based on the
sample approvers shown above and the GNL.100 options. The following
table shows examples of the approval scenarios that are possible.

Users on the PO
approval list:

Minimum
approvals
required:

Approval list
selection:

0 - All authorized

1 - Start w/1st qual.
2 - Up to 1st qual.

Approval review
sequence:

0 - All at once

1 - Routing order
2 - Dollar amt.

PO line item

approval:

0 - 1st qualified
approver

1 - All approve

Options Selected

Alex, Ann, Mark, Mark or Tim or 0 0 0
Martha, Tim, and Dave
Dave
Alex, Ann, Mark, Alex, Ann, Mark, 0 0 1
Martha, Tim, and Martha, Tim, and
Dave Dave
Alex, Ann, Mark, Alex, Ann, and 0 1 0
Martha, Tim, and Mark in routing
Dave order
Alex, Ann, Mark, Alex, Ann, Mark, 0 1 1
Martha, Tim, and Martha, Tim, and
Dave Dave in routing

order
Alex, Ann, Martha, | Alex, Ann, Martha, |0 2 0
Mark, Tim, and and Mark in dollar
Dave order
Alex, Ann, Martha, [Alex, Ann, Martha, |0 2 1
Mark, Tim, and Mark, Tim, and
Dave Dave in dollar

order
Mark, Tim, and Mark or Tim or 1 0 0
Dave Dave
Mark, Tim, and Mark, Tim, and 1 0 1
Dave Dave
Mark, Tim, and Mark can approve |1 1 0
Dave
Mark, Tim, and Mark, Tim, and 1 1 1
Dave Dave in routing

order
Mark, Tim, and Mark can approve |1 2 0
Dave
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Approval list Approval review PO line item
selection: sequence: approval:
Minimum 0 - All authorized 0 - All at once 0 - 1st qualified
Users on the PO approvals 1 - Start w/1st qual. | 1 — Routing order approver
approval list: required: 2 -Up to 1st qual. |2 - Dollar amt. 1 - All approve
Options Selected
Mark, Tim, and Mark, Tim, and 1 2 1
Dave Dave in dollar
order
Alex, Ann, Martha, Mark must 2 0 0
and Mark approve
Alex, Ann, Martha, | Alex, Ann, Mark, 2 0 1
and Mark and Martha
Alex, Ann, Mark, Alex, Ann, and 2 1 0
and Martha Mark in routing
order
Alex, Ann, Mark, Alex, Ann, and 2 1 1
and Martha Mark in routing
order
Alex, Ann, Martha, [Alex, Ann, Martha, |2 2 0
and Mark and Mark in dollar
order
Alex, Ann, Martha, | Alex, Ann, Martha, |2 2 1

and Mark

and Mark in dollar
order

As shown in these examples, choosing different options could result in
the same users appearing on the approval list. This is due to the built-in
flexibility of the Purchasing module. Make sure you carefully consider
your district’s requirements when you define management options in
GNL.100 and user authorizations in GNL.110.
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Setting up General System Options

To set up your FMS application’s basic options, choose the GNL.100 —
General Financial Management Options option from the General Ledger
System menu. The system displays the following screen.

/3, /26/98 FY 98
FMS

General Ledger QOptions:

CIMS IIT DEMONSTRATION DISTRICT 11:19:26 SUTTMGS1
General Financial Management Options Ref: GNL.100 .11
FISCAL YEAR ENDED 6/30/1998 @

A. Open for access to chart of accounts? . . . . . . . ... .. ... N @
B. On-line budget checking for purchasing transactions: Manager Staff @
(E=Error, W=Warning, Blank=No budget checking) Level Level
On-Tine budget editing for purchase orders: W E
On-Tine budget editing for purchase requisitions: W E
C. Should interfund entries be made automatically? . . . . . . . . . . . N @
D. Are staff-level users authorized to set up new G/L accounts? . . . . N (5)
E. Use control account budgeting? . . . . . . . . . . . .. ... Y @
F. Disable budget editing for balance sheet accounts?. . . . . . . . . . Y @
Mode: Change F3=Exit F5=Reset F12=Cancel Cancel? N

~

J

Type the ending date for your district’s fiscal year in the Fiscal Year
Ended field at @. Use MMDDCCYY format for the date.

For example, if your fiscal year is July 1, 1998, to June 30, 1999,
type 06301998.

Review the default (N) for option A at @.

Before you can perform any transactions on the system, you need
to open the system for transactions by changing this field to Y.
Once the system has been opened for transactions, you need to
finalize the account code structure in GNL.101 — Define Account
Code Format. Once set this structure should not be changed until
a new fiscal year is defined.

Therefore, you should leave this field as N while you are
implementing the FMS application.

After you have completed the FMS Implementation Checklist
and have checked your financial setup with GNL.901S - Test
Financial Set-up Status, you should then change the answer to
this question to “Yes.”
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Review the four defaults for On-line budget checking for purchasing
transactions at ®. To change one of the values, type W or E, or
press to leave the field blank. Use this field to choose how you
want the system to handle on-line budget checking.

The system can check for transactions in excess of remaining
budget for purchase orders and purchase requisitions. You must
define four elements for this option: purchase orders for both
manager and staff level and purchase requisitions for both
manager and staff level.

If you want to warn users when a purchase order or requisition is
over budget, but allow them to continue, choose “W” for warning;
you can individually set this option for both manager- and
staff-level users.

If you want to force users to immediately resolve a purchase order
or requisition that is over budget, choose “E” for error; you can
individually set this option for both manager- and staff-level users.

When the system checks to make sure that budget is available for
purchase requisitions, the system is checking the available budget
without regard to additional purchase requisitions that may also be
entered against the budget.

If you do not want to use on-line budget checking, press to
clear the fields and leave them blank.

Users who have approval lists set up in program GNL.110 -
Define Account Code Element Restrictions will continue to
receive warnings or errors for over budget transactions in
PUR.450 - Purchase Order Approval or Lookup.

Review the default (N) for interfund entries at @.

The system makes balancing entries within a single fund account
code element automatically whenever you enter a transaction. If
you want balancing entries to cover interfund transactions and
allow multiple funds to be used on a single invoice, check, or
purchase order, choose “Yes.”

If you want balancing entries to be restricted to single fund
transactions, choose “No.”

Review the default (N) for Option D at ©.

You can create a new general ledger account interactively in the
FMS application by typing the word “new” one space after an
account code (assuming that each element is already defined).

If you want to authorize staff-level users to set up new general
ledger accounts, type Y.

If you want to restrict creating new general ledger accounts to
management-level users, choose N.
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@ Review the default (N) in the Use Control Account Budgeting? field
at ®@. To change the value, type Y.

You can use control account budgeting to help manage your budget
in the FMS product. Using this method, you can assign a budget
amount to one control account that consists of several detail
accounts. The detail accounts then share the budget of the control
account. If you want to use control account budgeting, type Y.

If you do not want to use control account budgeting, type N.
Review the default (Y) in the Disable budget editing for balance
sheets accounts? field at @. To change the value, type N.

You can control whether the system does budget editing for
balance sheet accounts.

Y means that you do not want the system to do budget editing for
balance sheet accounts.

N means that you do not want to disable budget editing for
balance sheet accounts.

When you press ], the system displays the options that apply to
purchasing.

Setting Up Purchasing Options

Your selections in this screen establish policies for the purchasing

system.
/3/26/98 FY 98 CIMS III DEMONSTRATION DISTRICT 11:17:21 DSP13 \
FMS General Financial Management Options Ref: GNL.100 .12

Purchasing Options:

A. Management review and approval policy . . . . . . . . . o o« o .. 4 @
0. AT1 purchase orders are approved automatically.

1. ATl purchase orders are automatically unapproved.
2. A1l purchase orders which exceed remaining budget are unapproved.
3. A1l purchase orders which exceed § 5,000.00
4. Both 2 and 3.
B. Approval Tist selection . . . .« v v v ¢ v v v v v v v v v e e e e 00

0. Select all authorized users.
1. Select authorized users beginning with first qualified.
2. Select authorized users up to the first qualified.

C. Approval review SeqUENCE. « v « v v v o« o « o o o o o o o o o o o a0 o 0 @
0. Allow all approvers immediate access.
1. Sequence by routing order.
2. Sequence by dollar amount.

Mode: Change F3=Exit F5=Reset F12=Cancel Cancel? N

/

Review the default (4) in the Management review and approval
policy field at @. To change the value, type one of the numbers
shown below.
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Your selection in this field affects the amount of editing that the
system performs when a staff-level user enters a purchase order.
Your options are:

0 All purchase orders entered are accepted
without checking for over-budget conditions.
The system automatically approves all
purchase orders

1 All purchase orders entered by a staff-level
user must be reviewed by a manager-level
user before being accepted by the system

2 Any purchase order entered by a staff-level
user that exceeds the remaining budget for
that item must be reviewed and approved by
a manager-level user before being accepted.

3 Any purchase order entered by a staff-level
user that exceeds the dollar amount you enter
here must be reviewed and approved by a
manager-level user before being accepted.
Although the system default for this amount is
$5,000, you can change this to any amount
you want. Enter the dollar amount in the
space provided.

4 Any purchase order entered by a staff-level
user that exceeds the remaining budget or the
amount specified in option 3 must be
reviewed and approved by a manager-level
user before being accepted.

If a purchase order approval list is associated with any of the
lines on a purchase order, then your selection in this field will be
overridden by your selections in the fields for options B and C
on this screen and D and E on the next screen for the affected
lines.

Review the default (0) in the Approval list selection field at @. To
change the value, type one of the numbers shown below.

Your selection in this field affects the way the system builds the
approval lists when a user enters a purchase order. Your options are:

0 The system builds the approval list to include
every preapprover or approver from file
PGNL110L who is authorized to an account
included in the purchase order regardless of
dollar amounts.
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The system builds the approval list to include
the first qualified approver and all approvers
with equal or greater dollar authorization. (The
system finds the first qualified approver and
builds up.)

The system builds the approval list to include
the first qualified approver and all preapprovers
or approvers with equal or lower dollar
authorization. (The system finds the first
qualified approver and builds down.)

Review the default (0) in the Approval review sequence field at ©.
To change the value, type one of the numbers shown below.

Your selection in this field affects the way the system routes the
approval lists when a user enters a purchase order. Your options

are:

0

The system routes the approval list for a
purchase order line item to every user defined
as a preapprover or approver for the account
number (or range of accounts if question
mark logic is used) when the line item is
created. The system ignores the routing level
and dollar amount orders defined in GNL.110
— Define Account Code Element Restrictions.

The system routes the approval list for a
purchase order line item to each user defined
as a preapprover or approver for the account
number (or range of accounts if question
mark logic is used) in the routing level order
defined in GNL.110 — Define Account Code
Element Restrictions.

The system routes the approval list for a
purchase order line item to each user defined
as a preapprover or approver for the account
number (or range of accounts if question
mark logic is used) in the dollar amount order
defined in GNL.110 - Define Account Code
Element Restrictions.

same level, it builds the purchase order approval list

I If the system selects multiple preapprovers or approvers at the

alphabetically within that level.

When you press (], the system displays the third General
Financial Management Options screen.
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Completing Purchasing, Receiving, and Cash Disbursement Options

.

/3/26/98 FY 98 CIMS III DEMONSTRATION DISTRICT 11:17:54 SUTTMGS1 \
FMS General Financial Management Options Ref: GNL.100 .13

Purchasing Options: (Cont.)

E. Allow changes to the approval list review order? . . . . . . . . . . N @

Receiving Options:

A. Show the receiving staff the expected quantity to be received? . . . Y (}

Cash Disbursement Options:

Mode: Change F3=Exit F5=Reset Fl12=Cancel Cancel? N

0. When the first qualified approver approves the PO Tine.
1. When all approvers have approved the PO line.

J

Review the default (0) in the When is the Purchase Order line item
marked as approved? field at @. To change the value, type one of
the numbers shown below.

Your selection in this field affects when the system marks a
purchase order line item as “approved.” Your options are:

0 The system marks the PO line item as
approved when any qualified approver on the
list approves the line.

1 The system marks the PO line item as
approved when all approvers on the list have
approved it.

The system marks the PO header as approved when all the PO
lines are approved.

Review the default (N) in the Allow changes to the approval list
review order? field at @. To change the value, type Y.

Your selection in this field determines whether a manager-level user
can override the routing order sequence on a given purchase order
approval list using PUR.452 — Purchase Order Review List
Maintenance.

Y means a manager-level user can override the routing order
sequence on a purchase order approval list.

N means a manager-level user cannot override the routing order
sequence on a purchase order approval list.
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Review the default (Y) in the Print account numbers on purchase
orders? field at ®. To change the value, type N.

Y instructs the system to print account numbers on all purchase
orders.

N instructs the system not to print account numbers on purchase
orders.

Review the default (N) for Show the receiving staff the expected
guantity to be received? field at @.

Two schools of thought exist on controlling receiving information. If
the amounts are shown, will the staff assume the quantities are
correct without counting, or will they use the figures to double
check the count and improve accuracy?

Y tells the system to display the expected quantities from the
purchase order on the receiving entry screen.

N tells the system not to display the expected quantities (receiving
staff will take physical count of goods received and enter that
number into the system).

Review the default (N) for the Print checks in alphabetical order?
field at @. To change the value, type Y.

Y tells the system to print checks in alphabetical order by vendor
name.

N tells the system to print checks in vendor number order.

When you press ], the system displays the next set of options.

Setting Up Accounts Payable Options

/3/26/98 FY 98 CIMS IIT DEMONSTRATION DISTRICT 11:18:22 DSP13 \
FMS General Financial Management Options Ref: GNL.100 .14

Accounts Payable Options:
A. Are invoices automatically unapproved without a purchase order? . . . Y @

B. May the accounts payable staff post invoices to different
accounts than the ones stated on the purchase orders? . . . . . Y @

C. Disposition of freight, discounts, taxes, etc. . . . . . . . . . .. 2 @)
1. Expense them into separate accounts.
2. Prorate them over invoice line items.
3. Treatment is decided at entry time.

D. Take cash discounts regardless of expiration date? . . . . . . . .. Y ®
E. Cash discount accounting method . . . . . . . . . . . . .. ... .. 1@

1. Prorate discounts over invoice Tines. Expense discounts lost.
2. Book Tiabilities at gross amounts. Book discounts earned if taken.

Mode: Change F3=Exit F5=Reset F12=Cancel Cancel? N
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Review the default (Y) for Are invoices automatically unapproved
without a purchase order? field at @. To change the value, type N.

If you choose Y, all invoices entered by staff-level users that do not
have a purchase order reference must be approved by a
manager-level user.

N tells the system that a purchase order is not required for invoice
accrual. An invoice not referencing a purchase order can be
entered into the system.

Review the default (Y) for Option G at @. To change the value, type
N.

Y tells the system to allow the Accounts Payable staff to change
the account code on an invoice to an account code other than the
one shown on the purchase order.

N tells the system that invoices must be posted to the account
code on the purchase order. If a staff-level user then changes the
account code, a message prints on the invoice edit report and a
manager’s approval is required.

Review the default (2) for the Disposition of freight, discounts,
taxes, etc.? field at ®. To change the value, type either 1 or 3 in the
field.

This option accounts for disposition of the costs related to
purchasing an item, such as freight, taxes, and trade discounts.
You can select from the following options:

1 Expense the costs into separate accounts. If you select this
option, you must also define a general ledger expense/
revenue account for each type of cost (for example, a freight
expense account, a tax expense account, and a trade discount
earned account).

2 Prorate the costs over the invoice line items. Costs are posted
to the same expense account used to pay for the item.

3 You want the system to prompt the user for the method of
disposition when the invoice is entered on the system.

Review the default (Y) for the Take cash discounts regardless of
expiration date? field at @.

Use Y to take advantage of all cash discounts on invoices,
regardless of expiration date as indicated at invoice entry.

To have the system check expiration dates before taking cash
discounts on invoices, type N.

Copyright © National Computer Systems, Inc. 1991, 1999 Confidential Information



Chapter 2 Using the General Setup Programs 35

Review the default (1) in the Cash discount accounting method field
at @. To change the value, type 2.

1 tells the system to prorate cash discounts over invoice lines.
Invoices are recorded net of the cash discount. If the invoice is not
paid prior to the expiration date, the discount amount will be
recorded to the expense account originally charged as discount
lost, on a pro rata basis.

2 tells the system to record invoices at the gross amount. If the
invoice is paid prior to the expiration date, the discount amount will
be recorded in a separate account. (This option requires that you
set up a separate cash discounts earned revenue account in the
general ledger.)

Completing the Accounts Payable Options

/3/26/98 FY 98 CIMS IIT DEMONSTRATION DISTRICT 11:18:47 SUTTMGS1 \
FMS General Financial Management Options Ref: GNL.100 .15

Accounts Payable Options: (Cont.)
F. Must goods be received before payment can be issued? . . . . . . .. N @
G. May the accounts payable staff close a purchase order

H. Consider a purchase order cleared if the vendor invoice
is withing __5.0000% of the purchase order amounts.

Mode: Change F3=Exit F5=Reset F12=Cancel Cancel? N

Review the default (Y) in the Must goods be received... field at @.
To change the value, type N.

Y tells the system that goods must be received through the
Receiving program before the Cash Disbursement program will
issue payment on an invoice against a purchase order. The system
posts the invoice but does not actually write the check.

N tells the Cash Disbursement program to process payment when
invoiced against a purchase order.
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Review the default (N) for Option G in the field at @. To change the
value, type Y.

Your response to this option determines who can close a purchase
order. Ordinarily a purchase order is closed when the invoice is
accrued and posted. If the invoice only partially completes the
purchase order, the purchase order should remain open.

If you want the users doing accounts payable entry to close
purchase orders, choose “Yes.” The system displays the Force PO
Closed (Y/N) field during invoice processing, which enables an
accounts payable clerk to close the related purchase order.

If you want the purchasing department to make that decision,
choose “No.” All purchase orders must be closed through the
purchasing system; the Force PO Closed (Y/N) field does not
display.

I You cannot open a closed purchase order; closing the purchase
order liquidates any outstanding encumbrance amounts.

Review the default percent in the Consider a purchase order
cleared... field at ®. Although the system default for this field is
5.0000%, you can change this to any percent you want. Enter the
percent in the space provided.

Purchase orders with an invoiced amount within the percent set in
this field will be cleared by the system.

Press Ee]. The system displays the General Ledger System menu.
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Defining Control Documents

Any transactions that use a series of numbers for control are defined as
documents in the financial applications. For each document in your
system, you select a code to represent that document, determine
whether it is to be user-numbered or system-numbered, and provide the
series of numbers you want the system to use. You use MGR.501 —
Define Control Documents to define the documents in your system.

The system assigns each document a default identifier of up to 5
characters. We recommend that you assign the same default code that the
system uses. The following list describes defaults used by the system:

For the Financial Management System:

APCK Accounts Payable Check
DEP Cash Deposit

MANCK Manual Check

PO Purchase Order

RC Receiving Report

RPO Purchase Requisition

For the Employee Management System:

DDCK Direct Deposit Remittance Advice
NETCK Net Payroll Check

PAYCK Payroll Check

PRRUN Payroll Run Number

For the Fixed Asset Inventory System:

FA Fixed Asset Tag Number
FAADJ Fixed Asset Adjustments
FASUS Fixed Asset Suspense Records
FAEXP Fixed Asset Exception Records
For the Warehouse Inventory System:

WHEXP Warehouse Exceptions

REQ Warehouse Requisition

RTN Stock Item Returns

ADJ Warehouse Adjustments

ISU Stock Issues

You can change the defaults for MGR.501 — Define Control Documents
in the program definition in the ACS application.
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Customizing Document Defaults

You can use ACS.310 — Menu Item Definitions to customize the some of
the default document IDs. For example, you can change the defaults for
Purchase Orders (PO) and Purchase Order Requisition (RPO) to specify
the fiscal year: PO97 or RPO97. The following lists the documents

whose defaults you can change through the Application Control System.

Default

Document ID Description

APCK Accounts Payable Check
DEP Cash Deposits

MANCK Manual Checks

PO Purchase Orders

RC Receiving

RPO Purchase Order Requisitions
PO Purchase Order

Some of the document IDs must be entered exactly as shown. For
example, in the WHS application, you cannot change the document ID
for Warehouse Adjustments (ADJ).

To define your documents, choose the MGR.501 — Define Control
Documents option from the General Ledger System menu.

Adding a Document Control ldentifier

//,5/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 13:38:09 DSP13 ‘\\\
FMS Define Control Documents Ref: MGR.501 .01
(1] DOCUMENT ID: @__ FOR CLIENT ID @__
Add
Change
Delete
Lookup

Index
End

. /
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To define a new document, type A in the command field at @.

In the Document ID field at @, type the document ID to be defined.
(See the document IDs listed on page 36).

When you press ], the system displays the Document Control
Information detail screen.

In the For Client ID field at ©, type the client identifier you are
using. This should be the same client identifier you used when you
built FMS client file members in FMS.000.

Defining the Document ID

4 6/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 13:38:23 DSP13
FMS Define Control Documents Ref: MGR.501 .11
DOCUMENT ID: TEST Title: 0

DOCUMENT NUMBERING OPTION: 9
U = user inputs document number.
S = serial number is assigned automatically.
= not numbered.
IF AUTOMATICALLY NUMBERED:
Current series is from @ thru
Last one used was
Next series is from z; thru
At end: @ R = repeat the current series.
= halt if no more numbers are available.

ACCOUNT FOR:
A1l numbers assigned: @  (Y/N)

Mode: Add F3=Exit F4=Index F5=Reset F12=Cancel Cancel? N

. J

In the Title field at @, type the title for this document ID.

This provides a descriptive title of up to 50 characters for the
document ID. You should use the document ID title shown for the
default system codes listed, but you can modify the wording if you
wish.

In the Document Numbering Option field at @, type U, S, or press
the [pceea].

U Means you want the user to enter a number for each
transaction (for example, for manual checks).

S Means you want the system to automatically number the
defined documents (for example, for purchase orders or
normal checks).

Blank Means you do not want the documents numbered.
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If you chose to have the system automatically number the
document, type the beginning sequence number in the Current
Series is From field at @, press [, enter the sequence final
number in the Thru field and press [EF).

The system will automatically keep track of the most recent number
it used in the Last One Used Was field. You can update this field, if
necessary (for example, if you later have to void and replace a
check, or reprint a payroll check).

The Next Series is from field at @ and the Thru field are optional for
automatic numbering. If you decide to use them, enter the values
in the same manner you did in step 3. If you do not want to use
them, press in each field to skip.

This sequence of numbers is used by the system if the Current
Series sequence is completely used and more numbers are
needed.

For automatic numbering, type R or press the in the At End
field at ©. R tells the system to repeat the current number series
once the defined sequence(s) of numbers are all used.

If you leave the field blank, it tells the system to halt when the
number sequence(s) you defined are completed.

@ Type Y or N in the Account For All Numbers Assigned field at ®.

Y tells the system to log each number in the sequence used by this
document ID. You can print the log for this document ID with an
AS/400 Utility program.

N means you do not want the system to keep a log.
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Testing the Status of the FMS Setup

Use GNL.901S - Test Financial Setup Status to test for proper
implementation before you enter any transactions in the Financial
Management System. The system prints either a 1-page report listing
errors found in the setup or a report indicating that no errors were noted.

If there are no errors in the report, you are ready to open the system for
transactions. Change the option in the Open for access to chart of
accounts field in GNL.100 — General Financial Management Options to Y.
This opens the system to transactions for the year. Also change the
Finalized? field in GNL.101 - Define Account Code Format to Y.

I Run this setup test before you define your bank accounts using
CDS.100 - Define Bank Accounts.

If you plan to use purchasing approval lists, either wait to set up your

I account restrictions until after you run this program, or define a level 9
user in GNL.110 before you run this program.

To test the setup, choose the GNL.901S - Test Financial Setup Status

option from the Chart of Accounts Maintenance menu. The system

displays a submittal prompt. Press to proceed, or type Y in the

Cancel? field to cancel processing.
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Defining Your Chart of
Accounts

The Financial Management System (FMS) is a fund-based encumbrance
accounting system designed just for schools. The FMS product enables
your school district to define its account code structure, manage financial
transactions, and generate timely and accurate reports.

This chapter guides you through the decisions that you must make to
define your chart of accounts.

In this section you will continue implementing your FMS application by
defining your chart of accounts. Using the programs described in this
chapter you can perform the following tasks:

1| Define your subledger identifiers.
2| Define your journal titles.
3| Define your account code structure.

4| Define single account elements and account number elements.

5 String together your account codes and provide beginning balances.
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Identify any additional restrictions and approval levels for accessing
accounts.

After you implement your chart of accounts, you may need to make
changes to an account’s financial classification or add a subledger
identifier. This chapter introduces two programs to maintain your
accounts after you have defined them.

This chapter contains step-by-step instructions for the following
programs:

GNL.101 - Define Account Code Format

GNL.205 - Define Sub-ledgers

GNL.206 — Define Journal Titles

GNL.202 - Define Single Account Code Elements
GNL.203 — Define Account Code Numbers

GNL.601 - Beginning Account Balance Maintenance
GNL.201 - Define Account Code Keywords
GNL.R0O10 - Print Chart of Accounts

GNL.110 - Define Account Code Element Restrictions

Copyright © National Computer Systems, Inc. 1991, 1999 Confidential Information



Chapter 3 Defining Your Chart of Accounts 45

Designing Your Chart of Accounts

You will need to decide how you want to structure your account codes.
Look, for example, at a sample account code:

01.025.GHS.006.1234

The letters and numbers in this example (01, 025, GHS, 006, 1234) are
called elements. The periods (.) that separate the elements are called
delimiters. You can use up to nine elements in the account code; each
element can have up to 6 characters. The complete account code can
contain up to 28 characters in total, excluding the delimiter.

One frequently used account code structure uses the following format:
Fund.Location.Function.Course.Object

You need to plan how many elements you will need and what each
element should be. As you do this, keep in mind that your chart of
accounts should support your state’s Department of Education
accounting guidelines, if there are any.

You also need to decide what character you want to use as the delimiter;
the most commonly used delimiter is the period (.), since it is on both
the main and auxiliary keypad. We also recommend that you use all
numbers for your account elements to speed data entry.

Using Keywords

A keyword represents an account code. You can define keywords for
frequently used account codes, then type the keyword in place of the
entire account code to save time during data entry. Many of the FMS
programs enable you to use keywords.

You can also use question mark substitution logic for keywords. See the
next section for more information.

Using Question Mark Substitution Logic

Some programs in the CIMS Il software enable you to substitute a
guestion mark (?) for the elements in an account code. The question
mark acts like a “wild card” that represents any valid character. For
example, entering “????” for an account code element means that any
valid character is acceptable; entering “54??” for an account code
element means that any valid code that begins with 54 is acceptable.

You may also use question mark logic when you define account security

(for example, account restrictions and approval levels). You enter a
guestion mark for any digit for which you want to use wild card logic.
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FMS Security Considerations

To provide security for the FMS application, consider whether you want
to enable users to access certain accounts. You define this level of
security in program GNL.110 — Define Account Code Element Restrictions.

In addition, you can provide security for the FMS application by
establishing levels of security and providing different levels of access to
financial information, transactions, and decision making. You can restrict
users to work areas, districts, and schools. An employee who uses any
part of the CIMS Il software to perform a task is considered a user. You
define a user with program ACS.260 — Maintain Users. You can also use
this program to restrict the menu items a user can access. See the
Application Control System User’s Guide for more information about
defining users.

A work area is a grouping of users with similar access criteria. You can
define a user work area in program ACS.250 — Maintain Work Areas. See
the Application Control System User’s Guide for information about
defining a work area.

You can also limit users to specific applications, to specific menus, or to
specific menu items. You can make user assignments in program
ACS.270 - Maintain User Assignments. See the Application Control
System User’s Guide for information about user assignments.
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Defining Your Account Code Format

Use this program to define the format of your account code for a specific
fiscal year. You define the account code format by selecting for each
element of the code:

® An element name

® The number of characters in the element

B The type of characters for the element (alphabetic, numeric, or both)
®m A descriptive code

You must also select a delimiter (the character used to show where one
element ends and the next begins).

The account codes you will use in the FMS application are composed of
elements and delimiters. For example, in the sample account code:

001.10.210.12.5410

the number groups (001, 10, 210, 12, and 5410) are elements, and the
periods that separate the elements are delimiters.

l Fund must be defined as the first element in your account string.

To define the format for your account codes, choose the GNL.101 —
Define Account Code Format option from the Chart of Accounts
Maintenance menu.

When the system displays the command screen, type the
command you want to use followed by the last two digits of the
fiscal year. You must define the format for each fiscal year, although
you can use the same format from year to year.

When you press ], the system displays the Account Code
Formatting Information detail screen.
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Defining the Account Code Format

/6/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 15:01:18 DSP13 \
FMS Define Account Code Format Ref: GNL.101 .11
FISCAL YEAR 1996 FINALIZED? N
(6]
ACCOUNT ELEMENT NAME ~ LENGTH TYPE  CODE  DELIMITER
(3]
Length: 1-6 characters. Code: F = Fund.
A = Account number element.
Type: A = Alphabetic only. R = Required on all accounts.
N = Numeric only. B = Required on balance sheet accounts.
= Any characters. E = Required on expenditures and revenues.
X = Required on expenditures only.
D = Department number.
\ = Optional. /

In the Account Element Name field at @, type the name of your first
element. This defines the name of the account element. Some
typical element names are Fund, Function, Course, Location,
Object and Project.

While many organizations use the fiscal year as part of an account
code, you do not need to do this for the FMS application. Fiscal
years are already separated as part of the sign-on process.

In the Length field at @, type the number of characters (1 to 6)
long this element can be.

I The total account code can contain up to 28 characters,
excluding the delimiter.

In the Type field at @, type A, N, or press the space bar for a blank
to select the type of characters that this element can contain:

A Use alphabetic characters only
N Use numeric characters only

Blank Use alphanumeric characters
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Select one of the codes shown on the screen and type the
corresponding letter in the Code field at @. A code is a letter that
identifies the descriptive code for the element. Only define codes
for elements if you really need them. If you define a code for an
element, it is then required for all account codes, and the system
does not enable you to use all zeros for an element.

If you choose the “Optional” selection, press the space bar for a
blank space. You can select one descriptive code for each element
in the account code.

In the Delimiter field at @, type the character you want to use as
the delimiter in the account code. This character separates the
elements of the account code to show where one element ends
and another begins. You need to select the delimiter only once.

We recommend a decimal point (.) because it exists on both the
regular keyboard and the numeric key pad. Other characters that
can be used are:

m Comma (,)

m Slash (/)

m Minus (-)

| Plus (+)

m Equal (=)

m Vertical bar (\)
m Exclamation (1)

@ Repeat the steps for each of the elements in your account code.
You can assign up to nine different elements, with up to 28 total
characters (excluding the delimiter).

Review the default (N) in the Finalized? field at ®. To change the
field, press the BACK TAB key several times to position the cursor
at the Finalized? field and type Y.

N is the recommended setting during implementation. This tells the
system that changes can still be made as implementation continues.

When you complete the FMS implementation and you complete
GNL.901S - Test Financial Setup Status with no errors, change this
field to Y. Y tells the system that implementation is finalized. After
you change this field to Y, you should make no further changes to
the account code format for this fiscal year.

Press when you have completed the account format.
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Sample Account Code Format

The screen below shows a sample account code format.

//»6/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 15:01:18 DSP13 ‘\\
FMS Define Account Code Format Ref: GNL.101 .11
FISCAL YEAR 1996 FINALIZED? Y
ACCOUNT ELEMENT NAME ~ LENGTH TYPE CODE  DELIMITER
FUND 3 N F
UNIT 2 N _
FUNCTION 3 N _
DEPARTMENT 2 N _
OBJECT 4 N A
Length: 1-6 characters. Code: F = Fund.
A = Account number element.
Type: A = Alphabetic only. R = Required on all accounts.
N = Numeric only. B = Required on balance sheet accounts.
= Any characters. E = Required on expenditures and revenues.
X = Required on expenditures only.
D = Department number.
= Optional.
Mode: Add F3=Exit F5=Reset F12=Cancel Cancel? N
o 4

You can change the format as often as you want before changing the
Finalized? field to Y.

If you begin typing in elements and then change your account structured,
you may have to re-enter the elements you already entered. For
example, you can add to the end of the format, or change an element
from numeric to alphanumeric. However, changes to element attributes
such as length of element and sequence in the account format may
require you to re-enter elements you have already entered.
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Defining Subledgers

Use GNL.205 — Define Subledgers to define subledger identifiers. The
system uses subledger identifiers to indicate that account codes with this
“account number” element are included in a special function (such as an
additional report or an interface with another system).

For example, assume you have installed the warehouse system and that
you have defined an account as the warehouse expense account with
W/H as the subledger. When you issue a purchase order against that
account in the FMS application, the system requires that you also enter a
part number to indicate the stock item to be updated in the warehouse
system.

Three subledger IDs are required by the system and you must enter
them exactly as shown:

m A/P — Accounts payable subledger
® \W/H - Warehouse subledger (if included in your system)
B /A - Fixed asset subledger (if included in your system)

To define the subledgers for your system, choose the GNL.205 - Define
Sub-Ledgers option from the Chart of Accounts Maintenance menu.
When the system displays the Sub-Ledger Definition command screen,
type A in the command field. Then type the identifier for the subledger
you are defining.

l You must define at least the A/P subledger for Accounts Payable.

When you press ], the system displays a screen where you can
specify a title for the subledger.
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Defining a Subledger Title

/6/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 15:01:57 DSP13 \
FMS Define Sub-Ledgers Ref: GNL.205 .11
Sub-Ledger ID: F/A
Title: (1)
Mode: Add F3=Exit F5=Reset F12=Cancel Cancel? N

In the Title field at @, type the subledger title. You can modify the
wording of the titles as desired (you cannot modify the IDs).

Press Ee]. The system displays the Subledger Definition command
screen.
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Defining Journal Titles

All financial transactions create journal entries. Because of the high
volume of transactions, journal entries are grouped into journals. To
identify each journal, the FMS application uses a 3-character journal
identifier. The FMS application requires that you define certain journal
identifiers for its use:

A/P Accounts Payable Invoice Accrual Journal

C/D Cash Disbursements Journal

C/R Cash Receipts Journal

F/A Fixed Asset (if you use the FAS application)

GEN General Journal Entries

P/O Purchase Order Journal

P/R Payroll Journal (if you use the EMS application)

R/C Receiving Journal

W/H Warehouse Journal (if you use the WHS application)

I You must define these journal identifiers before you begin transactions
in the new year.

If you are interfacing custom programs to the FMS application, you also
need to set up journal identifiers to use in cross-referencing to the
incoming data.

During the month-end closing process, journal entries are posted to the
general ledger.

To define the journals for your system, choose the GNL.206 — Define
Journal Titles option from the Chart of Accounts Maintenance menu.
When the system displays the Journal Titles command screen, type A in
the command field. Then type the identifier for the journal you are
defining. When you press Ew], the system displays a screen where you
can specify a title for the journal.
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Defining a Title

//76/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 15:02:28 DSP13 ‘\\
FMS Define Journal Titles Ref: GNL.206 .11

Journal ID: F/A

Journal Title: @

Mode: Add F3=Exit F5=Reset F12=Cancel Cancel? N

. J/

In the Title field at @, type the journal title. You can modify the
wording of the titles as desired (you cannot modify the IDs).

Press Ee]. The system displays the Journal Titles command screen.

Continue adding journal titles until you have added at least the
required journals.
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Defining Single Account Code Elements

Now that you have selected the format of the elements you are going to
use, you also need to define titles for each of the actual element codes.
Use GNL.202 — Define Single Account Code Elements to specify account
element titles for the elements of the account code you defined in
GNL.101 - Define Account Code Format (such as fund, function, and
object).

The titles you define in this program appear on various reports and
displays throughout the system. If you choose, you can define titles for
your account number elements in this program. However, you must also
enter titles for account number elements in GNL.203 — Define Account
Code Numbers.

You must define an account code element title in this program (or
GNL.203 - Define Account Code Numbers for the account number element)
before you can include it in GNL.601 — Beginning Account Balance
Maintenance or before referring to it in a transaction.

Switch Settings

This program provides a switch that you can use to affect the way the
program operates. You can use ACS.310 — Maintain Menu Iltem
Definitions to change a switch setting.

m Allow restriction of account element

If you set this switch to Y, the program displays a field you can use
to restrict access to the account element.

To define titles for account elements, choose the GNL.202 — Define
Single Account Code Elements option from the Chart of Accounts
Maintenance menu. The system displays the following screen.
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Specifying the Element
//76/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 15:02:39 DSP13 ‘\\
FMS Define Single Account Code Elements Ref: GNL.202 .01
(1) Account Element @ Type 1 ©
Add 1. FUND
Change 2. UNIT
Delete 3. FUNCTION
Lookup 4. DEPARTMENT
Index 5. OBJECT

End

Auto Next Record? Y

. J/

To define a new single account element title, type A in the
command field at @.

In the Account Element field at @, type the specific code to be
defined.

Identify each specific account element code to be defined (however,
defining account number elements here is optional). The code
must be of the correct length and type, as you defined them in the
account code format. For example, if you defined FUND as being 3
numeric characters, the code you enter here must conform to that
definition (for example, 001).

If the code has fewer than 6 characters, press after you type the
code. For example, if you are defining fund element 1, type 1 and

press [E9).

In the Type field at ©, type the number that selects the correct
element type from the list the system displays below the field.

The list of types consists of the elements you defined in GNL.101 -
Define Account Code Format.

Press Ee]. The system displays the Account Element Titles detalil
screen.
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Adding an Element Title

//76/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 15:03:40 DSP13 ‘\\
FMS Define Single Account Code Elements Ref: GNL.202 .11
FUND @
Account Element: 001 @
ETement Title: (1)

Type 'R' if restricted: @

Mode: Add F3=Exit F5=Reset F12=Cancel Cancel? N

. J/

In the Element Title field at @, type the element’s title as you want
to appear on reports. This title appears on various reports and
screens throughout the system.

If you choose not to enter a title for account number elements
here, you must enter them in GNL.203 - Define Account Code
Numbers.

If the system displays the Type ‘R’ if restricted field at @, type R if
you want to restrict this account element.

I The system displays this field only if the switch for account
element restriction is set on.

Press ). The Account Element Titles detail screen remains, and
the system automatically increments the Fund field at ® and the
Account Element field at @ to the next element for you to define.

The system automatically fills the field with zeros up to the
maximum specified field length. Therefore, even if you typed 1
on the command screen, the system inserts zeros into the
number to get 000001.

To exit the Account Element Titles detail screen, press with the
Element Title field blank.

The system displays the Account Element Titles command screen.
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Defining Account Code Numbers

Switch Setting

Use GNL.203 - Define Account Code Numbers to define account code
numbers. Each account code has at least one element that is the
account number. The account number element identifies the financial
classification such as asset, expense, and revenue. In other words, the
account number element of the account code is the element that
indicates what type of transaction is being entered (for example, supplies
expense or tax revenue). This is the element you indicated with a code of
A in the account code format. You can define up to four account number
elements in an account code. (You would only need more than one
account number element if you want to combine elements to derive a
special meaning.)

This program provides a switch that you can use to restrict single
account elements. You can use ACS.310 — Maintain Menu Item
Definitions to change a switch setting.

m Allow restriction of account element

If you set this switch to Y, the program displays a field you can use
to restrict access to the account element.

To define your account number(s), choose the GNL.203 — Define
Account Code Numbers from the Chart of Accounts Maintenance menu.
The system displays the following screen.

Defining an Account Number

//'6/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 15:03:57 DSP13 ‘\\
FMS Define Account Code Numbers Ref: GNL.203 .01
0 Account Number: @
Add OBJECT
Change
Delete
Lookup

Index
End

Auto Next Record? Y

- /

Copyright © National Computer Systems, Inc. 1991, 1999 Confidential Information



Chapter 3 Defining Your Chart of Accounts 59

To add a new account number, type A in the command field at @.

In the Account Number field(s) at @, type an account number code
for each account title displayed. If a code contains fewer than 6
characters, press after you type the code.

The account number title(s) displayed represent each “account
number” element you designated in GNL.101 — Define Account
Code Format (usually only one).

When you press ], the system displays the Account Number
Definition detail screen.

Completing the Account Number Definition

/6/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 15:04:10 DSP13 \
FMS Define Account Code Numbers Ref: GNL.203 .11
Account Number: 6228
OBJECT
Account Title: ﬂ
General Ledger Postings: D @
S = Summarized by period closings.
D = Detailed.
Financial Statement Classification: 8 @
0. Current asset. 3. Current Tiability. 6. Capital/surplus.
1. Fixed asset. 4. Long-term debt. 7. Revenue.
2. Other asset. 5. Other liability. 8. Expenses.
9. A1l other.
Sub-Ledger Identifier: 9_ (Optional)
Type 'R' if restricted: @
\Mode: Add F3=Exit F4=Index F5=Reset F1l2=Cancel Cancel? N /

In the Account Title field at @, type the account title. This is the title
that will be associated with the account number element.

Review the default (D) in the General Ledger Postings field at ®. To
change the value, type S.

Journals can be posted in summary or detail to the general ledger.
Typically, the Expense and Revenue accounts are posted in detail
so the transactions can be traced. Balance Sheet accounts (Assets,
Liabilities, and Capital) can be posted in summary.

You can change this field after you begin entering transactions
for the year. However, posted transactions will remain as they
were defined when the transactions occurred. Changing this
setting affects only future transactions.
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S Tells the system to post one line summarizing this month’s
transactions where the reference fields are identical for the
account number element.

D Tells the system to post a detailed list of all the month’s
transactions for the account number element.

Review the default (8) in the Financial Statement Classification field
at ®@. To change the value, type in one of the other numbers from
the list displayed.

Your selection in this field determines the financial statement
classification of the account number you are defining. This
establishes the information to be included in various reports
generated throughout the system.

In the Subledger Identifier field at @, type a 3-character subledger ID.

This is an optional field. It is used to indicate “account number”
elements that are to be included in an interface with another system
or additional reports. The subledger IDs that can be used are:

A/P Accounts Payable (required subledger). This ID is
included on liability accounts.
W/H Warehouse (if the WHS application is included in

your system). All purchases from account codes
identified with this ID are included in the interface
between the FMS and WHS applications.

F/A Fixed Asset (if the FAS application is included in
your system). All purchases from account codes
identified with this ID are included in the interface
between the FMS and FAS applications.

To restrict this account element, type R in the Type ‘R’ if restricted
field at ©.

The system only displays this field if the switch controlling this field
is Y. To change the setting, use ACS.310 — Maintain Menu Item
Definitions.

Press Ee]. The Account Number Definition screen remains so you
can add more account titles if needed.

To exit the screen, press with the Account Title field blank. The
system displays the command screen.
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Combining Elements into Account Codes

After you define the individual elements that are to be part of your
account codes, use GNL.601 — Beginning Account Balance Maintenance
to “string” the individual elements together to make a complete account
code. In addition, you can use this program to assign beginning budget,
encumbrance, or ledger balances to each account.

You can also use this program to set up new accounts and enter
beginning budget, encumbrance, and ledger balances.
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Adding the Account Code

//'6/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 14:04:42 DSP13 ‘\\
FMS Beginning Account Balance Maintenance Ref: GNL.601 .01
(1) Account Number: @
Add
Change
Delete
Lookup Update: B @
Index B = Budget Balances.
End T = Transaction Balances.
E = Encumbrance Balances
= No Balance Update.
Index: 1
1 = Chart of Accounts.
2 = G.L. Accounts in Budget Control.
3 = G.L. Accounts by Budget Control Account.
\ Auto Next Record? N /

To add the account code, type A in the command field at @.

I You can only delete accounts that have not had any kind of
activity.

Type the complete account code in the Account Number field at @
(including the delimiter character between elements).

This identifies the account code you are adding.

Type B, T, E, or press the in the Update field at ©.

B Enter a beginning budget balance.
T Enter a beginning transaction balance.
E Enter a beginning encumbrance balance.

Press for no balance entry. This option enables you to set up
the account code but establish the beginning balances at a later
time, if desired.

Normally you would only enter beginning encumbrance balances if
you start up your system at mid-year. This program is typically
used to enter beginning transaction budget balances.

Press Ee]. The system displays the Account Balance Maintenance

detail screen, with the Beginning Balance field for the chosen
option highlighted (underlined).

Copyright © National Computer Systems, Inc. 1991, 1999 Confidential Information



Chapter 3 Defining Your Chart of Accounts 63

Entering Beginning Balances

FMS

.

//76/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 15:06:53 DSP13 ‘\\
Account Number: 001.34.000.00.5410 NEW

Status: A (A,D,I,R) @ Transaction Encumbrance Budget
Beginning Balance:
Unclosed Activity:
Activity: Month 1:

Year-End Entries:
Closing Entries:
Current Balance: .00 .00 .00
Mode: Add

Beginning Account Balance Maintenance Ref: GNL.601 .11

SUPPLIES AND MATERIALS Type: 0 Int #: S/L:

2:

O NOoOY OB W

9:
10:
11:
12:

F3=Exit F5=Reset F12=Cancel Cancel? N

J/

Notice the Type, Int #, and S/L fields in the upper right portion of the
screen. Whether the system displays these fields is controlled by a
switch setting. You can use ACS.310 — Maintain Menu Item Definitions to
change the setting.

Review the default (A) in the Status field at @. If you want to
change the default, press BACKTAB and change the field to R, D,

orl.

A

R

Means the account is active, can be used on transactions, and
will be printed on reports.

Means the account is inactive and cannot be used on
transactions, but will be included on reports generated through
the report writer programs. These accounts are carried forward
when the chart of accounts is copied to the new fiscal year
using FIN.010 — Copy Prior Year’s Accounts to Current Year.

Means the account is inactive and cannot be used in
transactions, but will be included on reports generated through
the report writer programs. These accounts are dropped from
the system when the chart of accounts is copied to the new
fiscal year.

Means the account is inactive, cannot be used on transactions,
and is not included on reports generated through the report
writer programs (as long as the net balance is $0). These
accounts are not carried forward when the chart of accounts is
copied to the new fiscal year.
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Type the beginning balance in the highlighted (underlined) field at
® and press EF). Only one beginning balance field can be selected
from the Update field on the previous screen for entry. (The
“budget” field is highlighted in this example.)

You must enter balances with the correct sign for that account
type. For example, enter revenue budgets as credits using the
FIELD - key. Use the FIELD + or key to indicate a debit entry.

No account detail on the remainder of the screen appears during
the implementation process. As transactions are posted by the
system, summarized amounts will be displayed.

Press Ee]. The system displays the Account Balance Maintenance
and Lookup command screen.
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Defining Account Code Keywords

Use GNL.201 - Define Account Code Keywords to define keywords for
your account codes. The system uses keywords to make automatic
accounting entries for most transactions. With the keywords defined, you
only need to enter the debit or credit portion of the transaction, while the
system makes all of the appropriate balancing entries.

You can also use an account keyword instead of typing a full account
code during data entry.

Use this program to assign the standard keyword definitions required by
the system, plus any additional keywords that you might need.

Required Keywords

Some keywords are required by the FMS application:

BACKUP_WITHHOLD
CASH_DISCOUNT
ENCUMBRANCE
ENCUMBRANCE_PY
FREIGHT
FUND_BALANCE
INTERFUND
INTERFUND_EMS
PAYABLE
SALES_TAX
TRADE_DISCOUNT

In addition, if you are using the Employee Management System
application, you must also define the keywords you will need for that
system. A typical list of EMS keywords might include:

ENCUMBRANCE_EMS (REQUIRED IF YOU ARE USING EMS)
FEDTAX_PAYABLE

FICA_PAYABLE

INSUR_PAYABLE

RETIRE_PAYABLE

STATETAX_PAYABL

VOL_DED_PAYABLE

You can also assign keywords for your more commonly used accounts
to use at transaction entry time.
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Defining Keywords for Purchasing Vendors

If you want to define additional A/P liability keywords for use in
purchasing (PUR.301 — Maintain Vendor Records on page 134), first
define the account code in GNL.203 (using the A/P subledger ID), and
then string them together in all applicable funds before you define
keywords for the accounts with this program.

Each keyword must be one consecutive word (multiple words are joined
by an underline symbol) of at least 7 characters. The first character must
be alphabetic. You can use question mark substitution logic when you
define your keywords. Enter ? for any character in the fund element.

To define keywords for your accounts, choose the GNL.201 — Define
Account Code Keywords option from the Chart of Accounts Maintenance
menu. The system displays the following screen.

Specifying the Keyword
//'6/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 15:07:12 DSP13 ‘\\
FMS Define Account Code Keywords Ref: GNL.201 .01
(4] ACCOUNT CODE KEYWORD @
Add
Change
Delete
Lookup
Index
End Index: 1

1 = Account Code Keywords

Auto Next Record? N

- /

To add a keyword, type A in the command field at @.

In the Account Code Keyword field at @, type the keyword to be
defined.

Be sure to add each of the keywords required by the system.
Keywords must be at least seven characters and must begin with
an alphabetic character.

Press Ee]. The system displays the Account Code Keywords detail
screen.
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Specifying the Account Code for the Keyword

/6/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 15:07:17 DSP13 \
FMS Define Account Code Keywords Ref: GNL.201 .11
Keyword: ENCUMBRANCE
Account Code or
Partial Code: @
Mode: Add F3=Exit F4=Index F5=Reset Fl2=Cancel Cancel? N

In the Account Code or Partial Code field at @, type the account

code (or partial account code) to be associated with the keyword.

For the required keywords, the “Fund” account code element
characters (defined in GNL.101 - Define Account Code Format)
must be replaced with a set of “???” symbols. This allows the
system to automatically substitute the appropriate fund element
characters in place of the “???” symbols as it makes balancing
entries for a transaction.

Press Ee]. The system displays the Account Code Keywords
command screen.
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Printing Your Chart of Accounts

Once you have defined each of the accounts in your chart of accounts,
use GNL.RO10 - Print Chart of Accounts to print a copy of the chart of
accounts so you can review your entries.

You can use this program to print the following three reports.

B Single account elements
B Account numbers
B General ledger accounts

Selecting What to Print

/6/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 15:07:37 DSP13 \
FMS Print Chart of Accounts Ref: GNL.0O10P.01
Print Single Element Definitions ? (Y/N) Y
Print Account Number Element Definitions ? (Y/N) Y
Print Account Dictionary ? (Y/N) Y
Type of Accounts to Include (_,A,I) _
(Blank = A11, A = Active, I = Inactive)
F3=Exit F5=Reset F12=Cancel Cancel? N

Review the default selections. To exclude any of the items from the
listing, change the appropriate option to N.

In the Type of Accounts to Include field, type A to include just
active accounts, type | to include just inactive accounts, or leave
the field blank to include all accounts in the listing.

I Inactive includes all accounts whose status is R, D, or I.

Press Ewr]. The system displays a submittal prompt. Press to
submit the job, or type Y in the Cancel? field to cancel processing.
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Restricting Access to Accounts

Use GNL.110 — Define Account Code Element Restrictions to enhance
the security of your data. For example, you can use this program to
prevent two schools from using the same account code elements.
You can use this program to accomplish two tasks:

B Restricting access to specified accounts
B Setting up purchase order approval lists

As you define approval lists, keep the following in mind:
® You can only define one routing level per user ID and work area

B You must define account restrictions and approval authority on
separate lines

B You must specify a work area when defining any record
l A routing level 9 user must have a work area specified.
After you define approval authorizations and users begin entering
purchase orders into the system, the system builds and routes PO
approval lists, based on the routing level and account restrictions you

define in this program and the purchasing options you define in
GNL.100 - General Financial Management Options.

Setting Up Account Authorizations

The following table provides an overview of how the account restrictions
and approval authority work together.

Restrict  Authority Comments

- - Not valid.

- P This user is not restricted to using specific accounts,
has unlimited access to the programs in the General
Ledger System, and can process purchase orders.
This user appears on the purchase order approval
queue with preapproval authority for the account or
range of accounts you specify.

- A This user is not restricted to using specific accounts,
has unlimited access to the programs in the General
Ledger System, and can process purchase orders.
This user appears on the purchase order approval
queue with approval authority for the account or
range of accounts you specify.

Copyright © National Computer Systems, Inc. 1991, 1999 Confidential Information



70 Financial Management System User's Guide

Restrict  Authority Comments

Y - This user is restricted to using the account or range
of accounts you specify, has unlimited access to the
programs in the General Ledger System, and can
process purchase orders. This user does not appear
on the purchase order approval list for the account or
range of accounts you specify.

Y P Not Valid

Y A Not valid

X - This user is restricted from using any of the programs
in the General Ledger System

X P Not valid

X A Not valid

Setting Up Purchase Order Approval Lists

This program enables you to set up multiple levels of approval for a
single purchase order. The approval levels you define in this program
affect account code security, purchase order creation, and purchase
order approval.

The routing logic is designed to follow the same flow as a paper
document, where typically the larger the amount of the purchase, the
more parties who are required to approve the transaction. The account
code is used to determine which users need to review each line item on
a purchase order. The routing level or dollar amount is used to determine
the order in which the reviewers are listed on the approval list.

The following is a summary of the current operation of the multi-level
approval logic for purchase orders.

Multi-level Approval Logic

Each person with the authority to preapprove or approve purchase
orders must be set up through GNL.110 - Define Account Code
Element Restrictions. This program enables you to establish the
accounts to which a user is authorized, the maximum dollar amount they
can approve, and their routing level (1-9).

The routing level controls the order in which a purchase order is routed
to the various approvers, depending on your Purchasing options in
GNL.100 - General Financial Management Options. See page 31for more
information.
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Understanding Routing Levels

When you establish the approval logic for purchase orders, the best
approach is to think of the routing order as a pyramid of users, defined
into nine layers. The lower levels of the pyramid include those users who
can approve transactions with smaller dollar values. The higher levels
include those users who can approve transactions with larger dollar
values. The top of the pyramid is routing level 9. This user has the
authority to approve any transaction, regardless of the dollar amount.

If Purchasing Option B is set to 1 (Select authorized users beginning
with first qualified) in GNL.100 — General Financial Management
Options, make sure you set up an approver with sufficient dollar
authority to approve any purchase order, such as routing level 8.
When this option is set to 1, the system looks for an approver who has
enough dollar authority to make the purchase order line approved and
builds the list up from there. If the system does not find a qualified
approver, it does not build an approval list for the line. In this case, the
system references Purchasing Option A (GNL.100) to determine whether
to approve the PO line or hold it as unapproved.

You don’t have to use all the routing levels if you don’t need them;
however, you must define a level 9 user with an account string of all
question marks (for example, ???.??2.2??.2?.2???) and a maximum amount
of $9,999,999.99. This requirement ensures that you never end up with a
purchase order that cannot be approved.
The level 9 user:

B Must be a manager-level user

® Can approve any transaction

B Can override another approver’s rejection of a line item

B Must review large transactions, such as purchase orders over
$50,000.00, and appears on the approval list when the transaction
exceeds the amount authorized for users assigned to the next
lowest routing level

A sample routing level pyramid is provided in the following illustration.
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Routing Level

9 772.22.272.72.7777
001.7?.100.77.77

\

/
/0012210022540 \
/ \

001.77.100.77.5410

/

001.77.100.02.5410

\

8
7
6
5
4
3
2

/

001.77.100.02.5410

\

Comptroller
Superintendent

Purchasing Agent
Principal
Dept. Head
Teacher

1/ 292.92.100.22 5410 \ Data Entry Clerk
Routing Approval

Title Account Number Level Level $ Amount

Data Entry Clerk ~ 99?.2?.100.2?.5410 1 P

Teacher 001.72.100.02.5410 2 p

Dept. Head 001.7?.100.02.5410 3 A 50.00
Principal 001.22.100.?2.5410 4 A 100.00
Purchasing Agent  001.7?.100.7?.5410 5 A 1,000.00
Superintendent 001.72.100.72.222? 8 A 99,999.99
Comptroller 222.22.272.22.272? 9 A 9,999,999.99

Expediting PO Approval

Only manager-level users can expedite purchase order approval using
PUR.452 - Purchase Order Review List Maintenance. For more
information, see page 171.
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Rebuilding a PO Approval List

If a purchase order is changed during the approval process, the system
activates one of the following rebuild processes:

B Global approval list rebuild (activated from GNL.110 — Define
Account Code Element Restrictions)

® | ocal approval list rebuild (activated from PUR.410 — Purchase
Order Input)

The following section describes the global rebuild process. See
PUR.410 - Purchase Order Input in Chapter 6 for details about the local
rebuild process.

Global Approval List Rebuild

Use this program to rebuild the approval lists for all open purchase
orders. This rebuild process will:

B Run in batch mode

B Rebuild the approval list for all open purchase order lines, unless a
manager-level user has changed the approval review sequence of
a purchase order line using PUR.452 — Purchase Order Review List
Maintenance

B | eave existing approvals intact for any given PO line item
B Create records for approvers added through this program

B Remove records for inactive or deleted approvers from the file
(PPUR410A) for open lines only, provided the review order has not
been modified through PUR.452

B | eave the existing approval records intact for all lines if the PO
header record is marked as approved

Approval list records for open purchase orders reside in file
PPUR410A. These records are written to the approval list history file
(PPUR412) when the purchase order is closed.

To activate this process, do one of the following:

B Choose R (Rebuild) on the command screen (GNL.110 .01)

B Change the approval authority setup on the detail screen
(GNL.110 .11) and select Y (Yes) on the prompt screen when exiting

The rebuild process takes more time than it did in prior releases of the
FMS application, because the system now builds the approval list at
the purchase order line level.

Copyright © National Computer Systems, Inc. 1991, 1999 Confidential Information



74 Financial Management System User’s Guide

Limiting the Number of Accounts in Purchase Orders

As you define your purchase order approval structure in GNL.110, keep
in mind that each account may have several users that appear on the
approval list for that account. If you enter many different, unrelated
accounts on a single purchase order, the approval list for that transaction
could be very long. To avoid routing a purchase order to a large number
of users, you should limit the number of different accounts that you enter
on a purchase order.

Defining Account Restrictions and Approval Lists

To define account element restrictions, choose the GNL.110 — Define
Account Code Element Restrictions option from the Chart of Accounts
Maintenance menu. The system displays the following screen.

Specifying the User ID and Work Area

/2;27/98 FY 98 CIMS III DEMONSTRATION DISTRICT 9:48:26 SUTTMGS1 A\\
FMS Define Account Code Element Restrictions Ref: GNL.110 .01
0 User ID: 9 Work Area: 9
Add
Change
Delete
Lookup
Rebuild Index: 1
Index 1 = User Restrictions
End 2 = Users by Last Name
3 = Work Areas
4 = User Assignments

Auto Next Record? N
. 4

To add a new restriction, type A in the command field at @.

In the User ID field at @, type the user’s signon code.

This identifies the user for whom you are adding an account
number restriction.

In the Work Area field at ®, type the work area.

Press Ee]. The system displays the Define Account Code Element
Restrictions detail screen.

Copyright © National Computer Systems, Inc. 1991, 1999 Confidential Information



Chapter 3 Defining Your Chart of Accounts 75

Setting Up Restrictions and Approval Levels

6/27/98 FY 98 CIMS III DEMONSTRATION DISTRICT 9:49:57 DSP13 \
FMS Define Account Code Element Restrictions Ref: GNL.110 .11
User ID: BUSMGR BUSINESS MANAGER Work Area: ADMIN
Routing Level: 0 @  Active? (Y/N) ¥ (2]
Account Number Restrict Authority Maximum
Y/X/- A/P/- Amount
() (4] (5] 0.0
o o .00
o o .00
_ _ .00
o o .00
_ _ .00
_ _ .00
o o .00
_ _ .00
o o .00
o o .00
_ _ .00
Mode: Add F3=Exit F4=Index F5=Reset Fl12=Cancel Cancel? N
. J/

In the Routing Level field at @, type a number from 1 to 9. You can
use this field to group users with equal levels of authority.

If you choose 1 in the Approval review sequence field on screen
GNL.100 .12, then your selection in the field at @ determines the
sequence in which purchase order approval lists are routed.

Whether the system sequences the approval list by routing level
or dollar amount depends on the Purchasing options defined in
GNL.100 - General Financial Management Options (see

page 31).

Staff-level users can be assigned a routing level of 1-8.

Only a manager-level user can be assigned a routing level of 9. A
routing level 9 user can bypass the defined routing order and
approve or reject any line item on an open purchase order, unless
the purchase order has been printed and has not been revised.

|| You can only define one routing level 9 user for each client ID.

Review the default (Y) in the Active? field at @. You can change the
default if you wish.

Y means this user ID is active for preapproval and approval
functions and account restrictions.

N means this user ID is not active for preapproval and approval
functions or account restrictions.
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In the Account Number field at ®, type an account code using
either valid element codes or question mark symbols (?).

The question mark symbols are used as “wild cards” to represent
any code in the element that can be accessed in transactions
entered by the defined user ID.

You can enter “?” symbols for an entire element code (for
example, .???7?.), or you can combine the “?” symbol with partial
codes (for example, .54772.).

Type Y or X in the Restrict field at @, or press f to leave this field
blank.

Y This user ID can process purchase orders and use the
programs in the General Ledger system in transactions
for the account (or range of accounts if question mark
logic is used) specified on the corresponding line.

If you type Y in this field, you must leave the Authority
and Maximum Amount fields blank.

X This user ID cannot enter purchase orders or use the
programs in the General Ledger system.

If you type X in this field, you must leave the Authority
and Maximum Amount fields blank.

Blank This user ID has unrestricted access to programs in the
General Ledger system for the account (or range of
accounts if question mark logic is used) specified on the
corresponding line.

Example 1:

To restrict the user to Fund 001, use the following setup:

001.?2?2.2?22.22.2?272 Y $

Example 2:

To restrict the user to only enter purchase orders for Fund 001 and
define approval authority for Fund 001, use the following setup:

?7?2.22.272.22.277? X _ 8
001.22.2?22.22.2?2?2?2 Y _  $
001.?2?2.2??2.22.2?277? A $500.00
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Example 3:

To restrict the user from entering purchase orders for Fund 001,
use the following setup:

27?2227 Y 8
001.22.2?22.22.2?27?2 X _  $
Example 4:

To restrict the user from entering purchase orders for Fund 001
and define approval authority for Fund 001, use the following

setup:
.02, Y 0§
001.?22.2?2?2.22.2???2 X _  $
001.??2.27??2.2?2.2??7? A $500.00

Type A or P in the Authority field at @, or press to leave this
field blank if you do not want to include this user on purchase
order approval lists.

A This user ID has purchase order approval authority for the
account (or range of accounts if question mark logic is
used) specified on the corresponding line

P This user ID can preapprove purchase orders for the account
(or range of accounts) specified on the corresponding line.

Blank  This user ID does not have access to purchase order
approval processing.

@ In the Maximum Amount field at ®, type a number that represents
the maximum dollar amount this user can approve for a purchase
order line item, and press &.

Press Ee]. The system displays the command screen.

If you change a user’s approval authority while a purchase order is
still in the approval process, the system displays a prompt. Type Y
to activate the global purchase order rebuild process.

Copyright © National Computer Systems, Inc. 1991, 1999 Confidential Information



78 Financial Management System User’s Guide

Copyright © National Computer Systems, Inc. 1991, 1999 Confidential Information



Setting Up Control
Accounts

This chapter introduces the concepts and programs that set up control
accounts. Control account budgeting provides you with a second method
for handling budgeting. You can set the budget at the detail account
level, or you can set the budget to one control account that contains
several detail accounts. The detail accounts share the budget of the
control account.

This chapter shows you how to set up control accounts and attach detalil
accounts to each control account. The detail accounts do not have a
budget attached but instead share the control account’s budget. This
enables you to set up one control account budget that controls the
expenditures of many detail accounts.
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The Control Account Budget Development System enables you to do the
following:

1]

2]

3

4]

Set up control accounts.

Associate one or more detailed line item accounts with a control
account.

Define a beginning budget amount for each control account.

Look up control account budget, expenditure, and encumbrance
amounts.

This chapter describes the following programs:

B GLB.601 - Control Account Maintenance
B GLB.610L — Control Account Lookup

Before You Begin

Before you begin implementing the Control Account Budget
Development System you should make sure that you have changed the
value to Y in the Use Control Account Budgeting field in GNL.100 —
General Financial Management Options.

Also, elements for control accounts must already be defined in
GNL.202 — Define Single Account Elements and GNL.203 — Define
Account Code Numbers.
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Setting up Control Accounts

Use GLB.601 - Control Account Maintenance to set up control accounts
and detail line accounts. You establish a budget for a control account
and specify detail line accounts that will use the control account budget.
You cannot use control accounts for transaction detail.

You can also use the control accounts as a management tool to group
accounts together for reporting with either the standard FMS report
writers or the free-form report writer.

I You cannot use this program for transactions; it is for budget only.
To add a control account, choose the GLB.601 — Control Account

Maintenance option from the Control Account Functions menu. The
system displays the following screen.

Adding a Control Account

//>6/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 14:04:42 DSP13 <\\
FMS Control Account Maintenance Ref: GLB.601 .01
(1) Account Number: @
Add
Change
Delete
Lookup Update: B @
Index B = Budget Balances.
End = No Balance Update.
Index: 1
1 = Budget Control Accounts.
2 = Chart of Accounts.
3 = G.L. Accounts in Budget Control.
4 = G.L. Accounts by Budget Control Account.
Auto Next Record? N

. J/

To add a control account, type A in the command field at @.

Type the account number that you want to add in the Account
Number field at @ and press [EF).

The account number you type in this field is a control account.
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Review the default (B) in the Update field at ®. To change the
value, press to clear the field.

If you leave B in the field, the system enables you to add a budget
amount for the account. If you change the value to a blank space,
you will not be able to add a budget amount for the account.

Press Ee]. The system displays the Budget Control Account
Maintenance detail screen.

Adding a Budget Amount

If you have allotted a budget to this account in GNL.601, the system
will use the budget set up there before using the amount you specify
here.

/6/15/95 FY 95
FMS

CIMS III DEMONSTRATION DISTRICT
Control Account Maintenance

14:06:04 DSP13
Ref: GLB.601 .11

Account Number: 001.40.100.99.5410 NEW

Budget Checking: I

~

SUPPLIES AND MATERIALS
Status: A @ (A,D,I,R) Transaction Encumbrance Budget
Beginning Balance:

Un-Closed Activity:
Activity: Month 1:
2:

0ONOoOYOL bW

9:
10:
11:
12:
Year-End Entries:
Closing Entries:
Current Balance: .00 .00 .00
Mode: Add F3=Exit F5=Reset F12=Cancel Cancel? N

. /

Review the default (I) in the Budget Checking field at @. You can
change the default if you wish.

/ Individual means the system checks the
budget for the specified account. If this
budget has been exceeded, then the system
checks the budget for the control account.

T Total means the system checks the budget
for the specified account. If this budget has
been exceeded, then the system checks the
budget for the control account. If this budget
has also been exceeded, the system checks
the budget for any other accounts under this
control account.
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Review the default in the Status field at @. If you want to change
the default, type the appropriate letter.

A (Active) The account is active, can be used on
transactions, and will be printed on reports.

/ (Inactive) The account is inactive, cannot be
used on transactions, and is not included on
reports generated through the report writer
programs (as long as the net balance is zero).
These accounts are not carried forward when
the chart of accounts is copied to the new
fiscal year.

D (Drop) The account is inactive and cannot be
used in transactions, but will be included on
reports generated through the report writer
programs. These accounts are dropped from
the system when the chart of accounts is
copied to the new fiscal year.

R (Report Only) The account is inactive and
cannot be used on transactions, but will be
included on reports generated through the
report writer programs. These accounts are
carried forward when the chart of accounts is
copied to the new fiscal year using FIN.010 -
Copy Prior Year’s Accounts to Current Year.

In the Budget field at ®, type the budget amount for the account
number.

I If you did not type B in the Update field, you will not be able to
add a budget amount in this field.

Press Ewe]. The system displays the Budget Account Maintenance
line screen.
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Specifying Detail Accounts for the Control Account

/6/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 14:08:49 DSP13 \
FMS Control Account Maintenance Ref: GLB.601L.11
CONTROLLING ACCOUNT: 001.40.100.99.5410 SUPPLIES AND MATERIALS
CMD BUDGET ACCOUNT
BEGIN

1.000 Budget Account: @

F3=Exit F4=Index F5=Reset F12=Cancel Cancel? N

- J/

Type the detail account number you want to add in the Budget
Account field at @.

The detail account number you enter here will be tied to the control
account budget.

Press Ee]. The program puts the account that you just typed in the
list at the top of the screen and clears the input fields so you can
enter another detail account.

Repeats steps 1 and 2 for each detail account you want to have
included with the control account. You can define as many detail
accounts as you need.

To stop adding detail accounts, press twice. The cursor moves
to the CMD field at the top of the screen.

Type E in the CMD field and press [Ee].

The system displays the Budget Control Account Maintenance
command screen.
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Looking Up Control Accounts

Use

transactions for a control account. The program enables you to display

both

GLB.610L — Control Account Lookup to display the detailed

closed and unclosed budget adjustments, encumbrances, and

expenditures for each control account. The system also displays the

deta

il account number for each transaction.

To look up detail about a control account, choose the GLB.610L —
Control Account Lookup option from the Control Account Functions

men

u. When the system displays the command screen, type L in the

55

command field and then the account number of the control account you
want to review. The system displays the following screen.

Budget Control Account Inquiry

Copyright © National Computer Systems, |

Choose the detail you want to display by typing Y in the
appropriate Detail field below @.

If you chose display unclosed data, type the cutoff date for
unclosed transaction activity in the Date field at @.

The system displays all unclosed activity up to and including this
date.

If you chose to display closed data, type the cutoff month for
closed transaction activity in the Month field at ®. The system
displays all closed activity up to and including this month.

nc. 1991, 1999 Confidential Information

//76/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 14:10:13 DSP13 N
FMS Control Account Lookup Ref: GLB.610L.11
Account Code: 001.10.200.00.5410 Budget Checking: I
SUPPLIES AND MATERIALS INSTRUCTION Expense
Total Original Budget: Detail .00
Total Closed Budget Adjustments: .00
Total Unclosed Budget Adjustments: _ .00
Total Revised Budget: .00
Total Closed Expenditures: _ .00
Total Unclosed Expenditures: .00
Total Current Expenditure Balance: .00
Total Un-Expended Budget Remaining: .00
Total Closed Encumbrances: _ .00
Total Un-Closed Encumbrances: .00
Total Current Encumbrance Balance: .00
Total Un-Encumbered Balance Remaining: .00
Detail Cutoff: Un-Closed Activity: Date: (2]
Closed Activity: Month:  MAY ® Linit? @
Journal: @
F3=Exit F5=Reset Fl12=Cancel Cancel? N
\ J/
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Review the default (N) in the Limit? field at @. If you enter Y, this
field limits the information to the month you selected at ® for
closed activity.

To limit the transactions displayed to a single journal, type the
journal in the Journal field at ©. The system will only display the
closed activity from this journal. If you leave the field blank, all
journal activity displays.

Press Ee]. The system will display all of the transaction activity that
you have requested.

Depending on the detail you choose for review, you can use the
Position to fields to look up transactions by date, month, and
journal fields for open or closed activity.

Press when you finish viewing the detail.
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Using the General
Ledger Module

This chapter describes how to use the CIMS |l General Ledger module.
As you work with the General Ledger, you can perform the following tasks.

1]
2]

3]

4]

Look up account balances and accounting detalil.
Make journal entries.
Perform month-end closing.

Maintain account codes.

To perform these tasks, you will use the following programs:

GNL.601L — Account Balance and Transaction Detail Lookup
GNL.401 - Journal Entry Input

GNL.930 - Out of Balance Journal Printer

GNL.935 - Correct Out-of-Balance Journals

GNL.935R - Journal Correction Audit Report

GNL.710 — Month-end Closing

GNL.911 - Update Account Subledger

GNL.910 - Replace Financial Classification
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General Ledger Reports and Listings

The General Ledger module provides the following reports. You can find
samples of these reports in the Financial Management System Sample
Reports.

® GNL.500 - Account Restrictions/Authorization Listing

This program enables you to print a listing of account restrictions
and authorizations.

® GNL.5002 - Account Restr/Auth. Listing by Account

This program enables you to print a listing of account restrictions and
authorizations sorted by general ledger account number.

® GNL.501 - Ledger Printer

This program produces listings of the transaction ledger, budget
ledger, or encumbrance ledger for closed months. You can specify
the month for the report and either a balance forward or year-to-date
ledger. This program also has a switch setting that controls
whether the program prints account code totals or not.

® GNL.510 - Journal Printer

This program produces listings of the transaction, encumbrance,
and budget journals. These reports can be printed in transaction
detail, account number detail, or in summary.

® GNL.520 - Journal Entry Listing

This program produces a listing of adjustments entered through
GNL.401 - Journal Entries. The report can include adjusting,
budget, or encumbrance entries for a specific month, or range of
months.

® GNL.540 - Outstanding Encumbrance Listing

This report lists all outstanding encumbrances, sorted by account.
You can print a list for one account, a range of accounts, or all
accounts. The report includes all FMS encumbrance entries, but
does not include encumbrance activity from the Employee
Management System (EMS).

® GNL.RO10 - Print Chart of Accounts

This program produces reports that list account information defined
in GNL.202 - Define Single Account Code Elements, GNL.203 -
Define Account Code Numbers, and GNL.601 — Beginning Account
Balance Maintenance.

Copyright © National Computer Systems, Inc. 1991, 1999 Confidential Information



Chapter 5  Using the General Ledger Module 89

Additional General Ledger Capabilities

In addition to the basic reports described in this manual, the General
Ledger module also contains sophisticated report writers for you to use
to build custom reports. These report writers are described in detail in
the Financial Management System Report Writers User’s Guide.

New year setup procedures, 1099 preparation, and budget development
are also capabilities of the General Ledger module. These capabilities
are described in the Financial Management System Year End User’s
Guide.

Management- and Staff-Level Users

As part of CIMS Il system security, some programs and functions are
designated as “management-level” and others are “staff-level.” While you
are using the general ledger procedures discussed in this chapter, the
responsibilities of management-level and staff-level users differ as
follows:

B Only a management-level user can initiate the Month-End Closing
using GNL.710 — General Ledger Month-End Closing and the FMS
correction programs.

B A staff-level user can check transaction balances and detail with
GNL.601L - Account Balance and Transaction Detail Lookup;
staff-level users can also input journal entries with GNL.401 -
Journal Entry Input.
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Looking Up Account Balances

Use GNL.601L — Account Balance & Transaction Detail Lookup to check
your account balances. You can review the balance of any of your
accounts to a level of detail you choose. You can review current balances;
or you can look up individual transactions and journal entries for an
account.

In addition, you can use this program to check detailed accounting
information for your accounts. The program displays the following types
of information for your accounts (depending on how you have set up
your management options):

Account Type Information Displayed

Expense — Budget adjustments
— Revised budget balance
— Expenditures
— Unexpended budget remaining
— Encumbrances
— Unencumbered balance remaining
— Open requisitions

Revenue — Budget adjustments
— Revised budget
— Transaction activity
— Remaining balance.

Asset — Transaction activity
— Remaining balance.

Liability — Transaction activity
— Remaining balance.

Capital/Surplus - Transaction activity
- Remaining balance.

You can also choose to display detailed accounting information about
any transaction.
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Understanding the Lookup Screen

The following illustration provides some explanation for what you are

looking at when you review account information.

91

4 6/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 12:59:59 DSP13
FMS Account Balance & Transaction Detail Lookup Ref: GNL.601L.11
Account Code: 003.00.000.00.5060 Expense
Status: A BUILDING MAINTENANCE
Original Budget: Detail 100,000.00 @
Closed Budget Adjustments: _
Unclosed Budget Adjustments: _ .00
Revised Budget: 100,000.00 @
Beginning Expenditure Balance: .00
Closed Expenditures: 20,452.57
Unclosed Expenditures: _
Current Expenditure Balance: 20,452.57 @
Unexpended Budget Remaining: 79,547.43 @
Closed Encumbrances: .00
Unclosed Encumbrances: 18,605.40
Current Encumbrance Balance: 18,605.40 G
Unencumbered Balance Remaining: 60,942.03 @
Display Control Account Balance: N
Detail Cutoff: Unclosed Activity: Date:
Closed Activity: Month:  MAY Limit? N
Total Open Requisitions: Journal:
F3=Exit F5=Reset F12=Cancel Cancel? N
\. 4

0 Beginning Budget Amount

(B This amount is the Beginning Budget Amount plus any
closed or open adjustments to the budget. This value
is the budget total from which both expenditures and
encumbrances are subtracted.

(C] This amount is the total of the closed and unclosed
expenditures. This is subtracted from the revised
budget amount to give you the Unexpended Budget
Remaining.

o This amount is the revised budget minus the current
expenditure balance.

(E ) This amount is the total of closed and unclosed
encumbrances.

(F ) This figure is the total amount that consists of the
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Switch Settings

This program provides switch settings that impact how the program
operates. These switches are as follows:

® Show account balances on index?

This switch controls whether or not account balances are displayed
in the index.

® Display account type, internal pointer, and sub-ledger ID?

Selecting the Account to Display

To lookup an account balance or transaction detail, choose the
GNL.601L — Account Balance & Transaction Detail Lookup option from
the General Ledger System menu. When the system displays the command
screen, type L for lookup, type the account code you want to check, and
press Ewe]. The system displays the following screen.

Reviewing Account Information

The screen the system displays depends on the type of account you
select to review. Fields display or not according to the type of account.
This screen sample describes the fields in a typical expense account and
how to display and review detailed accounting information.

/6/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 12:59:59 DSP13 \
FMS Account Balance & Transaction Detail Lookup Ref: GNL.601L.11
Account Code: 001.00.000.00.5410 Expense
Status: A SUPPLIES AND MATERIALS
Original Budget: Detail 10,000.00 @

Closed Budget Adjustments: (2] 300.00CR
Unclosed Budget Adjustments: _ .00
Revised Budget: 9,700.00
Beginning Expenditure Balance: 1,000.00
Closed Expenditures: _ 1,400.00
Unclosed Expenditures: _ 25.00
Current Expenditure Balance: 2,425.00
Unexpended Budget Remaining: 7,275.00
Closed Encumbrances: _ .00
Unclosed Encumbrances: _ 1.00
Current Encumbrance Balance: 1.00
Unencumbered Balance Remaining: 7,274.00
Display Control Account Balance: N @
Detail Cutoff: Unclosed Activity: Date: @
Closed Activity: Month:  MAY @ Linitz N @
Total Open Requisitions: Journal: e_
F3=Exit F5=Reset F12=Cancel Cancel? N

- /
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If the system displays it, review the budget information beginning at
the Original Budget field at @.

The system displays these fields if you entered a beginning budget
for the account.

Closed Means that the month-end closing procedure has been
run.

Unclosed Means that the month-end closing procedure has not
yet been run.

As you review the information displayed, you can choose to see more
detail by typing X in the appropriate Detail field starting with @.

If you choose to see more detail, you can limit the amount of detail
the system displays by using the limiting fields at the bottom of the
screen.

If applicable, review the default (N) in the Display Control Account
Balance field at ©®. To change the default, type Y.

The system displays this field only if the account is defined as a
control account in GLB.601 — Control Account Maintenance.

If you type Y, the system displays control account information for
this account after you press [ne].

To limit the amount of unclosed activity the system displays, type
the date through which you want the system to display detailed
activity in the Date field at @ and press EF). Type the date in the
MMDDYY format.

If you do not limit the information by typing a date, the system will
display all unclosed activity.

If you chose to display closed activity, review the default in the
Month field at ©@. To change the month, type a different month in
the field. The default is the last closed month.

If you are displaying closed activity, you have a number of ways
you can limit the amount of information the system displays,
depending on the way you fill out the detail cutoff fields (Month,
Limit, and Journal).

The system will display all closed activity up to the month specified
in the Month column.

@ To limit the closed activity the system displays to just the month
displayed in the Month field, type Y in the Limit field at ®. The
system will display activity for only that month.

Copyright © National Computer Systems, Inc. 1991, 1999 Confidential Information



94 Financial Management System User's Guide

To limit the activity displayed to a specific journal, type the journal
identifier in the Journal field at @. Valid journal identifiers are as

follows:

A/P Accounts Payable Invoice Accrual Journal
C/D Cash Disbursements Journal

C/R Cash Receipts Journal

GEN General Journal Entries

P/O Purchase Order Journal

P/R Payroll Journal

R/C Receiving Journal

W/H Warehouse Journal

Press [Ener.

If you selected additional detail, the system displays the
Transaction Journal Detail screen with the detail you chose. See
“Reviewing Transaction Journal Detail” for an example of this screen.

If you chose to see the control account information, the system
displays the Budget Control Account Inquiry screen. See “Reviewing
Control Account Information” for an example of the screen.

If you did not select any detail, the system displays the Account
Balance Inquiry command screen.

Reviewing Control Account Information

/,76/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 14:10:13 DSP13 ‘\
FMS Control Account Lookup Ref: GLB.610L.11
Account Code: 001.10.200.00.5410 Budget Checking: I
SUPPLIES AND MATERIALS INSTRUCTION Expense
Total Original Budget: Detail .00
Total Closed Budget Adjustments: _ -00
Total Unclosed Budget Adjustments: _ .00
Total Revised Budget: .00
Total Closed Expenditures: _ .00
Total Unclosed Expenditures: _ .00
Total Current Expenditure Balance: .00
Total Un-Expended Budget Remaining: .00
Total Closed Encumbrances: _ .00
Total Un-Closed Encumbrances: _ .00
Total Current Encumbrance Balance: .00
Total Un-Encumbered Balance Remaining: .00
Detail Cutoff: Un-Closed Activity: Date:
Closed Activity: Month:  MAY Limit? _
Journal:
F3=Exit F5=Reset F12=Cancel Cancel? N
\ J
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Review the information the system displays.

You can follow the same procedures to display additional detail
(type X in the detail column) and to limit the detail displayed as you
did on the initial Account Balance Inquiry screen.

Press Ewe]. The system displays the additional detail you selected or

the Account Balance Inquiry command screen if you chose not to
review detail.

Reviewing Transaction Journal Detail

4 2/10/98 FY 98 CIMS III DEMONSTRATION DISTRICT 11:12:56 DSP05 )
FMS Transaction Journal Detail Ref: GNL.502L.01
Account: 001.00.000.00.5513
Position to:
"X" Date Reference JNL Description Amount
Q@ 2/20/9 101 A/P UTILITIES 10000.00
_7/22/98 102 A/P UTILITIES 500.00
. J

Review the transactions the system displays.

If there is more than one page of detail, press the PAGE or ROLL
keys to see the next page.

To see further detail for a particular transaction, type X in the ‘X’
column such as at @ and press Ew=]. You can also use the Position
to field to find a transaction quickly.

The system displays the accounting detail for the transaction you
selected.
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Reviewing Accounting Detail

/Ié/10/98 FY 98 CIMS III DEMONSTRATION DISTRICT 11:13:14 DSPO5 ﬂ\\
FMS Transaction Journal Detail Ref: GNL.502L.11
Account: 001.00.000.00.5513
Journal ID: A/P
Transaction Date: 2/20/98
Posting Date: 2/20/98
Reference #1: 101
Reference #2:
Reference #3: PO
External Reference:  ELECTRIC AA
Description: UTILITIES
Amount: 10,000.00
System: ACP
Vendor: 101 S.R.P.
User Code:
Line #:
\\k Cancel? N 4//

Review the information the system displays and press ).

The system displays the Transaction Journal Detail index screen so
you can choose another transaction to display.

To stop reviewing detail, press ). The system displays the
Account Balance Inquiry screen.

To stop reviewing account information, press Ew]. The system
displays the Account Balance Inquiry command screen.
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Making Journal Entries

Use GNL.401 - Journal Entry Input to make a journal entry. A journal
entry is a manual adjustment to the account balance. Journal entries are
usually made to correct errors in transactions or to record transactions
that occur outside of the purchasing and cash receipt cycles, such as
recording bank charges or budget transfers and adjustments.

You would not use this program to correct the balance of an account
because an invoice was entered for the wrong dollar amount. That
correction must be made through the Accounts Payable module, so
that your general ledger Accounts Payable account and your Accounts
Payable subsidiary are always in balance.

Types of Journal Entries

There are three types of journal entries:

® Adjusting journal entries adjust the transaction balance in an
account.

® Budget journal entries adjust the appropriation or budget balance
in an account.

® Encumbrance journal entries adjust the encumbrance balance in
an account.

Sample Journal Entries
Following are examples of situations in which you would make journal
entry transactions through GNL.401 — Journal Entry Input:
® An invoice is posted to the wrong expense account.

Use an adjusting entry to reverse the entry in the incorrect account
and post it to the correct account.

® The appropriation in an account needs to be increased.

Use a budget journal entry to move budget from another
appropriation account into the account to be increased.
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Understanding Debits and Credits

All journal entries must be balanced. This means that you must provide
both debit and credit entries, and that the amount of debits must equal
the amount of credits. The tables below show how debit and credit
entries affect the general ledger. When applied to the general ledger, a
debit entry affects the accounts as follows:

Account Type Affect of Debit Entry on Balance
Asset Increase (+)
Liability Decrease (- )
Fund Balance Decrease (-)
Expenditure Increase  (+)
Revenue Decrease (-)

When applied to the general ledger, a credit entry affects the accounts

as follows:

Account Type Affect of Credit Entry on Balance
Asset Decrease (-)

Liability Increase  (+)

Fund Balance Increase  (+)

Expenditure Decrease (-)

Revenue Increase  (+)

Switch Settings
This program provides switch settings that influence the operation of the
program. These switches are as follows.
® Allow Adjusting J/Es only?
The initial setting for this switch is N.
= Allow budget J/Es only?
The initial setting for this switch is N.
® Allow encumbrance J/Es only?
The initial setting for this switch is N.

To make journal entries, choose the GNL.401 — Journal Entry Input option
from the General Ledger System menu. The system displays the
following screen.
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Selecting the Journal and Month

//76/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 14:18:50 DSP13 i\\
FMS Journal Entry Input Ref: GNL.401 .01
Q@ O JEn O For month @
Add A
Change B
Delete E
Lookup
Index
End Index: 1
1 = Journal Entries
Auto Next Record? N
. J/

To make a new journal entry, type A in the command field at @.

Type A, B, or E in the 1-character field at @ to identify the type of
journal entry. Journal entry types are:

A An adjusting entry adjusts the transaction balance in the
general ledger.

B A budget entry adjusts budgeted amounts.

E An encumbrance entry adjusts outstanding encumbrance
amounts.

Type the journal entry number for this journal entry in the J/E No.
field at ® and press [E).

The journal entry number can be up to 4 digits and should follow a
numbering sequence.

Review the month in the For month field at @. To change this field,
type the first three letters of the month you wish to update.

The month that appears at @ is the month to which the system
posts the journal entry. The default for this field is the current
system month.

When you press ], the system displays the Journal Entries
header screen.
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Entering a Title and Date

4 6/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 14:18:50 DSP13 N
FMS Journal Entry Input Ref: GNL.401 .11
JUN AJE 1 Title: @
Date: 6/15/95 @
Mode: Add F3=Exit F5=Reset F12=Cancel Cancel? N )

Type a title for the journal entry you are making in the Title field at @.

Making Journal Entries

Review the date at ®. To change it, type the correct date in
MMDDYY format and press 7. The date must be within the month
you specified in the For month field on the previous screen.

When you press ], the system displays the Journal Entries lines
screen.

4 6/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 14:19:09 DSP13 N
FMS Journal Entry Input Ref: GNL.401L.01
JUN AJE 1 TEST JOURNAL ENTRY Total: .00
CMD ACCOUNT DEBIT CREDIT
BEGIN___
1.000 Account: @
Debit: @ Credit:
Description:
F3=Exit F4=Index F5=Reset Fl2=Exit Cancel? N
o 4
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Type the first account code to be adjusted in the Account field at @
and press 7). You can use field-level indexing (]) to help you
select the account.

Type the debit amount to be posted to the account for this line in
the Debit field at @ and press [E).

Or

Type the credit amount to be posted to the account for this line in
the Credit field and press E7).

If you are making entries that cross funds and the journal entry as
a whole is balanced, the system offsets the balance to the
appropriate fund’s interfund account for you (except for budget
journal entries, which must be in balance within the fund).

If you are making a single fund entry and the entry as a whole is
balanced, the system does not offset the balance for you.

Type a description of this journal entry in the Description field at ©.

When you press [e], the system updates the Journal Entries Lines
display. Your first line of information appears at the top of your
screen and the fields appear at the bottom for your next entry.

Repeat Steps 1 through 3 for each line of the journal entry. When
you have completed your entries, press twice.

of your screen. This total must equal zero before you can

I The total of your journal appears in the upper right hand corner
complete this journal.

To stop making entries, type E in the CMD column and press ).
The system displays the Journal Entries command screen.
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Printing Out-of-Balance Journal Entries

Use GNL.930 - Out of Balance Journal Printer to print a list of out-of-balance
journal entries. Normally, you would do this in preparation for closing the
month. With this report, you can review any out-of-balance entries for the
month you specify. You can print out-of-balance encumbrance, budget,
and transaction entries for closed or unclosed activity.

To check for out-of-balance entries, choose the GNL.930 - Out of
Balance Journal Printer option from the Month End Closing menu. The

system displays the following screen.

Selecting the Journal Entries to Print

4 6/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 14:19:34 DSP13 A
FMS Out of Balance Journal Printer Ref: GNL.930P.01
Cut-0ff Date For Journals: 6/15/95 @
Journals To Print: (2]
Transactions Journals: Y
Encumbrance Journals: Y
Budget Journals: Y
Print The Following: ®
Detail In Transaction Sequence: Y
Detail In Account Number Sequence: N
Account Summary: N
Files To Use: (4]
Un-Closed Data: Y
Closed Data: N
Print Requested Month Only: N
Select The Following:
Journal I/D: (P/0, A/P, etc.) @
Fund: (6]
F3=Exit F4=Index F5=Reset F12=Cancel Cancel? N
. 4

Review the date in the Cut-off Date for Journals field at @. To
change the cutoff date, type a new date in MMDDYY format and

press [&).

Review the defaults in the selections beneath the Journals to Print
fields at @. Change the defaults as needed.

These fields enable you to select the journals you want to have
included in your report. You can select any one or all of the

journals.

Use the fields beneath the Print the Following field at ® to select
the detail you want in your report. To make a selection, type Y in

the appropriate field.

You can choose any one or all of the options.
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Review the default Files to Use selections beneath @. To have the
selection included in the report, type Y next to the selection. N
excludes the selection.

You can include unclosed data and closed data in your report. You
can also specify that only the out-of-balance entries for the month
specified in the Cut-off Date for Journals field be included.

To restrict the listing to just one journal ID, type the ID you want in
the Journal I/D field at @.
Type a valid journal ID such as A/P, C/D, or P/O.
If you leave this field blank, the system will check all journals to
make sure they are in balance.

@ To restrict the listing to just one fund, type the fund number in the
Fund field at ©.
If you leave this field blank, the system checks all funds.

Press Ee]. The system displays a submittal prompt. Press to
submit the job, or type Y in the Cancel? field to cancel processing.
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Correcting Out-of-Balance Journals

Use GNL.935 - Correct Out-of-Balance Journals to make one-sided
journal entries when necessary. Normally, the system makes balancing
entries automatically. However, you might need to make one-sided
journal entries in the event of a computer hardware problem, a power
interruption, or an abnormal termination of the job.

This program gives you the capability of making new journal entries, in
addition to making changes to existing journal entries. Before you can
make changes or deletions to the journal entries, however, you need to
know the entry’s relative record number. The relative record number is
the record’s physical location in the journal. You can find the record
number by using one of the programs index entries.

Any changes you make to the journals are tracked by the system.

Before you begin making corrections to out-of-balance journals, you
should run GNL.930 - Out of Balance Journal Printer to provide a list
of out-of-balance entries. The report will also provide you with the
information you will need to fill in the fields of this program.

To correct out-of-balance journals, choose the GNL.935 — Correct

Out-of-Balance Journals option from the Month End Closing menu. The
system displays the following screen.

Selecting the Journal to Correct

4 6/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 14:19:50 DSP13 A

FMS Correct Out-of-Balance Journals Ref: GNL.935P.01

Journal to Correct: T @
T = Transaction Journal
E = Encumbrance Journal
B = Budget Journal

F3=Exit F5=Reset F12=Cancel Cancel? N

Copyright © National Computer Systems, Inc. 1991, 1999 Confidential Information




Chapter 5 Using the General Ledger Module 105

Review the default, (T), in the Journal to Correct field at @. To
change the journal, type E or B.

Use this field to select the journal you want to correct.

Press Ee]. The system displays the Correct Out of Balance Journal
command screen.

Selecting the Record to Correct

/,V 6/15/95 FY 95 CIMS3 TEST SCHOOL DISTRICT 14:19:55 DSP13 ‘\
FMS Correct Out of Balance Transaction Journal Ref: GNL.935 .01
(1) Relative Record Number @
Add (Not needed for Add option)
Change
Delete
Lookup
Index Index: 1
End 1 = Relative Record Number.

2 = Account & Posting Date.
3 = Account, Journal & Posting Date.
Account
Journal
Date 0/00/00
Reference

Auto Next Record? Y

o /

Type the first letter of the command you want to use in the
command field at @.

Type the relative record number of the record you want to correct
in the Relative Record Number field at @.

I You do not need to supply a relative record number if you are
using the Add command.

You can use the Index command to see a list of relative record
numbers. Or you can get the relative record number from the
report generated by GNL.930 — Out of Balance Journal Printer.

When you press ], the system displays the Correct Out of
Balance Transaction Journal detail screen.
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Making a Correcting Journal Entry

6/15/95 FY 95 CIMS3 TEST SCHOOL DISTRICT 14:20:13 DSP13 A
FMS Correct Out of Balance Transaction Journal Ref: GNL.935 .11
RECORD NUMBER: 5
ACCOUNT NUMBER: 002.00.000.00.5999
JOURNAL 1ID: A/P
TRANSACTION DATE:  5/10/95
POSTING DATE: 5/10/95
SYSTEM: ACP
DESCRIPTION: SALES_TAX 1
DOCUMENT REF #1: 15 _0
DOCUMENT REF #2:
DOCUMENT REF #3: 44 PO
OTHER REFERENCE: 44
NET AMOUNT: (2]
QUANTITY:
UNITS OF MEASURE:
LINE NUMBER:
Mode: Change
N Cancel? N )

It is important that you fill out the fields on this screen
accurately. If you do not, you can cause the transaction to be
further out of balance.

Review the fields and revise as necessary.

If you are making a correction for one-sided entries due to a
system failure, change the date to the transaction date shown in
the journal.

Use the Document Ref and Other Reference fields beginning at @
to include document and vendor numbers as needed to describe
the entry you want to make.

There are two fields for each of the Document Ref fields. You can
use these fields to enter vendor numbers, purchase order numbers,
and check numbers to describe the transaction. How you use
these fields depends on the type of transaction you are making.

For Encumbrances:

REF #1 Purchase order number, followed by PO
REF #2 Vendor number

REF #3 Purchase order number, followed by PO
For Invoices:

REF #1 Vendor number

REF #2 Leave blank

REF #3 Purchase order number, followed by PO

Other Reference Invoice number
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For Checks:

REF #1 Check number followed by document type
REF #2 Vendor number

REF #3 Purchase order number, followed by PO

Other Reference Invoice number.

Type in the net amount of the correcting transaction in the Net
Amount field at @ and press [EF).

If the amount is negative, type a minus sign (-) after the number.

When you are finished, press Ewe]. The system makes the balancing
entry and returns to the top of the screen.

l This program defaults to Auto Next Record.

To end the program, move the cursor to the Cancel? field and
type Y.
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Printing an Audit Report

Use GNL.935R - Journal Correction Audit Report to print an audit report
of the changes made to the journals. You can select the type of activity
(budget, transaction, or encumbrance) you want to print. In addition, you

can specify the following:

B Report sequence (relative record number or account number)

B Activity for a single account code
B A date range

® Journal type

B Activity for a single fund

Selecting the Report to Print

4 6/15/95 FY 95 CIMS III DEMONSTRATION DISTRICT 14:20:38 DSP13 A
FMS Journal Correction Audit Report Ref: GNL.935R.01
Journals To Print: (1]
Transaction Journal Corrections: Y
Encumbrance Journal Corrections: Y
Budget Journal Corrections: Y
Print The Following: (2]
Relative Record Number Sequence: Y
Account Number Sequence: Y
Account Number:
Date Range: @
From Date (blank=from beginning): 0/00/00
Through Date (blank=to end): 0/00/00
Select The Following:
Journal I/D: (P/0, A/P, etc.) o
Fund: (5)
F3=Exit F4=Index F5=Reset F12=Cancel Cancel? N
. 4

Review the selections beneath the Journals to Print field at @. To
print all three journals, press in each field. To exclude any of the
journals, type N next to the journal you want excluded.

The default selection prints the journal changes to the transaction,
encumbrance, and budget journals.

Review the defaults in the Print the Following fields at @. Use these
fields to select the sequencing of the report.

If you want to limit the report to a single account number, type the
account number in the appropriate field. If you leave the field blank,
all accounts will be used for the report.
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If you want to limit the report to a certain date range, use the date
range fields at ®. Type the date you want the report to begin in the
From Date field.

I Leave the From Date field blank if you want the report to start at
the beginning.

Type the date at which you want the report to end in the Through
Date field.

To include all the changes, leave the field blank.
To limit the report to a specific journal ID, type the 3-character

journal ID in the Journal ID field at @. If you leave the field blank,
all journal IDs are included.

To limit the report to a specific fund, type the fund number in the
Fund field at @. If you leave the field blank, all funds are included.

@ Press Ee]. The system displays a submittal prompt. Press to
submit the job, or type Y in the Cancel? field to cancel processing.
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Month-End Closing

Use GNL.710 - Month-End Closing to process your general ledger
closing at the end of each month, at the end of your fiscal year, and, if
necessary, once all auditor’s adjustments have been made.

When you close a month, the system finalizes any transactions posted
with a date within the closing month; therefore, you do not have to close
precisely at the end of the month. If you need to post additional
transactions to a closed month, you may re-close the month to finalize
these transactions, as long as you have not closed the next month.

For example, if you have closed the general ledger for the month of
September, but on October 20, you find additional transactions that
should have been posted in September, you can post the transactions
with a September date, re-close September, and continue processing for
October. If, how