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1. SYSTEM OVERVIEW
This is a very user friendly, comprehensive and practical Integrated GENERAL LEDGER, FINANCIAL ACCOUNTING AND SHIPPIG SYSTEM'  

The system groups all the individual accounts under four major classes of assets’, 'liabilities', 'expense' and 'income'.

Under these four classes, the system can classify the accounts under various balance sheet or profit & loss groups.

All types of financial transactions, viz., Receipts (cash & bank cheques), Payments (cash & cheque), Journals, Debit notes, Credit advices can be entered and the system allows posting of transactions for the open periods. (Once the month is closed, entry cannot be posted for that period)

You can print Daily Trial Balance, Monthly Trial Balance and Year-to-date.

Year-to-date and Monthly Balance sheet / P&L at any time during the year.

All reports can be reprinted at any time during the year.

All Programmes are password protected upto 10 levels, which gives you a great control over your staff.

Each user will have an operator ID and a password, which can be changed at any time as he/she wishes. You can delete and add upto 99 user ID with flexibility to change his level of access.

You can close the year but can still post the prior year transactions along with the New Year that is very essential at year ends.

Once the prior year transactions are all over and the prior year closed you can still print prior year P&L / Balance Sheet reports and Prior Year YTD Trial balance, a very essential and unique feature.

The opening balances and the retained earnings/loss are automatically updated for you without any extra overhead. The Age Analysis reports for Accounts receivable gives you a control over your customers. Profit analysis by Bayan/Voyages or Principal. Income & Expense analysis by Bayan/Voyages or Principal.

Even without closing the current year, you can post all your financial transaction of the next year in current year itself and system will update the respective year based on the date of transaction. You can have transaction journal reports for the next year by document type and even statement of account can be taken for these transactions for G/L accounts.

1a. HOW TO START YOUR SYSTEM

When you start your system, you will get the screen asking you Operator ID. Enter your user id and then it will ask you to enter the password. If the password is incorrect it will give you three chances to correct and then it will ask you to enter user id again. Once you enter the correct password system will ask you whether you want to change your password or not. If you want to change your password enter 'NEW' and change to new password of your choice, but maximum six characters. Once you enter the new password you have to enter again to verify you new password. If you do not re enter correctly, change will not take place. 

Once you put NEW then you must change your password.

The Supervisor will have the option to get into Password set up menu. In this option you can add or delete the users. You can set up the different access level for users.

Now you are in the main menu. Select any option and follow the instructions from the menu.

2. HOW TO SET UP BALANCE SHEET AND P&L CODES
First, identify all the P & L and balance sheet groups under which the accounts are to be classified.

Code the groups with three characters in the order in which you need your chart of account, trial balance etc.

Make sure while coding control accounts

ASSETS

start with "1"

LIABILITIES  
start with  "2"
EXPENSES

start with  "3"
INCOME

start with  "4"

In some installation, you will find the first digit as the division code. In that case you have to segregate the group codes and inform the your consultant. He will classify this through Programme. For example, 00 to 29 as assets, 30 to 59 Liabilities, 60 to 79 Incomes and 80 to 99 as expense. So your final account no will be 

Division Code + Control Code + Account Number  = 1 + 00 + 001 Thus you will derive in a six digit account number.

Choosing option Accounts in the mainmenu you can add and amend your coding. You can have sub accounts to any G/L account and Multiple Currency posting to any account, but all these you have to specify while you open your chart of accounts. This is a very simple job.

3. HOW TO SET UP CHART OF ACCOUNTS

Identify all the individual accounts and code them with a three digit number e.g. '001','002' etc. For each account category, suffix the same to the main control code of the group and you will arrive in a six-digit account number. 

By choosing option 'B' in the mainmenu, you can add or amend your chart of accounts. Once you have finalized your chart of accounts print it and confirm that everything is inorder before you start posting transactions to g/l. While opening accounts you will have to specify three more fields other than the account name this are

1. Sub Group Exists or not

2. If Sub Group Exists Type

3. Foreign Currency Posting

According to your specification, system will ask for the proper feed back from while you do your data entry for financial transactions.

All your Bayan/Voyages can be opened under a particular G/L Account. While posting to this account, you will need to input the appropriate Bayan/Voyage Code, Principal ID, Income and Expense code etc.

All receivable, Payable accounts are opened under the option Accounts from mainmenu. You can enter all the customer details that will appear on top of  your customer statement.

4. HOW TO ENTER YOUR TRANSACTIONS

The system allows you to enter the following types of financial transactions or documents.

· Receipts (cash & bank cheques),

· Payments (cash & cheque),

· Journals,

· Debit notes,

· Credit advices

· Disbursement Voucher

· Sales Invoices

For entering any of the above transaction types select option G/L Transaction Entry from mainmenu. This allows you to enter the debit/credit transactions with details of the document number, date of transaction, and account to debit/credit, entry description, and amount to credit and debit.

The entry of debit note/credit advices, Sales Invoices are similar to the others, except that these allow you to specify one debit / multiple credits for debit note and one credit / multiple debits for credit note. In addition, user can enter detailed description of the debit/credit to be printed in the debit/credit note allowing a free format of six lines with 40 characters in each line. This text will be printed in the document when requested.

The entries in all cases are audit trailed and they can be printed through option Journal Reports from Report Print Menu. You can print the register by Document no or by Transaction date.

By choosing option Edit Transactions from main-menu, you can edit and change your entry details, and by opting EOD Processing from Main-Menu, you can perform end of day processing. Once the end of day processing is over you can only view the transactions by document no; no alteration can be made.

If you have a LAN System, this G/L System can provide you another facility, which is Cash/Cheque Receipt vouchers can be issued from the counter and it will be automatically updated in your system with proper validations. This will avoid manual writing of RV’s and reentering the same into the system.

5. TRIAL BALANCE
In the option Trial Balance from mainmenu, you have following options to select. Daily T/B will give you day's opening balance of the day selected, day's movements and closing balance of the day. You can request this report for any date during the year.

Option MTD Trial Balance will give you the selected months-opening balance, total credits and debits of the month and closing balance. You can request for any month during the year. 

Option YTD Consolidated T/B will give you the selected opening balance of the year, year to date credits and debits and closing balance. You can request this report any time during the year. 

Option MTD Detailed T/B will give you opening balance of the month you selected and all transaction details of the month and closing balance. You can request this report any time during the year. 

Option PYR YTD Consolidated T/B will give you the opening balance of the previous year, previous year total credits and debits and closing balance. You can request this report any time during the year after prior year close. Care has to be taken when the year-end is closed and Prior Year-end is not closed when you select the year. During this period you may not get correct balances for the accounts for which you have entered some transactions value dated previous year.

You have MTD Trial balance for your Sub ledger, Bayan/Voyages, (Closed & Open).

All reports are listed to either Screen or Printer. User can select the location.

6. PRINT DR/CR NOTES
The debit notes and credit notes entered can be printed as an authorized company document from the system. When you print DR/CR note Document, if you put 'ALL', system will print all DR/CR notes that are not printed. If you select any particular one and which is already printed earlier a 'DUPLICATE COPY' message will come on right hand side of the document. This will help you in avoiding duplicate dispatch of this document to your valuable customers. Again, a message that comes on right hand side is optional. System will ask you when you request for the document no, whether these duplicates copy message to be printed or not. So if your first time printed document is lost, you can print this without any hassle

7. MONTH END CLOSING
In case you want to keep only the current month and future months of the year to be active and not the previous months, the system has a facility to close any previous months.

This is available as an option MONTH END CLOSING in the mainmenu. Once the month is closed, system will not allow any posting for that period.

As an example if you are in April and you close February System will not allow any posting for January and February. Thus the system will keep all the months, which you want, active to give you the advantage of not stopping the daily work due to month and year ends.

When you do the month end closing the Age Analysis for A/C receivable is taking place simultaneously. Therefore, you have to close month of December before you do the year-end Closing.

Any way system will not do year-end closing unless you close all months. Moreover, it is recommended to do the month-end closing before 15th of next month, so that you can make use of age analysis report by contacting your customers.

8. YEAR END CLOSING
The system allows a flexible year-end closing. Once you have closed the month December, you can close the year after printing the reports you want. Year-end processing is available from the mainmenu option 'N'. The profit & loss accounts will be initialized and closing balance of the balance sheet account will be set as the opening

Balance of the current year. The prior year retained earnings/loss will be automatically carried forward to the accruals as liabilities.

From now on, you can post transactions for the last year and the current year. The system automatically updates the respective year based on the date of the transactions.

The system allows you to print both the last years and the current year financial reports like trial balances for any month in the current year, prior year December trial balance, year to date for both years. Similarly, the system allows you to print the profit & loss / balance sheets for the prior year and current year.

Once all transactions are posted for the prior year, extract all final reports from the system for prior year. At this point, prior year closing can be run from the mainmenu, option 'O'.

After the prior year closing, balances will be carried forward as the opening balance for the current year without affecting the current year movements and only current year transactions can be posted to the system.

The year-end processing can be done only by the user who has access level '0' (Zero) as a security measure.

All closed Bayan / Voyages will be deleted while doing the year-end processing. Again, any account that has no balance and no movement for the last two years will be deleted at this time.

9. EXTRACT YOUR REPORTS 
All types of financial statements are available in the system. Statement for any particular account for any period for the year and for any Currency. Statement for Sub-account, Income and Expense Codes, Bayan and Voyages details by Principal or I & E codes, Principal Balances by Bayan/Voyages and a lot more.

After checking your reports when time comes to close any particular Bayan/Voyage, System will take care of all the entries when you select the option Transfer to P&L (Bayan&Voyages). At this time, you can restrict your entry by changing the appropriate field. These entire user driven menu and can understand very well to any person who has basic knowledge of Computer and Accounts.

SOME OF THE MENU’S DESCRIBED EARLIER MAY NOT BE IN YOUR SYSTEM. THIS IS BECAUSE YOU MAY NOT HAVE OPTED OR IT HAS NOTHINGTO DO WITH YOUR BUSINESS AND SOME FUNCTIONS IN YOUR SYSTEM MAY NOT BE SAME AS ABOVE.
10. PRINT BALANCE SHEET AND P&L STATEMENT

This is very simple. You will find this option in the mainmenu. Account groups is as per your control code set up. This is as per how user set up his chart of accounts. Your software consultant must have given you enough training on this subject. User should be very careful while setting up chart of accounts. 

Selecting proper option from miscellaneous menu, you can print your balance sheet and profit & loss statement for current year and previous year with attached schedules.

11. INTERFACE WITH OTHER SYSTEM

Any interfaces from other systems are accepted. Once you do the I/F option then it is like other input. First, print new transaction journal. When you complete the EOD Processing, all the transactions are updated.

REMEMBER THESE STEPS BEFORE YOU DO

THE YEAR-END AND MONTH END CLOSING.

MONTH END CLOSING

1. Make sure you have posted all entries.

2. Take a backup and retain this data atleast for three months.

3. Close month.

YEAR END CLOSING

1. Make sure you have posted all entries.

2. Take a backup and retain this data atleast for one year.

3. Make sure you have closed month December.

4. Remember that after this you can post prior year transactions value dated 31/12/YY only. Current year transactions can be posted without any problem. 

5. Once all prior year transactions are over, extract all prior reports, statements.

6. Take a backup before closing prior year.

7. From now on only current year transactions can be posted.
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