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[bookmark: Managing_General_Ledger_Accounts_and_Sub][bookmark: _Toc93594369]Managing General Ledger Accounts and Subaccounts

This chapter contains instructions related to managing accounts and subaccounts in Acumatica ERP.
 (
Managing
 
General
 
Ledger
 
Accounts
 
and
 
Subaccounts
 
|
 
10
)

[bookmark: To_Add_an_Account_to_the_Chart_of_Accoun][bookmark: _Toc93594370]To Add an Account to the Chart of Accounts

1. Open the Chart of Accounts (GL202500) form.
[image: ]To open the form for creating a new record, type the form ID in the Search box, and on the Search form, point at the form title and click New right of the title.
2. On the table toolbar, click Add Row.
3. Click in the Account column of the new row to view the input mask for account identifiers. Enter the account in one of the following ways. The applicable scenario depends on whether the Validate check box on the Segmented Keys (CS202000) form is selected for the segment of the ACCOUNT segmented key:
· Select the segment value from the list of predefined values (if the check box is selected for the segment).
· Type a value for the segment here (if the check box is cleared for the segment). The system validates only the number of characters and the type of string (which is specified in the Edit Mask column on the Segmented Keys form for the segment).
4. If needed, in the Account Class column, select the account class to which the account is assigned.
5. In the Type column, select the type of account: Asset, Liability, Income, or Expense.
6. If needed, in the Description column, briefly describe the account.
7. If the account is to be used as a control account for a subledger, select this subledger in the
Control Account Module column.
8. If you have marked the account as a control account for a subledger but want users to be able to post to this account from the general ledger and other subledgers, select the Allow Manual Entry check box.
9. If the users should specify the quantities and units of measure (UOMs), along with amounts, for each transaction to be posted to this account, select the Require Units check box.
10. Select the Use Default Subaccount check box if you want the system to fill in the Subaccount
column with the default subaccount for the account on the Journal Transactions (GL301000) form.
11. In the Post Option column, select whether transactions should be posted to this account in detail (Detail) or in summary (Summary).
12. If needed, in Consolidation Account column, specify the external GL account (from the parent company's chart of accounts) to which the balance of the account will be imported in the consolidation process.
13. If you need to denominate the account, select the currency in the Currency column, and specify the type of exchange rate in the Revaluation Rate Type column.
14. On the form toolbar, click Save.

[bookmark: To_Create_an_Account_Class][bookmark: _Toc93594371]To Create an Account Class

1. Open the Account Classes (GL202000) form.
[image: ]To open the form for creating a new record, type the form ID in the Search box, and on the Search form, point at the form title and click New right of the title.
2. On the table toolbar, click Add Row.
3. In the Account Class ID column, type the unique identifier for the account class.
4. If needed, in the Type column, change the type of the class.
5. In the Description column, briefly describe the class.
6. On the form toolbar, click Save.

[bookmark: To_Specify_a_Consolidation_Account][bookmark: _Toc93594372]To Specify a Consolidation Account

1. Open the Chart of Accounts (GL202500) form.
2. For each account for which you want to specify a consolidation account, in the Consolidation Account column, select an account of the parent company to which data will be imported.
[image: ]The YTD Net Income account cannot be specified as a consolidation account.

3. Click Save on the form toolbar.

[bookmark: To_Deactivate_an_Account][bookmark: _Toc93594373]To Deactivate an Account

1. Open the Chart of Accounts (GL202500) form.
2. In the Search box at the top right of the form, type a text to search and review the results to find the account you want to deactivate.
3. Click the row with the account you want to deactivate.
4. In the Active column for the account, clear the check box.
5. On the form toolbar, click Save.

[bookmark: To_Define_Segment_Values_for_Subaccounts][bookmark: _Toc93594374]To Define Segment Values for Subaccounts

1. Open the Segment Values (CS203000) form.
2. In the Segmented Key ID box of the Summary area, select SUBACCOUNT.
3. In the Segment ID box, select the identifier of the segment to which you want to add a value.
4. In the table, perform the following actions for each segment value to be added:
a. Click Add Row on the table toolbar.
b. In the Value box, type the code for the selected segment.
c. In the Description box, type a brief description of the segment value.
5. On the form toolbar, click Save.

[bookmark: To_Add_a_Subaccount][bookmark: _Toc93594375]To Add a Subaccount

1. Open the Subaccounts (GL203000) form.
[image: ]To open the form for creating a new record, type the form ID in the Search box, and on the Search form, point at the form title and click New right of the title.
2. On the table toolbar, click Add Row.
The input mask for subaccount identifiers is shown in the Subaccount column for the new row.
3. Create the subaccount by using one of the following methods, depending on whether the
Validate check box is selected for the segment on the Segmented Keys (CS202000) form:
· If the Validate check box is selected for the segment, select the segment value from the list of predefined values.
· If the check box is not selected for the segment, type a value. The system will validate this value for only the number of characters and the type of string (specified in the Edit Mask box on the Segmented Keys form).
4. Make sure the Active check box is selected in the row of the subaccount.
5. If needed, in the Description column, briefly describe the subaccount.
6. On the form toolbar, click Save.

[bookmark: To_Deactivate_a_Subaccount][bookmark: _Toc93594376]To Deactivate a Subaccount

1. Open the Subaccounts (GL203000) form.
2. In the Search box at the top right of the form, type a segment value, and review the results to quickly find a subaccount.
3. Click the row with the subaccount you want to deactivate.
4. In the Active column for the subaccount, clear the check box.
5. On the form toolbar, click Save.

[bookmark: Configuring_the_Financial_Year_and_Finan][bookmark: _Toc93594377]Configuring the Financial Year and Financial Periods

This chapter contains instructions related to configuring the financial year and financial periods in Acumatica ERP.
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[bookmark: To_Configure_a_Fiscal_Year_and_Its_Perio][bookmark: _Toc93594378]To Configure a Fiscal Year and Its Periods

1. Open the Financial Year (GL101000) form.
2. In the Financial Year Starts On box, specify the start date of the first financial year in which your company wants to keep records in Acumatica ERP.
3. In the First Financial Year box, review the first year, which the system fills in based on the Financial Year Starts On date.
4. Select the Belongs to Next Year check box if the financial year has the number of the year when the financial year ends (rather than the year when it begins).
5. In the Period Type box, select one of the following month-based options to define the periods of each financial year:
· Month: Each financial period lasts one month, and there are 12 periods per year.
· Two Months: Each financial period lasts two months, and there are six periods per year.
· Quarter: Each financial period lasts a quarter (four months), and there are three periods per year.
6. Make sure the Adjust to Period Start check box is cleared.
7. If you want the system to generate an adjustment period, select the Has Adjustment Period
check box.
8. On the form toolbar, click Create Periods.
9. On the form toolbar, click Save.

[bookmark: To_Configure_Week-Based_Financial_Period][bookmark: _Toc93594379]To Configure Week-Based Financial Periods

1. Open the Financial Year (GL101000) form.
2. In the Financial Year Starts On box, specify the start date of the first financial year in which your company wants to keep records in Acumatica ERP.
3. In the First Financial Year box, review the first year, which the system fills in based on the Financial Year Starts On date.
[image: ]If you plan to start recording operations at the very start of the financial year, select the previous year as the first financial year. You can then enter initial account balances in the period before the first period of live operations.
4. Select the Belongs to Next Year check box if the financial year has the number of the year when the financial year ends (rather than the year when it begins).
5. In the Period Type box, select one of the following:
· Week: Each financial period lasts one week, and there are 52 or 53 periods per year.
· Two Weeks: Each financial period lasts two weeks, and there are 26 or 27 periods per year.
· Four Weeks: Each financial period lasts four weeks, and there are 13 or 14 periods per year.
· 4-4-5 Weeks: The financial year is divided into four quarters, and each quarter includes two four-week periods and a five-week period.
· 4-5-4 Weeks: The financial year is divided into four quarters, and each quarter includes a four-week period, a five-week period, and a four-week period.
· 5-4-4 Weeks: The financial year is divided into four quarters, and each quarter includes the following periods: a five-week period and two four-week periods.
6. If the Week period type is selected, in the Periods Start Day of Week box, select the day of week on which periods will start.
7. If the Week period type is selected, in the Year End Calculation Method box, select one of the following options, which will be used to define the end of each financial year:
· Last Day of the Financial Year: To add an additional (53rd) week-long period if the last period ends four or more days earlier than the financial year ends. If the last period ends fewer than four days earlier than the financial period ends, no additional period will be added.
· Include Last <Day of Week> of the Financial Year: To add an additional (53rd) week period if there is a complete week between the end day of the last period and the end of the year. (Here, <Day of Week> is the last day of the week in your week-long period.)
· Include <Day of Week> Nearest to the End of the Financial Year: To add an additional period if the last period ends four or more days earlier than the financial year ends.
8. On the form toolbar, click Save.

[bookmark: To_Configure_a_Financial_Year_with_a_Cus][bookmark: _Toc93594380]To Configure a Financial Year with a Custom Number of Periods

1. Open the Financial Year (GL101000) form.
2. In the Financial Year Starts On box, specify the start date of the first financial year in which your company wants to keep records in Acumatica ERP.
3. In the First Financial Year box, review the first year, which the system fills in based on the Financial Year Starts On date.
4. If the financial year has the number of the year when the financial year ends (rather than the year when it begins), select the Belongs to Next Year check box.
5. In the Period Type box, select Custom Number of Periods.
6. In the Number of Financial Periods box, type the number of periods you want the financial year to be divided into.
7. On the form toolbar, click Create Periods.
8. In the table, adjust the lengths of the periods by changing their Start Date and End Date, and provide descriptions for periods in the Description column.
9. On the form toolbar, click Save.

[bookmark: To_Shift_the_First_Year_One_Year_Earlier][bookmark: _Toc93594381]To Shift the First Year One Year Earlier

1. Open the Financial Year (GL101000) form.
Review the settings of the first financial year configured in the system.
2. On the form toolbar, click Shift the First Year.
When you click this button, the system opens a dialog box with a message that warns you about the consequences of such an action.
3. In the dialog box, click Yes to shift the first year and close the dialog box.
4. On the form toolbar, click Save.

[bookmark: Managing_the_Financial_Year_and_Financia][bookmark: _Toc93594382]Managing the Financial Year and Financial Periods

This chapter contains instructions related to managing the financial year and financial periods in Acumatica ERP.
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[bookmark: To_Generate_Periods_for_Financial_Years][bookmark: _Toc93594383]To Generate Periods for Financial Years

1. Open the Master Financial Calendar (GL201000) form.
2. On the form toolbar, click Generate Calendar.
3. In the Generate GL Calendar dialog box, which opens, in the From Year and To Year boxes, make sure that the required financial years are selected.
You can specify a range of financial years in these boxes.
4. Click OK to close the dialog box.
Periods have been generated with the Inactive status.

[bookmark: To_Open_a_Financial_Period][bookmark: _Toc93594384]To Open a Financial Period

1. Open the Manage Financial Periods (GL503000) form.
2. In the Company box of the Selection area, select the company for which you want to open the financial period.
3. In the Action box, select Open.
4. In the To Year box, select the ending financial year in which you want to open periods.
5. In the table, select the unlabeled check boxes in the rows of the periods to which you are going to post transactions.
6. On the form toolbar, click Process to open the selected period or periods, or click Process All to open all the periods in the list.
The statuses of the selected periods have changed from Inactive to Open.

[bookmark: To_Add_an_Adjustment_Period][bookmark: _Toc93594385]To Add an Adjustment Period

1. Open the Master Financial Calendar (GL201000) form.
2. In the Financial Year box of the Summary area, select the latest financial year to which you want to add an adjustment period.
3. Select the User-Defined Periods check box.
4. On the table toolbar, click Add Row.
5. In the added row in the table (that is, the last period), make sure that the check box in the
Adjustment Period column is selected.
6. If needed, in the Description column, type a description that indicates that this is an adjustment period.
7. On the form toolbar, click Save.

[bookmark: To_Close_Financial_Periods][bookmark: _Toc93594386]To Close Financial Periods

1. Open the Manage Financial Periods (GL503000) form.
2. In the Company box of the Selection area, select the company for which you want to close the period.
3. In the Action box, select Close.
4. If you need to close financial periods in more than one financial year, in the To Year box, select the latest year.
5. Select the unlabeled check box in the row of the period you want to close. (If you plan to close multiple periods, select the check box next to the last period you want to close, and the previous periods will be selected automatically.)
6. On the form toolbar, click Process to close the selected period or periods, or click Process All to close all the periods in the list. The dialog window opens.
7. In the dialog window, click OK to confirm closing the selecting period or periods.
All processed periods are closed (that is, assigned the Closed status) in all the subledgers and in the general ledger.

[bookmark: To_Lock_Financial_Periods][bookmark: _Toc93594387]To Lock Financial Periods

1. Open the Manage Financial Periods (GL503000) form.
2. In the Company box, select the company for which you want to lock a period.
3. In the Action box, select Lock.
4. In the To Year box, select the latest year that contains closed periods that need to be locked. In the table, the system displays all periods that have the Closed status and can be locked.
5. Select the unlabeled check box next to the period that you want to lock. The periods earlier than this period are selected automatically.
6. On the form toolbar, click Process or Process All to lock all the periods on the list. The period is assigned the Locked status.

[bookmark: To_Deactivate_a_Financial_Period][bookmark: _Toc93594388]To Deactivate a Financial Period

1. Open the Manage Financial Periods (GL503000) form.
2. In the Company box of the Selection area, select the company for which you want to deactivate a period.
3. In the Action box, select Deactivate.
4. In the From Year box, select the starting financial year in which you want to deactivate periods.
5. In the table, select the unlabeled check box for the earliest period you want to deactivate. The periods later than this period are selected automatically.
6. On the form toolbar, click Process to deactivate the selected periods or Process All to deactivate all the periods on the list.
The selected periods are deactivated (that is, assigned the Inactive status).

[bookmark: To_Reopen_Financial_Periods][bookmark: _Toc93594389]To Reopen Financial Periods

1. Open the Manage Financial Periods (GL503000) form.
2. In the Company box, select the company for which you want to reopen the period.
3. In the Action box, select Reopen.
4. In the From Year box, select the earliest year that contains closed periods that need to be reopened.
5. Select the unlabeled check box next to each period you want to reopen. (If you plan to reopen most of the periods, select the check box next to the first period you want to reopen, and the subsequent periods will be selected automatically.)
6. If needed, select the Reopen Financial Periods in All Modules check box in the Selection area if you want to reopen the selected period in all subledgers.
7. On the form toolbar, click Process or click Process All to reopen all the periods on the list.

[bookmark: To_Unlock_Financial_Periods][bookmark: _Toc93594390]To Unlock Financial Periods

1. Open the Manage Financial Periods (GL503000) form.
2. In the Company box, select a company for which you want to unlock a period.
3. In the Action box, select Unlock.
4. In the From Year box, select the earliest year that contains locked periods that need to be unlocked.
5. Select the unlabeled check box next to the period that you want to unlock. The periods later than this period are selected automatically.
6. On the form toolbar, click Process or Process All to unlock all the periods on the list. The period is unlocked (is assigned the Closed status).

[bookmark: Working_with_Ledgers][bookmark: _Toc93594391]Working with Ledgers

This chapter contains instructions related to managing ledgers in Acumatica ERP.
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[bookmark: To_Add_a_Budget_Ledger][bookmark: _Toc93594392]To Add a Budget Ledger

1. Open the Ledgers (GL201500) form.
2. On the form toolbar, click Add New Record.
[image: ]To open the form for creating a new record, type the form ID in the Search box, and on the Search form, point at the form title and click New right of the title.
3. In the Ledger ID box, type the unique identifier to be used for the ledger.
4. In the Description box, briefly describe the ledger.
5. In the Type box, select Budget.
6. In the Currency box, select the currency of the ledger.
7. On the form toolbar, click Save.

[bookmark: To_Add_a_Reporting_Ledger][bookmark: _Toc93594393]To Add a Reporting Ledger

1. Open the Ledgers (GL201500) form.
[image: ]To open the form for creating a new record, type the form ID in the Search box, and on the Search form, point at the form title and click New right of the title.
2. On the form toolbar, click Add New Record.
3. In the Ledger ID box, type the unique identifier to be used for the ledger.
4. In the Description box, briefly describe the ledger.
5. In the Type box, select Reporting.
6. In the Currency box, select the currency of the ledger.
7. On the form toolbar, click Save.

[bookmark: To_Add_a_Statistical_Ledger][bookmark: _Toc93594394]To Add a Statistical Ledger

1. Open the Ledgers (GL201500) form.
[image: ]To open the form for creating a new record, type the form ID in the Search box, and on the Search form, point at the form title and click New right of the title.
2. On the form toolbar, click Add New Record.
3. In the Ledger ID box, type the unique identifier to be used for the ledger.
4. In the Description box, briefly describe the ledger.
5. In the Type box, select Statistical.
6. In the Currency box, select the currency of the ledger.
7. On the form toolbar, click Save.

[bookmark: Preparing_Budgets][bookmark: _Toc93594395]Preparing Budgets

This chapter contains instructions related to managing budgets in Acumatica ERP.
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[bookmark: To_Build_a_Budget_Tree][bookmark: _Toc93594396]To Build a Budget Tree

To Add Nodes into a Node
1. Open the Budget Configuration (GL205000) form.
2. In the Budget Tree pane, click a node, which can be the root node or any other node.
3. In the Subarticles pane, for each node to be added to the selected node, do the following:
a. Click Add Row on the table toolbar.
b. In the new row, select the check box in the Node column.
c. In the Description column, type a name for this new node.
d. If the node should contain leaf articles with similar accounts, in the Account Mask column, enter the account mask and use ? as the wildcard character. This mask will be used in the Preload Articles dialog box to determine the accounts that start and end the range of accounts for generating account-subaccount pairs.
e. If the node should contain leaf articles with similar subaccounts, in the Subaccount Mask column, enter the subaccount mask and use ? as the wildcard character. This mask will be used in the Preload Articles dialog box as the default mask for subaccounts for generating account-subaccount pairs.
4. Click Save on the form toolbar. In the Budget Tree pane, the new nodes from the list appear as nodes under the selected node.

To Add Similar Leaf Articles to a Node
1. Open the Budget Configuration (GL205000) form.
2. In the Budget Tree pane, select the node to which you want to add leaf articles.
3. Click Preload Accounts on the table toolbar of the Subarticles pane. This opens the Preload Accounts dialog box.
4. In the dialog box, specify the range of accounts by selecting the accounts that start and end the range in the Account From and Account To boxes.
5. Click OK in the dialog box. The system will generate all possible pairs by using only the accounts listed on the chart of accounts and all the subaccounts that are combinations of subaccount segment values allowed by the mask.
6. Review the list of budget articles and remove the account-subaccount pairs you do not need for this node.
7. Click Save on the form toolbar.

To Add Miscellaneous Leaf Articles to a Node
1. Open the Budget Configuration (GL205000) form.
2. In the Budget Tree pane, select the node to which you want to add leaf articles.
3. In the Subarticles pane, for each leaf budget article to be added to the selected node, do the following:
a. Click Add Row on the table toolbar.
b. In the new row, make sure the Node check box is cleared.
c. In the Account column, select an account for the budget article.
d. If required, in the Subaccount column, select a subaccount for the budget article.
e. In the Description column, type a name for this new article.
f. Click Save on the form toolbar.

To Add Leaf Articles with Aggregation
1. Open the Budget Configuration (GL205000) form.
2. In the Budget Tree pane, select the node to which you want to add an aggregating budget article.
3. In the Subarticles pane, for each aggregating article to be added to the selected node, do the following:
a. Click Add Row on the table toolbar.
b. In the new row, make sure the Node check box is cleared.
c. In the Account column, select an account that defines the article.
d. If required, in the Subaccount column, select a subaccount that (along with the selected account) defines the article.
e. In the Description column, type a name for this new budget article.
f. If the article should aggregate the amounts over the articles with similar accounts, in the
Account Mask column, enter the account mask, and use ? as the wildcard character.
g. If the node being created will contain leaf articles with similar subaccounts, in the
Subaccount Mask column, enter the subaccount mask, and use ? as the wildcard character.
4. Click Save on the form toolbar.
[image: ]This new article does not appear under the selected node in the Budget Tree pane, because it is a leaf article.
[bookmark: _Toc93594397]To Prepare a Budget

1. Open the Budgets (GL302010) form.
2. In the Branch box, select the branch for which you want to prepare this budget.
3. In the Ledger box, select a ledger for this new budget.
4. In the Financial Year box, select the budget year.
5. Select the Tree View check box to also view the Tree pane.
6. If you want to load the data for the entire budget, in the Budget Tree pane, select the root node. (If you want to load the data for only a particular node, select the node.)
7. On the form toolbar, click Preload Articles.
8. On the first page (Step 1) of the Preload Budget Articles Wizard dialog box, in the Branch
box, select the branch whose data you want to load.
9. In the Ledger box, select the ledger from which you want to load the data.
10. In the Financial Year box, select the year whose data you want to load.
11. In the Multiplier box, specify whether you want to load the data without changes (100%), with an increase (>100%), or with a decrease (<100%) of the values of the data.
12. Click Next to open the next page of the wizard (Step 2).
13. In the Account From box, select the account to start the range of accounts for loading into the selected node.
14. In the Account To box, select the account to end the range of accounts to be loaded.
15. In the Account Mask box, specify the mask to select only specific accounts from the range.
16. If needed, in the Subaccount Mask box, modify the mask to select only specific subaccounts.
17. Click Next to open the next page of the wizard (Step 3).
18. Select one of the following options:
· Update Existing Articles Only: To load the data for only the articles available in this node and the nodes within this node.
· Update Existing Articles and Load Nonexistent Articles: To load the data for the articles available in this node and to add the articles not available in this node and load the data for them.
· Load Nonexistent Articles Only: To add the articles that are not listed in the selected node and load the data for them.
19. Click Finish to close the wizard.
20. In the table, review the amounts of the budget articles.
21. Click Save on the form toolbar.
22. Distribute the amounts over the financial periods in all budgets by performing the following steps:
a. In the Budget Tree (left) pane, select the root node.
b. In the Budget Articles (right) pane, click Distribute on the table toolbar. The Distribute Year Amount by Periods dialog box opens.
c. In the Distribution Method box, select Evenly to distribute equal amounts to all periods.
d. Select the Apply to All Articles in This Node check box to perform distribution for all articles in the selected node.
e. Select the Apply to Subarticles check box to perform distribution within other nodes of the selected node.
f. Click OK to close the dialog box and to perform the distribution.
g. If needed, adjust the period amounts manually. Make sure the article's amount is equal to the distributed amount.
23. Click Save on the form toolbar.

[bookmark: To_Compare_a_Budget_to_Another_Budget][bookmark: _Toc93594398]To Compare a Budget to Another Budget

1. Open the Budgets (GL302010) form.
2. In the Branch box, select the branch for which the budget you want to compare is prepared.
3. In the Ledger box, select a ledger for this budget.
4. In the Financial Year box, select the budget year.
5. In the Compare to Branch box, select the branch whose data you want to compare with the budget data.
6. In the Compare to Ledger box, select the ledger whose data you want to compare with the budget data.
7. In the Compare to Year box, select the financial year whose data you want to compare with the budget data.
8. On the form toolbar, click Save.
9. In the form table, compare the budget articles for the selected budgets.

[bookmark: To_Release_Budgets][bookmark: _Toc93594399]To Release Budgets

1. Open the Release Budgets (GL505510) form.
2. Do one of the following:
· To release all budget articles, click Release All on the form toolbar.
· To release only selected budget articles, select each budget article you want to release by selecting the appropriate unlabeled check box, and on the form toolbar, click Release.

[bookmark: To_Revise_a_Budget][bookmark: _Toc93594400]To Revise a Budget

1. Open the Budgets (GL302010) form.
2. In the Branch box, select the branch for which you want to prepare this budget.
3. In the Ledger box, select a ledger of the Budget type for this new budget.
4. In the Financial Year box, select the year of the budget you want to revise.
5. Modify the amounts over the financial periods in each budget as follows:
a. In the Budget Tree (left) pane, select the node for which you want to change the budget.
b. In the Amount column of the Budget Articles (right) pane, change the amounts for the articles of the budgets you want to modify.
c. In the Budget Articles (right) pane, click Distribute on the table toolbar.
d. In the Distribute Year Amounts by Periods dialog box, select Evenly to distribute equal amounts to all periods.
e. Select the Apply to All Articles in This Node check box to perform distribution for all articles in the selected node.
f. Select the Apply to Subarticles check box to perform distribution within other nodes of the selected node.
g. Click OK to close the dialog box and perform the distribution.
6. On the form toolbar, click Save.
7. Open the Release Budgets (GL505510) form to release the modified budget articles.

[bookmark: Managing_General_Ledger_Transactions][bookmark: _Toc93594401]Managing General Ledger Transactions

This chapter contains instructions related to managing general ledger transactions in Acumatica ERP.
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[bookmark: To_Create_a_Batch][bookmark: _Toc93594402]To Create a Batch

1. Open the Journal Transactions (GL301000) form.
[image: ]To open the form for creating a new record, type the form ID in the Search box, and on the Search form, point at the form title and click New right of the title.
2. On the form toolbar, click Add New Record.
3. In the Summary area, perform the following steps:
a. In the Module box, make sure GL is selected.
b. In the Transaction Date box, specify the transaction date for the batch.
c. In the Post Period box, change the financial period to which the transactions should be posted.
d. If needed, in the Description box, enter a brief description of the transaction.
e. In the Branch box, check the branch to which the transactions belong.
f. In the Ledger box, check the ledger to which the transactions are posted.
4. For each journal entry to be added to the batch, click Add Row on the table toolbar, and enter the journal entry parameters as follows:
a. In the Branch column, check the branch whose balance will be updated by the journal entry.
b. In the Account column, select the account to be updated by the entry.
c. If required, in the Subaccount column, select the subaccount to be used with the account.
d. If needed, in the Ref. Number column, specify a value that meets your internal requirements.
e. In the Debit Amount column, specify the debit amount of the journal entry (if any).
f. In the Credit Amount column, specify the credit amount of the journal entry (if any).
g. If needed, in the Transaction Description column, enter a description that will help you or other users identify the journal entry.
5. If the Control Total box is shown, enter the amount that equals the debit total or credit total.
6. On the form toolbar, click Save.

[bookmark: To_Release_a_Batch][bookmark: _Toc93594403]To Release a Batch

1. Open the Journal Transactions (GL301000) form.
2. Open the batch that you want to release.
3. Check the value in the Control Total box and change it, if needed.
4. Make sure that batch has a Balanced status and click Release.

[bookmark: To_Release_Multiple_Batches][bookmark: _Toc93594404]To Release Multiple Batches

1. Open the Release Transactions (GL501000) form. Batches with the Balanced status are listed here.
2. Do one of the following:
· Select the unlabeled check box in the row of each batch you want to release, and click Release.
· Click Release All to release all the listed batches.

[bookmark: To_Post_Batches][bookmark: _Toc93594405]To Post Batches

1. Open the Post Transactions (GL502000) form.
2. Do one of the following actions, each of which changes the status of the applicable batches to
Posted:
· Select the unlabeled check boxes in the rows of the batches in the list that you want to post, and click Post.
· Click Post All.

[bookmark: To_Find_and_View_a_Particular_Batch][bookmark: _Toc93594406]To Find and View a Particular Batch

To Find a Batch by Using the Journal Transactions Form
1. Open the Journal Transactions (GL301000) form.
2. Open the list of batches by clicking the lookup icon in the Batch Number box.
3. To locate the batch, do one of the following:
· Click any column header to arrange the items in ascending or descending order based on the values in the column. You can navigate between pages to locate the specific batch.
· In the search box, type the description of the butch. The system filters the listed batches to display only those containing the text you entered in the selected column.
· Create a filter to find the batch by its details. To do this, click Filter Settings on the table toolbar of the lookup window, and specify a condition based on the batch details.
4. When you find the batch, double-click anywhere in the row to open that batch and view its information.

To Find a Batch by Using the GL Edit Reports
1. Open the GL Edit Summary (GL611500) form.
2. Select the ledger and financial period.
3. Click Run Report.
4. Review the list of batches for the period.
[image: ]If you do not see the required batch, click Report Parameters tab and change the selection criteria, then run the report again.
5. To view the details of the required batch, click the batch number to navigate to the
Journal Transactions (GL301000) form.
Similarly, you can find an unreleased transaction by using the GL Edit Detailed (GL610500) and GL Edit Account Distribution (GL611000) reports.

To Find a Released Batch by Using the GL Register Reports
1. Open the GL Register (GL620500) form.
2. Select the ledger and financial period.
3. Click Run Report.
4. Review the list of batches for the period.
[image: ]If you do not see the required batch, click Report Parameters tab, change the selection criteria, then run the report again.
5. To view the details of the required batch, click the batch number to navigate to the
Journal Transactions (GL301000) form.
Similarly, you can find a released transaction by using the GL Register Detailed (GL621000) report.

[bookmark: To_Reverse_a_Batch][bookmark: _Toc93594407]To Reverse a Batch

1. Open the Journal Transactions (GL301000) form.
2. Open the batch you want to reverse.
3. On the More menu (under Corrections), click Reverse.
This creates and opens a new batch in which credit entries become debit entries and debit entries become credit entries. Notice that the Reversing Entry check box is selected in the new batch, indicating that this is a reversing batch.
4. If the Control Total box is shown, enter the control total.
5. On the form toolbar, click Save.

[bookmark: To_Create_an_Auto-Reversing_Batch][bookmark: _Toc93594408]To Create an Auto-Reversing Batch

1. Open the Journal Transactions (GL301000) form.
[image: ]To open the form for creating a new record, type the form ID in the Search box, and on the Search form, point at the form title and click New right of the title.
2. On the form toolbar, click Add New Record.
3. In the Summary area, perform the following steps:
a. In the Module box, make sure GL is selected.
b. In the Transaction Date box, specify the transaction date for the batch.
c. If needed, in the Post Period box, change the financial period to which the transactions should be posted.
d. If needed, in the Description box, enter a brief description of the transaction.
e. In the Branch box, check the branch to which the transactions belong, and change it, if needed.
f. In the Ledger box, check the ledger to which the transactions are posted, and change it, if needed.
g. Select the Auto Reversing check box.
4. For each journal entry to be added to the batch, click Add Row on the table toolbar, and enter the journal entry settings as follows:
a. In the Branch column, check the branch whose balance will be updated by the journal entry.
b. In the Account column, select the account to be updated by the entry.
c. If required, in the Subaccount column, select the subaccount to be used with the account.
d. If needed, in the Ref. Number column, specify a value that meets your internal requirements.
e. In the Debit Amount column, specify the debit amount of the journal entry (if any).
f. In the Credit Amount column, specify the credit amount of the journal entry (if any).
g. If needed, in the Transaction Description column, enter a description that will help you or other users identify the journal entry.
5. If the Control Total box is shown, enter the amount that equals the debit total or credit total.
6. On the form toolbar, click Save.
7. Click Release.

[bookmark: To_Reclassify_General_Ledger_Transaction][bookmark: _Toc93594409]To Reclassify General Ledger Transactions

1. Open the Reclassify Transactions (GL506000) form.
2. On the form toolbar, click Load.
3. In the Load Transactions dialog box, which opens, specify the needed selection criteria to help you find the required general ledger transactions, and click Load or Reload to upload them to the form.
You can also open the particular transaction for reclassification in one of the following ways:
· Open the Account Details (GL404000) form. Select the unlabeled check box of each transaction you want to reclassify, and click Reclassify (or Reclassify All) on the form toolbar.
· Open the Journal Transactions (GL301000) form. Select the required batch, and on the More menu (under Corrections), click Reclassify.
4. Reclassify the transactions in one of the following ways:
a. Enter new settings for multiple transactions at once by clicking Replace on the form toolbar and specifying new parameters in the Find and Replace dialog box, which opens. In the Find section of the dialog box, specify the original parameters of the transactions that should be reclassified. In the Replace With section, specify the reclassification parameters. Click Replace.
b. Enter new settings for one transaction or multiple transactions manually in each required row.
5. Click Process on the form toolbar to initiate the reclassification process. Once the process is completed successfully, the Reclass. Batch Number column appears with the number of the corresponding reclassification batch.
6. Open the Release Transactions (GL501000) form, and release the batch.

[bookmark: To_Split_General_Ledger_Transactions][bookmark: _Toc93594410]To Split General Ledger Transactions

1. Open the Reclassify Transactions (GL506000) form.
2. On the form toolbar, click Load.
3. In the Load Transactions dialog box, which the system has opened, specify the needed selection criteria to help you find the required general ledger transactions, and click Load (to add new transactions meeting the specified criteria to the list of existing transactions, if any) or Reload (to remove any existing transactions listed on the form and load new transactions that match the specified criteria) to upload these transactions to the form.
You can also open the particular transaction for reclassification in one of the following ways:
· Open the Account Details (GL404000) form. Select the unlabeled check box of each transaction you want to reclassify, and click Reclassify (or Reclassify All) on the form toolbar.
· Open the Journal Transactions (GL301000) form. Select the required batch, and on the More menu (under Corrections), click Reclassify.
4. Split an amount of each needed journal entry by doing the following:
a. In the table, click the journal entry to be split.
b. On the form toolbar, click Split.
c. In the new line, in the To Account, To Subaccount, and To Branch column, specify the account, subaccount (if applicable), and branch (if applicable), respectively, to which the amount will be transferred.
d. In the New Amount column, specify the amount that will be transferred from the original journal entry to the new one.
5. Click Process on the form toolbar to initiate the process of splitting the transaction. Once the process has completed successfully, the Reclass. Batch Number column appears with the number of the corresponding split batch.

[bookmark: To_Add_a_Voucher_Entry_Code][bookmark: _Toc93594411]To Add a Voucher Entry Code

1. Open the Voucher Entry Codes (GL106000) form.
2. On the form toolbar, click Add Row.
3. In the Module column of the new row, select the subledger to which the document or a transaction will be posted.
4. In the Module Tran. Type column, select the type of the document or transaction to be generated for the code.
5. In the Unique Tran. Code column, type the unique identifier to be used for this voucher entry code.
6. In the Description column, type a brief description of the voucher entry code.
7. On the form toolbar, click Save.

[bookmark: To_Add_Documents_to_a_Document_Batch][bookmark: _Toc93594412]To Add Documents to a Document Batch

1. Open the Journal Vouchers (GL304000) form. 
[image: ]To open the form for creating a new record, type the form ID in the Search box, and on the Search form, point at the form title and click New right of the title.
2. On the table toolbar, click Add Row.
3. Make sure that the date specified in the Transaction Date box is correct. If it is not, enter the correct date.
4. In the Branch box, select the branch with which the documents are associated.
5. If needed, in the Description box, type a description for the batch.
6. Click Save.
7. On the Transactions tab, click Add Row to add a new row to the table. Add documents to the batch.
8. If the Control Total box appears in the Summary area, enter the amount, which is equal to the credit and debit total.
9. On the form toolbar, click Save.

[bookmark: To_Add_a_General_Ledger_Entry_to_a_Batch][bookmark: _Toc93594413]To Add a General Ledger Entry to a Batch

1. Open the Journal Vouchers (GL304000) form.
2. In the Batch Number box, select the batch to which you want to add a general ledger entry.
3. On the Transactions tab, perform the following steps for each general ledger entry you want to add:
a. On the table toolbar, click Add Row.
b. In the Tran. Code column, select the transaction code for the journal transaction you want to add.
c. In the Transaction Date column, check the date, and change it if necessary.
d. In the Ext. Ref. Number column, enter the reference number shown on the external document.
e. Enter the Total Amount of the batch.
f. If needed, in the Transaction Description column, type a brief description of the general ledger transaction.
g. If the batch includes only two journal entries, specify both the Credit Account and Debit Account (with corresponding subaccounts).
h. If the batch has split entries, select the Split check box, and do the following for each split journal entry:
a. On the table toolbar, click Add Row.
b. In the Total Amount column, specify the entry amount.
c. Specify the appropriate credit or debit account and subaccount for the journal entry.
4. On the form toolbar, click Save.

[bookmark: To_Add_a_Cash_Entry_to_a_Batch][bookmark: _Toc93594414]To Add a Cash Entry to a Batch

1. Open the Journal Vouchers (GL304000) form.
2. In the Batch Number box, select the batch to which you want to add a cash entry.
3. On the Transactions tab, perform the following steps for each cash entry you want to add:
a. On the table toolbar, click Add Row.
b. In the Tran. Code column, select the transaction code of the cash transaction you want to add.
c. Check the date in the Transaction Date column, and change it, if needed.
d. In the Entry Type ID column, specify the entry type of the cash transaction.
e. In the Ext. Ref. Number column, enter the reference number shown on the external document.
f. Enter the Total Amount of the cash transaction.
g. If needed, in the Transaction Description column, type a brief description of the cash transaction.
h. If you want to enter the cash transaction without details (by its summary), specify both the
Credit Account and Debit Account (with corresponding subaccounts, if needed).
j. If you want to enter the document with details, select the Split check box, and do the following for each line item of the document:
a. Click Add Row on the table toolbar. The new row has the same reference number as the transaction's header row.
b. In the Total Amount column, specify the line amount.
c. Specify the credit or debit account and a corresponding subaccount for the line, depending on the entry type (expense or disbursement).
k. Make sure that the document is balanced and its total credits equal total debits.
l. If the Control Total box appears in the Summary area, enter the amount, which is equal to the credit and debit total.
4. On the form toolbar, click Save.

[bookmark: To_Add_an_Accounts_Payable_or_Accounts_R][bookmark: _Toc93594415]To Add an Accounts Payable or Accounts Receivable Document to a Batch

1. Open the Journal Vouchers (GL304000) form.
2. In the Batch Number box, select the batch to which you want to add a document.
3. On the Transactions tab, perform the following steps for each document you want to add:
a. On the table toolbar, click Add Row.
b. In the Tran. Code column, select the transaction code for the accounts payable or accounts receivable document you want to add.
c. Check the date in the Transaction Date column, and change it if necessary.
d. In the Customer/Vendor column, select the vendor or customer shown on the original document.
e. In the Ext. Ref. Number column, enter the reference number of the document used by the vendor or customer.
f. In the Total Amount column, enter the total amount of the document.
g. If needed, provide the tax category and the tax zone in the Tax Category and Tax Zone
column respectively.
h. If needed, in the Transaction Description column, type a brief description of the document.
j. If you want to enter the document with details, select the Split check box, and do the following for each line item:
a. On the table toolbar, click Add Row. The new row has the same reference number as the bill header row.
b. In the Total Amount column, specify the line amount.
c. Specify the credit or debit account and a corresponding subaccount for the line, depending on the document type, if they are different from the default ones.
k. Make sure that the document is balanced and its total credits equal total debits.
l. If the Control Total box appears in the Summary area, enter the amount, which is equal to the credit and debit total.
4. On the form toolbar, click Save.

[bookmark: To_Schedule_a_Recurring_Batch][bookmark: _Toc93594416]To Schedule a Recurring Batch

To Create a Schedule
1. Open the Recurring Transactions (GL203500) form. 
[image: ]To open the form for creating a new record, type the form ID in the Search box, and
on the Search form, point at the form title and click New right of the title.
2. On the table toolbar, click Add Row.
3. In the Summary area, in the Description box, add a description of the schedule.
4. In the Start Date box, select the start date for the schedule. By default, the current date is selected.
5. Place limitations on the schedule execution in one of the following ways:
· In the Expiration Date box, enter the date when the schedule expires, or select the Never Expires check box.
· Enter the maximum number of times the schedule should be executed in the Execution Limit box, or select the No Limit check box.
6. Specify how often the batches should be generated by doing one of the following:
· To generate the batches daily or every x days, do the following:
a. In the Schedule Type section, select Daily.
b. In the Every x Day(s) box of the Daily section, type the integer that represents the number of days between successive batches.
· To generate the batches weekly or every x weeks, do the following:
a. In the Schedule Type section, select Weekly.
b. In the Every x Week(s) box of the Weekly section, type the integer that represents the number of weeks between successive batches.
c. Select the check boxes for the days of the week on which the batches should be generated.
· To generate the batches monthly or every x months, do the following:
a. In the Schedule Type section, select Monthly.
b. In the Every x Month(s) box of the Monthly section, enter the integer that represents the number of months between successive batches.
c. Select the option button that indicates when the batches should be generated: the day of the month (On Day; select the day in the adjacent box), or the week of the month and the day of the week (On the nth Day of the Week; select the ordinal number that represents the week in the left box, and select the day of the week in the right box).
· To generate the bill every financial period or every x financial periods, do the following:
a. In the Schedule Type section, select By Financial Period.
b. In the Every x Period(s) box of the By Financial Period section, type the integer that represents the frequency of bill generation by financial period.
c. Select the appropriate option button to indicate that the bill should be generated on the first day of the financial period (Start of Financial Period), the last day of the financial period (End of Financial Period), or a specific day of the period (Fixed Day of the Period; select the day).
7. On the form toolbar, click Save.
To Add Batches to the Schedule

1. On the Batch List tab, click Add Row.
2. In the Batch Number column, select the number of the batch.
3. On the form toolbar, click Save.

[bookmark: To_Generate_Recurring_Transactions][bookmark: _Toc93594417]To Generate Recurring Transactions

To Generate Recurring Transactions for a Single Schedule
1. Open the Recurring Transactions (GL203500) form.
2. In the Summary area, in the Schedule ID box, select the schedule for which you want to generate transactions.
3. On the form toolbar, click Run Now.
4. On the Generated Documents tab, view the list of generated batches.

To Generate Recurring Transactions for Multiple Schedules
1. Open the Generate Recurring Transactions (GL504000) form.
2. In the Execution Date box, select the date that the system will use to select the schedules to be loaded to the table. By default, the current business date is selected.
3. Specify the condition that the system will use to stop schedule executions by selecting one of the following option buttons:
· Stop on Execution Date: The system stops running schedules on the date that you specify in the Execution Date box.
· Stop After Number of Executions: The system stops running schedules when the specified number of schedule executions have been performed. If you select this option button, specify the number of executions in the adjacent box.
4. Do one of the following:
· Select the unlabeled check boxes for the lines with particular schedules, and click Run to process only these schedules.
· On the form toolbar, click Run All to process all listed schedules.

To View the Generated Batches
1. Open the Recurring Transactions (GL203500) form.
2. In the Schedule ID box, select the schedule for which you want to view generated batches.
3. On the Generated Documents tab, click the number of the batch in the Batch Number
column.
4. On the Journal Transactions (GL301000) form, which opens, view the details of the batch.

[bookmark: Managing_Allocations][bookmark: _Toc93594418]Managing Allocations

This chapter contains instructions related to managing allocations in Acumatica ERP.
 (
Managing
 
Allocations
 
|
 
57
)

[bookmark: _Toc93594419]To Create an Allocation Rule That Uses a Fixed Ratio

1. Open the Budgets (GL302010) form.
2. In the Branch box, select the branch for which you want to prepare this budget.
3. In the Ledger box, select a ledger of the Budget type for this new budget.
4. In the Financial Year box, select the year of the budget you want to revise.
5. Modify the amounts over the financial periods in each budget as follows:
a. In the Budget Tree (left) pane, select the node for which you want to change the budget.
b. In the Amount column of the Budget Articles (right) pane, change the amounts for the articles of the budgets you want to modify.
c. In the Budget Articles (right) pane, click Distribute on the table toolbar.
d. In the Distribute Year Amounts by Periods dialog box, select Evenly to distribute equal amounts to all periods.
e. Select the Apply to All Articles in This Node check box to perform distribution for all articles in the selected node.
f. Select the Apply to Subarticles check box to perform distribution within other nodes of the selected node.
g. Click OK to close the dialog box and perform the distribution.
6. On the form toolbar, click Save.
7. Open the Release Budgets (GL505510) form to release the modified budget articles.

[bookmark: To_Create_an_Allocation_Rule_That_Uses_a][bookmark: _Toc93594420]To Create an Allocation Rule That Uses a Dynamic Ratio

1. Open the Allocations (GL204500) form.
[image: ]To open the form for creating a new record, type the form ID in the Search box, and on the Search form, point at the form title and click New right of the title.
2. On the form toolbar, click Add New Record.
3. In the Description box, type a brief description of the allocation.
4. Check the Branch box, and change the branch, if needed.
5. On the Allocation tab, do the following:
· Check the Start Period box, which indicates the first financial period when allocation may be applied.
· Check the End Period box, which indicates the last financial period when allocation may be applied.
· If the allocation should be applied each year for each of the specified periods, select the
Recurring check box.
· In the Distribution Method box, select one of the following:
· To distribute amounts between destination accounts of the destination branches proportionally to period-to-date balances of the destination accounts in the allocation ledger, select By Dest. Account PTD.
· To distribute amounts between the destination accounts of the destination branches proportionally to year-to-date balances of the destination accounts in the allocation ledger, select By Dest. Account YTD.
· In the Allocation Ledger box, select the ledger to which journal entries generated for the allocation are posted.
· In the Source Ledger box, select the ledger from which the amounts to be allocated are calculated based on the accounts specified on the Source Accounts tab.
· In the Last Revision Date box, select the last date when the revision of an allocation was made.
6. On the Source Accounts tab, do the following for each account to be added to the rule:
a. On the table toolbar, click Add Row.
b. Check the Branch column, and change the branch, if needed.
c. In the Account column, select the account that will be the source of the allocation amount.
d. If required, in the Subaccount column, select the subaccount that will be the source of the allocation amount.
7. On the Destination Accounts tab, do the following for each account to be added to the rule:
a. On the table toolbar, click Add Row.
b. Check the Branch column, and change the branch, if needed.
c. In the Account column, select the account that will be the destination of the allocation amount.
d. If needed, in the Subaccount column, select the subaccount that will be the destination of the allocation amount.
8. On the form toolbar, click Save.

[bookmark: To_Create_an_Allocation_Rule_Based_on_Bu][bookmark: _Toc93594421]To Create an Allocation Rule Based on Budget or Statistical Data

1. Open the Allocations (GL204500) form.
[image: ]To open the form for creating a new record, type the form ID in the Search box, and on the Search form, point at the form title and click New right of the title.
2. On the form toolbar, click Add New Record.
3. In the Description box, type a brief description of the allocation.
4. Check the Branch box, and change the branch, if needed.
5. On the Allocation tab, do the following:
· Check the Start Period box, which indicates the first financial period when allocation may be applied.
· Check the End Period box, which indicates the last financial period when allocation may be applied.
· If the allocation should be applied each year for each of the specified periods, select the
Recurring check box.
· In the Distribution Method box, select one of the following:
· To distribute amounts between destination accounts of the destination branches proportionally to period-to-date balances of the destination accounts in the allocation ledger, select By Dest. Account PTD.
· To distribute amounts between the destination accounts of the destination branches proportionally to year-to-date balances of the destination accounts in the allocation ledger, select By Dest. Account YTD.
· In the Allocation Ledger box, select the ledger to which journal entries generated for the allocation are posted.
· In the Source Ledger box, select the ledger from which the amounts to be allocated are calculated by the accounts specified on the Source Accounts tab.
· In the Base Ledger box, select the ledger from which the allocation proportions are calculated.
· In the Last Revision Date box, select the last date when the revision of an allocation was made.
6. On the Source Accounts tab, do the following for each account to be added to the rule:
a. On the table toolbar, click Add Row.
b. Check the Branch column, and change the branch, if needed.
c. In the Account column, select the account that will be the source of the allocation amount.
d. If required, in the Subaccount column, select the subaccount that will be the source of the allocation amount.
7. On the Destination Accounts tab, do the following for each account to be added to the rule:
a. On the table toolbar, click Add Row.
b. Check the Branch column, and change the branch, if needed.
c. In the Account column, select the account that will be the destination of the allocation amount.
d. If needed, in the Subaccount column, select the subaccount that will be the destination of the allocation amount.
e. In the Base Branch column, select the branch whose account balances should be used to calculate the proportion for distributing the allocation amount between the destination accounts of the destination branches.
f. In the Base Account column, select the account according to whose current PTD or YTD balances the allocation amount will be distributed between accounts of the destination ledger.
g. If needed, in the Base Subaccount column, select the subaccount according to whose current PTD or YTD balances the allocation amount will be distributed between subaccounts of the destination ledger.
8. On the form toolbar, click Save.

[bookmark: To_Run_Allocations][bookmark: _Toc93594422]To Run Allocations

1. Open the Run Allocations (GL504500) form.
2. In the Allocation Date box, select the date of the allocation.
3. In the Post Period box, check the financial period for which you want to view and process allocations, and change it, if needed.
4. Do one of the following actions:
· Select the unlabeled check boxes next to the appropriate allocations in the list, and click
Process to run particular allocations.
· Click Process All to run all allocations for the period.

[bookmark: Reviewing_Accounts_Balances_and_Details][bookmark: _Toc93594423]Reviewing Accounts Balances and Details

This chapter contains instructions related to obtaining accounts' summary information in Acumatica ERP.
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[bookmark: To_View_Account_Summary_Information][bookmark: _Toc93594424]To View Account Summary Information

1. Open the Account Summary (GL401000) form.
2. In the Company/Branch box, select the company or branch for which you want to view data.
3. In the Ledger box, select the ledger for the accounts you want to view.
4. In the Period box, select the period for which you want to display summaries.
5. To inquire about the accounts of specific class, select an Account Class.
6. In the Subaccount box, do one of the following:
· Specify a subaccount.
· Specify a mask to view a group of subaccounts. To define a mask, specify the values for only some of the segments. The system will select all the different subaccounts that have the specified segment values.
· Leave this box blank to view transactions on the account detailed by all relevant subaccounts.
7. Select the Show Currency Details check box if you want to view currency details.
8. In the table, view the summary balance for general ledger accounts and subaccounts that meet the selection criteria you have entered.
9. If needed, view more information by doing any of the following:
· To view account details, select an account and click Account Details on the table toolbar.
· To view account balances by subaccount, select an account and click Account by Subaccount on the table toolbar.
· To view account information by financial period, select an account and click Account by Period on the table toolbar.
· To view account activity for the previous period, click Go to Previous Record on the form toolbar.
· To view account activity for the next period, click Go to the Next Record on the form toolbar.

[bookmark: To_View_Account_Details][bookmark: _Toc93594425]To View Account Details

1. Open the Account Details (GL404000) form.
2. In the Company/Branch box, select the company or branch for which you want to view data.
3. In the Ledger box, select the ledger in which you want to view account balances.
4. In the From Period box in the Summary area, select the financial period that begins the date range of the batches you want to view.
5. In the To Period box, select the financial period that ends the date range of the batches you want to view.
6. In the Account box, select the account for which you want to view details.
7. In the Subaccount box, do one of the following:
· Specify a subaccount.
· Specify a mask to view a group of subaccounts. To define a mask, specify the values for only some of the segments. The system will select all the different subaccounts that have the specified segment values.
· Leave this box blank to view transactions on the account detailed by all relevant subaccounts.
8. Use the check boxes on the right side of the Summary area to adjust the information you want to view in the list:
· To view only daily total credits and total debits, select the Show Summary check box.
· To add the batches with an Released status, select the Include Unposted check box.
· To add the batches with the On Hold and Balanced status, select the Include Unreleased
check box. This option is available only if Include Unposted check box is selected.
· To view currency details, select the Show Currency Details check box.
9. In the list in the table, view the transactions that updated the account balance during the selected financial period.

[bookmark: To_View_Account_Balances_by_Period][bookmark: _Toc93594426]To View Account Balances by Period

1. Open the Account by Period (GL402000) form.
2. In the Company/Branch box, select the company or branch for which you want to view data.
3. In the Ledger box, select the ledger of the account you want to view.
4. In the Financial Year box, select the financial year for which you want to view account details.
5. In the Account box, select the account whose balances you want to view over the selected financial year.
6. In the Subaccount box, do one of the following:
· Specify a subaccount.
· Specify a mask to view a group of subaccounts. To define a mask, specify the values for only some of the segments. The system will select all the different subaccounts that have the specified segment values.
· Leave this box blank to view transactions on the account detailed by all relevant subaccounts.
7. Select the Show Currency Details check box to view currency details.
8. In the table, view the account balances calculated for the financial periods of the selected financial year.
9. If needed, view more information on the account as follows:
· On the form toolbar, click Account Details to view account details.
· On the form toolbar, click Account by Subaccount to view account balances by subaccount.
· On the form toolbar, click Go to Previous Record to view account balances in the previous year.
· On the form toolbar, click Go to Next Record to view the data for the next year.

[bookmark: To_View_Account_Balances_by_Subaccount][bookmark: _Toc93594427]To View Account Balances by Subaccount

1. Open the Account by Subaccount (GL403000) form.
2. In the Company/Branch box, select the company or branch for which you want to view data.
3. In the Ledger box, select the ledger where the account you want to view is located.
4. In the Period box, select the period for which you want to view account details.
5. In the Account box, select the account whose balance you want to view for the selected financial period.
6. In the Subaccount box, do one of the following:
· Specify a subaccount.
· Specify a mask to view a group of subaccounts. To define a mask, specify the values for only some of the segments. The system will select all the different subaccounts that have the specified segment values.
· Leave the box blank to view transactions on the account broken down by all relevant subaccounts.
7. Select the Show Currency Details check box to view currency details.
8. In the table, view the account balances for the selected subaccount or group of subaccounts.
9. If needed, view more information as follows:
· On the form toolbar, click Go to Previous Record to view the account balances by subaccount in the previous period.
· On the form toolbar, click Go to Next Record to view the account balances by subaccount for the next period.
· On the form toolbar, click a subaccount and click Account Details to view the account details.

[bookmark: To_View_the_Trial_Balance_on_Reports][bookmark: _Toc93594428]To View the Trial Balance on Reports

To Use the Trial Balance Detailed Report
1. Open the Trial Balance Detailed (GL632500) form.
2. On the Report Parameters tab, in the Company/Branch box, select the company or branch for which you want to view data.
3. In the Ledger box, select the actual ledger whose data you want to view.
4. In the Financial Period box, select the financial period for which you want to view data.
5. Select the Suppress Zero Balances check box if you want to exclude accounts with zero balances from the report.
6. Click Run Report. Review the company trial balance information, which is grouped by the type of general ledger accounts and detailed to each particular subaccount.

To Use the Trial Balance Summary Report
1. Open the Trial Balance Summary (GL632000) form.
2. On the Report Parameters tab, in the Company/Branch box, select the company or branch for which you want to view data.
3. In the Ledger box, select the actual ledger for which you want to view trial balance information.
4. In the Financial Period box, select the financial period whose data you want to view.
5. Select the Suppress Zero Balances check box if you want to exclude accounts with zero balances from the report.
6. Click Run Report. Review the company trial balance information, which is grouped by general ledger account.

[bookmark: To_Print_Transactions_for_a_Particular_A][bookmark: _Toc93594429]To Print Transactions for a Particular Account

1. Make sure the printer is connected to your computer and ready for printing.
2. Open the Transactions for Account (GL633500) report.
3. On the Report Parameters tab, perform the following steps:
· Check the Ledger box, and change it, if needed.
· Check the From Period setting, and change it, if needed.
· Check the To Period setting, and change it, if needed.
· In the Account check box, select the account for which you want to view and print transactions.
4. On the form toolbar, click Run Report. The system displays the generated report.
5. On the report toolbar, click Print. The browser opens the Print dialog box with printing options.

[bookmark: To_Print_Transactions_for_a_Particular_P][bookmark: _Toc93594430]To Print Transactions for a Particular Period

1. Make sure the printer is connected to your computer and ready for printing.
2. Open the Transactions for Period (GL633000) report.
3. On the Report Parameters tab, perform the following steps:
· Check the Ledger box, and change it, if needed.
· Check the From Period setting, and change it, if needed.
· Check the To Period setting, and change it, if needed.
4. On the form toolbar, click Run Report. The system displays the generated report.
5. On the report toolbar, click Print. The browser opens the Print dialog box with printing options.

[bookmark: Reviewing_Financial_Statements_and_Accou][bookmark: _Toc93594431]Reviewing Financial Statements and Accounts Receivable Reports

This section contains step-by-step instructions related to preparing of statements and reports in Acumatica ERP.
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[bookmark: To_Review_and_Release_Unreleased_Account][bookmark: _Toc93594432]To Review and Release Unreleased Accounts Receivable Documents

1. Open the AR Edit (AR611000) report.
a. On the Report Parameters tab, in the Company/Branch box, check the company or branch to which the documents are related.
b. In the From Period box, check the start period of the documents to be included in the report.
c. In the To Period box, check the end period of the documents to be included in the report.
d. In the Customer box, specify a customer whose documents you want to include in the report.
e. In the Created By box, specify a user who created transactions which you need to include in the report.
f. Select the Include Transactions on Hold check box to include transactions that have the
Hold status (if applicable).
g. Click Run Report.
2. In the report that opens, click the reference numbers of the invoices with the On Hold status.
3. On the Invoices and Memos (AR301000) form that opens for each invoice, click Release on the form toolbar to release the document.

[bookmark: To_Reconcile_the_Total_of_Open_Customer_][bookmark: _Toc93594433]To Reconcile the Total of Open Customer Documents With the Balance of GL Account

1. Open the AR Balance by GL Account (AR632000) form.
2. On the Report Parameters tab, in the Report Format box, select Open Documents.
3. In the Company/Branch box, review the name of the company or branch selected and change it, if needed.
4. In the Financial Period box, check the period which should be covered by the report and change it, if needed.
5. Clear the Include Applications check box.
6. On the form toolbar, click Run Report.
The report shows the AR accounts used in accounts receivable documents, and the list of documents that have been posted to these accounts and that are open by the end of the period.

[bookmark: To_Prepare_the_Trial_Balance_Summary][bookmark: _Toc93594434]To Prepare the Trial Balance Summary

1. Open the Trial Balance Summary (GL632000) form.
2. On the Report Parameters tab, in the Company/Branch box, check the name of the company or branch for which the report should be prepared and change it, if needed.
3. In the Ledger box, check the ledger whose documents should be included in the report and change it, if needed.
4. In the Financial Period box, check the period which should be covered by the report and change it, if needed.
5. Select the Suppress Zero Balances to remove accounts that have all zero values from the report.
The report shows the balance of an account. It is the total amount of the transactions posted to this account in the general ledger by the end of the specified period.
6. Compare the balance of the selected general ledger account according to the AR Balance by GL Account (AR632000) report and the Trial Balance Summary (GL632000) report.

[bookmark: To_Validate_Customer_Balances][bookmark: _Toc93594435]To Validate Customer Balances

1. Open the Recalculate Customer Balances (AR509900) form.
2. If needed, select a particular class in the Customer Class box to see only customers of the class in the table. Customers of all classes will be displayed in the table if you leave the box blank.
3. In the Fin. Period box, select the financial period for which you want to recalculate customer balances. By default, the earliest open period in the accounts receivable subledger is selected.
4. Do one of the following:
· On the form toolbar click Process All to recalculate the balances of all the customers listed in the table.
· On the form toolbar select the unlabeled check boxes and click Process to recalculate the balance of particular customers.

[bookmark: To_Close_a_Financial_Period_in_AR][bookmark: _Toc93594436]To Close a Financial Period in AR

1. Open the Close Financial Periods (AR509000) form.
2. In the To Year box, select the latest year in which you want to close financial periods.
3. Select the appropriate unlabeled check boxes to specify the open periods you want to close. Click the unlabeled check box in the header row to select all displayed periods for closing.
4. On the form toolbar, click Process or Process All to close all the periods.

[bookmark: To_Prepare_Customer_Statements][bookmark: _Toc93594437]To Prepare Customer Statements

1. Open the Prepare Statements (AR503000) form.
2. Do one of the following:
· On the form toolbar, click Process All to prepare statements for all statement cycles.
· On the form toolbar, select the appropriate unlabeled check boxes and click Process to prepare statements for only selected statement cycles.

[bookmark: To_Print_Customer_Statements_or_Send_The][bookmark: _Toc93594438]To Print Customer Statements or Send Them by Email

1. Open the Print Statements (AR503500) form.
2. In Statement Cycle box of the Selection area, select the statement cycle for which customer statements will be processed.
3. In the Statement Date box, check the date of the customer statements to be sure that it is the date you want to use.
4. In the Actions box, do one of the following:
· To print statements to send them to customers by postal mail, select Print Statement. As a result, the system displays the list of customers (for the selected statement cycle) that prefer to get a printed version of a statement.
· To send statements to customers electronically by email, select Email Statement. As a result, the system displays the list of customers (for the selected statement cycle) that prefer to get a statement by email.
5. On the form toolbar, do one of the following:
· Click Process All to process all the listed statements.
· Select the unlabeled check boxes for the statements and click Process to process only selected statements.

[bookmark: Reviewing_Accounts_Payable_Reports][bookmark: _Toc93594439]Reviewing Accounts Payable Reports

This section contains step-by-step instructions you can use when preparing and analyzing Acumatica ERP reports.
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[bookmark: To_Generate_the_AP_Aged_Past_Due_Report_][bookmark: _Toc93594440]To Generate the AP Aged Past Due Report in the Base Currency

1. Open the AP Aging (AP631000) report.
2. On the Report Parameters tab, do the following:
a. In the Report Format box, select one of the following options:
· Summary: To view the past due balances on the selected aging date.
· Detailed: To view the past due documents on the selected aging date.
· Detailed with Retainage: To view past due documents and their unreleased retainage on the selected aging date.
b. In the Company/Branch box, select the company or branch for which you want to view information, or leave this box empty to view information on all branches.
c. In the Vendor Class box, select the vendor class for which you want to view information, or leave this box empty to view information on all vendor classes.
d. In the Vendor box, select the vendor you want to view information for, or leave this box empty to view information on all vendors.
e. In the Age as of Date box, select the date the system will use to calculate the aging categories for documents.
3. On the form toolbar, click Run Report.
The report displays the list of vendors with past-due balances. Balances are broken down by days past due on the specified date, and all amounts are displayed in the base currency.

[bookmark: To_Generate_the_Multicurrency_AP_Aged_Pa][bookmark: _Toc93594441]To Generate the Multicurrency AP Aged Past Due Report

1. Open the AP Aging MC (AP631100) report.
2. On the Report Parameters tab, do the following:
a. In the Report Format box, select one of the following options:
· Detailed: To view the past due documents on the selected aging date.
· Summary: To view the past due balances on the selected aging date.
b. In the Company/Branch box, select the company or branch for which you want to view information, or leave this box empty to view information on all branches.
c. In the Vendor Class box, select the vendor class for which you want to view information, or leave this box empty to view information on all vendor classes.
d. In the Vendor box, select the vendor to view information for, or leave this box empty to view information on all vendors.
e. In the Age as of Date box, select the date the system will use to calculate the aging categories for documents.
3. On the form toolbar, click Run Report.
The report displays the list of the vendors with past-due balances, which are broken down by days past due on the specified aging date. The amounts are displayed in the documents' currencies and in the base currency.

[bookmark: To_Generate_the_AP_Aged_Outstanding_Repo][bookmark: _Toc93594442]To Generate the AP Aged Outstanding Report in the Base Currency

1. Open the AP Coming Due (AP631500) report.
2. On the Report Parameters tab, do the following:
a. In the Report Format box, select one of the following options:
· Detailed: To view outstanding documents on the selected aging date.
· Summary: To view outstanding balances on the selected aging date.
b. In the Company/Branch box, select the company or branch for which you want to view information, or leave this box empty to view information on all branches.
c. In the Vendor Class box, select the vendor class for which you want to view information, or leave this box empty to view information on all vendor classes.
d. In the Vendor box, select the vendor to view information for, or leave this box empty to view information on all vendors.
e. In the Date box, select the date the system will use to calculate the aging categories for documents.
3. On the form toolbar, click Run Report.
The report displays the list of the vendors with outstanding balances, which are broken down by days outstanding with respect to the specified aging date. The amounts are displayed in the base currency.

[bookmark: To_Generate_the_Multicurrency_AP_Aged_Ou][bookmark: _Toc93594443]To Generate the Multicurrency AP Aged Outstanding Report

1. Open the AP Coming Due MC (AP631600) report.
2. On the Report Parameters tab, do the following:
a. In the Report Format box, select one of the following options:
· Detailed: To view outstanding documents on the selected aging date.
· Summary: To view outstanding balances on the selected aging date.
b. In the Company/Branch box, select the company or branch for which you want to view information, or leave this box empty to view information on all branches.
c. In the Vendor Class box, select the vendor class for which you want to view information, or leave this box empty to view information on all vendor classes.
d. In the Vendor box, select the vendor to view information for, or leave this box empty to view information on all vendors.
e. In the Date box, select the date the system will use to calculate the aging categories for documents.
3. On the form toolbar, click Run Report.
The report displays the list of the vendors with outstanding balances, which are broken down by days outstanding with respect to the specified aging date. The amounts are displayed in the documents' currencies and in the base currency.

[bookmark: To_Generate_the_AP_Balance_by_Vendor_Rep][bookmark: _Toc93594444]To Generate the AP Balance by Vendor Report in the Base Currency

1. Open the AP Balance by Vendor (AP632500) report.
2. On the Report Parameters tab, do the following:
a. In the Report Format box, select one of the following options:
· Account Summary: To view the total of all documents that are open at the end of the reporting period.
· Open Documents: To view all documents with the Open status.
· Open + Current Period: To view all documents with the Open status, as well as documents of the current period, regardless of their status.
· All Documents (Vendor Required): To view all of a specific vendor's documents. If you select this option, you must specify a vendor.
b. In the Company/Branch box, select the company or branch for which you want to view vendor balances, or leave this box empty to view information on all branches.
c. In the Financial Period box, select the financial period whose information you want to view.
d. In the Vendor box, select the vendor whose information will be included in the report, or leave this box empty to view information about all vendors. Note that for the All Documents (Vendor Required) report format, you must select a vendor.
e. To also view applied documents, select the Include Applications check box.
3. On the form toolbar, click Run Report.
The report lists the vendor balance for each account related to the vendor. All the amounts are displayed in the base currency.

[bookmark: To_Generate_the_Multicurrency_AP_Balance][bookmark: _Toc93594445]To Generate the Multicurrency AP Balance by Vendor Report

1. Open the AP Balance by Vendor MC (AP633000) report.
2. On the Report Parameters tab, do the following:
a. In the Report Format box, select one of the following options:
· Account Summary: To view the total of all documents that are open at the end of the reporting period.
· Open Documents: To view all documents with the Open status.
· Open + Current Period: To view all documents with the Open status, as well as documents of the current period, regardless of their status.
· All Documents (Vendor Required): To view all of a specific vendor's documents. You must specify a vendor if you select this option.
b. In the Company/Branch box, select the company or branch for which you want to view vendor balances, or leave this box empty to view information on all branches.
c. In the Financial Period box, select the financial period whose information you want to view.
d. In the Vendor box, select the vendor whose information will be included in the report, or leave this box empty to view information about all vendors. Note that for the All Documents (Vendor Required) report format, you must select a vendor.
e. To also view applied documents, select the Include Applications check box.
3. On the form toolbar, click Run Report.
The report lists the vendor balances in each of the currencies used (including the base currency) for each account related to the vendor.

[bookmark: To_View_Vendors'_Summary_Information][bookmark: _Toc93594446]To View Vendors' Summary Information

1. Open the Vendor Summary (AP401000) form.
2. In the Company/Branch box, select the company or branch for which you want to view the data.
3. In the Period box, select the financial period for which you want to view information, or leave this box empty so that information about all open periods will be displayed in the table.
4. In the Vendor Class box, select the vendor class for which you want to view information, or leave this box empty so that information about vendors of all classes will be displayed in the table.
5. In the AP Account box, select the AP account for which you want to view information, or leave this box empty so that information on all accounts will be displayed.
6. In the AP Subaccount box (if this box appears), select a subaccount for the accounts payable account.
7. In the Currency box, select the currency for which you want to view information, or leave this box empty so that the data in the table will be displayed for all currencies.
8. If needed, select the Split by Currency check box if you want to view balances in each currency separately (if you left the Currency box empty).
9. Select the Vendors with Balance Only check box to view vendors with non-zero balances, or clear the check box to view all vendors.
In the table, you can view vendors' outstanding balances and other information that matches the criteria you specified.
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