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General Ledger Operations Guide 

Introduction 

Welcome to CertiflexDimension General Ledger ! 

This Operations Guide  is designed to help you get started using the program.  

It is organized for first time users and details the steps you  need to follow 

once the system is installed.  It can also be used as a reference to help you 

with day -to-day processing.     

To get the most out of CertiflexDimension General Ledger  and guard against 

wasted time, it is very important that you read this gu ide and familiarize 

yourself with the product before you begin processing.    

This guide is used in conjunction with the CertiflexDimension  System 

Manager  Guide .  The System Manager Guide  details the CertiflexDimension 

terminology, functions, general progr am overviews, general program buttons, 

and fields.  It also shows you how to:  

 Configure Users and Define System Security  

 Configure User Defined Memos  

 Change the Processing Date  

 Add Companies  

 Print Reports  

It is extremely important that you read the System Manager Guide  before 

you begin using the General Ledger  program.   

What You Need To Know First 

CertiflexDimension General Ledger  is a Microsoft Windows® application.  

You must be familiar with Windows before using the General Ledger  

program.  

Before you begin working, make sure you have correctly installed 

CertiflexDimension.  To install the program, refer to the Installation 

Instructions included in your package.  

Start-Up Cycle 

You are ready to begin processing after you:  

 Installed CertiflexDimension  

 Read the CertiflexDimension System Manager Operations 

Guide , 

 Read the General Ledger  Operations Guide , and 
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 Add Companies to the System  

Please use the following schedule of events as a guide for the 

proper steps to use the CertiflexDimension General Ledger 

program.  

 Design your companyôs chart of accounts numbering scheme on paper.  

Read Maintain Lists, Accounts to fully understand how 

CertiflexDimension numbers accounts and what numbering scheme is 

best for your companyõs needs. 

 Create your company files.  Before the system will allow you to do 

anything in CertiflexDimension General Ledger  for your company, you 

must first create your company files.  Refer to the System Manager 

Guide, Create New Company section to p roperly create your company 

files.  

 Define the Master Data.  A part of creating your company files is to define 

your companyõs Master Data.  These instructions are found in the 

Defining the Master Data section.  You must properly define the Master 

Data befo re you begin adding accounts.  

 Gather your companyôs account information.  This step is very 

important and is fairly involved.  Please take the time to gather the 

information suggested in this step.  It will make the account setup faster 

and easier.  

o You must first prepare a year -to-date Trial Balance .  A year -to-date 

Trial Balance is simply a listing that contains the account number,  

account name and year -to-date account balances  (debit or credit) for 

each account on the companyõs chart of accounts.  The Trial Balance 

must balance to zero.  

o Depending on the start -up date selected and your method of 

processing, you may also need to prepare a quarter -to-date Trial 

Balance.  

o Do not attempt to use a Balance Sheet  or Income Statement  for this 

process.  You should use a balanced Trial Balance.  

o Make sure that you have all the information you will need when 

defining the ledger accounts.  When you define the ledger accounts, 

the system will ask you for the following information about each 

account: 

Á Ledger Account Number  

Á Account Name  

Á Financial Statement Line Number  

Á Print Status  

Á Year-to-Date Account Balance (Prior Ye ar is optional)  

Á Budget  Amounts for each period in the fiscal year (optional)  

NOTE:  This step is not necessary if you are converting from 

an older version, as the Chart of Accounts should transfer 

over.  However, we do recommend that you com pare the 

information in CertiflexDimension with that of your older 

software to insure that the data converted correctly.  
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 Add the ledger accounts.  Use the information you gathered in the step 

above to add the accounts.  Refer to Maintain Lists, Accounts for 

instructions on adding ledger accounts.  

NOTE:  This step is not necessary if you are converting from 

an older version, as the Chart of Accounts should transfer 

over.  However, we do recommend that you compare the 

information in CertiflexDimension with th at of your older 

software to insure that the data converted correctly.  

 Print a General Ledger Chart of Accounts and Budget Maintenance 

Report. Print these reports to verify that the information you entered for 

each account is correct.  

 Make a Backup.  You have now added a great deal of information into the 

CertiflexDimension General Ledger  system.  It is very important that you 

make a backup of the data files now to guard against the possibility of 

losing your work.  

Optional Start-Up Steps 

The steps described below are entirely optional, depending on your processing 

methods and the features used.  You can perform these steps as part of the 

startup process or at any time after you are processing and familiar with the 

system. 

 Change Your Companyôs Financial Statement Formats.  When you 

create your companyõs ledger files, the system will automatically assign 

the standard financial statement formats included with the system.  

These formats are quite comprehensive.  However, if you  have special 

needs for your financial statement presentation that go beyond the scope 

of the financial statement line number and print status assignments 

defined for each ledger account, you can make more detailed changes to 

the formats.  

 This step can in volve simple to complex changes to the different options 

found in Financial Statements. Please be sure to read and fully 

understand this chapter before you attempt to make any changes to the 

financials.  

 Define One or More Consolidation Entities.  This step allows you to 

obtain a consolidated financial statement.  The consolidation feature is 

very useful to users who process partnership  accounting, joint venture 

accounting or accounting for holding companies.  

 Consolidation entity  definition is described in Consolidate Ledgers. 

Please be sure to read and fully un derstand this chapter before 

attempting to add and use consolidation entities.  
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Defining the Master Data ï General Ledger 

Company Master Data 

Company Master Data allows you to configure the General Ledger  system to 

fit  your individual companyõs needs.  The Master Data settings dictate how 

the system performs certain operations.  Please read and understand this 

section so that you may define the Master Data in the manner best suited for 

your company. 

 

To open the Master Data, click >File >Company Maintenance >Master Data 

Properties. 

 

 

 

At the Master Data Settings screen, click on the General Ledger button.  
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Main  

Select the Main tab to define the companyõs standard Master Data options. 

 

 

 Name:  Enter or change the name of the company.  

 Access Key: Throughout the program the system prompts you for 

General Ledger accounts. You can define the way the accounts are asked 

for (indexed).  Select the format you want to use for the main, primary 

account index.  

 Ending Period: This field displays the ending date of the current 

processing period.  The system will update this field automatically when 

you start files for a new period. You would normally not change the 

endin g period for this field.  If you do, you could drastically affect all 

transaction processing.  

 First Income Statement Line Number: In the standard Income Statement 

line listing, the first Income Statement line number is 500.  The system 

will default to this  line number when you open this screen for the first 

time.  

 If you make changes to the standard line number file, you must change 

this field accordingly to obtain correct financial statements for the 

company. 

 The system also uses this field setting to det ermine which accounts to 

close to Retained Earnings when you perform the fiscal year -end close.  

All accounts assigned to a line number equal to or greater than the 

number you enter here are closed to Retained Earnings.  

 The system also uses this field for  the proper printing of the Statement of 

Cash Flows report.  

 Default Financial Statement Line Type: Select the print type you want 

the system to automatically define to accounts when you add new 

accounts to the system.  
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 The system uses the print type on eac h account to determine whether to 

present the account in a detailed or summarized format on the financial 

statements.  If an account is set to Summarized, its balance is added with 

all other accounts sharing the same financial statement line number and 

pri nt status of Summarized.  This total is printed on a line by itself on the 

financial statements.  The description that prints for this account is the 

name defined for the financial statement line number.  

 If the print status for an account is set to Detail ed, the account prints 

separately on the financial statements, with account names and balances 

shown. 

 As an example, suppose we have checking accounts at five banks, and a 

different General Ledger account number on their chart of accounts for 

each.  We set each of these five accounts to line number 10 (Cash on 

Hand) and give each a print type of Summarized.  The balance in each 

account is $1,000.00.  The information for these five accounts appears on 

the Balance Sheet as:  

   Cash On Hand   $5,000.00 

 Given the same example except that each account has a print type of 

Detailed, the Balance Sheet would show:  

  Cash - Bank A   $1,000.00 

 Cash - Bank B   $1,000.00 

 Cash - Bank C   $1,000.00 

 Cash - Bank D   $1,000.00 

 Cash - Bank E   $1,000.00 

 Normal presentation as signs Balance Sheet accounts a print type of 

Summarized and Income Statement accounts a print type of Detailed.  

 Default Cash Account:  Select the main General Ledger cash account.  

The account you define here is used by the system when yo u balance a 

check type journal entry in Record Journal Entries. 

NOTE:  If you do not have a main cash account previously 

defined in the chart of accounts, go to the Maintain Ledger 

Accounts section and define the information for this account.  

 Default Intercompany Account: Select the General Ledger intercompany 

account.  The account you define here is used by the system to make 

proper multiple company journal entries to keep the companies in 

balance. 

 It is important that this field be defined with the same intercompany 

account number for all companies that you plan to post multiple company 

journal entries for.  

 If you do not plan to use the intercompany feature, the system still 

requires the intercompany account to be defined.  If this is the case, we 

suggest you define the intercompany account with a valid account that is 

not used in the normal ledger transactions.  

NOTE:  If you do not have the intercompany account defined 

in the chart of accounts, go to the Maintain Ledger Accounts 

section and define the in formation for this account.  
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 Job Cost Intercompany Account: Select the General Ledger 

intercompany account you wish to use for Job Cost.  The account you 

define here is used by the system to make proper Job Cost journal 

entrie s, keeping  your main company an d all Job Ledgers in balance.  

NOTE:  If you leave this account blank, the system will use 

the default Intercompany account defined previously to 

balance all intra -company and Job Cost entries.  

 Use Advanced Financials:  Select this check box if you want the  system 

to use the advanced financial printing features.  If you do not select this 

check box, the system will use the standard printing features.  

  Selecting this check box gives you the ability to create financial 

statements in an almost unlimited number  of formats.  This feature also 

gives you the ability to report up to eight years of information on one 

report.  

NOTE:  If you originally created this company using the 

advanced financial features AND you manually deleted 

financial reports 10, 20, and 30, i f you change this company to 

use standard financials, the financial system will not operate.  

When setting a company to use standard financials, reports 

10, 20, and 30 must exist for the company.  If these reports 

were deleted, they must be re -added before you change the 

company to use standard financials.  

 Multiple Company J/E:  If you select this check box, the system will allow 

you to make journal entries between companies (debit to one company 

and a credit to another) during Record Journal Entries and in  other 

General Ledger systems that support multi -company entries.  

 Allow Prior Period:  Select this check box if you want the system to allow 

you to process the General Ledger in prior periods.  You would normally 

have this check box selected.  

 Auto Lower Case on Names:  Select this check box if you want the 

system to automatically convert new account names entered as all caps 

into upper/lower case format.  
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Alert Memos/User Key 

Select the Alert Memos/User Key tab to define the memo field headings.  

 

 

 

 Memos:  The program allows you to maintain up to four lines of 

information on each account that the program does not already have a 

field for.  Memos can be used for reminders, special notes, etc.  

This screen allows you to define the  headings of the four alert memo 

lines.   

 Security Access Levels:  For each memo line, you can set a security 

access level so only people with the appropriate access level can modify 

and add the alert memos.  Refer to the CertiflexDimension  System 

Manager Guide  for detailed information on access levels.  

 User Key:  The program also allows you to define a user key.  This key is 

used to title accounts with code words that are easier to remember than 

their name or number.  You can then index the system to locat e accounts 

by the user key.  On this screen, you define the title for the user key.  
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Reporting 

Select the Reporting tab to define General Ledger printing information.  

 

 

 

 Audit Trail Type:  Select the way you want the companyõs audit trail 

report to print.  Select between One Column, Two Column, or One 

Column with Running Balances. 

 Consolidate Checks:  Specify how you want check information printed on 

the audit trail.  Select between Donôt Consolidate (all check entries will 

prin t individually on the audit trail), Consolidate All (all check entries 

will consolidate into one transaction), and Consolidate Cash (all check 

entries in the cash account only will consolidate into one transaction).  

 Consolidate Main Accounts Payable Account:  Select this check box if 

you wish to consolidate Accounts Payable transactions to the main 

Accounts Payable account into one transaction on the audit trail.  

 Print One Account Per Page:  Select this check box if you want each 

account included on the com panyõs audit trail report to always begin 

printing on a new page.  This is useful for account reconciliation purposes 

but causes the report to be very long.  

 Print Support Schedules:  Select this check box if you want the system to 

generate and automaticall y print supporting schedules when printing 

financials.  

 Print Account Number:  Select this check box if you want the system to 

include the account numbers on the supporting schedules.  

 Page Eject After:  Select this check box if you want the system to print 

each line number that is defined to print a supporting schedule on a 

separate page.  If you do not select this check box, all supporting 

schedules will be included on one report.  
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 Print Defaults Only:  Select this check box if you want the system to allow 

you to print supporting schedules, but only as defined on the individual 

line numbers.  If you do not select this check box, the system will allow 

you to specify which line numbers to be included on the supporting 

schedules. 
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Maintain Lists ï General Ledger 

Maintain Ledger Accounts 

This section explains how you can create, edit, delete, and renumber General 

Ledger accounts.  To access Maintain Ledger Acc ounts, click >Maintain Lists 
>General Ledger >Ledger Accounts.   

NOTE:  If youõre just getting started in a newly created 

company and you need to add accounts and/or balances to 

your Chart of Accounts, the Auto Start Wizard makes adding 

new accounts quick and easy. 

 

 

The Maintain Ledger Accounts system displays a primary Ledger Account 

listing that includes the following standard options:  

 Double-Click:  Double-click on a record to edit.  

 Search:  Enter a character string for the r ecord you are searching for.  

The character search string must coincide with how the Sort By option is 

defined.  
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 List Options ï  Sort By:  Select the column you wish to sort your 

listing by.  If your record listing is using the indirect access method, you 

can sort in ascending or descending order.  You can optionally select a 

column to sort by clicking on the column heading.  

 List Options ï  Locate:  To refine your record search, you can find 

matches by using the standa rd CertiflexDimension Locate dialog.  For 

more information on using this dialog, please refer to the section labeled 

òUsing the CertiflexDimension Locate Dialog.ó 

 List Options ï  Filter:  You can filter any listing so that only matching 

records appear (i. e. Show only Ledger Accounts that contain the word 

òPayableó in their Account Name).  For more information on using the 

CertiflexDimension Filter dialog, please refer to the section labeled 

òUsing the CertiflexDimension Filter Dialog.ó 

 Active Accounts Only:  Select this option to include only active accounts 

in the account list.  
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Adding a General Ledger Account 

To add a new account, click >New.  You will be prompted for the following:  

 

 

 Number:  Enter the number for the account you wish to add.  

 General Ledger account numbering is very flexible.  Up to 12 

alphanumeric characters are permitted for the account number.   

CertiflexDimensionõs financial statement formatting is not dependent on 

this numbering scheme.  This means that you can probably use your 

existing General Ledger account numbering scheme.  However, before 

using your existing account numbering scheme, we recommend you read 

the following rules.  You may decide to change your exi sting account 

numbering scheme to take advantage of some special features in the 

system. 

 CertiflexDimension General Ledger  account numbering rules:  

o The maximum length allowed for a General Ledger account is 12 

alphanumeric characters.  The minimum length allowed is 3 

characters.  

o The way the financial statements print (positioning, summarization, 

headings,  totaling, etc.) is entirely independent of the numbering 

scheme.  Printing financial statements  in the exact format desired is 

discussed in detail in the Financial Statements section. 

o As mentioned above, you should be able to use an existing chart of 

accounts wi th no changes.  However, if you want to take advantage of 

the departmental  financial statement feature, you may need to alter 

the account numbering scheme before you define the chart of 

accounts. 

o You can gain access to departmental financial statements (Balance 

Sheet, Income Statement,  and Statement of Cash Flows) simply by 

using one or more characters of the account number to designate 

departments.   A simple example with Income Statement accounts 

illustrates how this works.  

 Below is an excerpt of a companyõs Income Statement accounts: 

  610000  Sales 

 710000  Cost of Sales 

 800000  Salaries  

 810000  Rent  

 820000  Utilities  

 830000  Depreciation  

 840000  Interest Expense  

 850000  Postage 

 860000  Misc. Expense  
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o The company has two divisions - the Eastern region and the Western 

region.  All sales and expenses for both regions are currently booked 

to the accounts shown above with no divisional breakdown.  At the 

end of the month, their Income Statement shows a profit or loss for 

the two divisions combined.  They would like to see Income 

Statements for each region separately, as well as together.  

NOTE:  If you use the departmental feature, you may want to 

take advantage of Master Accounts. 

o This can easily be accomplished by defining their accounts differently 

to take advantage of the departmental financial statement  capability.  

Using an account suffix of 1 to indicate the Eastern region and 2 for 

the Western region, Income Statement accounts are defined as 

follows:  

 610001 Sales-East  

 610002 Sales-West 

 710001 Cost of Sales-East  

 710002 Cost of Sales-West 

 800001 Salaries -East  

 800002 Salaries -West 

 810001 Rent-East  

 810002 Rent-West 

 820001 Utilities -East  

 820002 Utilities -West 

 830001 Depreciation -East  

 830002 Depreciation -West 

 840001 Income Expense-East  

 840002 Income Expense-West 

 850001 Postage-East  

 850002 Postage-West 

 860001 Misc. Expense -East  

 860002 Misc. Expense -West 

o Using this account numbering scheme, each divisionõs sales and 

expenses will be booked to different accounts and separate Income 

Statements can be prepared.  Th e combined statement can still 

printed as before.  

o The company can use this same method regardless of the number of 

departments or divisions as long as the 12 character maximum 

account length is not exceeded.  

o In the example, all Income Statement accounts ha ve department 

designations.  If you choose not to allocate rent and utilities to the 

two divisions, you could:  

Á Leave the rent and utilities account numbers as 810000 and 

820000, oré 

Á Assign them to another department (i.e. 8100 and 8200) and 

simply not prin t a separate Income Statement for that 

department.  

 The example above shows only the Income Statement accounts.  You can 

perform the same type of departmentalization for the Balance Sheet  

accounts. 
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 The use of a single numeric digit as a suffix is not fixed.  You can use 

multiple characters (numbers and letters) to designate departments.  You 

can place the departmental designation in any position you choose in the 

account number.  You can also use a separating char acter.  For example, 

you could separate the department designation in the account numbers 

with a dash, resulting in account numbers 610000 -1, 610000-2 or 1-

610000, 2-610000, etc. 

NOTE:  If you use the departmental designation feature, 

make sure the positio n of the designator is in the same 

position for each account in which it is used.  

o When you configure the financial statements for the company or print 

the Audit Trail,  you can specify the account mask and select the 

accounts to print.  

o In the example above, to get financial statements or an audit trail for 

the Western division, specify the account mask to consider only 

accounts with a 2 in the fourth position of the account number.  If our 

account numb ering scheme is more elaborate, we could specify a 2 in 

the fourth position, a 3 in the fifth position, and an A in the eighth 

position, as an example.  

o All reports printing in account number order (i.e. Trial Balance,  

Chart of Account s, Audit Trail, etc.) use the operating systemõs 

normal sort sequence to determine the print order of the accounts.  In 

general, this sort sequence reads special characters first (*, -, /, etc.), 

then numeri cal digits, and then alpha characters.  The system left 

justifies when sorting accounts.   For example, the computer would 

sort these account numbers in the following order:  

  /560000 

 100000 

 750000-03 

 850001 

 925000 

 A650-001-01 

 R90000 

o Unless you are going to use an existing chart of accounts exactly as it 

is currently used, we recommend that you do at least some 

preliminary account number design on paper before setting up the 

accounts in General Led ger.  This can eliminate inconvenience and 

additional setup time caused by changing the numbering scheme 

after account balances and histories have already been established.  
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Once the account number has been assigned, click >Ok and the system will 

display the Add New Ledger Account window.  

 

 Account Name: Enter the name for this General Ledger account.  

 Active Account:  The system will only allow you to enter tran sactions 

and maintain active accounts.  Check this box to activate the account.   

If there are transactions associated with an account for the current fiscal 

year,  but you no longer plan to post to the account agai n, you might 

choose to clear this check box to make the account inactive, rather than 

deleting it from the system.   

Most ledger reports will include an òInclude Inactive Accountsó option to 

insure a full and accurate overview of historical tracking.   

NOTE:  The system will not allow you to deactivate an 

account if it is defined in the Master Data as the Cash or 

Intercompany account.    

 

 Print Status: The print status field is used to determine whether to 

present the account in a summarized  or detailed format on financial 

statements.  

o Summarized:  The account balance is added with all other accounts 

sharing the same financial statement line number and summarized 

print status.  This total will print on a line by itself on the financial 

statement.  The description that prints for this financial statement 

line is the name defined for the financial statement line number used.  

o Detailed:  The account prin ts separately on the financial statement, 

with its account name  and balance shown.  

For example, suppose we have checking accounts at five banks with a 

different General Ledger account number assigned for each bank.  We set 

each of these five accounts to financial statement line number 10 (Cash 

on Hand from the default financial statement line number file) and give 

each a Summarized print status.  The balance in each account is 

$1,000.00.  The information for these five accounts will app ear on the 

Balance Sheet as: 
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Cash on Hand    $5,000.00 

 Given the same example, except that each account has a Detailed print 

status, the Balance Sheet would show:  

    Cash - Bank A    $1,000.00 

   Cash - Bank B    $1,000.00 

   Cash - Bank C    $1,000.00 

   Cash - Bank D    $1,000.00 

   Cash - Bank E    $1,000.00 

In simple account structures, normal financial statement presentation 

would be to assign Balance Sheet accounts a Summarized print status 

and Income Statement  accounts a detailed print status.  

When adding new accounts, the first account added will default to the 

print status defined in the General Ledger  Master Data.  For each 

additional account added during the curre nt session, the system will 

default to the same print status used for the last account.  

 F/S Line:  Enter the financial statement line  for the a ccount.  The system 

uses this field to determine whether an account is an Income Statement 

account or a Balance Sheet account, and in what order to print the 

accounts on the financial statements.  

 For a detailed explanation of financial statement line numb ers and their 

uses, refer to the Financial Statements section in this guide.  

 Quick Key:  This is an optional, user definable field.   You can use this 

field as an indexed access key.   For example, if you have code words you 

wish to use when accessing the account, define the key word here.  When 

you access the account list, change the index to Quick Key and you will 

th en be prompted for the assigned Quick Key to access the account. 

 Normally, you would only use the Quick Key access method for frequently 

accessed accounts.  For example, if you post numerous transactions to 

Cash, you might define the Quick Key for the Cas h Account as the letter 

C.  Then, when you need to access the Cash account,  change the index to 

Quick Key and enter C.  Or, you can input an *C to access the account by 

the Quick Key without changing the index.  

 User Key:  This is a user definable field that may be used as an indexed 

field.  For example, if you would like to use code words for the accounts, 

you can define the code words here.  When you access the account listing, 

you can change the index to User Key.  Then, instead of accessing the 

account by number or name, you can access accounts by the code word 

youõve assigned.  

 Tax Interface Number: This field allows you to define a character code for 

exporting account balances to a tax p reparation program.  Each tax 

program has a unique set of tax interface numbers, so the code you assign 

depends on the tax program you use.  Please refer to your tax softwareõs 

reference manual for these numbers.  These interface numbers are not 

available from TVG.  
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 Transaction Restrictions: You may optionally wish to restrict access to 

certain accounts from selection during transaction processing.  For 

example, you may wish to stop all normal users from making journal 

entries to  the òRetained Earnings Accountó, but allow higher level users 

this privilege.  In this case, setting the Transaction Restriction for the 

òRetained Earnings Accountó to be òAccess Level 9 Requiredó will 

accomplish this goal.  

 Beginning of Fiscal Year Account Balance 
Beginning of Fiscal Year Account-to-Date Debits 
Beginning of Fiscal Year Account-to-Date Credits 

These fields allow you to maintain the beginning account balance as of 

the beginning of the current fiscal year.  You can also maintain the 

accumulated total debits and total credits  for the account since the 

account was created, or since the company started business, as of the 

beginning of the fiscal year.  

NOTE:  Unless you are beginning to process a new company at 

the start of the fiscal year, you should not  use the Beginning 

of Fiscal Year Account Balance field to plug balances for the 

accounts.  You can quickly and easily set accountsõ beginning 

balances by using the Auto Start Wizard. 
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New Accounts - Additional Options 

Alert Memos 

Select the  >Alert Memos option  to maintain information tha t may not 

already be captured on an account. The headings  for the alert memos are 

defined in the Master Data.  

 Memo Lines:  Enter the information in each appropriate field.  

 Alert:  You can use any or all four alert memo  fields as automatic 

reminder fields.  If you select the alert check box on any of the four alert 

memo lines, all text for the memo lines will display on the screen when 

the account is accessed during a transaction.  

Budgets 

Select the >Budgets option to  define the accountõs budget information. 

Because the Balance Sheet always prints ending balances, you must define 

the budget figures for Balance Sheet accoun ts in the same way.  To define a 

budget for a Balance Sheet account, enter the amount you expect the balance 

to be at the end of the period.   

The example below anticipates a larger balance during the middle periods of 

the year.  

 January   $30,000.00 

 Febru ary   $30,000.00 

 March    $31,000.00 

 April    $28,000.00 

 May    $27,000.00 

 June   $40,000.00 

 July    $45,000.00 

 August    $51,000.00 

 September        $34,000.00 

 October  $30,000.00 

 November   $24,000.00 

 December  $28,000.00 

 

For Income Statement account s, budget definition is performed on an 

individual period basis.  For example, an Income Statement account for Rent 

with a budget of $2,350.00 per period would be defined as:  

 January   $2,350.00 

 February   $2,350.00 

 March    $2,350.00 

 April    $2,350.00 

 May   $2,350.00 

 June   $2,350.00 

 July    $2,350.00 

 August    $2,350.00 

 September       $2,350.00 

 October  $2,350.00 

 November   $2,350.00 

 December  $2,350.00 
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If the period type  is set to 12 periods, the system will display each month of 

the year in fiscal year order.  If the year -end is December, the periods will list 

from January to December.  If the fiscal year -end is September, the periods 

will list from October to September.  

If the period type is set to any other type, the system will display each period 

as Period 1, Period 2, Period 3, etc.  Period 1 represents the first period of the 

fiscal year, and so on.  

The system displays three columns for budget information as Original, 

Adjustments, and Revised.  You should enter the original budget amounts in 

the Original column.  The system will automatically update the Revised 

column for you.  If at any time after the budgets are defined you find you 

need to adjust the budget amou nts, make the entries to the Adjustments 

column and the system will automatically update the Revised column.  Or, 

make the adjustments to the Revised column and the system will update the 

Adjustments column.  Original and adjustment entries should be kept in 

their appropriate columns.  The budget reports and budget financial 

statements allow you to print original budget amounts or the revised budget 

amounts.  

To add a budget amount, click >Maintain, or use the budget edit buttons to 

assist you.  

 Copy to All:  To copy an amount in a period to all periods following the 

period selected, click the period name (for example Period 3) to copy and 

then click >Copy to All.  The system will then replace all periods 

following the period selected with the amount in the period you selected 

to copy. 

 For example, if Period 3 had an amount of $4,000.00 and you wanted to 

copy that amount to Periods 4 through 12, you would click Period 3 and 

then click >Copy to All. 

 Split to All:  To split an amount of a period into all periods including and 

following the period selected, click the period name to split and then click 

>Split to All.  The system will then replace the selected period and all 

periods following the selected period with the cal culated amount  of the 

period you selected to split.  

 For example, if Period 3 had an amount of $50,000.00 and you wanted the 

system to split that amount into Periods 3 through 12, you would click 

Period 3 and then click >Split to All.  Periods 3 through 12 would then 

each have a budget amount of $5,000.00.  

 Copy:  If you want to copy one period to another period in any column of 

any account, click the period name to copy and then click >Copy.  The 

system will store the amount copied  on the clipboard.  To retrieve this 

amount, use Paste. 

 Paste:  To paste a period, a column or all periods previously copied, click 

the period or column to copy the information to and click >Paste.  The 

system will replace th e period, column, or all periods with the amount 

stored on the clipboard.  

 Paste %:  This allows you to allocate yearly budgets for an account based 

on the percentage breakdown of the budget information defined for 

another account.  For example, letõs say we have an expense account that 

has a budget setup as follows:  
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  Period 1   $2,900.00 

 Period 2   $5,800.00 

 Period 3   $4,060.00 

 Period 4   $2,320.00 

 Period 5   $4,640.00 

 Period 6   $8,700.00 

 Period 7   $6,960.00 

 Period 8   $5,220.00 

 Period 9   $2,900.00 

 Period 10   $5,800.00 

 Period 11   $5,220.00 

 Period 12   $3,480.00 

 

 If you total up the period budget amounts for this expense account, you 

will find an annual budget of $58,000.00.  If you calculate the percentage 

for each period, you will see a breakdown as follows:  

  Period 1   5% 

 Period 2   10% 

 Period 3   7% 

 Period 4   4% 

 Period 5   8% 

 Period 6   15% 

 Period 7   12% 

 Period 8   9% 

 Period 9   5% 

 Period 10   10% 

 Period 11   9% 

 Period 12   6% 

 

 In defining budgets, you may hav e several expense accounts with the 

exact same budget distribution between periods based on the above 

percentage breakdown.  The only difference between the accounts is the 

annual budget amounts.  Using the Paste % button, you can have the 

system determine  the percentage breakdown by periods on one account 

and use the same breakdown on other accounts.  

 To continue our example, we would have the system determine the 

percentage breakdown of the account above by using the Copy Column 

button.  Then move to the next account and click Period 1 of the Original 

column and click >Paste %.  The system will ask for the base amount or 

annual budget amount for the account.  If you entered $93,000.00, the 

system would automati cally create an annual budget for the account 

based on the percentage breakdown above.  
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  Period 1   $4,650.00 

 Period 2   $9,300.00 

 Period 3   $6,510.00 

 Period 4   $3,720.00 

 Period 5   $7,440.00 

 Period 6   $13,950.00 

 Period 7   $11,160.00 

 Period 8   $8,370.00 

 Period 9   $4,650.00 

 Period 10   $9,300.00 

 Period 11   $8,370.00 

 Period 12   $8,580.00 

 To use Paste %, you must first access the account on which you wish to 

base the percentage distribution.  Then move to the Budgets screen and 

click any period in the correct column to use (Original, Adjustments,  or 

Revised).  Next, click >Copy Column.  The next step is to move to the 

account for which you wish to define budgets.  Move to the Budgets 

screen and cli ck the period name in the correct column (Original or 

Adjustments).  Click >Paste %.  The system will ask for the base amount.  

Enter the annual budget total.  The system will then distribute that 

amount to each period based on a percentage calculated from  the account 

you copied the column from.  

NOTE:  Due to rounding differences, percentage amount 

results may seem inconsistent if the system calculates uneven 

percentage amounts.  The system places any adjustments for 

rounding in the last period.  You may wi sh to edit the 

amounts after the allocation is performed.  

 Copy Column:  If you want to copy one column  to another column of any 

account, click the column to copy and then click >Copy Column.  The 

column information will be placed on the clipboard.  To retrieve this 

column, use Paste. 

 Copy All: If you want to copy all budget information from one account to 

another account, click any period name and then click >Copy All.  The 

budget information will be placed on the clipboa rd.  To retrieve this 

accountõs budget information, use Paste. 

 Clear Column: If you want to delete all budget information for one 

column, click the column to delete and then click >Clear Column.  All 

periods of the column will be set t o $0.00. 

 Clear All: If you want to delete all budget information for the account, 

click any period name and then click >Clear All.  All periods for all 

columns will be set to $0.00.  

To save the account, click >Save.   
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Changing a General Ledger Account 

To change an existing Ledger Account, either double -click the account or 

highlight the account and click >Edit.   The system will display the 

information for the selected account.  For detailed information on each field 

displayed, refer to the Adding a General Ledger Account section.  

Deleting a General Ledger Account 

As a general rule, it is a good idea to delete accounts with a zero balance for a 

number of years if you do not anticipate ever using the account again.  This 

can help reduce posting errors.   

However, if  you expect to use the account again, do not delete it.  

Additionally, you should wait to delete an account until the next fiscal year.  

For the current year, change the accountõs status to inactive by clearing the 

Active Account check box. 

Use caution when deleting accounts.  If you delete an account that does not 

have activity for the current fiscal year but did have activity in the prior year, 

and you print comparative financials, the system will not be able to print 

correct compar ative financials for the deleted account.  

There are several criteria that must be met before you can delete an account.  

 The current period, quarter -to-date, and year -to-date balances for the 

account must be  zero. 

 There must be no current fiscal year transaction activity for the account.  

 You cannot delete an account defined in the Master Data  as the Cash or 

Intercompany account.  

To delete an account, highlight the desired account and click >Delete. 
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Additional Options 

Recalculate a General Ledger Account 

Each Ledger account tracks an account balance for faster calculations and 

printing.  In normal processing, the acco unt balance is equal to the beginning 

account balance for the year, plus all the detailed transactions.  If the account 

balance for an account has become inaccurate due to file corruption or partial 

updating, you may use this feature to recalculate an acco untõs balances.  To 

Recalculate an account, go to Maintain Ledger Accounts and select 

>Advanced >Recalculate.  Select the Account you wish to recalculate and 

then click >Update Now. 

Renumbering a General Ledger Account 

You would normally execute this option when first setting up a company or at 

the beginning of a new fiscal year.  You can execute this option in the middle 

of a year, but certain Accounts Payable and Payroll reports may continue to 

show old account  numbers if you are interactive with these programs.  The 

audit trail,  however, will reflect the new account numbers.  

To Renumber an account, go to Maintain Ledger Accounts and select 

>Advanced >Renumber.  Select the Account you wish to  renumber and then 

enter the new account number.  To update the changes, click >Update Now. 

When you renumber accounts, the option can take some time to process.  The 

account heading information  and all historical information (t ransactions) will 

be renumbered.  The time required depends on the number of historical 

transactions for this account.  If you are operating in a network environment, 

this process locks all General Ledger transaction files from other users.  

NOTE:  The system will renumber the account for the current 

fiscal year only.  If you generate comparative financial 

statements, you may need to renumber this account for each 

fiscal year for which you report.  

Merging General Ledger Accounts 

You would normally execute this option when first setting up a company or at 

the beginning of a new fiscal year.  You can execute this option in the middle 

of a year, but certain Accounts Payable and Payroll reports, if interactive, 

may continue showing old account numbers.  However, the audit trail  will 

reflect the new account numbers.  

To merge an account, go to Maintain Ledger Accounts and select >Advanced 

>Merge.  Select the Account you wish to merge from  in the Select Account 

prompt.  Select the Account you wish to merge to in the Merger Account 

prompt.  To update the changes, click >Update Now. 

During this process, the account balance and all historical information 

(transactions) are merged .  This may take some time.  The length of time 

required to complete the merge depends on the number of historical 

transactions associated with the accounts.   
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Once the merging process is completed, the account you originally selected 

(Select Account) will  be permanently removed.  If you are operating in a 

network environment, this process locks all General Ledger transaction files 

from other users.  

IntelliTrans 

CertiflexDimension IntelliTrans is an intelligent data translation tool 

activated from within ma ny of the Maintenance options.  IntelliTrans can be 

used to group, add or change Ledger Accounts.  For more information on 

configuring and processing with IntelliTrans, please refer to your System 

Manager Operations Guide .  
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Ledger Account Start-Up Wizard 

 

After creating a new company, the CertiflexDimension Ledger Accounts 

Start-up Wizard can help you create your Chart of Accounts .  Using the 

wizard is optional, but very convenient.  The wizard  allows you to set up your 

ledger accounts and enter ending account balances for the prior year and the 

current year in an easy, straightforward manner.   

To access the Ledger Accounts Start-up Wizard after creating a new 

company, go to Maintain Ledger Accounts and select >Auto Start Wizard. 

 Account Number:  A 12-character alphanumeric field used to identify 

each Ledger Account.  

 Account Name:  A 40-character alphanumeric field used to describe each 

Ledger Account.  Account Names are presented on auto -formatted 

financials for accounts with a Financial Statement Print Status of 

ôDetailedõ.  

 F/S Line Number:  A numeric (1 -9999) field associated with each ledger 

account to classify and group the account for financial reporting.  The 

system comes preset with the most commonly used F/S Lines alread y 

defined.  To add or change F/S Lines, go to >Maintain Lists >General 

Ledger >Maintain Financial Statement Formats and then select 

>Maintain Financial Statement Lines.   

NOTE:  Each Ledger Account is assigned an F/S Line Number 

(i.e. Cash, Accounts Receivable, Inventory, etc.).  Each F/S 

Line is assigned an F/S Category (i.e. Current Assets, Current 

Liabilities, etc.).  
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 Print Status:  Each Ledger Account must be assigned a Financial 

Statement Print Status of "Summary" or "Detailed".  An account defined 

with  a "Summary" print status will be presented on auto -formatted 

financials combined with other accounts assigned the same F/S Line 

Number.  An account defined with a "Detailed" print status will be 

presented individually.  

 Previous Year Ending Balance:  Optio nally assign the previous year 

ending balance for each new account.   

 Current Year Balance:  If starting a company in the middle of a fiscal 

year, you can assign a current year balance for each account.  For 

example, if you are starting a calendar year company in June, you may 

choose to enter ending balances as of May 31 for each account.  

Click >Next to access the Ledger Accounts page. 

 

This page allows you to add, edit or delete accounts.  As you are entering 

account information , click >Accept to save the information and move to the 

next account.  If you are entering an account and need to make changes 

before accepting the line, click >Clear to remove any information entered on 

the current account.   

To edit a line that has alrea dy been accepted, you can either double -click on 

the account, or highlight the account and click >Edit.   

To delete an account, highlight the account from the list and click >Delete.   

Once you have added your ledger accounts, click >Next.  The system will  

prompt you  to enter account balances.  

The Account Balances page allows you to easily enter last yearõs and this 

yearõs ending balances.  If you have entered last yearõs balances, the system 

will perform a fiscal year end close at the completion of the wiz ard.  
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When you are finished adding balances, click >Next to access the Ledger 

Accounts Start-Up Wizard Finish page. 
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On this screen, you will be prompted for the following information:  

 Main Cash Account:  Enter the primary cash account for the company .  

The account defined here is used when you balance a check type entry . 

 Retained Earnings Account Number:  If you have entered prior year 

balances for the company, a fiscal year closing will be performed 

automatically.  Enter the acc ount number of your Retained Earnings 

account in this field.  

 Prior Year Journal Entry Description:  If you have entered prior year 

balances for the company, a fiscal year closing will be performed 

automatically.  Enter the description for this fiscal year closing 

transaction.  This description will appear on your ledger reports.  

 Date of Current Year Entry:  If you have entered current year balances 

for the company, an automatic journal entry will be recorded to set the 

balance for each account.  Specify the  date for these entries in this field.  

 Current Year Journal Entry Description:  If you have entered current 

balances for the company, an automatic journal entry will be recorded to 

set the balance for each account.  Enter the description for these 

transact ions in this field.  This description will appear on your ledger 

reports.   

Once you have set this information, click >Finish.  Ledger accounts are now 

set up.  You can begin processing ledger transactions.  

NOTE:  This account setup wizard is available in Maintain 

Accounts as long as there are no transactions on file.  Should 

you need to access the wizard again, select > Auto Start 

Wizard from the main account window.   
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>Notes and >Links 

The >Notes and >Links options allow you to organize and access additio nal 

account information.  Notes can be used to document internal account 

information or additional descriptions on expense accounts.  Links can be 

used to connect to budget analysis spreadsheets and account activity 

databases.   

You can add Notes and Links  in Maintain Ledger Accounts and review notes 

and links in Review Ledger Accounts.  For detailed steps on adding Notes 

and Links, refer to the CertiflexDimension System Manager  Guide . 

>Memos 

Memos can be used to track reminders, special notes, secondary contacts, etc.  

Each memo line can be assigned an access level (1 -10).  If you do not have an 

access level equal to or greater than the one assigned to the memo line, you 

cannot edit the memo line.   

NOTE:  Memo labels, order and security access levels are all 

maintained within the CertiflexDimension Configure Memos 

option.  To define memo configuration, click >File 

>Supervisor Options >Configure Memos.  You must have 

Supervisor r ights (access level 10) to be able to modify the 

memo headings in the Configure Memos option.   
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Maintain Ledger Master Accounts 

The purpose of master a ccounts is to promote easy definition and 

management of more complicated chart of account designs.   More complicated  

refers to very large charts of acco unts with integral departments,  regions, 

locations, etc.  

The CertiflexDimension master accounts system, when properly used, will 

greatly reduce account definition time, account definition errors, and 

inconsistencies .  Whether there are two departments in one location, or 

multiple departments, each in multiple locations, you will find master 

accounts saving valuable time and disk space.  

Each of the various sections of the account (department, location, region, etc.) 

is referred to in the master accounts as a Category. Master accounts supports 

up to nine separate categories, each of which is easily configured to your 

specifications.  Master Accounts lets you tell the system how to se parate the 

accounts into categories.  

Because the innovations in master accounts are so unique, they may seem 

confusing at first.  We recommend you browse this section to get a general 

idea of the concept involved.  After you are more comfortable with other  

features and capabilities of CertiflexDimension General Ledger, you should 

carefully read this section again and experiment with the Sample Companyõs 

data files in order to fully learn this system.  The proper use of master 

accounts can save you time duri ng account setup.  You will find that the 

chart of accounts will be much cleaner, easier to read, more accurate and 

considerably more professional in scope and appearance if you make full use 

of Ledger Master Accounts.  

While initially, the concepts and con figurations of master accounts may 

appear complex, its power lies in its simplicity, which can best be explained 

in an example.  

Company A has 4 departments with each department having 100 possible 

revenue and expense accounts.  In order to define Company A õs chart of 

accounts without the master accounts, you would have to add 400 accounts 

(100 for each department).  As Company A grew and added more 

departments, you would continually have to add 100 accounts to the chart.  

Not only is this time consuming, bu t invariably errors and inconsistencies 

will appear in the chart of accounts.  Account number 7203 might be named 

òRepairs and Maintenance - Dept. #3ó and a year later when the same 

account is added for department 6 (account 7206), it could easily be ident ified 

as òDept 6 - Repairs & Maint.ó  This may seem a bit trivial at first, but when 

you review an audit trail  for 600 accounts all identified in a slightly different 

manner, it becomes annoying and portrays confusion and a lack of 

professionalism.  



37 

 

To effectively use master accounts for the above example set up two 

categories.  The first category could be called òAccount Numberó, and the 

second could be òDepartmentó.  How you identify the categories is completely 

your choice for internal  use only.  Make the first three digits of the General 

Ledger accounts reflect the Account Number and the next digit reflect the 

Department.  Configure Category 1 (Account Number) a length of 3 

characters and Category 2 (Department) a length of 1 character , making the 

total account number length 4 characters.  Then add the 100, 3 -character 

account numbers to the master accounts system in Category 1 (Account 

Number) and the 4 departments in Category 2 (Department).  

Now you have defined the master accounts an d are ready to post 

transactions.  When you first access an account, the system will 

automatically add the actual General Ledger account based on  the definition 

in master accounts, and each account will be consistent with all others.  

Instead of adding 400 accounts to the chart of accounts, we only added 104 

accounts to master accounts (100 accounts and 4 departments).  

Now, as Company A grows and adds 2 new departments, instead of adding 

200 accounts to the chart, we si mply add the new department to the master 

accounts system.  Once the accounts are accessed the first time, they are 

automatically added to the General Ledger and treated as any other account.  

In the example, the master accounts saved the time of manually adding 

nearly 300 accounts to the chart by adding 104 master accounts in lieu of 400 

regular accounts.  This would have saved countless hours of se tup time.  

The more complicated the account structure, the more powerful master 

accounts becomes.  For example, suppose Company B operates in each of the 

48 contiguous states with an average of 8 offices in each state with each office 

doing full cost accoun ting for 6 different departments.  There are 150 possible 

expense accounts for each department, although no single department would 

ever use all 150.  However, if the company wanted to have every possible 

General Ledger expense account, you would have to a dd 345,600 accounts (48 

x 8 x 6 x 150).  Using the master accounts system, you would only add 212 (48 

+ 8 + 6 + 150). 

While Company Bõs example is obviously a stretch, you can begin to recognize 

the many reasons to use master accounts when possible.  

To access Maintain Master Accounts, click >Maintain Lists >General Ledger 
> Master Accounts. 

 

NOTE:  The Master Account system works on a universal 

update method.  This means that individual changes are not 

saved until you select >Save All Changes.  Due to the n ature 

of this type of updating, only one user should update master 

accounts at a time.  
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Configuring Master Account Categories 

Categories allow you to separate the accounts by sections meaningful to you.  

These sections might represent departments, regions, locations, or partners 

and the main account number.  You can define up to nine different categories 

provided the final account number does not exceed the 12 -character 

maximum.  

 850-85-A 

For example, in the abo ve account, 850 represents the account number,  85 

represents the region and  A the department.  Each of these three sections 

requires a category.  Therefore, for this example, we would define three 

categories, Account Num ber, Region, and Department.  
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To add a new category, click >New.  The system will automatically activate 

the next available unused category number.  These numbers will be assigned 

in sequence, and cannot be reused.  

 

 

NOTE:  The order you define the cat egories here will define 

the General Ledger account number order.  For example, if 

category number 1 is to be the Account Number and category 

number 2 the Region and category number 3 the Department, 

the system will create General Ledger account numbers in  

account number, region, and department order.  If you prefer 

the account number to be last and the department number 

first, you must add the categories in that order.  

 Category Name: Enter the name for the category.  This could be Dep t., 

Department, Region, Location, Account Number, etc.  The name you 

enter is for internal use and reference only.  

 Need Financial Statement Controls:  One of the categories will be used to 

add F/S lines and print status to the new Ledger Accounts.  Select this 

option for the category that needs to control these setting.  This is 

normally the òAccount Numberó category. 

 Number Length:  Enter the number of characters the category will occupy 

in the account number.  Keep this number  to a minimum so the account 

numbers do not grow too large.  

 For example, if this category is the Department section and you only have 

a total of five departments then this number length would be 1, because 

all of the department numbers are only one digit in length.  If you would 

prefer the department numbers to be listed as 01, 02, etc., this field would 

then be 2.  

 Use Number Separator: When adding master accounts,  you can specify a 

number separator.  If this check box is selected, the system will also allow 

you to define the separator character.  In the example for account number 

850-85-A above, we are using number separators.  If the accountõs name 

was Postage Expense-Region 85-Dept -A, this would indicate that we are 

also using name separators.  

 Master Name Length:  Enter the number of character spaces for the 

names used in the account number for this category.  If this category is 

Depar tment and you are going to name all departments as Dept -1, Dept -

2, etc. then the length for this field would be set to 6.  
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NOTE:  The total master name length for all categories 

combined cannot exceed the 50-character limit for General 

Ledger account names.  

 Use Name Separator:  When adding master accounts,  you can specify a 

name separator.  If this check box is selected, will also allow you  to define 

the separator character.  If the accountõs name was Postage Expense-

Region 85-Dept -A, this would indicate that we are also using name 

separators.  

 Order Number of Account Name:  When you add categories, the account 

numbers are created in the order that the categories are listed.  This field 

allows you to change the order of the category names only, without 

affecting the order of the category numbers.  

 From our example above, we have thre e categories defined in this order, 

Account Number, Region, and Department.  The accounts would print 

850-85-A, where 850 represents an expense account such as Postage 

Expense, 85 represents region 85 and  A for department A.  With this 

configuration, the a ccount name would also print as Postage Expense-

Region 85-Dept-A. 

 If we preferred this account to be listed as 850-85-A, Region 85-Postage 

Expense-Dept-A, we would assign the category for Account Number with 

an Order Number of Account Name as 2, Region as 1, and Department 

as 3. 

 

After the definition of this category completed, click >Ok to continue.   

 

To edit an existing category, highlight the desired category and click >Edit.  

To delete a single category, highlight the category to delete and click >Delete.  

If you wish to delete all categories and start over, click >Delete All. 

NOTE:  Warning!   Deleting a master account category will 

also delete all master account detail assigned to that category.  
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Adding Master Account Detail 

To add master account detail to a specific category (i.e. Add a list of your 

locations to the location category), highlight your desired category and click 

>Maintain Detail. 

 

NOTE:  Categories must be de fined before the system will 

allow you to add master accounts.  If the categories are not 

defined, refer to Configuring Master Accounts. 

When a category is selected, click >New to add master accounts to that 

category.  In the example above, we would select category Account Number to 

add master account numbers 850, 860, 870, etc., category Region to add 

master account numbers 85, 86, 87, etc. , and category Department to add 

master account numbers A, B, C, etc.  

 Number:  Enter the new master account number for the selected 

category.  The system allows a maximum equal to the number o f 

characters you specified for the account number when you configured this 

category. 

 Account Name:  Enter the new master account numberõs name.  The 

system allows a maximum equal to the number of characters you 

specified for the name when you configured th is category.  

If the category you are using includes the option for financial report controls, 

you will be prompted for the following:  

 F/S Line Number:  Enter the appropriate financial statement line  number 

for the new account.  The system uses this field to determine whether an 

account is an Income Statement  account or a Balance Sheet  account.  It 

also determines how accounts are grouped on the applicable financial 

statements.  The way the system determines how to print the financial 

statements are described in detail in the Financial Statements section.  If 

you do not understand how financial statement line numbers are used, 

please review this section before continuing.  

 Print Status:  The system uses the print status field for each account t o 

determine whether to present the account in a summarized  or detailed 

format on the financial statements.  
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o Summarized:  Account balance is added with all other accounts 

sharing the same financial statement line numb er (and print status 

of Summarized).  This total will print on a separate line on the 

financial statement.  The description that prints for this financial 

statement line is the same as defined for the financial statement line 

number.  

o Detailed:  The account  prints separately on the financial statement, 

with the unique account name  and balance shown.  

o For additional information and examples of the uses of the print 

status options, refer to the Formatting Financial Statements section. 

After completing the definition of this master account detail.  Click >Ok to 

continue.   

Editing and Deleting Master Account Detail 

To edit an existing master account detail, highlight the desired master 

account and click >Edit.   

To delete a single category, highlight the desired record and click >Delete.   

You may optionally import and/or export existing master ac count detail using 

Windows clipboard.  These import/export options are designed to work with a 

spreadsheet type application that uses tabbed delimited data for columns.  

Saving Categories and Master Account Detail 

The Ledger Master Account system uses a universal update method.  This 

means that individual changes are not saved until you select >Save All 

Changes.  Due to the nature of this type of updating, only one user should 

update master accounts at a time.  

 If you wish to cancel all changes without saving, click >Cancel All Changes. 

Ledger Master Account Methods 

After configuring your master account categories and defining your master 

account detail, you must decide how you wish to integ rate these master 

accounts into your system.  There are two methods to choose from.  

The first method builds an access list of all available master account 

combinations, but does not add these accounts to the existing chart of 

accounts.  Any request for an account that exists in the Master Account 

Access List, but that is not yet available in the chart of accounts, will trigger 

the master account system to seamlessly create the requested account.  This 

method builds a shorter chart of accounts since accounts  are added from the 

Master Account Access List only as they are requested.  To implement this 

method, click >Build Access List.   

The second method immediately adds all available master account 

combinations to the existing chart of accounts.  To implement this method, 

click >Add all to Ledger. 

Print Master Account Listing 

To print a listing of all Master Account Categories and Account Detail, click >Print 

Listing. 

Maintain Recurring Entries 
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This section explains how to define and maintain automatic recurring and 

reversing entries.  Recurring and reversing entries are journal entries that 

you repetitively post for each accounting period.  

With this option you add the  entry once.  The entry is then posted each time 

you perform the Post Recurring Transactions option.  

To access the Maintain Recurring Entries feature, click >Maintain Lists 
>General Ledger >Recurring Entries. 

Adding a Recurring Entry 

To add a new recurring entry, click >New.   

 

The system will prompt you for the following:  

 Number:  Enter the new recurring entry number.  

NOTE:  This is the number referred to when prompted for th e 

beginning and ending entry number as you post recurring or 

reversing journal entries through Post  Transactions.  This 

field allows you to assign a unique number to each entry.  

 Reference:  Enter the new recurri ng or reversing entry reference 

number.  The number you enter here is the reference number posted to 

the General Ledger each time you perform the automatic posting.  

 Posting Period:  Select the posting frequency for the recurring or 

reversing entry - Monthly, Quarterly, or Yearly. 

 Entry Description:  Enter the description for the entry.  If you leave this 

field blank, the system will use Recurring Entry as the description.  

 If you wish to enter additional desc riptive information, click >Add. 

Description or press [F4] and enter the additional description.  

 Last Recurring Post Date:  Enter the date the recurring entry was last 

posted.  This field will be automatically updated each time the entry is 

posted. 

 Last Reversing Post Date:  Enter the date the reversing entry was last 

posted.  This field will be automatically updated each time the entry is 

posted. 
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 Reversing Entry:  Select this check box if th e entry is to be a recurring 

reversing entry.  

Edit Journal Entry 

Click this button to add or change the General Ledger account distribution 

for the entry.  Each line of the journal entry distribution will contain a 

company number, account and amount.   

If you have the Master Data set to allow multiple -company ledger input, or 

have Job Cost available, the Ask Company, Ask Job, and Current Company 

buttons will be active.   

 Cli ck >Ask Company if you want to enter multiple company ledger 

transactions.   

 Click >Ask Job if you want to allocate an entry to a job.   

 Click >Current Company if the entries are for the current company only.  

If you click >Ask Company or >Ask Job, the syst em will allow you to change 

the company ID or job number for each journal entry leg.   

The following is an example of a multiple company journal entry.  Assume 

you have a Company 00 and a Company DS.  Company 00 represents the 

main company and pays all bil ls for Company DS.  

If you were to record a journal entry for rent for Company DS, you would 

enter it as shown below:   

 

ID  Account  Debit  Credit  

00               100000  Cash on Hand   450.00 

DS 820000  Rent  450.00  
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 The following shows how the system act ually makes the journal entries for the 

example. 

 

ID  Account  Debit  Credit  

00 100000  Cash on Hand   450.00 

00 140000  Intercompany  450.00  

DS 140000  Intercompany   450.00 

DS                             820000  Rent  450.00  

 

You do not have to make the intercompany account entries; the system 

automatically makes the journal entries between the two companies for you 

through the intercompany account.    

For additional details on allocations to jobs, please refer to the 

Certiflex Dimension Job Cost Userõs Guide. 

 Company:  Enter the company ID for the selected journal entry leg.  

 Account:  Enter the General Ledger account for the current entry leg.  To 

access the General Ledger accounts by account name, press [F5].  To 

display a list  of General Ledger accounts, press [F6]. 

 Debit/Credit Amount:   Enter the current journal entry amount in the 

correct field.  

 Accept:  Click >Accept to validate the entry leg.  

 When the entry leg is validated, the system will update the Debits, 

Credits, and Balance total fields.  The Balance amount represents the 

total amount needed to balance the journal entry.  

 Edit:  Click >Edit or double-click on a leg to edit an existing journal entry 

leg. 

 Delete:  Click >Delete to remove the currently se lected journal entry leg.  

 Balance:  Click >Balance to automatically balance the journal entry.  

Once the journal entry is balanced, click >Save to validate and save the 

journal entry.  

Edit Amounts Only 

This allows you to change dollar amounts only on journa l entry legs, not 

accounts or descriptions.  

Clear Journal Entry 

This will clear all journal entry legs for the current entry.  

After entering all information for a recurring entry, click >Save to update 

and return to the main recurring entry screen.  
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Changing a Recurring Entry 

When the Maintain Recurring Entries  screen is displayed, enter the 

recurring entry number to change in the Recurring Entry field or highlight 

the entry in the list.  Click >Edit to change the recurring entry.  For detailed 

information on each field displayed, refer to the Adding a Recurring Entry 

section. 

Deleting a Recurring Entry 

When the Maintain Recurring Entries screen is displayed, enter the 

recurring entry number to delete in the Recurring Entry field or highlight the 

entry in the list.  Click >Delete to delete the selected recurring entry. 

Copying a Recurring Entry 

When the Maintain Recurring Entries screen is displayed, enter the 

recurring entry number to copy from in the Recurring Entry field or highlight 

the entry in the list that you wish t o copy.  Click >Copy to copy the selected 

entry.  The system will prompt for the new recurring entry number to copy 

the information to.  
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Maintain Percentage Entries 

This  section explains how you define and maintain the automatic percentage 

entries.  Percentage entries are journal entries that you continuously post for 

each accounting period, but the amounts differ each period depending on the 

balance (monthly, quarterly, or yearly) of any given account.  

Examples would be a recurring accrual of compensation expense as a 

percentage of sales, or a recurring accrual of workman compensation expense 

as a percentage of payroll expenses by department.  

With this option you add the entry once, then the entry is posted each time 

you perform the Post Percentage Entries option.  

To access the Maintain Percentage Entries feature, click >Maintain Lists 
>General Ledger >Percentage Entries. 

Adding a Percentage Entry 

To add a new percentage entry, click >New.   

 

 

 

The system will prompt you for the following:  

 Number:  Enter the new percentage entryõs number. 

NOTE:  When you post the percentag e entries through Post 

Transactions, the system will prompt you for a beginning and 

ending entry number.  The system is referring to this number.  

This field allows you to assign a unique number to each entry.  

 Reference:  Enter the new percentage entryõs reference number.  The 

number you enter is the reference number posted to the General Ledger 

each time you perform the auto posting.  

 Posting Period:  Select the posting frequency for this percentage entry - 

Monthly, Quarterly, or Yearly. 

 Based On:  Select what you want this percentage entry to be based on.  
































































































































































































































