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GENERAL LEDGER 6128 — Introduction

GENERAL LEDGER 4128 is a simplified buok-ktginq system for the
small business, designed to record all financial transactions in an
orderly fashion and to provide a wide range of useful reports.

How often you update the system after initiation is up to you. We
suggest that at the end of each urting week, you sit down at your
cosputer with all your Business bank books and receipts at hand.
You can then enfer all the transactions which have occured since
the last update. Don’t forget to include anKistanding orders or
direct debits which have been made. Resesber that you don’t need to .
worry about which transaction case before which. After all entries
are made, Ynu can relar and let fthe prograa sort thea into date
order by selecting option f8. You should then save the file and
print reports as reguired.

GENERAL LEDGER (Al) is intended to do your basic book—keeping for
ou. You shauld find it easy to operate and all that is required is
or you to enter information correctly to enable the ten to
produce accurate results. There is a well-known saying in Computer
circles - "barbage in = Garbage out." In other words, the data
output is only as geod as the data input!

INITIATING THE SYSTEM

Switch on your CPC, place the GENERAL LEDGER disc into drive A and
enter run "disc". The prograa will new auto-load and them request a
date in the fora DM&Y. e.?. §2088% for 2nd August 1989. This is
used by the system as a default date stamp for tramsactions and
also to compare dates when generating standing orders. The password
is blank on initial entry - just press < ) te access the main
mend. You can install your personal password later.

The program is run from a Main Menu of tem oplions and is
menu-driven throughout with a standardised structure for clarity
and ease of use, The screen is divided into three main parts:- The
top few lines offer general information such as current mode. The
large central area is for option menus (nusbered 1-8) and data
input/display. The base is reserved for entering commands.

A specimen file called "sasple™ is provided on the disc. Load this
from aption f6-2 and use the data to experiment with the sysiea
before making your own entries into the file.

Once you are confident, select the File Reset routine (f9), This
will erase all entries and allow you to enter the opening balances
of your capital accounts. If you aren’t sure what your current Bank
balance is then refer to your latest statement. Add to the final
_balance shown all outstanding receipts. e.g. cheques etc paid in
but not yet cleared. Subtract from this figure all outstanding
payments, e.g. cheques issued but not yet drawn, together with any
standing orders. direct debits etc. You are now left with your true
Bank balance and this is the amount to enter. Your opening Cash
balance is simsply the amount you have at hand.
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ACCOUNT CODES/UTILITIES (Option f1)

The nert step is to study the account codes as supplied with the
system and to alter them as approg;iate to your business. Do this
by selecting fi-1. There are pre-set codes with typical
headings. As supplied, cateaur:es i-4 represent Sales Revenue; 5 =
Other Income; ~28 = Trading Expenses; 21-38 = Other Expenses
e.9. those which are paid for by the business but not connected
with trading. The latter will nat figure in the Trading and Profit
k Loss A/C (TPL). Codes 31-42 are reserved for the control a/cs
and are not accessable by the User. Accounts 43-49 are used for
capital items such as fized assets. Code 58 is a cosputed figure
which represents the sum total of your opening capital account
balances and is used in the Trial Balance report.

The gz?dim; accounts (as supplied) sub-divide as follows:-
Bss

-4
e.g. in a software firm these might be:-
1 Shop Sales, 2 Mail Order, 3 Services, 4 Export.

&9 Direct Costs, e.g. stock, materials or parts used:-
6 Discs, 7 Manuals, 8 Labels, 9 Packaging.

18-28 are for Overheads, e.g. Indirect Expenses:-
1@ Rent/Rates. 11 Waaes etc,

Note that A/C 5 is for any other income, nat resulting from Sales
or Fees received, e.q. the sale of a *fized asset® such as office
furniture or a car. Again, this will not be included in the TPL.

From here; you can alter any account heading in the range 1-38
with a description of up to 15 characters. See also option fI-5.

Use f1-2 to enter your Trading Name e.g.
"F.A. BLOGRS T/A FAB ELECTRONICS" to head your printed reports.

You are able ta enter your personal password into f1-3 but for
goodness sake don’t forget it! It is designed to safeguard your
information and there is na way into the system without it. If you
don’t want do use a password, just leave it blank.

fi-4 enables you to alter the screen colours or shades on a green
monitor to suit your particular taste. Consult the master colour
chart located on top of disc drive A and enter the nusbers of your
choice (1-28) for barder, paper and pen reseectivelv. Your choice
of colours will be saved on the file "Naafl" and thus become the
default settings whan you next lead the prograa.

Your TPL accounts can be re-organised from f1-5 within the range &
to 38. Your direct cinenses will run from a/c & to the first figure
you enter e.g. *15°. Your overheads would then run from 146 to the
second figure entered e.g. *25".

Information entered into f1 is re-saved with "NAMFL®. See page 8.
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ACCOUNTING PERIODS

You are now almest ready to make your first entries into the
systea, Before doing se, \{nu should decide what your accounting
period is going to be . ALl this really determines is how Iun? a
file continues in use before being ’closed’. This depends on the
nugber of transactions going through your business during a given
time. The conventional accounting period for mest firms is a
calendar month. If you handle less than say, 258 tramsactions in
that time, then Monthly should suit you, alse. If you have many
more then consider Heekly. Or for far less, Quarterly accounting
may be the answer. Gl is very flexible in this respect. :
It is even possible to open and close several files during a period -
and then use the Year To Date/End option to “"merge” their totals
and so produce the cuaulative figures.

Whatever accounting period you decide on, be sure to allow rooa for
expansion, since as your business grows your book-keeping system
will need to accommodate more transactions.

TRANSFERS BETWEEN BANK AND CASH

It is absolutely vital that the correct procedure is followed when
transferring money from your Bank account {o the Cash account or
vice-versa. Remember that such transactions 4o nat represent suss
coming into or going out of the business. For this reason two
sYecial a/c numbers 39 and 48 have been created to deal with thea.
All transfers must be conducted through a Bank Tramsaction type 1
or 2 in the Data Entry routine. A transfer to your Bank account
from Cash is a type 1 Receigﬂ afc 39, A transfer from your Bank
account to Cash is a type 2 (Payment) a/c 40.

RE-ALLOCATION OF FUNDS

Sub-senu option & in the Data Entry routine allows you to transfer
sums from one account to another, This is very useful far nking
stock adjustments etc. For erasple. you n&&have bought ‘some stoc
items and posted the purchase to your °"STOUK® a/c 46. As goods are
sold or components used> you are then able to re-allocate their
value to a direct erpense a/c for inclusion in the TPL. In this wa
you can transfer iteas from your steck account to be offset agains
Sales revenue for profit calculation.

Please note that it is only possible to transfer sums between
accounts of the same type, e.g. e:gense to erpense (56-38 or 43-49)
and income to income (1-5). Such transactions, which do not
represent actual income or expenditure. will only appear in the
General tLedger listing, for reference ?urgnses. They do not affect
cash or bank totals and any VAT will be calculated from the
original entry. :
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DATA ENTRY (Option f2)

The best time to begin using the systea is at the start of a new
trading period e.g. week, month or quarter. Better still, of course
if it also happens to be the commencement of a new financial year
as the grugral can then record all transactions for the entire 12
sonths. Otherwise, the program will have to integrate with your
eristing accounting system until Year End.

Once you have selected option 2, two “windows® will apen on
screen, On the right-hand side is a nusbersd list of all your A/C
codes (1-58). On the left is the Transaction Entry Paint with

sub-menu:- ;
i Bank Receipt
2 Bank Payment
3 Cash Receipt
4 Cash Payment
3 Reset Standard VAT Rate
4 Re-allocate Funds
@ Buit

Press (1-8). The Display is similar for all receipt/payment input:

DATE(DDMMYY) > Enter the date in &-digit numeric fors.
e.?. 121289 for the Twelfth of December 1989.
Note that pressing (ENTER) auto-repeats the date of
the previous entry (or the current date for the
first transaction} for processing work in a batch.

AMOUNT Y Enter in decimal format the gross total of the
transaction including any VAT, e.g. "187.38".

DETAIL > You say enter a description up to 13 characters.
REFERENCE > e.g. Cheque or Invoice number marimum 8 characters.

ACCOUNT CODE> Select the appropriate Incose/Expense code from the
{1 - 58} right-hand window (excluding 31-42). It's heading
will auto—print as a double check.

VAT CODE @-3> Enter @ for a zero-rated VAT item; 1 for VAT at
the standard rate or 2 for exempt iteas, on which
tar is neither payable nor receivable. Code 3 is
for mized items where VAT is split between zere and
standard rate. Here, you are reguested to enter the
actual VAT paid. The program calculates the Net/VAT
totals from the gross amount previously entered.

CONFIRM Y/N? Finally, {Du must confirm the entry. Check the screen
very carefully before typing ¥ or N. In keeginq with accountancy
practise, transactions cannot be deleted or altered. Errors must be
corrected by entering "confras®; e.g. a negative amount to cancel
out the original.

NOTE: You can abort an input at any stage by pressing the <CLR> key.
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REPORTS (Option f3)
This is the medule which produces most of the systes reportsi-

1 Bank Summary 3 ;
This will list all Bank receipts and payments in the current file,
shnuing transaction nuaber, date, detail. reference, amount and A/C
code. You are also presented with your current bank balance.

2 Ledger Listin :
The purpase of the General Leﬁ%er listing is purely to report all
transactions entered into the file, including receipts, gaylents
and transfers between accounts, The format is similar to the Bank
Sussary e:ceﬂ: that an¥ VAT is listed in a separate column to the -
net amount. No colusn totals are printed since these would produce
false figures. This is because re-allocated amounts do not
represent "actual income or expenditure. Furthersore, there is a
single colusn for buth input and output VAT - adding this up would
produce a meaningless figure. For this reason there is a main aenu
option f5 to display the true account or "colusn® tetals.

3 Single Account Analysis

This allows you to list only those entries posted to (not from) the
a/c code (1-38) that you specify. For instance. you might wish to
view all those receipts posted fto a/c 1 (Salesl. The current
balance of the account is also shown.

4 VAT Summary ; sy )
If you are a VAT Trader, this routine Brnvnée! you with inforsation
for your records k returns. Specify 0 for Output or I for Input.
ALl relevant transactions are included, showing the Gross Total,
VAT-erclusive (Net) Asount and the VAT. This is followed by the
total of each coluan for the period covered by the file.

If you trade in cash only or are using the Cash Accounting scheme.
this susmary should produce most of the required information.
Otherwise, reseaber to add on your unpaid invaices to these totals.
Owners of the SMALL TRADER’S PACK can use the Sales & Purchase
Ledger VAT routines to do this, after “closing’ the files so that
only outstanding (credit) transactions resain. Reaesber to exclude
from the totals any VAT which has already beem accounted for on a
previous return.

5 Receipts & & Payments
These reports will produce separate listings of all receipts ar
payaents in the file.

7 Cash Summary

Details all the cash transactions in the file. Also prints your
current cash balance.
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REPORTS (continued)

8 Trading. Profit and Loss Account
Now we cose to perh the most important report of all. fAs it’s
title suggests, the will indicate whether your business is
trading grnfitably or at a less. The TPL is self-updating after
gvery eniry you make into the current file. Direct Cosis are
deducted from Kuur Sales to show the Gross Profit (Loss). Your
Overheads are then deducted from this figure to give the Net Prafit
{Loss). Also printed is the X gain on turnover. Once again, you are
able to send this report to your Yrinter for hard copy, and you are
invited to give it a suitable title at the start of the optiom.

If you just press ENTER, this heading defaults to the date of the
last entry in the file e.g. "121289". This then indicates that the
TPL regresents all postings made up to this date in the current
accounting period.

Don’t jusp to conclusions re?ardinq the results of a TPL,
especially in a new business. Costs often average out over a longer
period. For instance, a large profit aust be balanced %Btanst he
personal drawings you take, which do nat figure in a TFL. On the
other hand, a deficit may only indicate a tesporary loss situation.
due to initial or periodic outlay for materials etc. Moniter
results carefully.

? Trial Balance
In baak-kaeping, the Trial Balance is performed to prove that all
postings have been made correctly and that all credits and debits
are in balance. Since General Ledger automatically does a
double-entry, the system is essentially self-balancing in any case.
It should therefore be difficult for the user to produce a trial
balance in which the tup sides do nat aa:le. If this does happen,
ou should check carefully through the Gemeral Ledger listing to
ind where the error occured and take corrective action. This would
possibly involve making a contra entry and then re-posting the
transaction to the appropriate account.

Please note that it is only possible to perform a Trial Balance
on a current transaction file and not cumulative tofals produced
from the Year To Date/End option f7. The optimum time to run the
Trial Balance is at the end of an accounting period e.g. month.

PAGING / PRINTING

You can serd reporfs fo the screen or Efson—coluatible printer
{if attached and switched on!). Simply reply Y or N to the proapt
“OUTPUT TO PRINTER?" at the start of the option. The list pauses
after a number of lines, where appropriate, ready for you to
confirm continuation.

page &



STANDING ORDERS (option f4)

This brings us to one of Ledger’s most useful features, the
facility to store and ?enerate aonthly standing orders and direct
debits. You are able fo have up to ten entries on the standin?
order file at one time. This doesn’t mean just ten gaylents bu
ten segarate_arrangenents._ For sub-options 1-3, the standing
able is displayed with the entries nusbered 1-8.

order

1. Enter S/Order.

Choose a spare standing order nuaber (1-8). You then go into add
mode which is very similar to the Data Entry routine. Select a
transaction type le.g. 1 or 2) and then enter the s/order as if
it were an ordinary receipt or pa¥;¢nt. The date should be that
of the first (standard) payment. The asount will be the sum due
on this day of each successive month. Enter the appropriate
description e.g. "RENT" or "BAMK LOAN" etc. The reference will
norsally be "S/0" (standing order) or "D/D* (direct debit). The
posting account should be specified as normal e.g. "18" (rent) or
*23" (bank loan), Before confirming that the daia is correct you
must enter the number of payments to be made. If the entry is a
continuous arrangesent enter "C*.

NOTE:  Where a first or last payment ditfers from the rest, enter
fhis as a normal transaction via Data Entry (option f2).

2. Cancel S/0Order.

Study the table carefully and then press the number of the order
you wish to erase. To alter an order, cancel it first and then
re-enter the transaction as described above.

3. View S/0Orders. 2 :
This displays the table showing each order detail with the number
of payments outstanding and the date next due.

4. Generate S/0rders.

When vyou load in a data file, you are automatically asked if you
wish to generate the s/os (Y/N) but this operation is also
available here. It is important to note that only one payment per
order is generated each time. Thus if more than one aonth has
elapsed since you last used the Rrogral. you may need to generate
the s/os again after checking the table. When a s/o has been
actioned, it’s date is advanced by one month and the no/payments
reduced by one, unless it is continuous. The year is also
incremented when necessary. Once the final.payment has been made,
the s/o0 is removed from the file.

COLUMN TOTALS (Option f5)

This option returns the total of each "calumn® or account, in a
vertical format, based on the entries made into the current file.
A printed report is also available.
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DISC OPERATIONS (Option &)

This option contrals all disc operationsi-

1 Save Transaction File

After all entries for the current session are complete; you will
need to save the file for future recall. We recomsend that you name
your files according to the Accounting Period they represent, e.g.
DECS9", “JANY®" etc for monthly a/cs or "WK@1", “WKE2" for weekly
a/cs. They will then be easily idenfifiable, especially if kegt on
the same Data Disc, which should be labelled "A/C FILES 19XX". A
duplicate copy of every file should be made on a separate disc, for
security purposes. : g .

When saving, any previous file with the same name will be
automatically overwritten, or more precisely. converted inte a
back-up. These are identified by the extension “#.BAK" .

2 Load Transaction File 3

Use this function to load in the latest a/c file for updating or
’clssina’, ready to start a new Yerind. Say for erample. that the
file " " so far contains all your receipts and paysents for
week one of the sonth. You would now load it into memory and enter
all transactions for the 2nd week’s trading. The file will then
contain all entries for ek one and two e.g. the period to date.

3 CATalogue Disc ,
This enables you to brewse your discs in order to locate files or

to find space etc.

4 Change Drive :
If you have a twin-drive system, you can c the default drive
to B if required so that data files can be saved/loaded to/from the
second drive. The raa Disc can then be left in drive A.
?gle:ber to switch the drive back to A when re-saving Naafl at any
ime.

S5 Save Namfl

NAFL contains all the A/C codes and headings plus your Trading
Name, Personal Password and Colour Cheice. IT auto-loads with the
progras. If you amend any of the above information. as you will do
on initial use, then you must re-save Namfl onto the Program Disc.

& Erase Files
Use this function (with care!) to delete unwanted files. Note that

you can erase all unwanied back-up files at a single stroke by
enfering "*.BAK" here.

NOTE
Opon selection of disc operations 1,2, or & a file name is
requested, up to a sarimua of 7 characters.

The standing order file {called "sofile") is automatically updated
when the transaction file is saved.
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YEAR TO DATE/END SUMMARY (Option f7)

This is another of GENERAL LEDGER’S powerful features. You can
produce cusulative figures and a TPL for the Year End, Year To Date
or indeed any period required. You sisply load in each relevant
file, one at a time from your Data Disc and the program will
automatically update the tetals. Once the last file "has been
i?uried, !M give the report a title, e.g.

"For the 12 Months Ending 31st March 191X

or "First Quarter April - June 19XX" etc.

Note that files should be imported strictly in their correct date
order, e.?. "JANT®", "FEB99" etc. You will be asked for each file
name in furn and after the last in the series you require has been
imported, reply N to the prompt - "Any Mare Files to Load Y/N?".

The Docusent will now be drawn-up on screen and you can send it to
the printer as a persanent record.

For accurate results, this ugtiun sust only be used when there is
no current file in memory. If you have been working on a current
file, then save it to disc and use the File Reset routine (optien
f9) to clear the memory before selecting f7.

DATE SORTING (Option f8)

This routine organises the file into date order. Therefore, you are
free to enter all transactions in the order mest convenient te you.
For example, you could enter (via option f2) all payments up to the
present from your cheque book stubs. Then all receipts as shown on
your paying-in book counterfoils. Finally, input the various
payment or petty cash vouchers (for ?noéslumces bought for cash)
which have accumulated since the last file update plus any receipts
you have issued (for goods/services sold for cash). When all
entries for this session have been sade, exit from Data Entry (f2)
and press f8. The sort will now be performed. the time taken to do
50 depmding on how many entries are on file. You are able to
speed up the process by specifying a transaction number (default
is one} from which the sort is to comsence. So if there are 110
transactions on file and you know the first 18@ are already in date
sequence (perhaps from a previous session), enter "181". The
p:fg;g now only needs to compare the last 18 entries instead of
a .
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NEW ACCOUNTING PERIOD (Option f9)

Enter S to (S)tart a new period.
You will need to use this function each time you begin a new
accounting period. Make certain you have ’closed’ the current file
by saving it onto disc for your records before continuing.

Your Bank, Cash and capital account balances will be carried
forward to maintain continuity but all other account totals will be
reset to zers, to allow entries for the new month or period to be
accusulated and analysed.

The value of your "STOCK® holding account (code 46) will thus be
transferred inte the new month or period, ready for purchases to be
posted and/or re-allacations to be made to the cost of sale a/cs.

Enter R to (R)leset the file.

One of the 7ew occasions you should need to use this functisn iu
after you have finished ngerinnting with the le data file
supplied with the system. It resets all accomt totals to zero.
You should them enter the nﬁenmg balances for your Capital items
(41-49) . The sum totai of these accounts will be computed by the
program and inserted intn a/c 59 as your "opening capital®.

The headings af categfiies 41-50 are fized and cannot be altered h¥
the user. ihere are ocopd reasons for this apparent lack o
flexibility. Firsily, {he program needs to be certain that it is
drauin? up your wapival account from the correct categories.
Secondly, an ordered srutp of accounts is necessary if a future
"nett worth" option update is e be implemented.

"EQUIPMENT” is generaily oetined as expensive "capital® itess which
are essential to the business and will last for longer than ome
trading year. This_couid include plant & machinery, office
furniture, cosputer hardare and se on.

"VEHICLES® - this account should be self-explanatory and represents
transport bought by tne firm or proprietor for use in the business.

"DEPRECIATION" - calculations of this tvﬂe can be problesatic and
are best left to your financial adviser. However, depreciated value
on "fired assets” can h2 re-allocated to this a/c when appropriate.

"STOCK" - as with ymu» fized asset accounts the upenin? value
{cost) of your stock: e.g. ?aods for re-sale or saterials for use
should be entered here when the system is first installed.

"MISCELLANEQUS* - tiis is really a utility a/c not to be confused
with sundries. it tacilitates adjustments between the capital a/cs.
For instance, ihe sare” of a fixed asset could be recorded here
through a re-allocaiiun from the a/c which held the ariginal value.

"CREDITORS® % "DEBi%5" - these categories will only become active
with the possible "neijnrih' gption update.
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EXIT FROM PROGRAM (option f@)

Selection of this option which will return you to BASIC. There is &
reminder to SAVE any new or amended data first before quitting.

GENERAL INFORMATION

BOOK—KEEPING

It is beyond the scope of this pro?rn to provide a crash course in
accounting. However. you may find the following points helpful. The
Trading or Revenue account includes all the income & expenditure
items involved in the day-to-day ruunmg of a business such as
sales, stock. saterials, overheads etc. The Non-trading account is
concerned with all other income such as gifts received, fired
assets sold as well as expenditure on capital itess. payments made
to HM Custoss & Excise (VAT), Inland Revenue (tazx) or DSS (NIC),
personal withdrawals and so en. It is therefore recommended that
you reserve at least some of the accounts nusbered 6-38 for
expenses which do not form part of the TPL.

For Taxr and Accounting purposes, a distinction is drawn between
"Revenue" eipenditure and "Capital® ezpenditure. Note that certain
adjustments say need to be made to figures such as Telephone,
Motoring Exzpenses etc which are shared betwees business and private
use, before your final accounts can be drawn-up. General L!d?ll‘ is
in no way intended io replace the services oi am accountant - no
cosputer program could do that - and you should therefere consult
your professional adviser. :

COPYRIGHT NOTICE R

GENERAL LEDGER 6128 and it’s docusentation is COPYRIGHT 1989
SD MICROSYSTEMS. ALL RIGHTS RESERVED. We believe that users are
entitled to back-up a purchased progras. You are therefore
Berlitted to make one cap¥ of the disc for your personal use enly.
lease do not be tempted to gass on an “illegal can of this
software, in any foram. ta a third party. Remesber that the greater
the revenue which accrues to software developers, the mor2 that can
be invested in future products and updates. We have taken a
responsible view and trust our customers te do likewise. Thank you.

DISCLAIMER

Al though aver; care nas been taken during the develggnent of this
software, SD Microsystems cannat bear any responsibi it¥ for lnss
of use, stored data, profit or coniract which may result from any
defect or failure of the systes. iR

PRINTING HARD COPY/SUPPORT

This package is designed for oufput to Epson-compatible prinfers.
We have endevoured to make the sysiem as. sjmple as possible tfo
pperate.  Any queries should be sent to us enlosing a stamped SAE
for a prompt reply. Support is free for 68 days foliowing purchase,
Thereafter, we invite you to join our Small Trader Club which costs
£12 per annua (£20 abroad). We are also able 16 custoaise programs
{within limits) to suit special requireaents at reasonable rates.
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SMALL TRADER SYSTEM INTEGRATION

Although designed essentially as stand-alone packages, the various
Seall Trader accounting medules can be combined to good effect.

The Sales and Purchase Ledgers handle customer and supplier
accounts and debter/creditor control whereas General Ledger is
concerned with the analysis of income & erpenditure as well as
mainfaining your cash and bank balances. Each does a vital job.

With regard to running the prograss in conjunction with each ather,
you may find the following information helpful:- .

If you are already using the Invoicer (or intend fa), then the
automatic posting of the transaction to the Sales Ledger means you
effectively have a racard of each individual sale. Therefere you
say find it more convenient simply to enter the tofal amoumt banked
in the General Ledger. as per your paying-in baok counterfoilsy
with the Reference "DEP" (for deposit! and the description
consisting of the relevant invoice numbers e.g. "INVS 1008-2°. The
latter can then be cross-referenced to the Sales Ledger for
management, accounting and VAT purpeses. This method greatly
reduces duplicatien g% .effert because it avoids having to enter
each individual sale;again. Where a bank receipt cosprises various
types of income, thgse-allocation routine in Ganeral Ledger can be
used to transfer. suss to the appropriate accountds).

On a similar basis'u.;fthn_ Purchase Ledger need only be .used for
credit transactigns to: keep a check on monies owed and supplier
accounts, Al1 cash purchases. (iacluding petty cash items) are
entered directly into General Ledger.

0f. course, evary husisness is different but we recommend the above
ar being the aost sdvaptagesus way of combining the Small Trader
series of progra®Ses g e

MAKING CONTRA ENTRIES

Earlier -in the manual we referred to "contra® entries as being the
method for correcting errers in the transactior file. If you have
sisply posted an entry fo the wrong account it may be possible to
amend this by doing a re-allecation. Se. if far instance you have
posted . an epense fo,a/c 22 instead of a/c 12 you can select
option - f2-6 eaﬂ_trm?er the amount in question from 22 to 12 with .
a k(!escript ; im sttlgh a;g-"cler;_“ZZ—lZ“ .*ﬂgtha(t:tuﬁ_co?@ra cons%sts of
making gractly the same pesting except tha iz tis=2 you type in .
the amount as 2 minus figure nguch as "-108.8@" instead. You then
make a third entry as originally intended. The program has a
special routine desﬁg‘ned ta prevent errors (as far as possiblel.
Thus, a receipt aust be directed to an incoee category and a
paysent can only be-pested tn an expense account. Otherwise, a
repert is screened: :_%—_IMID ENTRY FOR (transaction typel—" -
You are:ther invited }g press <EMTER) to try again.

LR ~- t R S (132
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GENERAL LEDGER &128 VERSION 2.2

This update offers the following enhancements :-

Double—Entry Account Codes : :
The program now shows the double-entry codes for each transaction
in the report listings. The "Fr To" column indicates exactly where
the money was taken from and posted to, thus assisting analysis.

Search Routine (f1-4&) _

This is a very versatile feature which works fon the current file)
by treating each record as one long string of characters. Any
fransaction confaining text which matches the input will be listed. -

Nett Worth Option 1=

This new report is intended as a cuick guide to the cverail value
af your business, based on the difference between il's maip assets
and liabilities, I1 is not 2 fully detailed balance sheet of the
type used in final accounfs which is best left fo your financial
adviser due fo the problematic calculations invelved.

Your Nett Worth is computec from the “cigitdl accounts and can be
displayed by selecting {f1> (Account Codec/Uii7.{ies) sub-option 7
- the optisum time being at period start/end When the Creditar and
Debtor accounts have “been updated. It ‘is’ & erieniil routine
(due to memory restrictions) which means i1 gust be loaded ip
separateiy. ror this vedson, you will be %rﬁeﬁfed fa ensare thai
the program disc is in the current drive botk before aid after the
routine is run. The report can go te screes-or privier, a5 usual.

Notes: =

Your “fixed asseis® consist of the “uabined toial uf the
’Equipment’ awf *Vehicle’ balances. Any “guss'iransferred frum thes
into the ‘Depreciation® account will be ignaored sincy {his should
represent value lost.

The "current assets” include positive balances in tha 'Bank’.
*Cash’, Stock” and *Debtors’ accounts. If any of these have
negafive values then they - automaticially” beccme  “curreni
liabilities" alang with the *Lreditors’ balauce,

There is one other element, the “"Val Balince®. This is the
difference between the VAT "Input’ and “Output® accounts. Agaia. a
ﬁlus figure emals an aszst wheras a minus aggdi® is a liability.

n ather words. if the VAT cutput exceeds- the “input  then this
represents money awad dy yau to HM Dustoms & EVcise and vice vavsa.

oISOIEE
Creditors and Debtors 7
These sums can bz entered eithar directly iziéa?nina balances (-}
ang (+) or through a re-allocation ({o) and (Vrom) the "PL CONTROL"
and "SL CONTROL" a/cs with a raeversal for Scizared debts. 11 you
also have Sales and Pupchase Ledﬁers, then you can use the Payable
/ Receivable reports to produce the figures fer entry as abave.

In all cases. zeeo balances are ignored.
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