Chart of Accounts Application

You use the Chart of Accounts application to:

· Create, view, and modify general ledger account codes and components.

· Set up financial periods.

· Set up a number of default GL accounts, including an organization account, company-related accounts,   external labor control accounts.

· Define resource codes.

· Specify GL validation options.

The application stores GL accounts at the organization level. Therefore, each organization must have its own chart of accounts system, and GL accounts cannot be shared across organizations.

The Chart of Accounts application contains two table windows:

· Organizations: to select the organization.

· GL Accounts: to add, view, modify, or delete GL accounts for the selected organization.

Note: An organization must have a GL clearing account before you can make it active. Therefore, after you create an organization, you must at minimum use Chart of Accounts to create a clearing account for the organization. You may create or download other accounts as well.

Related Tasks

You perform the following related tasks in other applications:

· You specify the format of GL account codes (number and length of components, and so forth) using the GL Account Configuration action in Database Configuration. This is the first task to perform in setting up GL accounts.

· You define tax codes, rates, and dates using the Purchasing Options > Tax Options action in the Organizations Application.

For information about a field, place the cursor in the field and press Alt+F1.
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A GL account code typically consists of several components (or segments), usually separated by delimiters. For example:  

6000-200-350

A component that has not been assigned a value is represented by placeholder characters. For example:

6000-???-350

You define the format of the account code in the application in the following ways:

· To define the number, length, and data type of components, whether the components are required, and the delimiter (if any), use the GL Account Configuration action in the Database Configuration application.

· To specify a placeholder character, use the System Settings action in the Organizations application.

In the Chart of Accounts application, you define values for the different components using the GL Component Maintenance dialog box. You then link together various component values to create GL account codes for specific financial tracking purposes. 

Users of this application can enter account codes in GL account fields using the Select GL Account dialog box.  You, the administrator, specify the validation rules for what users can enter by using the Validation Option dialog box in Chart of Accounts.  Among other things, the rules determine whether users can enter any combination of component values or whether they are restricted to account codes stored in Chart of Accounts.
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The Chart of Accounts application includes dialog boxes for setting up default GL accounts and resource codes for a number of standard accounting functions. You typically set up these accounts and resource codes within the application to correspond with accounts that you already use in your external accounting system. 

Refer to the General Ledger Accounts chapter in the Finance Manager's Guide for more information on using these accounts.

Chart of Accounts Dialog Boxes

Listed below are the dialog boxes you use to define financial periods, set up default GL accounts, and define resource codes. When you update the database, the account codes defined with these dialog boxes are also updated, depending on which of the three update choices you select (see Update the Database).

Financial Periods
Organization Default Accounts
Company Related Accounts
External Labor Control Accounts
Resource Codes
 

 

Merging GL Accounts

There are instances when a GL account field may not be uniquely specified. For example, there may be a GL account for a location and a GL account for an asset. Generating work orders and other kinds of transactions often requires choosing among account component values, and the system invokes a set of rules on how to handle them.

When GL accounts are merged, they are merged component by component, and a defined component always supersedes an undefined component. For example, if the first component of one account code is 6000 and the other is ???? (a placeholder), the resulting merged first component will be 6000.

For many transactions, the merge must choose between defined components. Refer to the Finance Manager's Guide for detailed information on how GL accounts merge during transactions.
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Create a GL Account Code

You create GL account codes by linking together previously established component values. These component values have probably been downloaded from your accounting system. 

To Create a GL Account Code:

1. Open the Chart of Accounts application.

2. In the Organizations table window, select the organization for which you want to create a GL account code. The GL Accounts table window displays the GL accounts associated with the organization.

3. In the GL Accounts table window, click New Row. The Row Details open.
4. In the GL Account field, click Select Value [image: image1]to open the Select GL Account dialog box. 
The GL Account Code field displays placeholder characters in all components, for example all the components open with question marks. The value in the Segment field matches the highlighted segment in the GL Account field. The GL Component Value table window displays all the possible values for the component selected in the Segment field. 

Note:  You use the GL Component Maintenance dialog box to define valid component values. For example, in the GL Component Maintenance dialog box you define a Cost Center value of 6000 to designate the Needham facility. In the Select GL Account dialog box, you can choose that value to be the first segment of the full GL account code.

0. When the Select GL Account dialog box opens, it displays the component values for the first segment of the code. In the GL Component Value column, select a value. The value is inserted in the first segment in the GL Account field. The dialog box displays the values for the second segment of the code.
1. Select a value for the second component, then the third, and so forth, until you have created the wanted account code. Define all required components. 
2. Click OK. The description for the components opens in the GL Account Description field. Click Long Description [image: image2]to enter additional information.  The application builds the default description by combining the description, with a plus sign (+), for each of the individual components. You can change the description. 
3. If your enterprise uses account type codes, enter the appropriate code in the Type column. 

Type is a user-defined value. Most accounting systems at a minimum have type codes for assets, liabilities, expense, and income. The default length of this field is three. (Type does not refer here to the type of the data field, for example, integer or alphanumeric.)  

0. The Active? check box is selected by default, which means the account code can be used on new records . If you do not want users to use this account code at this time, clear the check box. 

Note: If you make an existing account code inactive, no change is made to existing records.

0. Click Save GL Account [image: image3]. 
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You use the GL Component Maintenance dialog box in the Chart of Accounts application to define valid component values for GL account codes. These values are the ones you choose from when you use the Select GL Account dialog box. For example, the GL Account code 6000-200-300 consists of three components, with the component values 6000, 200, and 300.

To create a GL component value:

1. From the Organizations table window in the Chart of Accounts application, select the organization for which you want to create a  GL component value.

0. From the Select Actions menu, select GL Component Maintenance to open the GL Component Maintenance dialog box.

The Components table window lists the names of the components in the selected organization.

0. In the Components table window, select the component for which you want to create values. The GL Component Values table window displays the existing values for the selected component.

0. In the GL Components table window, click New Row. The Row Details open.

1. In the GL Component Value field, enter the value for the component. 

Note: You specify the format of GL account codes using the GL Account Configuration action in Database Configuration. If the value you enter does not fit the format, you receive an error message. For example, in Database Configuration you define a Cost Center component to require integers and have a maximum length of 4. In the GL Component Value field, you can then enter 123, or 1223, but not A223 or 12345. See About GL Account Codes.

0. In the Description field, enter a name or description for the component value. The application combines Description fields of individual components to create the default description of accounts.

1. The Active? check box is selected by default. You can select this value when you use the Select GL Account dialog box.

To make the component value inactive, clear the Active? check box. The value is not shown in the Select GL Account dialog box.

0. Click Close Details [image: image4].

1. Repeats steps 3 through 8 to create additional component values as needed.

2. Click OK to close the dialog box.
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Edit a GL Account Code

After you save a GL account, you can no longer edit the GL Account field, but you can edit other fields. You can, however, delete the row if the GL Account is not used on any database records, and then insert a new GL account code. 

To Edit a GL Account Code:

1. Open the Chart of Accounts application.

2. In the Organizations table window, select the organization for which you want to edit a GL account code. The GL Accounts table window displays the GL accounts associated with the organization.

0. Find the account code you want to edit. To narrow your search, use the Filter.

1. Click View Details [image: image5]to open the Row Details.
Note: You can also edit directly in the table window.

0. Edit the GL Account Description, Type, and Active? fields as needed.

Note: If you make an existing account code inactive, no change is made to existing database records.

0. Click Save GL Account [image: image6].
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Edit a GL Component Value

You can edit the description of a GL component value or you can change its active status. You cannot change a component value after you save the record, but you can delete the component value and create one.

To edit a GL component value:

1. From the organizations list in the Chart of Accounts application, select the organization for which you want to edit a GL component.

0. From the Select Actions menu, select GL Component Maintenance to open the GL Component Maintenance dialog box.
1. In the Components table window, select the component you want to edit. 
2. In the GL Component Values table window, find the GL component value. To narrow your search, use the Filter.
3. Click View Details [image: image7]. The Row Details open.
4. Edit the Description field or change the Active? check box. You can also do both.

The application combines Description fields of individual components to create the default description of accounts.

If you select the Active? check box, you can select  this value when you insert GL account codes.

If the clear the Active? check box, you cannot select this value when you insert GL account codes (the value does not open in the Select GL Account dialog box).

See Activating and deactivating GL Component Values for more information.

5. Click Close Details [image: image8]and edit other values as needed.
6. Click OK to close the dialog box.

Activating and deactivating GL component values

If you change the status of a component value from active to inactive, all GL account codes with that component value become inactive. 

For example, suppose you have a Resource component and one of its active component values is 888. You deactivate component value 888, close Chart of Accounts, and then reopen it. The GL Accounts that use 888 for the Resource component becomes inactive. 

If you then activate Resource component 888, the system asks you if  you want to activate the account codes that previously became inactive.

Note: When you make this change, no corresponding change is made to the GL accounts on existing records that use that component value. For example, suppose a work order uses a cost center value of 6250. You make 6250 inactive. The work order maintains 6250 for the cost center value. 
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Delete a GL Account Code

You can delete a GL Account Code at any time. 

· The system does not check to see if a deleted account code is used on existing database records.

· The system does not change existing database records that used the deleted account code.

Therefore, a GL account code deleted from Chart of Accounts can still exist on previously created work orders, purchase orders, and so forth. However, you can no longer use the account code on new records.

Warning: Deleting a GL account code can cause problems with the GL accounting system you integrate with the system.

To Delete a GL Account Code:

1. Open the Chart of Accounts application.

2. In the Organizations table window, select the organization for which you want to delete a GL account code. The GL Accounts table window displays the GL accounts associated with the organization.

3. Find the account code you want to edit. To narrow your search use the Filter.
4. Click Mark Row for Delete [image: image9]. You can mark multiple rows. To cancel a deletion, click Undo Delete [image: image10].

0. Click Save GL Account [image: image11].
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Delete a GL Component Value

You can delete a component value used in GL account codes. The system does not change GL account codes in existing database records that use that value. For example, suppose a work order uses a cost center value of 6500. If you then delete 6500, the work order keeps this number as the cost center.

To delete a GL component value:

1. From the Organizations table window in the Chart of Accounts application, select the organization for which you want to delete a  GL component value.
2. From the Select Actions menu, select GL Component Maintenance to open the GL Component Maintenance dialog box.
3. In the Components table window, select the component you want to edit. 
4. In the GL Components table window, find the GL component value. To narrow your search, use the Filter.
5. In the row with the component value, click Mark Row for Delete [image: image12]. You can mark multiple rows. 
To cancel a deletion, click Undo Delete [image: image13].
6. Click OK.
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Define Financial Periods

You use the Financial Periods dialog box to define financial periods.

Note: If you want the application to validate the data against financial periods, open the Validation Options dialog box and select the Validate Financial periods check box.

If you set up the system to use financial periods, then the system adds a financial period stamp to all transactions when they are generated. The transactions must occur during an open, valid financial period. Define at least one financial period.

The requirements of the accounting system you determine the format of the financial period.

To Define a New Financial Period:

1. Open the Chart of Accounts application.

2. In the Organizations table window, select the organization for which you want to define a financial period.

3. From the Select Actions menu, select Financial Periods. The Financial Periods dialog box displays all the financial periods for the selected organization. Financial periods are ordered sequentially by date, with the most recent period at the top.

4. Click New Row. The Row Details open.

5. In the Period field, enter the name or number for the period. The accounting system you use determines the format.

6. The From field represents the first second that the financial period is valid. If the are no existing financial periods, the system inserts the current date and time. If financial periods exist, the system inserts the date and time shown in the To field of the most recent period.

You can also enter a date for the period start date and time or click Select Date and Time [image: image14]. By default, the time is set to 12:00 a.m. for each date.

0. The To field represents the first second that the financial period is not valid. In the To field, enter the period end date and time or click Select Date and Time [image: image15].

Note: The system prevents gaps and overlaps in time between contiguous periods. If you change the date of an existing period, the system resets surrounding dates. 

0. In the Accounting Close Date you can, but do not have to, enter a closing date. After this date, you cannot charge further transactions to the accounting period. Click Select Date and Time [image: image16]if you want to specify a closing date.

For example, an Accounting Period "X" is from 2/1/05 to 3/1/05, with an Accounting Close Date of 3/15/05 at 12:00 a.m. A transaction can be charged to the period "X" even though the transaction is reported as late as 3/14/05 at 11:59 p.m. After that date, no further transactions can be charged to this period.
Do not complete the Actual Close Date field at this time.

0. Click Close Details [image: image17]and repeat steps 4 through 8 to add more financial periods.

1. Click OK.

At some point, you can close the financial period.

To close the financial period:

1. Open the Financial Periods dialog box and find the row with the financial period.

2. Enter a date and time in the Actual Close Date field. This date and time can be on or after the date in the Accounting Close Date field, but cannot precede it.

When the cursor moves out of the field, the system inserts your name in the Closed By field.

After a financial period closes, the system no longer accepts any financial transactions for that period.
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Define Resource Codes

Use the Resource Codes dialog box to define three kinds of resource codes:

· labor resource codes - GL account code components that track whether labor used in a transaction is inside labor (internal) or outside labor (external).

· tool resource codes - GL account code components that track whether a tool used in a transaction belongs to the enterprise (internal) or an outside vendor (external). 

· inventory resource codes - GL account code components to attach to inventory items used in transactions.

A resource code typically consists of just one component of the account code. When you use the Select GL Account dialog box to define a code, you leave the other components filled with placeholder characters.

To define resource codes:

1. Open the Chart of Accounts application.

2. In the Organizations table window, select the organization for which you want to define resource codes.

3. From the Select Actions menu, select Resource Codes to open the Resource Codes dialog box. 

4. Complete the information as needed for the three types of resource codes described in the following steps.

Labor Resource Codes

0. In the Internal and External fields, click Select Value [image: image18]and use the Select GL Account dialog box to define the labor resource code components.

Tool Resource Codes

0. In the Internal and External fields, click Select Value [image: image19]and use the Select GL Account dialog box to define the tool resource code component.

Inventory Resource Codes

0. Click New Row. The Row Details open.

1. In the Commodity Group field, enter a value or click Select Value [image: image20].

2. In the Inventory Resource GL Components field, click Select Value [image: image21]and use the Select GL Account dialog box to define the inventory resource code component.

0. Click OK.

See the General Ledger Accounts chapter in the Finance Manager's Guide for more information about Resource Codes.
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Set Up Organization Default Accounts

You use the Organization Default Accounts dialog box to create three global GL accounts:

· Global Rotating Suspense Account - you typically use rotating suspense accounts to hold the accumulated cost of repairs for rotating equipment.

· Global Ticket Account - you typically use the default account when a ticket for a service request is created and no other account is available.

· Tool Control Account - you typically use the default account when a transaction involves a tool and no other account is available.

To set up organization default accounts:

1. Open the Chart of Accounts application.

2. In the Organizations table window, select the organization for which you want to define the accounts.

3. From the Select Actions menu, select Organization Default Accounts. The Organization Default Accounts dialog box opens.

4. In the Global Rotating Suspense Account field, click Select Value [image: image22]to open the Select GL Account dialog box and specify an account. 

5. In the Global Ticket Account field, click Select Value [image: image23]to open the Select GL Account dialog box and specify an account. 

6. In the Tool Control Account field, click Select Value [image: image24]to open the Select GL Account dialog box and specify an account. 

7. Click OK.

See the General Ledger Accounts chapter in the Finance Manager's Guide for more information about rotating suspense accounts.
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Set Up Company-Related Accounts

You use the Company-Related Accounts dialog box to set up default GL accounts for your enterprise. The accounts are based on Company Type as specified in the Companies application. You can define the following three accounts:

· RBNI (Received But Not Invoiced) Account

· AP (Accounts Payable) Suspense Account

· AP Control Account

To set up default company-related accounts:

1. Open the Chart of Accounts application.

2. In the Organizations table window, select the organization for which you want to define company-related accounts.

3. From the Select Actions menu, select Company Related Accounts. The Company Related Accounts dialog box opens, in which the Account Types table window lists the enterprise types and the GL accounts associated with them.

0. Click New Row. The Row Details open.

0. In the Type field, enter a value or click Select Value [image: image25]. 

1. Enter GL accounts in the RBNI Account, AP Suspense Account, and AP Control Account fields by clicking Select Value [image: image26]. Use the Select GL Account dialog box. 

2. Click OK.

See the General Ledger Accounts chapter in the Finance Manager's Guide for more information about Company-
Related Accounts.
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Set Up External Labor Control Accounts

You use the External Labor Control Accounts dialog box to set up default account codes for work performed by outside vendors.

To set up default external labor control accounts:

1. Open the Chart of Accounts application.

2. In the Organizations table window, select the organization for which you want to define external labor control accounts.

3. From the Select Actions menu, select External Labor Control Accounts to open the External Labor Control Accounts dialog box. The Vendors table window lists vendors associated with the Labor Craft Rate in the Labor application and their control accounts.

4. Click New Row. The Row Details open.

Note: You can add a new row only if there is a vendor that has not yet been associated with a GL account. 

0. In the Vendor field, enter a vendor or click Select Value [image: image27]. 

1. In the Control Account field, click Select Value [image: image28]and use the Select GL Account dialog box to define the account.

2. Click OK.

See the General Ledger Accounts chapter in the Finance Manager's Guide for more information about Company-Related Accounts. 
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Specify Validation Options

Use the Validation Options dialog box in Chart of Accounts to specify how the system validates GL accounts. You validate GL accounts when you enter those accounts in GL account fields.

Note: You specify the format of GL account codes using the GL Account Configuration dialog box in Database Configuration.

For a discussion of the structure of GL account codes, see About GL Account Codes. 

To specify validation options for GL account codes:

1. Open the Chart of Accounts application.

2. In the Organizations table window, select the organization for which you want to specify validation rules.

3. From the Select Actions menu, select Validation Options to open the Validation Options dialog box, which contains four check box options. 

4. Select or clear the appropriate check boxes in the following list:

Deactivate GL Validations? - If this check box is cleared (the default), the system validates entries in GL account fields against values in Chart of Accounts. The next two check boxes specify these values.

If you select this check box, the system does not validate any GL fields. This selection effectively disables the general ledger feature even though you can still enter values in GL fields. 

Note: If you select this check box, the remaining check boxes are cleared and cannot be selected.

Validate GL Component Combinations? - If this check box is selected (the default), the system only accepts a valid GL account entry. The GL account entry is valid if the combination of component values matches a GL account code in the GL Accounts table window. Moreover, the Select GL Account dialog box does not display any component value. The exception occurs when the component value was used as part of a GL account code in the GL Accounts table window.

If this box is cleared, the system accepts any combination of valid component values. To be valid, a component value must match a value in the GL Component Maintenance dialog box. The composite GL account code does not have to match an existing one in the GL Accounts table window. 

Validate Financial Periods? - If this check box is selected (the default), the system checks to make sure that a transaction falls within an open, valid financial period. This period is defined in the Financial Periods dialog box.

If the check box is cleared, the system does not validate against defined financial periods.

Require Valid GL Account for All Transactions? - If this check box is cleared (the default), the system permits transactions when you do not specify a valid GL account. 

If this check box is selected, valid GL debit and credit accounts must be present on all transactions. In most cases, these GL accounts are defaulted from the vendor record. Therefore, the vendor record must be set up correctly. 

0. Click OK. 
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Update the Database

You use the Update Database dialog box to update your database after you change a default GL account or resource code in Chart of Accounts. 

You update the database for one organization at a time, not for all organizations. As described later, you have a choice of three ways to handle existing accounts when you update.

To update your database:

Caution: Make sure that no one is currently using the system when you update the database.

1. Open the Chart of Accounts application.

2. In the Organizations table window, select the organization whose database you want to update.

3. From the Select Actions menu, select Update Database. The Update Database dialog box opens.

0. In the Update Database section, select the type of update you want:

· Overwrite Blank Accounts Only. Choose this option if you want the updated Chart of Accounts data to overwrite only those affected GL Account fields that are currently blank.

For example, suppose you created an account code for the GL account field of an existing item type. Choose this option to overwrite the GL Account field when it is blank, but not when a GL account has already been entered.

· Overwrite Accounts With Old Defaults. Choose this option if you want the current Chart of Accounts data to overwrite GL account fields that have the previous GL account.

For example, suppose an item type had a GL account code associated with it in Chart of Accounts. This account code was inserted on item records where the item type was involved. On some records, the account code was then changed to another one. Choosing the Overwrite Accounts With Old Defaults option does not update those records in which the account code was later changed.

· Overwrite All Accounts. Choose this option if you want the modified Chart of Accounts data to overwrite all relevant GL Account fields in database records.

For example, suppose an item type has a GL account code associated with it in Chart of Accounts. If you choose this option, the system completes blank GL Account fields for that item type. The system also overwrites all existing GL Account fields for items of that type, including ones that were later changed.

0. Click OK.

Note: Historical records are not updated.
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Use the Select GL Account Dialog Box in Chart of Accounts

In Chart of Accounts, you use the Select GL Account dialog box only to create new GL accounts. You cannot edit GL accounts after they have been created.

In other applications, you use the dialog box to enter and edit account codes in GL account fields (described in Select a GL Account).

To use the Select GL Account dialog box in Chart of Accounts:

1. In a GL Account field, click Select Value [image: image29]to open the Select GL Account dialog box. 

The GL Account Code field displays placeholder characters in all segments, for example all the components can be filled with question marks. The value in the Segment field matches the highlighted segment in the GL Account field. The GL Component Value table window displays all the possible values for the component selected in the Segment field. 

Note: You use the GL Component Maintenance dialog box to create and edit GL components. 

0. When the Select GL Account dialog box opens, it displays the component values for the first segment of the account code. In the GL Component Value column, select a value. The value is inserted in the first segment in the GL Account field. The dialog box displays the values for the second segment of the code.

1. Select a value for the second component, then the third, and so forth, until you have created the wanted account code. Define all required components. 

Note: You can navigate between lists of component values by selecting a segment from the Segment drop-down list. You can also navigate by clicking in the appropriate segment in the GL Account field. 

0. Click OK.

1. Click Save GL Account [image: image30].
