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About General Ledger

The General Ledger module is the cornerstone of the accounting system. Itiswhereall the
transactions from the subsidiary modules, including Accounts Receivable, Accounts Payable,
Check Reconciliation and Payroll, get posted. The General Ledger records the transactions from
the subsidiary modulesin real time—meaning, as soon as atransaction is posted in a subsidiary
module, the General Ledger is updated at the same time. Because of the real time updating from
the subsidiary modules, you can print General Ledger reports, like a Balance Sheet and
Income/Expense Statement at any time during a month.

The General Ledger, like the rest of TOPS Software, istotally date sensitive. That means, you
can backdate or forward date transactions to any open accounting period. The accounting system
understands the dates of transactions and will post them to the correct accounting period. There
is closed period protection that can be activated to prevent posting transactions to closed periods
or closed years so you can’t change balances once financial statements are generated. But the
date sensitivity throughout TOPS means you can print reports for any past accounting period by
simply entering the dates you wish.

The General Ledger is specially designed to work for Condo/HOA (community) management.
The terminology, the capabilities, the ease of use and the design of reports all demonstrate that
this accounting system was designed for community management. For example, you can print
either a standard Balance Sheet report or a Fund Balance formatted report with the click of the
mouse. The Income/Expense Statement is aso designed to show the necessary information in an
easy to understand format so that Board Members, who may not be familiar with accounting
reports, can easily understand the report.

The General Ledger isincluded when you purchase TOPS as part of the “Basic System”.

To access the General Ledger module and its features, click the General Ledger button on the
TOPS Softwareé™ toolbar. You will see the Genera Ledger menu:

Chait of Acct. l Journal Entries . Recurring JE Yiew Accts. Reparts Acct. Periods Close Year Cantral Info

Use the General Ledger module to perform the following:

e Chart of Accounts - maintain the Chart of Accountsfor acommunity. Also, enter Budgets
through the Chart of Accounts.

e Journal Entries— enter direct transactions to the General Ledger to change account
balances. This can be used to make adjustments, when necessary.



Recurring JE — recurring journal entries can be setup, then posted each accounting period.
Examples of this might be, interest earned on savings accounts, depreciation, reserve
distributions, etc.

View Accounts— select ageneral ledger account #, then arange of dates. View al the
transactions for the account for the range of dates. Y ou can aso print the activity if you
wish.

Reports— print GL reports, such as the Balance Sheet, Income/Expense Statement, Reserve
Fund Statement and either atrial balance or full detail general ledger report. Thereisalso a
report designer on this menu where you can customize the look of your financial statements.

Accounting Periods — define the fiscal year for the community. Y ou can setup either a
calendar year or non-calendar year. Y ou aso keep track of the Current Accounting Period
here, which makes it easier for making entries to the GL and printing reports.

Close Year — moves the current year to previous year asit performs the closing processes.
Gives options to save the general ledger account detall for the year just ended or summarize
it into balances forward. This function also makes the retained earnings entry for net income
as it resets the income and expense balances for the new year.

Control Info — stores settings and options for the general ledger module. For example, it
stores the retained earnings account # to use when closing afiscal year. It aso activates and
deactivates the use of Cost Centers.



Chart of Accounts

INTRODUCTION

The Chart of Accountsisused by ALL modulesin TOPS Software. It isthe method through which
the software keepstrack of all the general ledger transactions. Every transactioninthegenera ledger
containsthe Chart of Accountsnumber. The Chart of Accounts consists of amain account number
which can beup to 5 digitsin sizewith an optional 3 digit Cost Center which can be activated in the
GL Control File.

Y ou can define "Ranges' for your Chart of Accountsthat will simplify adding new accounts. Also,
the"Ranges' can automatically create Financia Statement Layouts (Balance Sheet, Income/Expense
Statement, Reserve Fund Statement) that include al accounts in the Chart of Accounts with the
correct groupings and subtotals for professional 1ooking reports.

A typical Chart of Accounts organizationis:
Ixxx - 2xxx  Assets
3xxx - 4xxx  Liabilities
SXXX Equity & Reserves
BXXX Income
TXXX- 9xxX Expenses

The softwareis shipped with a Chart of Accountsin Community XX — Showcase Condo. Thisisa
well organized Chart of Accounts that will work well for either Condominiums or Homeowner
Associations. It uses the number ranges listed above. Unless you have a Chart of Account syou
prefer, you are welcome to copy this Chart of Accountsinto any new community you setup.

Define Ranges

Ranges are groups of account #'s for organizing your Chart of Accounts. By defining "Ranges” it
will simplify the setup of your Chart of Accountsand Financial Statement Layouts. After defining
"Ranges’, as you add new accounts to your Chart of Accounts, it will automatically give you the
correct defaults, such as, the typical Financial Statement Type for the new account.

Here are the predefined "Ranges" for your Chart of Accounts.
e Assets- Cash, Receivables, Current Assets, Fixed Assets, etc.

e Liabilities- Amounts owed including A/P Clearing, Payroll Taxes, Notes Payable,
etc.

e Reserves- The “Fund” balances in the “Equity” section of your G/L, not the “Cash”
accounts. See the Appendix “Reserve Handing” for more details.

e MembersEquity - Retained Earnings
e Income - both Owners and Misc. (non-owner) income

e Expenses- With Expenses you can define the names of the "Ranges’ that will then
be used on the Financial Statements. Thesewill then be the headingsyou seeon your
Income/Expense Statements if you let the system create the Financial Statement



Layouts for you.
Ex. "General & Administrative'
"Utilities"
"Maintenance”
To read more about defining ranges, go to the Setup manual, General Ledger Setup.

Required Accounts

There are certain accounts which must be part of the "Chart of Accounts'. These are accounts used
by the "A/R & Owner Collections’, "Accounts Payable" and "Payroll" modules. The Required
Accounts are:

Module Account Description Account Type
General Ledger Retained Earnings Equity
Year End Suspense Expense
Accounts Receivable Cash — Checking Asset
Maintenance Fees Asset (accrual) or Income (cash)
Prepaid Maintenance Fees Asset (accrual) Or Income (cash)
Accelerated Assessments Liability (accrual) or Income (cash)
Accounts Payable AP Clearing Liability

There are more accounts that might be needed, such as Late Fees and other owner related charges,
but the above accounts are the bare minimum that are required.

Cost Centers

Cost Centers are away of breaking down the Genera Ledger, Owner A/R and Accounts Payable
systemsto give visibility asto different groupings of Income or Expenses or for keeping what is
essentially separate sets of books within one General Ledger. Cost Centers Cost Centers have
many uses which include:

e Master Association with Sub-Associations
e Section or Building Accounting
e Departmental Accounting

Cost Centers are 3 digit numbersthat can be appended to the main GL Account #. If you are using
Cost Centers (activated in the "Company Data" file or GL Control File), you must define each
account WITH the Cost Center in the Chart of Accounts. An example would be:

7280-010 Insurance Expense - Maintenance Dept.
See Appendix D titled "Cost Centers’ for more information.



Maintain Chart of Accounts

Chart of &cct.

Click this button on the GL Menu to maintain the Chart of Accounts.

Y ou will seethe main Chart of Accounts window:

Chart of Accounts

! GL - Chart of accounts E@@

MR L AL

Entry Aotuals|
Accourt # | : l_ _iJ

Description |

Accourt Type -

Fin statement type | L]

Paren cortrol code | -

Fund Type v}

Cost Center Tools

E oK |®Cancel| '}Delete 4 Close

From here you can add, change, delete, or print alist of accountsin the Chart of Accountsfile.
Y ou can also maintain the yearly Budgets. We’ll cover each of the window elementsin detail.

4 4 | P

Click on the browse arrows to move backwards and forwards through the
Chart of Accounts.

¥

Click the down browse arrow to open up a browse of the Chart of
Accounts to select the account you wish.

Account #

The main GL Account #, which can be up to 5 digits. It must be numeric,
you cannot use alpha characters. Y ou can typein the GL Account # if you

know it, or use the down browse arrow %! to open abrowse list to select the
Account.

Cost Center

Thisisan optiona 3 digit field which can be turned on for tracking
departments or sections of the community. If Cost Centersareturned onin
the GL Control File, then you need to enter a Cost Center along with the
main GL Account # in order to select an Account.

Description

The name of the account up to 30 characters. The name should describe the
account becauseit is used on financial statements and el sewhere.

Account Type

Notice the down browse arrow X to let you select from one of the 5 pre-
defined Account Types:




Y ou must select an Account Type. By selecting an Account Type, the GL
will know how to treat the balances in the account on reports. It will also
define which report types the Account # should be include on, such as, a
Balance Sheet or Income/Expense Statement.

Asset Types
When you define an account as an Asset, you will see the “Asset Type” field
appear at the bottom of the screen. The choices are:

e Cash
e Current Asset
e Fixed Asset

e Accumulated Depreciation

You are NOT required to fill in the “Asset Type” on the Chart of Accounts
screen, however, you cannot print a “Cash Flow Report” until you have
defined a “Type” for each Asset account. For more explanation, see the

Asset Type heading below.

Financial
Statement Type

Notice the down browse arrow = to let you select from one of the 2 pre-
defined Financial Statement Types:

Balance sheet
Profit and loss

Y ou must select aFinancial Statement Type for each account. By selecting
aFinancial Statement Type, it also defines which reports the Account #
should be included on—the Balance Sheet or Income/Expense Statement.

Paren Control
Code

This means Par enthesis Control Code. Notice the down browse arrow =~
to let you select from one of the pre-defined Parenthesis Control Codes:

Encloze when dehbit

Enclose when credi

The General Ledger will show negative balances for the Account Type with
parenthesis () around them so they clearly stand out. When you answer the
Account Type and Financial Statement Type above, it will give you the
correct default Parenthesis Control Code for the account, but you can change
it if you wish.

Fund Type

The Fund Typeisused to do Fund Balance reports. Notice the down
browse arrow = to let you select from one of the 3 pre-defined Fund Types:

Unless you know an account is part of the Reserves, it is best to take the




default of Operating for most accounts. Consult a knowledgeable
community accountant for more information on Fund Balance accounting.

Asset Type

When you define an account as an Asset, you will see the “Asset Type” field
appear at the bottom of the screen like this:

Az=et Type | ﬂ

In order to print a “Cash Flow Report”, you must further breakdown each
Asset account into one of the following “Asset Types”:

e Cash
e Current Asset
e Fixed Asset

e Accumulated Depreciation

While you are not required to fill in the “Asset Type” on the Chart of
Accounts screen, you cannot print a “Cash Flow Report” until you have
defined a “Type” for each Asset account. The Cash Flow Report on the GL
Reports menu checks to see if each Asset account has an “Asset Type”. If it
finds any Assets where the type is not defined, it will automatically pop-up a
wizard to help you quickly define the “Asset Types”.

A typical Chart of Accountslookslike this:

Chart of Accounts

## GL - Chart of accounts

|< ‘ } ’l Budpet Buc@et Prior Priit

Entiy Aotuals )
Accournt # 1010 - |0oo

Description h‘:ash Checking - Operating

Account Type Azzet b

Fin statement type |Ela|an|:e shest LJ

Paren cortrol code |E|‘|DIDSE sehien credit LI

Fund Type Operating "'1

Asset Type |Cash LJ
Cost Center Tools & oo | @) Cancel } Delete| 4k Close

Click on any of the fields to make changes EXCEPT the Account # itself. Y ou cannot change
the Account #, you must del ete the account and re-add it with the correct Account #.

Note: You cannot delete an Account # if General Ledger transactions exist for that account even
if the transactions are in a previous fiscal year. Y ou must wait to delete the Account # until the
General Ledger transactions are purged as part of performing a'Year-End Closein GL.




If you use Cost Centers, this button contains handy functions that let you
easily define Cost Centers, and tools to activate them across your Chart of
Accounts. Read the Cost Center section of this manual for more info on the
use of thesetools.

Cost Center Tools

Navigation
Use these buttons to on the Chart of Accounts window.

‘ |4 4 ) '| Use the Arrow buttons to move account # to account # on the Chart

of Accountswindow or jump to the LAST/FIRST account. The
arrow navigation can be handy when you want to review/change the
Chart of Accounts.

2 o OK — Click this button to accept any changes made and clear the
Chart of Accounts window.

@Cancel Cancel — Click this button to scratch any changes entered on the
Chart of Accounts window.

) pelete Delete — Subject to the warning Note below, you may delete an
account from the Chart of Accounts.

Note — Y ou cannot delete an account that has transaction history
attached to it in either the current or any past year still onfile.
Thisis asafeguard to protect the integrity of the accounting
system. If you deleted an account with activity in it, previous
accounting reports would be made invalid because an account
with accounting transactions has now disappeared.

& Close | Close — Click this button to exit from the Chart of Accounts.




Budgets

Budgets for communities are entered through the Chart of Accounts. Y ou can enter or maintain
budgets for 3 years:

e PreviousYear
e Current Year
e NextYear

Budgets are the financial plan for acommunity for afiscal year. Budgets can be printed asa
point of comparison on financia statements to help evaluate the actual financial performance of
the community. Budgets can be entered for the Next Fiscal Year at any time without affecting
the current year budget. In fact, the new Budget Entry program can be used to develop the Next
Fiscal Year budget instead of using a separate spreadsheet software.

Because budgeting is so important to a community, we give you two ways to work with budgets.
There isthe original budget entry program and also a new budget entry program that works like a
Spreadsheset.

Old Budget Method

This method of entering and maintaining budgets has been replaced by a new, more streamlined
way of working with budgets. Therefore, we will just point out afew of the highlights of this
method of budget entry:

First, you must select the Account # from the Chart of Accounts where you wish to maintain the budget.
Follow the procedure described above to select the Account #. Once selected, it will look like this:

Select Account #
|< < } ’l Budger | [Budzet | Frior | prigy
Account # E310° - |apK
Deszcription |Asse3 ert Income
Account Type Income .
Fin statemenyiype |F'r|:|f'rt and loss LJ
Paren cpfitrol code |Enu:|use wehien debit Ll

Fund Type Operating v]

Cost Center Tools

E 0K | @Cancell ')Deletel “Clnse

Notice the Budget button at the top of the window.

@ Click the Budget button to access the old budget entry method.

Budget




Y ou will seethe budget entry window:
Old Budget Entry

< Maintain Current Year Budgets

Budget Year: 2007

Account: 6310 -000  Assessment Income

Period Amount Period Amount

1. January |—2.§‘D_.DE G, August |—2'EEE
2. February ]m 9. Septemnber Im
3. March [ =25mo0 10 Octoker [ =smon
4, Al lm 11, Movember ]m.
50 May l—-?.,.m 12. December ]m‘
B. June [ &0 s [
7.

July -2,570.00
Totals: -30,840.00

¥:;ﬁ ’l E oK |0Cancel

% I ‘fea rlgl Prewv.
y Eled @Buf@et Year

It will automatically display the budget for the selected account for the current year. Y ou can
move to the Previous Y ear Budget or Next Year Budget.

Budget Rules
Keep these simple rules in mind when working with Budgets:
e Income - Enter Budget with aminus (-) sign such as"-100"

e Expenses- Enter Budget as a positive number such as"100"

g Clear Use the Clear button to erase the budget figures on the budget entry window so you
can enter new budget figures for each period.

ey Use the Yearly Budget button to enter the yearly total budget for this account, then
have the software divide the total evenly across each accounting period.

2 o Click the OK button to accept the budget for this account the way it is displayed.

@Cancel Click the Cancel button to scratch any changes made to the budgets displayed in the
window.

This completes the brief instructions on the Old Budget Entry method. The new Budget Entry
Method follows.
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New Budget Entry
Overview:

TOPS Version Software offers an easy way to enter, update and print yearly budgets for
communities. It uses a “spreadsheet” interface similar to popular spreadsheet packages. In
addition, a user may enter Budget Notes attached to budget line items explaining the line item.

Y ou can export the budget in several formats including Excel®. After export, the budgets may
be altered in another application, like Excel®, then imported back into TOPS Version Software.

Budget spreadsheet reports can be printed with our without the Budget Notes. In addition, the
budget reports can be generated in PDF file where it can be attached to an e mail and sent.
Budget Entry:

Budgets are entered through the Chart of Accounts maintenance window on the General Ledger
menul.

When you click the Chart of Accounts button, you will see this window:

Chart of Accounts

Account # G310 - Iﬁ

Description |Assessment Inco

Accourt Type

Fin statement type |me'rt/{nd loss -]

Paren control code |En oze when debit Ll

Fund Type

Cost Center/Tools
/

W Close

B oo |@Canceli '}Delete

Click on the new Budget Entry button. Unlike the old budget entry method, you do
NOT need to select a GL Account # before clicking on the new Budget button. Y ou can
proceed to work with your budgets without selecting a GL Account #.

Y ou can select the Budget Options you wish to work with:
Select Budget Options

11



! GL - Maintain Budgets

Select Budget Year

{7 i Previous Year +  Curent tear ™ MestVear

Select GL Accounts

" Select Al G/L Accounts
(+ Sglect GAL Accounts By Tupe

[ Aszet Accounts
[ Liability Accounts
[ Equity Accounts
v Income Accounts

[v Expenze Accounts

Import Print |
Change Years | Expu:urt! dﬂepnrt B oK | ¥ Close

The Budget Options are described below.

Select Budget Year:

Select from Previous Y ear, Current Y ear, or Next Y ear budgets. Typically, once a budget
is approved for ayear, it is not changed. Although you may change any of the budgets
available in this window.

The Next Y ear budget is where you would enter an approved budget for the following
year while you are still in the Current Year. The GL Year End Closing gives you the
option of moving Next Y ears Budget to Current Y ear during the closing process.

Select GL Accounts:
Y ou can select which GL accounts to enter budgets. These options work like this:

= Select ALL G/L Accounts— will give you a spreadsheet entry window for every
active account in this community’s Chart of Accounts.

= Select G/L Accounts By Type - the user can then select the GL account types to
include in the spreadsheet entry window. The account types are:

o Asset Accounts— Cash, accounts receivable, fixed assets and the like.
Normally, you would NOT enter budgets for these account types.

o Liability Accounts— amounts owed to others, notes payable, deferred
revenue and the like. Normally, you would NOT enter budgets for these
account types.

o Equity Accounts— Reserves fund balances, accumulated profit and
losses, contributed capital and the like. Normally, you would NOT enter
budgets for these account types.

o Income Accounts— Assessment income, late fees, specia assessments
and the like. Normally you WOULD budget for these account types.
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o Expense Accounts— Insurance, utilities, lawn maintenance and the like.
Normally, you WOULD budget for these account types.

Notice that the default checkmarks are next to Income and Expense Accounts. These are
the typical account types for entering budgets.

Select the Account Types you wish to enter Budgets for.

Budget Options

The following section explains how to enter Budgets and Budget Notes so they are available to
print on financial statements as a point of comparison.

Start at the Budget Options window:
Budget Options

4 GL - Maintain Budgets XX -sampl... [=|[@]X]

Select Budget Year

T [ Previous Yeat *  Current Year ™ MestVear

- Select G/L Accounts

" Select All GAL Accounts
(+ Select GAL Accounts By Type

[ Azzet Accounts
[ Liability Accounts
[ Equity Accounts
W Income Accounts

W Expense Accounts

Change Years Igl?g?:;m! ﬂﬂpé";";n L | ¥ Close
Select your Budget Options.
@ o Click OK after making the selection of Budget Account Types and
J changing any other options in this window.

Y ou will then see the budget entry window:
Budget Entry

13



3 GL Budget Entry & Projection for XX - Sample Condominium

Current Year (2007) £ - Budget Note Cihick the mofe icon on fre spreadshast fo [[] Hide zero accounts
198 of 128 ehomn - MoNote quickiy edii & enter Buigef Notes. [¥] Highlight negative values
| Acct # Acct Name Tatal *rr Januarny Februar March April taw
> --mm-——————-
# |0BO00-000  IMCOME: 0.00
0E310-000  Assessment Income 30840.00 2570.00 2570.00 2570.00 2570.00 2570.00 2
» |DB320:000  Developer Assmt. Income 0.00 a o 0 a o
2% 06330000 Special Assmt, Income 0.00 a o 0 a o
| 0B340-000  Late Fee Income 300.00 25.00 25.00 2500 25.00 25.00
063504000 Legal Fees Reimbursement 0.00 a o 0 a o
¢ (0B360-000 Misc. Dwner Incomme 0.00 a o 0 a o
# | 0B370:000  Owner Collaction Costs 0.00 0 1} a 0 1}
# | 0B3B0:000  Owner Admin. Fees Income 0.00 0 0 0 0 0
# | 0B330:000  Owiner Interest Income 0.00 0 [t} 0 0 [t}
o+ (0E410-:000  Special Assessment Income 2100.00 1080.00 1050.00 1) a o
»  0B420-000  Recreation Pass Income 0.00 o o o o o
4 :[IEABD-[I[ID Agsmts. Paid in ddvance 0.00 o 1] o o 1]
#  DE440-000  Accelerated Assessments 0.00 o o o o o
| DB4E0O00  work Order Income 0.00 o o o o o
# OB480-000  Pool Guest Passes 0.00 a o 1} a o
’ .[IEABD'[I[ID Receivables Adjustments 0.00 o o o o o
¢ |DBS10:000  Transfer Fees 0.00 ] 0 i ] 0
| # |DB210:I00  Laundry Income 0.00 a i} 0 o i} ¥
bl i -
2 Budgetholes | ([ FrntBudget Postto. |Curert Year (2007) v

Navigation:
Use these buttons to work with budgets:

Click onthe GL Account # to select an account for
budget entry.

ISR A zzezement lncome

' Click on thisicon to enter a Budget Note for the selected
GL Account #.

y @ When the Note icon displays as a colored pencil, it means
anote exists for the budget line item.

[] Hide zero accounts Checkmark this box to suppress displaying GL accounts
that have NO budgets entered.

i el Pt Sl This will make negative values (- minus sign) appear red.
For Income, it would be Debits because income is
normally a Credit. For expenses, it would be Credits
because expenses are normally Debits.

(# BudgetNates | Click this button to switch to the Budget Notes window
for al the GL Accounts.

[D Print Budgst ] Click Print Budget button to print budget spreadsheet
reports.

Postto: | Curentvear z007)  ~| | POSt TO givesyou the ability to save the budget to any of
the 3 years available, Previous Y ear, Current Y ear of Next
Year. Usethe down browse arrow to select the year.
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Save the budget changes to the Post To year above.

Exit will exit the program discarding any changes that
- were not saved with the Save button.

Entering Budgets

From the Budget spreadsheet window above, you are ready to select a GL Account # where you
wish to enter or change abudget. Just click on the GL Account #. Y ou are now ready to enter
either of the following:

e Yearly Budgets— Enter the total year budget amount, let the budget program spread it
evenly across each budget period.

e Period Budget — Enter the amounts in the periods where the budget belongs. Use this
method where the amounts are not the same amount each period.

** Important Note **

Entering Income Budgets — Unlike the original budget entry program, Income does NOT
need to be entered with aminus (-) sign to make it aCREDIT. If you are entering a Budget
to aGL Account that is setup as an INCOME account, the new Budget Entry program
trandates a positive amount to be a CREDIT. So the only time you need to enter an Income
budget item with aminus (-) signiswhen it isa contra (a DEBIT which is a negative) income
amount.

Y early Budgets

Thisiswhere you enter the total year amount and |et the program spread it for you evenly across
each budget period. Thiswill work whether your fiscal year is 12 periods, 6 periods or quarterly
(4 periods).

Enter Yearly Amount

%’E GL Budget Entry & Projection for XX - Sample Condominium 1 B_ E_lgj
Current Year (2007) £ -Budget Mote Clik #he mofa icor on the sprasdsheat fo [] Hide zera accounts
128 of 1 28 ows shown - Mo Mate quickl edif & enfer Sudgef Nofes [#] Highlight negative values
Acct 31 Acct Mame Tatal Y1 Januany February karch April
-m—-----
+ | 0000000 INCOME: 0.00 -
7 :08310 000 Assessment Income 30840.00 2570.00 2570.00 2570.00 2570.00 2570.00 2658

7 -08320-000 Developer Azsmt, [ncome
' 42 0B330-000  Special Assmt. Income
© | 0B340-000  Late Fee Income
” :08350-000 Legal Fees Reimbursg istri

.00 0 0 0 0 1]
1} i} ]

sl 25.00 25.00

a 1}
4 -DBBBD-DDD Misc. Dwner Income ] 1}
< 0B370-000  Owner Collection Costff ™ 0 ]
+ |06380-000  Owner Admin. Fees| a [t}
1] 1}

y :08390 000 Owrer Interest Incoms

Notice when you enter an amount in the Total Yr column it asks whether you wish to spread the
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amount evenly across the periods. To have the program do thisfor you, answer Yes. A No will
let you enter the amount in each period manually.

The Y early Budget amount will be spread evenly across the periods like this:

Spreading Yearly Budgets

6L Budget Entry & Projection for XX - Sample Condominium

Current Year {2007} e Budget Note Chick #ha mafe icorr o fhe soreadeihest fo [] Hide zera accouints

138 of 128 raws showh, - Mo Mote quickiy edlf & enter Sudigef Mofes [¥] Highlight regative values

i Acct # Acct. Marme Total ¥'r January February March Al

| _-ﬂﬂ__-----

| & ;DEDDD 000 INCOME: 0.00 - |
! 7 fDEE'I 0000 Assessment Incame 30840.00 2570.00 2570.00 2570.00 2570.00 2570.00 25 |
| ¢ 0R320-000  Developer Assmt. Income 0.00 ] ] ] ] ]

' [ EDESBD-DDD Special Assmt. Income 15500.00 291.5 1291.67 1291.67 1291.67 1291.67 1:

You are located at the first period ready to change any of the period amounts if you wish.

To make the individual period amounts add back to the Total Yr amount, any needed rounding
will be done in the last budget period for the year.

Usethe Y early Budget spreading function to save time in budget entry where it makes sense.

Remember — enter Income budgets without a minus (-) sign. The budget program will
automatically trandlate this as normal income which isa CREDIT.

Period Budgets

Use this method where the amounts are not the same amount each period. Y ou can enter the
budget amount for only 1 period, for several periods or however you wish to distribute the
budget based on how the income or expenses will actually happen during the budget year.

Enter Period Amounts

i GL Budget Entry & Projection for XX - Sample Condominium

| 07010-000
< 07020000 Accounting Fees
A0 0740000 Audit Fees

Management Fees

Enter the amount(s) in the periods where they belong, press Tab or ENTER key to record them.

£000.00
0.00
0.00

Current Year [2007} o Budget Mate Chick fhe mofa o on i soreadshast fo [[] Hide zero accounts
128 of 128 1ows shown, © - NoMote quickfy edit & enfer Budgel Mofes Highlight negative values
Acct # Aecct. Mame Total vt January February March Apil (L EN »
7 508490-000 Receivables Adjustments 0.00 1] 1] 1] 1] 1]
g 0B510-000  Transfer Fees 0.00 ] ] ] ] ]
¢ 0E0-000  Laundry Income 0.00 o o o o o
I 4 0B310-000  Interest Income 500.00 50.00 50.00 50.00 50.00 50.00
g :08920 000 Misc. Income 0.00

-_------

500.00

500.00
]
1]

500.00

500.00

500.00 E
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Update Total Year Amount

“{ GI. Budget Entry & Projection for XX - Sample Condominium

Current Year {200?} P Budget Mote Chick #a nofe icar o iha soraadshest fo [] Hide zero acconts
128 Df 128 fows Shown © - Mo Mate gquickly edi & enfer Fudgel Nofes [] Highlight negative values
Ac:c:t 31 Ac:c:t Name Total Y'r January February March Apnl Ma_l,l ‘\
- | 06490-000  Receivables Adjustments 0.00 1] 1] 1] 1] 1] |
’ 0B510-000  Transfer Fees 0.00 a a a a a
# 06310000 Laundry Income 0.00 0 0 0 0 0
¢ DEII0-000  Inkerest Income 60000 50.00 50.00 50.00 50.00 50.00
< 0B920-000  Misc. Income 0.00
-_------
¢ |07010-000  Management Fees 6000.00 500.00 500.00 500.00 500.00 500.00 i
| ¢ 07020000 Accounting Fees .
¥ 707140000 AuditFees & i

Once you pressthe Tab or ENTER key to record a budget amount in a period, the Total Yr
amount is updated as well as the period amount.

Continue to enter budget amounts using the Y early Budgets or Period Budget methods.

Remember — enter Income budgets without aminus (-) sign. The budget program will
automatically trandate this as normal income which isa CREDIT.

Postto: | Cument Year (2007) | | Before Saving the budgets, make sure you have selected the correct
Budget Year to saveit to at the bottom of the window. The
budget can be saved to Previous Y ear, Current Year or Next Y ear.

**Warning** - be careful not to overwrite a Budget Y ear you do
not wish to change.

Click on the Save button to save the budgets entered once you
have confirmed the selection of the “Post To” Year.

Budget Notes

Notes |et you enter an explanation for lineitemsin the budget. Notes are attached to particular
budget line items. Notes can be printed on the budget spreadsheet report with the budget line
item. The budget reports with Notes could be sent to community officers so they could
understand each budget line items.

Budget Notes are limited to 250 characters per Note. Y ou can enter as much of an explanation
for aparticular budget line item as you wish up to this limit.

Thereisonly 1 Budget Note for aGL Account. There are not separate Budget Notes for each
Budget Y ear (Previous, Current, Next). The Budget Notes cannot be copied from one year to the
next because only 1 set of Budget Notes are stored.
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There are two ways to enter Notes.

e Quick Notes— pop-up a Note box to enter a Budget Note for one of the budget line
items.

e All Notes— switch windows from the budget spreadsheet to afull Budget Notes window.

Notes can be entered, changed or deleted using any of these two methods.

Quick Notes:
Enter a Budget Note quickly when on a selected budget line item in the spreadsheet.

b o Click on thisicon on a budget line item where you wish to enter a
Budget Note.
Quick Note
A GL Budget Entry & Projection for XX - Sample Condominium

Current Year {200?) & - Budget Mate C&\:& fhe mofe feon o i goragdsieat fo [] Hide zero accounts

128 of 128 rows shown * - NoNate e e Highlight negative values

vAc:c:t ﬂ :ﬂcct. Marme Tatal *rr January February MarcH April M;a_l,l Jur A0
+ | 06000000  INCOME: 0 nn o o 0 0 o
JODEM0O00  Assessment Income Duick Note Entry for Account #: DE330-000 - Special Assmt. Income
/06320000  Developsr dssmt. Incoms | Special Assessment for replacing roofs on Building 1 and Building 2|

| ¥ ¢ 0B330-000  Special Assmt. Income
| 7 DE340000  Late Feelncome
+ 06350000  Legal Fees Reimburzement

/| 06360000 Misc. Dwner Income [7) Automatically save Notes

¢ OB3F0000  Dwiner Collection Costs

If aBudget Note exists for that lineitem, it will be displayed. You can changeit as
necessary. If no Note exists, you may add one.

Save the Budget Note to record it.

All Notes:

Displays afull Budget Notes window where you can enter or edit Notes for any line item.
This can be handy when you want to review the existing Notes for your budget.
Remember, there can only be 1 Budget Note per budget line item.

|® BudastMotes | | Click this button to show all Budget Notes for all the GL Accounts.

18



You will see all the GL Account #’s where you can enter Budget Notes:
All Notes

e Budget Entry & Projection Notes for XX - Sample Condominium

Account Description Mate L]
06000000 | INCOME:

b 0STIOON | Assessrert ncome I |

o+ DB320-000 | Developer Azsmt. Income

£#  0R330-000 | Special Assmt. Income: Special &ssezzment for replacing roafs on Building 1 and Building 2
4% 0R340-000 | Late Fee Income Late Fee is $5 per month charged on the 15th
¥ 06380-000 Legal Fees Reimbursement | Papmenits from definquent awners paying back the commurity far legal fees incurned in

¢ DB360-000 | Misc. Dwner Income:
# | DB370-000 | Owner Collection Costs
/| DB3B0000 | Dwner Admin. Fees Income
£® 06330-000 | Owner Interest Income Interest charged on delinguent owner accounts turned over for collection
 DB410-000 Special Assessment Income |
~ 0B420-000 Fiecreation Pass Income
4 ﬁB43b-DUD ..é\ssmts.. i:’a\d in A:ivan‘cé
| DB440-000 .Accelarated Agsessments
+  OB4B0-000 :Wnrk Order Income
| 06480000 | Pool Guest Passes
© 0B430-000 | Receivables Adjustments
#  0B510-000 | Tranzfer Fees .
060000 | Laundry Income
o 06310-000 | Interest Income
5 ﬁESZU-DUU | .rv'ilsc. Income
+ | 07000-000 GEMERAL & ADMINISTRATIVE

¥

& - Budget Mote - MoMate |

Click on any of the GL Account #’s to enter, change or delete a Budget Note.

Click Save to record the Budget Notes entered in this window.

Printing Budgets

Use this option to not only print budget reports, but also when you wish to export budget reports
to another application or generate a PDF file so you can attach the budget to e-mail. All of thisis
done through the Print Budgets area. Thereisadirect Import/Export budgets function that has
less steps than using the Print Budget, thisis covered later in this manual section.

[D Frint Budget ] Click Print Budget button to print the budget spreadsheet reports.
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Y ou will seethe Report Options:
Report Options

B Print Budget [E@l

Report Yiew Options

Supprezs Zero Balance dccount:
Alternate Bow Calor
Include Motes

Other Options
[] Export Report

[ Print ] l Cancel ]

Checkmark the options you wish for the printed report.

Suppress Zero Balance Accounts | Checkmark thisto only print GL Accounts with Budgets.

Altermate Fow Colar Checkmark thisto print an alternating shaded row to make
it easier to read across on this landscaped report.

Include Motes Checkmark this to print the Budget Notes on the
spreadsheet report.

[ Export Report Checkmark this button to export the budget report. This
will be covered in more detail below.

[ Print | Click Print after selecting the report options.

| Cancsl | Click Cancel to exit the print budgets.
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Export Report:

Thisis how you can export the report to another application, like Excel®, or generate a
report fileto attach to e mail. When you checkmark this option, then click the Print
button, you will see the print preview window with export formats:

Print Preview

Printed 9/14/2007 - 4:35 P XX - Sample Condominium Page 1
GL Budget Projection for 2008
Beeourt Info January February hrch Aol My June July August Seprember Octaber  November  December Total
Income
000 - Assessment Income: 57000 2,570 2,570 SET0.00 57000 2,570 2,500 SET0.00 57000 2,570 25T 57000 30,3400
Spenial Assessment for epiaving mofs or Buiding 1 and Buitling 2
6540000 - Late Fee Inceme. 5 s 5500 52500 s fesa 5500 52500 s fesa 5500 R0 $3m0 .00
Late Fee is §5 per month charged on the 15
Payaents fom delnguent o wiers paying back the community for legal fees imoured in colection of definquent balkimes
Inberest charged on dfinguent awneraccounts bumed over for collection
0410000 - Spacial 4532 meTt income 1,050 $1,05000 .0 00 w0 m 00 o w0 m 00 w0 fzmg
10000 - Iterest Ingome. 0.0 o 000 £0.00 00 g0 000 .00 00 g0 000 0.0 S 00
| End of Incomaé dscounts bund) 5605 10 5050 04500 w05 00 wpds e 04500 0 00 wpds o cds 0 04500 whds 00 00
Expense
010000 - Managama Fees 00w o “{ Export Report f5un00 0000 w0000 fsam 00
(7260001 -Pustage & Wail 5 s . —— 150 #1500 500 $1a000
onzs0000 -Imnsurnce s Select an export formal. | PR YY) a0 0 5000 $s70000
(55540-00 - Sie Improemert - Citer 20000 File location o0 L) mon $2700 00
08310000 - Electichy 3000 <Click ta select file location> fsse0 3000 30,00 $1m 00
10008 - Gen. Maint. & Fiepair 0000 g S 00 S00.00 $1.20000
(4510-001 - Laun Maint & Landscaping o i s o $4.200 50
0700000 -Tresh Femovat s 5000 550,00 5000 faam00
(4750-001 - Extermination 5 Net Expoited 50 500 w00 $00.00
0990000 - S Femovzl fosom fm w00 3000 $1zm
(4415.001 - Fesenes - Pauemert w0000 R0 .00 : 000 20000 200,00 $2.0000
(19950000 - Fesenies - Smest Ligns s s s 500 7500 w0 fn 0
AE0-00 - Fesenjes - Rooks 5000 B 5000 s SHE0.00 SH50.00 $1.200 00
| Ena of Expanss [13 4ccounta funa) X [y 15500 / 2,635 00 e300 2,895.00 69500 2,650 00 X [ s 00 2,008 00 r—
/
| M Inco me (17 Acco unte bund) 200 1z ss,su}ln 3000 5,995 15,9900 $, 00000 3500 5,950 f025.m0 72000 o $1500

Notice the Export Report box. Usethisto select the export options and the file path.

Click the down browse arrow to see the export format:

i,

i Export Report

Select an export format | 4 gobe Acrobat [POF]

Adobe Aciobat [ FDF]
HTHL file [HTHL]
Eucel spreadshest [#LS)
Richtexst format [BTF]

File location
<Click to select file locatio

Mot Exported

Y ou can chose from these file formats:

Adobe Acrobat (PDF) — use thisformat to get areport file to attach to e mail.

HTML file(HTML) — use this format to publish to aweb site.

Excel Spreadsheet (.XLS) — use thisformat to export the report into Excel®.
Richtext format (RTF) — use this format to export the report to Word® or other

word processor.

Click or arrow down to the export format you wish.
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Select Export Path .
! Export Report E|§|E|

Select an export farmat; |

File locake
£Click o zelect file location:

Mot Exported \

Once you select the export format, you are ready to select the |0cation where you want the
report file saved. Notice the “Click to select file location™ link above.

Y ou can select the location to save the budget file and the file name:
Select Save L ocation

Select export file location
Save in; | @ Desklop vl 0 £ o ,
LY iD My Docurnents
L E} -j My Computer
My Recent | “2My Metwork Places
Dacuments @Community Managerment
FT'- @Metrn
Dezklop
My D ocuments
My Computer
q File name: o GLBudget 3 14 2007 3 V| [ Save ]
=
by Metwark Save as type: |E>:c:e| spreaasﬁm v! ’_ Cancel ]

Notice the default file naming convention used. The default file name is made up of
these 3 components:

XX_— Community ID
GLBudget
Date exported
Y ou may overtype to change the file name to whatever you wish.

Follow standard Windows procedures by clicking the Save button to save
the file to the desired location. Y ou can then open it with another
application or attach it to an e mail.

22




Change Years

Thislets you label the Previous, Current and Future B
the Budgets are associated with.

udget Y ears so you know what fiscal years

Start at the Budget Options window.

Budget Options

“ff GL - Maintain Budgets

— Select Budget Year

7 Previous Year

— Select GL Accounts

7 Select &l GAL Accounts
& Select G/L Accounts By Tyupe

Aszset Accounts
Liability Accounts
Equity Azcounts

Income Accounts

<1717

Expenze Accounts

‘& Print
Report

o IPgport
@mﬁipad
——

xx -sampl.. [ )@|X)

" MestYear

A ‘Clnse.l

Notice the Utility button.

%._.ti,-m_,l Click the Utility button.

Y ou will see the Budget Utilities window:

Budget Utilities
it GL - Budget Utilities

EEX

From To
" 2006 2006
" 2007 " 2007
[ " 2008 " 2008
" Initialize Budget Years
I~ 2006 I 2007

[ 2008

? Change Year Desc )

B ok | W cio=e |

Notice the Change Year Description button.
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Change vearDese | | CliCK the Change Year Description button to display or change the

3 yearsthat are available for budgeting, Previous Y ear, Current Y ear,
Next Year.

When you click the Change Y ear Description button, you will see the 3 years with the
year |abels:

Budget Years

“ GL - Budpet Year Label

Current Year: 2007

Previous Year Label:

Current Year Label: 2007
Future Year Label: 2008

ﬂ, QCancell

This simply gives you away to label the Previous, Current and Future years with the

correct year number so that it is clear when you are working with budgets. Make the
changes as needed, then Click OK.
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Import/Export Budgets

This allows you to export a budget work file out to another application, like Excel®, make
changesto it, then import it back into TOPS Version Software.

A budget file can be imported from Excel® back into TOPS. However, if you wish to do this,
you must first EXPORT the budget report from TOPS so the GL Account #’s are properly
formatted. If you do not Export the budget report first, you will not be able to import the budget
in aformat that TOPS can understand.

Start at the Budget Options window:
Budget Options

“ GL - Maintain Budgets xx -Sampl... [= [B)X]

Select Budget Year

7 Previous Year & ntYear ™ MewtYear

- Select GL Accounts

™ Select All GAL Accounts
(¥ Select GAL Accounts By Type

Azzet Aocounts
Liability Aiccounts
E quity &ccounts

Income Accounts

AR<IN [N ]

Expenze dccounts

/1 Import L Print
] ot N

& o ﬁcmse-l

Notice the Import & Export button.

Impart Click this button to Import or Export a budget work file from/to
% Export another application, like Excel®

Once you click the Import/Export button, you will see this window:

Import/Export Budgets

! GL Budget Import / Export

XX - Sample Condominium

You may zelect to lmport 2 budget from a spreadshest file, or Export an
exizting TOPS 2000 budget.

ENFES ER

Import Budget Export Budoet

We’ll discuss the Import and Export functions for the Budget.
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Import Budgets

Use the Import ONLY after you have first exported a budget work file to another application.
Budgets created in other applications, like Excel® cannot be imported into TOPS unless they
were first exported to the other application. Thisis because the GL Account #’s have to be
formatted correctly so TOPS will recognize the budgets attached to the GL Account #.

W™ Click the Import button to bring in a budget work file from another
| application, like Excel®.

I t Budget .

T Note: Y ou should Export the budget work file FIRST to another
application so it has correctly formatted GL Account #’s. If you
don’t do this, the file Import is not going to be recognized by TOPS.

Y ou will seethe Import window:

Import

4t GL Budget Import £ Export

XX - Sample Condominium

Select budget year ta Impol

Fleasa-sealsct 5 file to Import.
4click to browses

Mext Year [2008]

First, select the budget year to ir{port. Y ou can import to the Previous, Current or Next
Y ear budget. Only these 3 years are available for budgeting purposes.
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Next, click the link named “click to browse” to locate the file you wish to Import.

Browse - L ocate Import File

Import Budget

ook ir: | [ Desktop vl e N

]D My Documents

& |
4 3 'j My Computer
My Recent ‘-_JMV Mebwork Places
Docurnents

&

My Documents

Fdy Computer

i}; File name( D [ Open ]

[CommaDeimiedFile (C5V) > ~| [ Cancel |

Thisisthe standard Windows browse window. There are 3 options available on the
browse window:

Look in: Select the location you wish to Import the budget file from.

iy Network, Files of type:

Filename: Enter a file name for this Community’s budget file. You can name it
whatever you wish.

Filesof Type: You can select the File Typeto look for. Only files of thistype will be
shown in the browse window.

Locate the file you wish to Import, click on it, then click the Open button.

Y ou will see aconfirmation window for the budget Import:

Confirm Import

4 GL Budget Import £ Export

XX - Sample Condominium

Select budget year ta Impor” | Nest Year [2008) ol
Fleaze zel I

“Documents and SettingztHE Owhert
umentzhBudgetsteds 2008 C5Y

K4 ER

Irnpart Mow Back

Notice it shows the Budget Y ear and the file path for the import.
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‘;’ ‘ Click the Import Now button to proceed. Thefilewill be imported.

Irnpart f oo

Y ou will seethe Import successful message:

Import results

\l{) Budget has been Imported sucessFully.

Click the OK button. The Budget file for the year selected will be saved to the file path
you selected. Y ou may then open it with another application, like Excel®.

Export Budgets
Starting at the Import/Export window, follow these steps:

& Click the Export Budget button to export a budget work file to
— another application, like Excel®.
Export Budget

Y ou will seethe Export window:
Export

# GL Budget Import / Export

XX - Sample Condominium

Select budget year to Exporf | [T WEEE PR

Please select an Export locatio

gohick to browses

First, select the budget year to export. Y ou can export the Previous, Current or Next Y ear
budget. Only these 3 years are available for budgeting purposes.
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Next, click the link named “click to browse” to choose the file path for the budget file

Export.

Export Budget

Browse — Select File Destination

ave in;

i
Fu Recent
Docurnents

Desktiop

My Documents
!

.'.'! .

by Computer

<

kA Metiwark

| TOPS 2000

2X

SDIEslE—— ) MCOB] real

l.;'-_=| oo
Cho
[CHACOE]
CDIACTRPTZ
|=8p08]
(CIARCE]

(CSibin

() BudgetworkFile
CIconTROLS

(I COUPONS
(CICROE]
[CHICRYSTAL

|!if| Custom
(_J)Daka Dynamics

|i%

File: narne:

CIDORIAM
ICDOSPAN
ChDotnet
|CJEXEDLL
IC)Gatelnstal
)GEORT
[ChELoEl
ICHELR
ICHTML
=18

185 _Lockbox
[CHMASTER
ICAMC
ICMCORD

[CoDoE]
[CIPaLM_o5
[CIPan

ﬂ prn
[C)POCKET_PC
Sprl
[CaPrRoED
[C)Report_PDF
| Rpohki

() 5ECRT

() skyline
ChsR2
[ChsvoEd

() THEMES

TIPS
[Citopsz000
I TOPSWOF
=TS
Tw
CIUBDED
[CIURDATE
ICIUTILOB]
ICVBDLL
Ty wooE]
=

|5)%% Goodd.
& | MD B8.1E

ol

(e >

w

[ Save ]

Save as lype:

Tomma Delimited Fils [,C5) D Cancel

Thisisthe standard Windows browse window. Browse to select the correct file path
where you wish to save the budget file. These are the 3 options available on the browse

window:

Savein: Select the folder location you wish to Export the budget file to.

Filename: By default, the Budget file name is the Community ID combined with the
Budget Year. You can change the name to whatever you wish.

Type: You can select the Save asfile type too, but it automatically defaults to the

Excel® file type.

Click the Save button when you have selected the correct folder path, File Name and File

Type.
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Y ou will see a confirmation window for the budget Export:

Confirm Export

#ff GL Budget Import £ Export

XX - Sample Condominium

Select budget year ba Export | Wext vear [2008) w |

Fleaze select an Export location.

ChDocurments and SettingstHE Qwneriby
Diocuments\Budgetshsel 2008 C5W

EdEN

Back

Export Mow

Notice it shows the Budget Y ear and the file path for the export.

Cf Click the Export Now button to proceed.

Expnrt [ faltY

Y ou will seethe Export successful message:

Export results

-
‘!f) Budget has been Exported sucessully,

Click the OK button. The Budget file for the year selected will be saved to the file path
you selected. Y ou may then open it with another application, like Excel®.
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Print Reports

The budget reports are designed to show you the budgets in several formats to make it easier to
proof and evaluate the budgets. The reports can be given to community officers so they can
review and approve the pending budgets.

Follow these steps:

Start at the Budget Options window:
Budget Options

“f GL - Maintain Budgets XX -Sampl... [ |[B)X]
— Select Budget Year

€7 Previous Year + { Coment reat ™ MestYear

- Select G/L Accounts

(" Select &l GAL Accournts
& Select GAL Accounts By Type

Agzet Accounts
Liahility Accounts
Equity Accounts

£ ) |

Ihcome Accounts

<]

Expense Accounts

o4 Import & Print
%Utllrtyl &Export@ A 'Clnsel
\

Notice the Print Report button.

Click the Print Report button to print Budget Reports that use the

. Print
Srdpon GL financial statement layout for the budget report format.
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When you click the Print Report button, you will see this reports window:

A GL - Current Year Budget Report XX - Sample... g

Select Report

" Budget Detail (" Budget Summary  ( Budget Comparison

Layour £ 2 !! IncomeiExpense Statement
Cost Center _j_] [ Al Cost Centers
[ Prirt Run Date and Time I Print Budget Motes

Budget Comparison
" Praojection Options
£ |Calculate Manthly £
{+ == F

Cutoff date 73

-d Print QCan wel

Y ou can choose from 3 report formats, Budget Detail, Budget Summary or Budget
Comparison. All of these budget reports will be printed using the financial statement
layout format with the headings and account groupings from the selected layout.

Cost Centers— if turned on for acommunity, you can print areport for a selected Cost
Center using the down browse arrow or check the box for All Cost Centers.

Print Run Date and Time — check this box to have this heading printed.
Print Budget Notes— check this box to include the Budget Notes on the report.
Click Print button after selecting the budget report.

Now select the output for your Budget Reports:

Select Output

“f Print Reports

Current Year Budget Report
Print To:

~
™ File
i Email
i Community Wb Site

Settings wjFrimi
£ Portrat i* | andscape

b

@ Cancel

Click the Print button to proceed. All budget reports work in asimilar fashion.

This completes the manual section on Budgets.
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Prior Actuals

These are the ending balances in the General Ledger for the previousfiscal year. They are
updated automatically when you do aYear End Closing in the General Ledger. Prior Actuals can
be printed on the Financia Statements as a comparison with the current year's actuals.

Just like Budgets, you can change the Prior Actualsif needed. Follow these stepsto maintain
the Prior Actuals.

Select Account #

First, you must select the Account # from the Chart of Accounts where you wish to maintain the
Prior Actuals. Follow the procedure described above to select the Account #. Once selected, it
will look like this:

“f GL - Chart of accounts

|< < ’ >| E,Et\.f@

Account # G310 - W

Description ﬂ&ssessment Ingdime

Account Type

Fin statement type |Pr-:|f'rt and lozs LJ
Paren cortro)ode |EI‘|I:IDSE wehen debit lJ
IOperating -
Center Tools | & oK | @ Cancel ) n.:_qetei 9 Close

Notice the Prior Actuals button at the top of the window.

@ Click the Prior Actuals button to access the budget entry method.

Prior
Actuals
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Y ou will seethe Prior Actuals entry window:

Prior Actuals

! GL - Prior Actuals

Account: 6310 - 000  Assessment Income

Prior “ear Begining Balance |

Last Year Balances:

1. January lm‘ . August Im
2. February lm 3. September lm
3. March [ 730000 10, October [ 730000
4. April Im 11, Navember ]m
3. May ]m 12, December ]m
B. June [ 7000 13 [
T

Jully -¥,300.00

'E.meari B2 oo I(ac.ancell

It will display the actual Y ear-To-Date ending account balances for each month in the previous
fiscal year.

Prior Actual Rules
Keep these simple rules in mind when working with Prior Actuals:

e Income - Enter Prior Actuals with aminus (-) sign such as"-100"
e Expenses- Enter Prior Actuals as a positive number such as " 100"

e YTD Balances - Enter the ENDING account balances for each accounting period, not just
the net change from the previous period.

Prior Year | Thisisthe beginning account balance for the year BEFORE the Prior Year. Like
Beginning | the Prior Year Actual, the beginning account balance is recorded automatically
Balance when the Year End Close is performed in the General Ledger. You can change it

the Prior Y ear Beginning Balance if you wish keeping the Prior Actual Rules
above in mind.

g Clear Usethe Clear button to erase the Prior Y ear Actua figures on the entry window so
you can enter new figures for each period.

2 o Click the OK button to accept the Prior Year Actuals for this account the way it is
displayed.

@Cancel Click the Cancel button to scratch any changes made to the Prior Year Actuals

displayed in the window.

This completes the instructions for working with Prior Year Actuals.




Print Chart of Accounts

You may print alist of the Chart of Accountsincluding the Budgets and Prior Actuals. This
report might be a handy reference for staff when coding bills for payment. You can print it for a
range of accounts, such as, just the Expense accounts.

This report requires only regular 8 %2 X 11 paper.

Start at the Chart of Accounts window. Y ou do not need to select an Account # before printing.

Chart of Accounts

“f GL - Chart of accounts

IRINDEERE
Budger | Budget | Frior o print

Accourt # ]|— 2 ]— il

Description |
Account Type | ﬂ
Fin statement type | LJ
Paren contral | LJ
- ]

& ok | @Eancell } Deletel B Close

ost Center Tools

S

Notice the Print button at the top of the window.

& Fine Click the Print button to proceed with report printing.

Y ou will seethe print options for the Chart of Accounts:

Print Options

[~ Prirt budoets [ Print prior sctusls

.& Pririt @Ean cel

Y ou have these print options:
e All —printsal the accounts on file in the Chart of Accounts for this community.

¢ Range- you may enter a starting and ending Account # to print apartia Chart of
Accounts report.
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[~ Print budgets Check this box to print the budgets on the Chart of Accountsreport. This
will make the report very long, so we recommend AGAINST checking this
option. There are better budget reports that can be printed through the
Budget Entry as described above.

[ Prirt prior actualz | Check this box to print the Prior Actuals on the Chart of Accounts report.
Thiswill make the report very long, so we recommend AGAINST checking
this option unless you really need to check the Prior Actual balances for

each Account #.
& Fine Click the Print button to proceed with the report.
@Cancel Click Cancel to exit from the print program.

When you click the Print button above, you can select the output for the report:
Report Output

i Print Reports

Maintain chart of accounts
Print To:

e

" Screen

(" File

" Emsil

" Community YWeb Site

Settings & Frint

* Partrait (™ Landscape
C I
[ Use Classic Feport Mode @#is

The default output is Printer and Portrait mode, but you can click on any of the other options
you wish.

For a printed report, the final step would be the Windows® print manager where you can select
your printer.

This concludes the manual section on Chart of Accounts.
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Journal Entries

INTRODUCTION

"Journa Entries’ means entries made directly to General Ledger accounts, not through the
subsidiary ledgerslike AR or AP. A "Journal Entry" is either a credit or debit amount entered
against G/L accounts. They must be balanced before posting, meaning, the debits and credits
must equal each other both overall AND within the SAME accounting period. Y ou cannot date
one part of atransaction in one accounting period and another in a different accounting period.

Through this function you can add, change, delete, and print an edit list of genera journal
transactions. Once you have verified them as correct, you can post them to the General Ledger
file. Posting means permanently recording them in the General Ledger itself so they show as
transactions. Once posted they disappear from the Journal Entry file because they are no longer
pending, they have updated the General Ledger. Journal Entries cannot be deleted from the
General Ledger, corrections must be made by another Journal Entry which offsets the original
entry.

Batch Processing

Each "Journal Entry" isits own separate "batch”. That means you can Post or Delete a batch
without affecting any other batch still pending. Once posted, the batch disappears as the General
Ledger is updated for the transactions. There can be up to 999 entries in each batch.

Beginning G/L Balances

Use Genera Journa Entriesto enter the beginning G/L balances when you are starting to use
TOPS Software. Be sureto date them the LAST day of the previous accounting period prior to
starting to use TOPS Software. If you are loading beginning balances at the end of the fiscal
year, you do not need to load Income/Expense balances. The offsetting entry to balance the
"beginning balances" will always be the Retained Earnings account under the "Equity" section of
your Chart of Accounts.
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Making a Journal Entry

Journal Entries

From the G/L menu click on the Journal Entriestab.

Y ou will seethe Journal Entry batch entry window:

Batch Entry

{ GL - General journal XX -5a... E|E

0 Unposted JE Batches

General Journal

Batch # [ % "Mdl

Deszcription |
Reference D
| Rewverse Mext Period
Entry Count: ] Running Balance: o.on

| )Da ate Al fields in red are required oo | @I:ancell

We’ll explain each field in this window.

Add Transaction

*Addl

Click the Add button to create a new Journal Entry.

#|

Click the down browse arrow to open up a browse window of pending Journal
Entries which have not been posted yet.

Batch #

A number assigned by the software automatically when you click the Add
button. It cannot be changed. It takes the next available number stored in the
GL Control File.

Description

Enter aDescription of the Journal Entry up to 25 characters. The Description
becomes the default for each transaction in the Journa Entry, although you can
overtype any linein the Journal Entry with adifferent Description. The
Description shows in the General Ledger to explain the transaction.

Reference D

Enter abrief 8 character Reference | D or code for the type of transaction you
are creating. Examples are:

e Interest
e Depr
e Adjust

Y ou can use the Source Reprint function described later in the manual to find
all instances of asimilar Reference ID and reprint the matching transactions.

[ Rewverse MNext Period

Check this box to have the Journal Entry automatically reverse itself the
following accounting period. This can be handy when making accrua entries
at the end of a period where the expenses will be paid the following period.
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Reversal Date @ [+ {Reverse Mext Period

If you checkmark the Reverse box, the system will prompt you to enter the
Reversal Date as shown above. That will be the date you will see the reversal
transaction in your General Ledger. You must enter a date here.

Click the OK button to proceed with making the Journal Entry.

Click the Cancel button to exit from this Journal Entry.

window.

Click the Delete button to erase the pending Journal Entry shown in the

If you click the OK button, you will then see the window for entering a Journal Entry:

“t GL - General journal

Journal Entry

XX - Sample Condominium

Y

#Add Delete Print Po st

Batch #: 11

G Description / Reference

Current Period: 040107  to 0453007

Journal Entry Entry Count: 0

Funning Balance: oo

|
& ox |®l:ance||

The cursor isautomatically placed at the first line of the entry where you can enter the Account #
from the Chart of Accounts. We’ll explain each item in this window.
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Click the down browse arrow next to Account # to open a browse of the
Chart of Accounts.

Chart of Accounts- Browse

4 SY - Browse GJl. Accounts

Account
07071 0-000°
01020-000
01 060-000
01 070-000
1 210-000
071.300-000
uﬂ'l 30-000
01320-000
(01.330-000
01:340-000
01.350-000
01 360-000
01 370-000
01:380-000
(01.390-000
01410-000

Cazh Savings - Dperating
Cash Savings - Reserves
Certificates of Deposit
CURREMT ASSETS:
Aszsessments Heceivable
Developer Azsmis. Receiv,
Special &zzmtz, Receiv.
Late Fees Receivable
Legal Fees Receivable
iz, Owner Receivables
Owner Coll. Costs Recey.
Owner Admin, Fees Receiv.
Owner Interest Recely.
Special Azzeszments Rec.
Recreation Pass Receiv,

Typethe
Account #
or double

01 420-000

Cl I Ck to 01 460-000 “Work Order Receivable
sal et ™01 480000 Pool Guest Pass Receivable ~

t=1T_D
t Add Newl

Either type the Account # in the box below or double click on the Account #
to select it. It will insert the Account # into the Journal Entry.

« 0K

| x Caricel |

GL Description | Displays name of the Account from the Chart of Accounts.

Reference This displays on the 2™ line of the Journal Entry. It will default to the
Refer ence entered on the Batch Entry window when you created the Journal
Entry. You may changeit for any transaction in the Journal Entry by ssmply
overtyping with a new Reference.

Date The Date this transaction will show in the General Ledger. Dates are very

important to the accounting system, they determine the accounting period and
effective date of the transaction.

Remember — a Journa Entry must balance (debits and credits equal each
other) within the SAME accounting period. Y ou can use different dates within
the same accounting period for the transactions in one Journa Entry, but you
cannot enter a date from a different accounting period or the Journal Entry
will not post.

Debit

Enter the amount in this column if the transaction is a Debit. Y ou should
enter as dollars and cents like this:

Example - $315.25
Keep these rulesin mind:

enter as 315.25

Debits— Increase: Assets, Expenses.
Decrease: Liabilities, Equity, Income
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Credit Enter the amount in this column if the transaction isa Credit. Y ou should
enter as dollars and cents like this:

Example- $315.25 enteras 315.25
Keep these rules in mind:
Credits— Increase: Liabilities, Equity, Income

Decrease: Assets, Expenses

Reference D It will default to the Reference I D entered on the Batch Entry window when
you created the Journal Entry. Y ou may change it for any transaction in the
Journal Entry by simply overtyping with a new Reference ID.

A completed “balanced” Journal Entry would look like this:
Balanced Journal Entr

“f GL - General journal XX - Sample Condominium
| A &S :
¥ Current Period: 040107  to 04535007
Add Delete Print Post
Batch #: 11 Journal Entry Entry Count: 2
GIL Description | Reference | Cret | RetiD |
1060 -000  Caszh Savings - Operating 04r30007 2712 IMTEREST &
Ref:  Interest Income
6310 -000 Irterest Income 04r30007 2T 12INTEREST

Ref:  Interest Income

bd

Running Balance; 0o E o | @canesl

/
Notice the Running Balance calculator shows .00. That means that the debt and credit

transactions exactly offset each other meaning the Journal Entry is balanced and can be Posted.
If the Running Balance calculator does NOT show .00, then Journal Entry will not Post to the
Genera Ledger because the debits and credits do not equal each other.

2 o | Click the OK button to approve the pending Journal Entry. It will save the pending

transaction as an unposted Journal Entry and return you to the Batch Entry window.
Y ou can use the down browse arrow to go back to select a pending Journal Entry
for Posting.

Note — Clicking OK does NOT Post the Journa Entry. It merely savesit for later
Posting.

@Cancell Click the Cancel button to delete the pending Journal Entry and exit from the
Journal Entry.
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Click the Add button to add another line item to the Journal Entry. It will
automatically position you at the first blank line in the Journal Entry.

Click the Delete button to erase the highlighted line item from the Journa Entry.

& Click the Print button to print an edit report showing the pending Journal Entry.
Print This can be handy for proofing alonger entry.

Post Entry
@ Click the Post button to update the General Ledger for this Journal Entry. This

Past

function is the one that actually writes the Journal Entry into the General Ledger as
a permanent transaction.

Asafina safeguard before Posting, you will see this confirming message:

SY - TOPS MESSAGE |>_c_:l

P

x_'/ 2 to post the journal entries?

Yes Mo |

Click Yesto proceed with Posting the Journal Entry.

Posting Register Report

The General Journal Transaction Register is printed ONLY if you have answered 'Y es for "Print

Audit Trail Reports® in the G/L Control File. The Transaction Register shows every transaction

that is posted, exactly asit will appear in the permanent file. If you have answered 'N' for "Audit
Trail" reports, no Register will be printed. Y ou can use the "Source Reprint” from the "Reports’
menu should you want a copy of the Register in the future.

{f Select Pri... g@

@ | By Accourt #

i ByEntry

Q_m{’ Qu:ance||

Y ou can change the print order so it either printsin Account # order from lowest Account # to
highest, or by the order the transactions were entered into the Journal Entry.
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Printer Selection
Again, you will seethiswindow for selecting the report output ONLY if you have answered 'Y es
for "Print Audit Trail Reports’ in the G/L Control File. Send the report to any of the printers:

Report Output

~4 Print Reports

Process general journal
Print To:

" Screen

(™ File

" Etnail

i Community Weh Site

Settings £ Print

i* Partrait " Landscape
c |
[ Use Classic Report Mode @ =

Select the report output you wish. Click the Print button to proceed. If you clicked the Print
button, you will then see the standard Windows® printer selection window.

Whether or not you had the printing turned on when Posting Journal Entries, you will seethis
final message:

SY - TOPS MESSAGE -

“_?/ Posting complete |

K I Cancel ‘

Thisistelling you that the Journal Entry has been successfully Posted and has been recorded in
the Genera Ledger.
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Recurring Journal Entries

INTRODUCTION

These are transactions which occur over and over again that you wish to update the General
Ledger for each period so you do not have to manually enter the journal entry each period. For
example, the depreciation or reserve contribution entries which you make each accounting period
are recurring general journal transactions. Y ou enter thiskind of transaction once and it is
stored. You then 'Post’ it each period to record the transactions in the General Ledger.

Examples- Reserve Contributions
Depreciation
Prepaid Expenses

Use this function to add, change, inquire into, delete, and print an edit list of recurring general
journal transactions. Once you have verified them as correct, you can post them to the General
Ledger Transaction file. Thisisone of the ways to make entries to update G/L balances as you
close the books for the period.

Batch Processing

Each "Recurring Journal Entry" isits own separate "batch”. That means you can Post or Delete a
batch without affecting any other batch. Once posted, the batch is retained so that it can be
'Posted’ again next period. There can be up to 999 entriesin each batch.

Working With Recurring Journal Entries

Recuring JE : | From the G/L menu click on the Recurring JE tab.

Y ou will see the window for selecting existing Journal Entries:

Recurring Entry Browse

#f GL - Select Baiches

Recurring JE Batches
m Description Ref. I Entries
| 1 Biarik Interest BAMK 2 O3E07
2 Reserve Contribution RESERWE 5 0343107
3 Reserve Transfer TRANS 2 37
=
Edit B2 ook | ® Closel

Notice the Add button.




e au Click the Add button to add a new Recurring Journal Entry.

N e Click the Edit button to open the highlighted Recurring Entry. Alternatively, you
can just double click the mouse on the Recurring Entry to open it for editing.

2 o Click OK on the highlighted Recurring Entry to go directly into the main entry
window bypassing the batch window.

& Close Click Closeto exit from Recurring Journal Entries.

Last Shows the date the Recurring Entry was last Posted to the General Ledger.

Posted

Add Recurring Transactions

If you click Add, you will see the Recurring Journal Entry batch entry window:

Batch Entry

A GL - Recurring journal XX - Sa... Q@@

Last Posted: 3 Batches exist
Batch # 4
Diescription ||
Reference IO
Enitry Count: o Running Balance: 0.00
.)Delete &)1 fields in red sre reguired oo I @Dancell

We’ll explain each field in this window.

Batch #

A number assigned by the software automatically when you click the Add
button. It cannot be changed. It takes the next available number stored in the
GL Control File.

Description

Enter aDescription of the Journal Entry up to 25 characters. The Description
becomes the default for each transaction in the Journa Entry, although you can
overtype any linein the Journal Entry with adifferent Description. The
Description shows in the General Ledger to explain the transaction.

Reference D

Enter abrief 8 character Reference I D or code for the type of transaction you
are creating. Examples are:

e RESERVES
e DEPR
e PPDINSUR

Y ou can use the Source Reprint function described later in the manual to find
all instances of asimilar Reference ID and reprint the matching transactions.

Click the OK button to proceed with adding the Recurring Journal Entry.
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@Cancel Click the Cancel button to exit from this Journal Entry.

D oetete Click the Delete button to erase the pending Journal Entry shown in the
: window.

A completed Recurring JE batch entry window would look like this:

Batch Entry--Complete

A GL - Recurring journal XX - Sa... E”E|lz|
Last Posted: 3 Batches exist
Batch # 5
Deszcription ]Depreciatiu:un
Reference IO IDEPR
Enitry Count: o Running Balance: 0.00
1 De|e1e| All figlds in red are required ook I@Dancell

If you click the OK button, you will then see the window for entering a Recurring Journal Entry:

Recurring Journal Entry

# GL - Recurring journal XX - Sample Condominium
+ j ‘i @ Current Period: 040107 to 04530007
Add Dl ete Print Boszt
Batchz: 5 Last Posted: Entry Count: 0

GiL Deszcription § Reference Credit

x|
TVYPE: F-Fixed V- Variable Running Balance: oo B2 oo I @Cancell

The cursor is automatically placed at the first line of the entry where you can enter the Account #
from the Chart of Accounts. We’ll explain each item in this window.
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Click the down browse arrow next to Account # to open a browse of the
Chart of Accounts.

Chart of Accounts- Browse

4 SY - Browse GJl. Accounts

Account
07071 0-000°
01020-000
01 060-000
01 070-000
1 210-000
071.300-000
uﬂ'l 30-000
01320-000
(01.330-000
01:340-000
01.350-000
01 360-000
01 370-000
01:380-000
(01.390-000
01410-000

Cazh Savings - Dperating
Cash Savings - Reserves
Certificates of Deposit
CURREMT ASSETS:
Aszsessments Heceivable
Developer Azsmis. Receiv,
Special &zzmtz, Receiv.
Late Fees Receivable
Legal Fees Receivable
iz, Owner Receivables
Owner Coll. Costs Recey.
Owner Admin, Fees Receiv.
Owner Interest Recely.
Special Azzeszments Rec.
Recreation Pass Receiv,

Typethe
Account #
or double

01 420-000

Cl I Ck to 01 460-000 “Work Order Receivable
salect ™\ 01 480000 Fool Guest Pass Receivable bt

-
tﬁdd Newl

Either type the Account # in the box below or double click on the Account #
to select it. It will insert the Account # into the Journal Entry.

\/DK | x Caricel |

GL Description | Displays name of the Account from the Chart of Accounts.

Reference This displays on the 2™ line of the Journal Entry. It will default to the
Refer ence entered on the Batch Entry window when you created the Journal
Entry. You may changeit for any transaction in the Journal Entry by ssmply
overtyping with a new Reference.

Type Y ou must define the Type of Recurring Journal Entry transaction each lineis

of the Journal Entry. There are only two choices:

F = Fixed - The amount doesn’t change from period to period. Although you
can easily change the amount of a Fixed entry, it is even easier to change one
defined as Variable. Fixed entries will be displayed below the Variable ones.
Variable entries always show at the top of the entry window.

V = Variable - The amount changes from period to period. An example of
thiswould be Interest Income. All Variable transactions within a Recurring
Journal Entry will be displayed at the top of the entry window for ease in
making changes.

Mixed Entries— Y ou can mix Fixed and Variable transactions within one
Recurring Journal Entry. But just like regular Journal Entries, the transactions
must balance (debits and credits equal each other) or the entry will not Post.
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Debit

Enter the amount in this column if the transaction is a Debit. Y ou should
enter as dollars and cents like this:

Example - $315.25

Keep these rules in mind:

enter as 315.25

Debits— Increase: Assets, Expenses.

Decrease: Liabilities, Equity, Income

Credit

Enter the amount in this column if the transaction isa Credit. Y ou should
enter as dollars and cents like this:

Example - $315.25

Keep these rules in mind:

enter as 315.25

Credits— Increase: Liabilities, Equity, Income

Decrease: Assets, Expenses

Reference D

It will default to the Reference I D entered on the Batch Entry window when
you created the Journal Entry. Y ou may change it for any transaction in the
Journal Entry by simply overtyping with a new Reference ID.

A completed “balanced” Recurring Journal Entry would look like this:

Balanced Journal Entry

“# GL - Recurring journal

XX - Sample Condominium

+ } i % Current Period: 040107  to 04530007
Add Dl ete Print Past
Batchz: = Last Posted: Entry Count: 3
2210 -000  Accum Depr - Furn & Fix F 315:25 DEPR =
Ref. Depreciation
2220 -000 Accum Depr - Equipment E 180.75 DEPR
Ref. Cepreciation
TE¥0 -000  Depreciation F 496.00 DEPR:
Ref. Cepreciation
B
TYPE: F-Fixed V- Variable Running Bajance: .0 L IQCancel|

Notice the Running Balance calculator shows.00. That means that the debt and credit
transactions exactly offset each other meaning the Journal Entry is balanced and can be Posted.
If the Running Balance calculator does NOT show .00, then Journal Entry will not Post to the
General Ledger because the debits and credits do not equal each other.

48




2 o Click the OK button to approve the Recurring Journal Entry. It will save the
Journal Entry and return you to the Batch Entry window. Y ou can use the down
browse arrow to go back to select a pending Journal Entry for Posting.

Note — Clicking OK does NOT Post the Journa Entry. It merely savesit for later
Posting.

O'iancﬁ"l Click the Cancel button to delete the pending Journal Entry and exit from the
Journal Entry.

o Click the Add button to add another line item to the Journal Entry. It will

Add automatically position you at the first blank linein the Journal Entry.

') Click the Delete button to erase the highlighted line item from the Journa Entry.
Dl eta

& Click the Print button to print an edit report showing the pending Journal Entry.
Print This can be handy for proofing alonger entry.

@ Click the Post button to update the General Ledger for this Recurring Journal Entry.

This function is the one that actually writes the Journa Entry into the General
Ledger as a permanent transaction.

Past

The following section explains more about Posting Recurring Journal Entries.

Posting Recurring Entries

Y ou must select which Recurring Journal Entries to Post each accounting period. This gives you
control over what is posted to the General Ledger.

To Post a Recurring Journa Entry, follow the steps below:

Recurring Entry Browse

“f GL - Select Batches E“E
Recurring JE Batches

Description Ref. |0 Ertries Last Posted

1 Bank Irterest BAMNK 2 033107 -

2 Reszerve Contribution RESERNE B 033107 j

3 Rezerve Transfer TRAMS 2 0353107

5 Depreciation DEPR 3

&

ol i | N EclitI e |tcmse|
e ———

Thiswindow shows all the Recurring Journal Entries for this community. Double click to select
the Recurring Journal Entry you wish to Post.
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Y ou will see the selected Recurring Journal Entry in the window:

Recurring Journal Entry

4 GL - Recurring journal

XX - Sample Condominium

+ 3 i % Current Period: 040107 to 04530007
FAdd Delete Prirt Past
Batch #: 5 Last Posted: Entry Count: 3
2210 -000 Depr - Furn & Fix F 3525 DEFF: &
Ref Deprecistion
2220 -00o coum Depr - Equipment F 180,75 DEPR:
Ref: Deprecistion
Deprecistion F 48600 DERR:
Ref. Deprecigtion
b
TYPE: F-Fixed V- Variable Running Balance: 0o B oo I@Cancell

Notice the Post button at the top of the window.

&

Past
Ledger as a permanent transaction.

5Y - TOPS MESSAGE

Yes

.\;f/ 2 to post the journal entries?

Mo

Click the Post button to update the General Ledger for this Recurring Journal Entry.
This function is the one that actually writes the Journa Entry into the General

As a safeguard before Posting, you will see this confirming message:

Click Yesto proceed with Posting the Recurring Journal Entry.
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Posting Register Report

The General Journal Transaction Register is printed ONLY if you have answered 'Y es for "Print

Audit Trail Reports’ in the G/L Control File. The Transaction Register shows every transaction

that is posted, exactly asit will appear in the permanent file. If you have answered 'N' for "Audit
Trail" reports, no Register will be printed. Y ou can use the "Source Reprint” from the "Reports’
menu should you want a copy of the Register in the future.

i Select Pri... g@

" ByEntry

P IQCanceII

Y ou can change the print order so it either printsin Account # order from lowest Account # to
highest, or by the order the transactions were entered into the Journal Entry.

Post Date

Thisisthe effective Date of the Recurring Journal Entry. It will be recorded in the Generd
Ledger on this Date.

Post Date

Enter the date, without slashes (/) in the
Example #March 31, 2007 = 033107

Posting Protection

There is protection against Posting'the same Recurring Journal Entry twice in the same
accounting period. If the Last Posted date for a Recurring Journal Entry isin the same
accounting period as the Posting Date entered above, it will give awarning and will not Post.
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Printer Selection

Again, you will see thiswindow for selecting the report output ONLY if you have answered 'Y es
for "Print Audit Trail Reports" in the G/L Control File. Send the report to any of the printers:

Report Output

= Print Reports

Process general journal
Print To:
& Printer
" Screen
" File
" Email
{7 Community Weh Site

Settings & Frint

o+ Portrait " Landscape
. |
[~ Use Classic Report Mode M

Select the report output you wish. Click the Print button to proceed. If you clicked the Print
button, you will then see the standard Windows® printer selection window.

Whether or not you had the printing turned on when Posting Journal Entries, you will seethis
final message:

SY - TOPS MESSAGE -

\_?/ Posting complete |

K I Cancel ‘

Thisistelling you that the Recurring Journal Entry has been successfully Posted and has been
recorded in the General Ledger.
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View G/L Accounts

INTRODUCTION

Use this function to view G/L account activity for arange of dates you specify. This can be
handy when you wish to check certain entriesin the G/L or just want to see the activity along
with the beginning and ending balancesin a GL Account. It can also be helpful prior to making
an adjusting Journal Entry or when reconciling bank balances to the G/L account for cash.

In addition to displaying all the activity for arange of dates, you also have the option to print the
activity for the account. Printing might make it easier to review the activity for an account.

Sdect GL Account #

View Aocts, } From the GL menu, click on the View Accounts menu tab.

Y ou will seethiswindow for selecting the GL Account #:
View G/L Account Activity

“fl GL - View G/L account activity XX -Sample Condominium Q@E|
|‘ < > "l = Current Period: 04/01/07 to 04/30/07

Print |

Account: ||— l_ _i_l

Start Date : | 040107  End Date: | 043007 [ AllDates [ Show Prior Year Balance

:

Ref. D Crebit At Credit Amt.

=

Beginning Balance  Total Dehits Total Credits Met Change  Ending Balance
| oo | oo oo | o | i

Y ou must select the GL Account # in order to view the account activity. There are several ways
to do this, we’ll explain each item in the window so you understand.

|< <4 ) Pl Use the arrow keysto move from GL Account to GL Account showing the

activity for the date range.
Account # Type the GL Account # if you know it.
3 Click the down browse arrow to open up a browse window so you can

select the Account # from the Chart of Accounts.

Browse Chart of Accounts
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4t SY - Browse G/l Accounts

Account # Dezcription

01010000 Cash Checking - Operating

1020-000 Cazh - Previous Mamt,

01060-000 Cazh Savings - Dperating

01070-000 Cazh Savings - Reserves

11210000 Certificates of Depozit

(01:300-000 CURREMNT ASSETS:

01310-000 Aszessments Feceivable

01320-000 Developer Azzmtz. Receiy.

11330-000 Special Azzmtz. Receiv.

01:340-000 Late Fees Receivable

1380-000 Legal Fees Receivable

01360-000 Mizc. Dwner Receivables

11370-000 Owrer Coll. Costs Receiy.

01:320-000 Owner &dmin. Fees Receiv.

01:330-000 Owner Interest Receiv.

01410-000 Special Aszezzments Rec.

11420-000 Recreation Pazz Receiv.

014E0-000 wéork: Order Receivable

01430-000 Pool Guest Pass Feceivable

| :I— | |

t.&éﬁl Newl \/ oK | x ¢ancel |
T

Either browse down to thekgcount # using the dlider control or begin
typing the Account # in the entry box at the bottom of the window—as you
begin typing the Account #, the search will narrow to matching Account #’s.

Start Date It automatically defaults to the start date for the Current accounting period.
But you may overtype it with any valid date in the current accounting year.

End Date It automatically defaults to the end date for the Current accounting period.
But you may overtype it with any valid date in the current accounting year.
The End Date must be equal to or later than the Start Date.

[ All Dates Check mark this box to show all the GL transactions for this Account # for

the entire CURRENT fiscal year.

[~ Show Prior Year Balance

Check mark this box to show all the GL transactions for this Account # for
the PRIOR fiscal year.

View Account Activity




Once you have selected a GL Account # and the options for viewing the account activity, the
activity for this GL Account will be displayed in the window.

View GL Activity

M GL - View G/ account activity XX - Sample Condominium

'R

Ref. ID Ciehit Amt.

Current Period: 040107 to 04/30/07

Credit Amt.

Account: 1010 -|000 __i_j Cash Checking - Operating

Start Date : | 040107  End Date: | 0430007 | AllDates | Show Prior Year Balance

Feference

040307 ARDODD  AR-010 1,510.00

- EX

Slider
Control
to move
up/down

Owener Cazh Receipts
04005007 APOOOO 1233 5300 ABC MAMNTEMANCE
0405007 APOOOO 1234 F50.00 EZ TRASH & REFUSE
04405407 APOOOO 1235 50000 IMMEDIATE MAMNAGEMENT SERY
04005407 APOOOO 1236 13300 S&MPLE ELECTRIC UTILITY
040807 ARDOOD  AR-O11 E50.00 Owner Cazh Receipts
044007 ARDOOD  AR-0O12 310.00 Owenier Cash Receipts
0447007 APOOOO 1237 45000 INSUREIT
04 7007 APOOOO 1235 GO0.00  PRECISION CUT LAWMS
047007 APOOOO 1239 1200 USPOSTAL SERYICE
04028007 APOOOO 1240 TE.00 ALs PEST COMTROL
0402507 ARDOOD  AR-013 160.00 Ownier Cash Receipts ﬂ
Beginning Balance  Total Debis Total Crecits Met Change  Ending Balance
| 12,706.74 2 E70.00 2 E25.00 42.00 ] 1274874
These columns are displayed:

Date — the date of the GL transaction

Sour ce — the Source of the GL transaction. Sources are:
GJ = Journal Entries (G/L)

RJ = Recurring Journal Entries (G/L)
AR = Accounts Receivable
AP = Accounts Payabl e Invoices/Checks

PR = Payrall

CR = Bank Rec Adjustments or Transfers

The 4-digit number is the number of the specific report the transaction came from. A report
number appears at the top right of most reports; it is assigned automatically. For example, the
source code AP0232 means the transaction came from the Accounts Payable numbered 0232.

Y ou could use the "Source Reprint” report on the "G/L Reports' menu to reprint all parts of this
entry to the G/L. If it shows all zeroes (0000) for the report #, it means the audit trail report
printing is turned off so now report # was assigned.

Reference I D — For AR transactions, thisisabatch #. For AP transactions it might be the Check

# or Voucher (invoice) #.

Debit Amount — Only Debit transactions show in this column.

Credit Amount — Only Credit transactions show in this column.

Reference— A description for the transaction.
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Beginning The Beginning Balance of the account “as of” the starting date of the date
Balance range.

Total Debits Thetotal of al the Debit transactions within the date range.
Total Credits Thetotal of al the Credit transactions within the date range.
Net Change The Net Change is the difference between all the debit and credit amounts

for the account within the date range. The Beginning Balance has been
changed by this amount by the transactions within the date range.

Ending Balance | The account balance as of the ending date.

Print Activity
& Click the Print button to get a printed copy of the GL Activity for the
Print account displayed in the window. This can be handy when there is more

than one window’s worth of transactions.

If you clicked the Print button, you will see the Print Options window:

Print Options

~ Print Reports

View G/L account activity
Print To:

" Screen

3

File:
Etmail
Community Web Site

)

Settings & Frint

i* Portrait ™ Landscepe
c |
[ Use Classic Report Mode @ Cance

Y ou can send the report to a printer or use any of the other print options.

& Fine Click Print to proceed with the Print Options. If you selected to Print areport, you
will then see the normal Windows® print manager where you can select a printer.

@Cancel Click Cancel to exit without proceeding with any Print Options.

This completes the manual section on View GL Accounts.
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Reports

INTRODUCTION

Use this function to generate professional looking General Ledger reports such as the
Income/Expense (P& L) Statement, Balance Sheet, Cash Flow Statement, Genera Ledger and
Spreadsheet Income/Expense. GL reports can be printed, saved as afile, exported to Excel® or a
PDF version generated to attach to an e mail.

Y ou can also maintain the Financial Statement Layouts here that control the appearance of your
Balance Sheet and Income/Expense Statement. Thereis aso a powerful "Source Reprint”
function for finding all piecesto acertain General Ledger entry and printing a report showing the
details. Thisisagood way to recreate the "Audit Trail" or track down a problem.

All the reports are “date sensitive”, meaning, you print them “as of” a date and it will include all
GL transactions up through that date. Y ou can aso print certain reports for previous fiscal years
aslong asyou still have the General Ledger detail on file for that year.

Feports ] From the GL Menu, click the Reports tab.
GL Reports Thefollowing is abrief summary of each menu choice.
=i Balance Sheet — A listing of the assets, liabilities and equity of the
Ribiarts community in either a standard or fund balance format.

Cash Flow — Thisis avariation of a Balance Sheet that shows how cash
was spent for the current month as well as from the beginning of the fiscal
year through the end of the reporting period. In order to print this report,
the Asset Accountsin the Chart of Accounts need to be further defined.
There is a setup wizard that makes it easy to do this.

=i
Cash Flow
Income Statement — The income and expenses for the community which
s can be compared to either the budget or the prior year’s actuals.

Reserve Statement — Shows a statement of reserve activity and ending
reserve fund balances.

Y early Spreadsheet — A 12 month spreadsheet showing the actual income
and expenses or, as an aternative, a 12 month budget spreadsheet.

General Ledger — A report showing the transactions in the general ledger

e for arange of dates. Y ou aso have the option to print a Trial Balance
i version of the general ledger to show a summary of the GL balances.
Sou g

Reprim Sour ce Reprint — reprint all the transactions that have the same source or
reference ID to help research entries you see in the General Ledger.

Maintain Layout — atool for designing certain GL reports, like the
Balance Sheet and the Income/Expense Statement.

We’ll cover each of these menu choice in detail.
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Balance Sheet

Thisreport isalisting of the assets, liabilities and equity of the community in either a standard or

fund balance format.

Only GL accounts in the Chart of Accounts defined as “Balance Sheet” accounts will be printed
on thisreport. It will automatically suppress accounts that have a zero (0) account balance.

Balance Sheet

=

Balance Shest

Click this button to generate a Balance Sheet report.

If you clicked the Balance Sheet button on the Report Type screen, you will see the Balance

Sheet Options window:

Balance Sheet Options

@ GL - Financial statements A3 - Sample Condominium E]@
Balance Sheet Current Period: 04/01/07 to 04/30/07
- Select Layout -
1 i_! Balance Sheet
Print Options
"Az Of Date 0430407
Mumber of Copies ]1_
Cost Center ALL 4| ¥ Al Cost Centers

[~ Conzolidate Cost Centers v Print Run Date & Time

| Fund Balance Format ¥ Show Account #
[~ Breakdown Net Income
By Cost Center
Balance Trend= Report &5 Print @Canceli
| —_—

This controls the options for generating the Balance Sheet. We’ll explain each field.

Select Layout

The appearance of the Balance Sheet is controlled by a “Layout” which
contains the report headings, account groupings and sub-totaling. You
can have more than one Balance Sheet Layout if you wish to print the
report different ways to achieve your desired results. We will explain
more about Layouts in the last section of this GL Reports manual.

If you wish to select adifferent Balance Sheet Layout, you may use the
down browsearrow ¥ to sdlect a different Layout #.

”As Of Date”

Balance Sheets are always printed as of particular date, not a date range.
They automatically show YTD GL account balances. The default is
always the end of the current accounting period, but you may type any
date you wish.

Enter the date without slashes (/) like this:
April 30, 2007 = 043007
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Number of Copies

The default is “1” copy, but you can enter up to 9 copiesif you wish.

Cost Center

If Cost Centers have been activated in the GL Control File for this
community, you may specify a particular Cost Center which means, the
Balance Sheet will be printed for just the GL accounts that use this
Cost Center. The default is “ALL” Cost Centers, but you may click the

down browse arrow %! to browse and select a particular Cost Center.

[ Con=olidate Cost Centers

Check mark this box to consolidate Cost Centers by their main GL
Account #. Thiswill shorten the report sinceit will only list the main
GL Account # on the report and not repeat the main GL Account # with
each Cost Center where thereis a balance.

| Fund Balance Format

Check mark this box to change the appearance of the Balance Sheet
from the normal format to a “Fund Balance” format. That means the
Balance Sheet will show 4 columns. Operating, Reserves, Other and
Total. Thisisbased on the Account Type as defined in the Chart of
Accounts. A sample of aFund Balance report is shown later in this
manual section.

[v Print Run Date & Time

Check mark this box to have the date and time included on the report.
This can be handy for telling which Balance Sheet isthe last printed.
The default isto have this option checked.

[v Show Account #

Check mark this box to have the GL Account # printed on the report in
addition to the Account Name. This can be handy when using the
report to reconcile balances with subsidiary ledgers, like AR.

[ Breakdown MNet Income
By Cost Center

If Cost Centers are used, check mark this box to split out the Current

Y ear Net Income (called BSNI in the Layout) by Cost Center. 1t will
then take the Net Income for each Cost Center (Income minus
Expenses) and print that Net Income by Cost Center so you can use this
figure to “balance” each Cost Center.

Balance Trendz Report

Thisisavariation on the Balance Sheet report. See the manual section
immediately following this one for more detailed info on this report.

2% Frint

Click the Print button to proceed with generating the Balance Sheet.

@) Cancel

Click Cancel to exit from the Balance Sheet report.
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If you click the Print button, you will see the report output window:

Report Output
@ Print Reports g

Print financial statements
i Print To:

" Screen

" File

" Email

" Community Web Site

Settings . &Pn'rrtl
i Portrait {* Landscape
@Cancel'

Here you can select the report output for this report.

2% Frint

Click the Print button to print the report or generate a PDF version.

@) Cancel

Click the Cancel button to exit from the report.
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Sample Balance Sheet reports are shown below.

Balance Sheet — Standard

Run Date: 09/03/08 Page: 1
Run Time: 10:32 AM
Sample Condominium
Balance Shest
Asof 04/30/07
ASSETS
CASH:
1010-000  Cash Checking - Operating 5 1274874
1070-000  Cash Savings - Resenves 7,889.00
Subtotal Cash 5 2063774
RECEIVAELES:
1310-000  Assessments Receivable -7 47313
1340-000 Late Fees Receivable 60.00
1410-000  Special Assessments Rec. 100.00
Subtotal Receivables 5 1,033.13
TOTALASSETS 5 2167087
LIABILITIES &EQUITY
CURREMT LIABILITIES:
Balance Sheet — Fund Balance
Run Date: 09/03/08 Page: 1

Run Time: 10:30 AM

Account Descrplion

CASH:
1010-000  Cash Checking - Operaing
1070-000 Cash Savings - Reserves
Subtotal Cash
RECEIVABLES:
1310-000  Assessments Recevable
1340-000 LateFees Receivable
1410-000 Special Assessments Rec.

Subtotal Receivables

TOTALASSETS

CURRENT LIABILITIES:

Sample Condominium

Balance Sheet

Asof 04/30/07
Operating Resemnes Other Totals

ASSETS

12,748.74 12,748.74
7,889.00 7,889.00
12,748.74 7,889.00 .00 200637.74
87313 87313
60.00 60.00
100.00 100.00
1,033.13 .00 .00 1,033.13
13,781.87 7,889.00 .00 21,670.87

LIABILITIES & EQUITY
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Balance Trends Report

The Balance Trends button prints a variation of a balance sheet report. It shows the current
period balances compared to the prior 2 period balances for each subtotal group in the balance
sheet. This shows the trends of the balances over several accounting periods. Y ou may enter
notes to explain the trends before printing the report.

Balance Trende Report Click the Balance Trends Report button.

If you clicked the Balance Trends button, you will see awindow for generating and saving the
report file.

GenerateFile
'€ GL - select Budget Comparison File

Directory: XX\BALTREND\

1 Dele‘tei Create New

E Lul:8 | ®Canceli

To proceed with generating the report file, click the Create New button.

If you clicked the Create New button above, you will see the Balance Trends report generated to
the window:

Balance Trends Report
€4 GL - Balance Trends Report XX - Sample Condominium E]@
| Sample Condominium
| Balance Sheet Trends
| As of 04/30/07
Description Current 0313107 02/28107 m
Subtotal Cash 20,637.74 A 201773 20,354.74 ﬂ
Subtotal Receivables 1,033.13 1,103.13 1,098.13
TOTAL ASSETS 21,670.87 21,220.87 21,452.87
Subtotal Current Liab. 831.11 831.11 1,320.11
Subtotal Reserves 2,425.00 1,700.00 426.00
Subtotal Equity 18,664.76 18,689.76 19,707.76
TOTAL LIABILITIES & EQUITY 21,670.87 21,220.87 21,452.87
1
@ Sae | - Printl ancel!
\

Notice that it shows the current period co'mpared to the prior 2 periods so you can ché;k the
trends of the subtotal balances between the periods. Also notice that you may enter Notes to
explain the trends.
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©) s Click the Save button to save the report file.

& rire| | Click the Print button to print the report or generate a PDF version.

@Cancel Click the Cancel button to exit from the report.

Y ou will see the report output window:
Report Output
& Print Reports E]

Print financial statements
i Print To:

" Screen

" File

" Email

" Community Web Site

: Settings £ Print I
@u:ancell

i Portrait {* Landscape

Here you can select the report output for this report.

& rire| | Click the Print button to proceed with the report output options selected.

@Cancel Click the Cancel button to exit without printing the report.
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Cash Flow Report

This report will show all the changes that affected cash balances since the beginning of the fiscal
year aswell asfor the current month. Y ou cannot print this report until you define Asset Types
in the Chart of Accounts. Each Asset Account must be coded as one of the following:

e (Cash

e Current Asset

o Fixed Asset

e Accumulated Depreciation

Thereisaquick setup screen that will appear if you select this report and TOPS detects that there
are Asset accounts that do not have an “Asset Type” defined.

Cash Flow Report

If the Asset Types are setup, when you click the Cash Flow Report button on the Report Type
screen, you will go right to the Cash Flow Options window:

Cash Flow Options

! GL - Financial statements T5 ... g@@

Current Period: 1210109 to 12031109

Cash Flow Report

"4 Of Date

[ Show Sccount #

Setup Asset Type < Print ! @3 Cancel

If the setup has already been done and all Asset accounts have been defined, then proceed with
the Print Report instructions below. However, if the Asset Types are NOT Setup, then you will
see the message below:

Asset Types Not Defined

SY - TOPS MESSAGE

92 Asset Tvpes in the Chart of Accounts must be defined First!
‘-'rj Wiould You Like bo Define the Typese{¥ M)

Yes Mo ‘

If you see this message it means TOPS has detected that some asset accounts in the Chart of
Accounts do not have an “Asset Type” designated. In order to be able to correctly generate the
Cash Flow Report, each asset account in the Chart of Accounts must have an “Asset Type”
designated.

Yes— Click YES to open a browse screen where you can quickly designate Asset Types.

No — Click NO to exit without proceeding with the Cash Flow Report.
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Complete Setup

If you clicked Y ES to the message above, the quick setup screen will appear:
Quick Asset Type Setup

= 00 - DAT

Maintain G/L Account Asset Type

Select Type

" Cash (" Current Asset " Fixed Asset (7 Accumulated Depreciation/Amortzation
Account # Description Asset Type
Cash-Operating Trust Acct #1

01111-000 Cash-Clubhouse Funds
01115-000 Fetty Cash

01120-000 Cash-Reserve Escrow Account #1
01121-000 Cash-Interest Eamed Reswy #1
01125-000 Cash-Reserve Escrow Account #2
01126-000 Cash-Interest Earned Resy #2
01127-000 Cash-Reserve Escrow Account #3
01131-000 CD-Reserves-

01132-000 CO-Reserves-

01133-000 CD-Reserves-

01135-000 CD-Resenes-#2

01145-000 Cash-Capital Reserve-Phase 1
01310-000 Accounts Receiable

01450-000 Utility Deposits

01500-000 Froperty

01720-000 Depreciation-Personal Property
01800-000 Capital Improwverment

01820-000 Depreciation-Captial Improwmnt

Select Azzet Type and double click each line to update |Ipdate Selected
Accounts

Save/Exit ‘ Cancel

Notice the 4 Asset Type choices across the top of the screen:

e Cash
e Current Asset
e Fixed Asset

Accumulated Depreciation

Each asset account MUST have one of these Asset Types designated in order to print the Cash
Flow Report. If any asset account does not have an Asset Type designated, you will NOT be able
to print a Cash Flow Report.

Desighate Asset Type

Select the account from the Chart of Accounts by clicking to highlight it, then click the radio
button by the Asset Type that applies to this account. Y ou will see the Asset Typefilled in next
to the account.

Y ou can tag several accounts at once with an Asset Type. Simply click on the beginning account
from the Chart of Accountsto highlight it, then follow these steps:

Shift Key — Hold down the Shift key and continue holding until you have finished
selecting the account range in the Chart of Accounts.
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Down Arrow — Press the Down Arrow key until you get to the last account in the range
you wish to define for this Asset Type. You will see each selected account added to the
highlighted accounts.

Asset Type— Click the radio button next to the Asset Type you wish to designate al the
selected accounts.

|Ipdate Selected ‘
Aecounts | Click this button at the bottom of the screen to designate the selected

accounts with the Asset Type.

A completed Asset Type setup screen would look like this:

Asset Type— Completed

= XX - DAT [=1E3

Maintain G/L Account Asset Type
Select Type
(™ Cash (" Current Agszet + Fixed Azset (" Accumulated D epreciation/Amortzation
Account # | Description Asset Type g
o1oro-000 Cash Checking - Operating Cash
01o20-000 Cash - Previous Mamt, Cash
01060-000 Cash Savings - Operating Cash
01070-000 Cash Savings - Reserves Cash
01z10-000 Certificates of Deposit Cash
01300-000 CURRENT ASSETS: Current Asset
01310-000 Assessments Receivable Current Asset
01320-000 Developer Assmts. Recei. Current Asset
01330-000 Special Assmts. Receiv. Current Asset
071340-000 Late Fees Receivakle Current Asset
01350-000 Legal Fees Receivable Current Asset
01360-000 Misc. Owener Beceivahles Current Asset
01370-000 Owner Coll. Costs Receiv. Current Asset
01380-000 Owener Admin. Fees Receiv. Current Asset
01380-000 Owner Interest Receiv. Current Asset
01410-000 Special Assessments Rec. Current Asset
01420-000 Fecreation Pass Receiv. Current Asset
01460-000 YWark, Order Receivable Current Asset
01480-000 Pool Guest Pass Receivakle Current Asset
01510-000 AR Other Current Azset
01610-000 Prepaid Insurance Current Asset
01e20-000 Frepaid Expenses Current Asset w
¥ |
Select Aszset Type and double click each line to update E’Upc'jfte EeTected'E S ave/Exi o]

Be sure to click the Save/Exit button to save the Asset Types before you exit this screen.

Update Selected Click Update Selected Accounts button to designate the Asset Type for any

highlighted account(s) in the Chart of Accounts.

Save/Exit

Click the Save/Exit button to save any changes to the Asset Type.

Cancel

Click the Cancel button to exit this screen without saving any changes to the
Asset Type.

66




Print Report

If the Asset Types are setup, when you click the Cash Flow Report button on the Report Type
screen, you will go right to the Cash Flow Options window:

Cash Flow Options

*f GL - Financial statements T8 g@@

Current Period: 1210109 to 125351109

Cash Flow Report

“Os Of Date

[ Show Sccount #

Setup Asset Type < Print ! @ Cancel

This controls the options for generating the Cash Flow Report. We’ll explain each field.

“As Of” Date Enter the date you wish the report printed through. All GL transaction up
through and including this date will be reflected on the report.

I show Accourt# | Check this box to include the GL Account # along with the GL Account
Name on this report.

Setup Asset Type Click the Setup Asset Type button to open the quick asset browse screen
where you can check that you have each asset account properly designated

for the correct Asset Type.
& Fine Click the Print button to proceed with generating the Cash Flow Report.
@Cancel Click Cancel to exit from the Cash Flow Report.

If you click the Print button, you will see the report output window:

Report Output

~{ Print Reports

Cash Flow Report
Print To:

& {Printer;

" Screen

{~ File

" Email

{7 Community Wiek Site

Settings 4 Print

i Portrait a T
c |
[ Use Classic Report Mode a |
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Here you can select the report output for this report.

& Frint Click the Print button to print the report or generate a PDF version.

@Cancel Click the Cancel button to exit from the report.

A sample Cash Flow Report is shown below.

Sample Cash Flow Report
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I ncome/Expense Statement

An Income/Expense Statement is alisting of the income less expenses to yield the net income
of the community for an accounting period. The report shows the current month and Y TD total,
usually compared to the budget but you can aso print the report compared to last years actual.

Only GL accounts in the Chart of Accounts defined as “Income or Expense” accounts will be
printed on thisreport. It will automatically suppress accounts that have a zero (0) account
balance.

Income/Expense Statements can be printed for any period in the current fiscal year or any period
in the previous fiscal year aslong as the general ledger detail still exists for the previous year.

I ncome/Expense Statement
(E@ Click this button to generate an | ncome/Expense Statement report.
Income
State ment

Once you click the Income Statement button on the GL Reports menu, you will see the report
options window:

I ncome/Expense Report Options

n ]

@ GL - Financial statements KX - Sample C... [Z]@ E—
Income/Expense Stmt Current Period: 04/01/07 to 04/30/07
Layout # Date Range |
2 ;j Income/Expenze Statement Start 04/01/07
End 04/30:07
Print Options ~
Number of Copies ]T | E}ud-get Year—
" 2006
Show Budgetz/Prior Actuals ? jEIudgﬁs | |+ 2007
" 2008
Cost Center all #| W Al Cost Centers?
I [~ Center GIL Account Description v Conzolidate Cost Centers
[¥ Print Run Date and Time W Print without G/IL Account #
Budget Analysiz Report | 5 Print I@Cancel!

Thiswindow controls the options used to generate the Income/Expense Statement. We’ll explain
each field in this window.

Select Layout The appearance of the Income/Expense Statement is controlled by a
“Layout” which contains the report headings, account groupings
and sub-totaling. Y ou can have more than one Layout for an
Income/Expense Statement if you wish to print the report different
ways to achieve your desired results. We will explain more about
Layouts in the last section of this GL Reports manual.

If you wish to select a different Income/Expense Layout, you may
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use the down browse arrow | to select adifferent Layout #.

Start Date

Income/Expense Statements are always printed for an accounting
period. It shows the activity for the period selected as well asthe
YTD GL account balances. The default is the current accounting
period, but you may type any valid date here as long as there are GL
transactions in the ledger on this date.

Enter the date without slashes (/) like this:
April 1, 2007 = 040107

End Date

The ending date of the accounting period. The default isthe last
day of the current accounting period. You may type any valid date
here. Thisdate MUST be later than the Start Date above.

Enter the date without slashes (/) like this:
April 30, 2007 = 043007

Number of Copies

The default is “1” copy, but you can enter up to 9 copies of the
report if you wish.

Show Budgetsor Prior
Actuals

Y ou can print either the Budget or Prior Actuals (last years actuals
for the same period) as a point of comparison on the
Income/Expense Statement. Y ou aso have the option to print
“Neither”.

Budget Year

If printing Budgets on the report, this lets you select which budget
year to print. It aways defaults to the current budget year, but you
can select the previous or next budget year. This can be handy if
you are printing the Income/Expense Statement for a period in the
previous fiscal year.

Cost Center

If Cost Centers have been activated in the GL Control File for this
community, you may specify a particular Cost Center which means,
the Income/Expense Statement will be printed for just the selected
Cost Center. The default is “ALL” Cost Centers, but you may click

the down browse arrow %! to browse and select a particular Cost
Center.

[ Center G/L Account Description

The standard format is for the GL Account Descriptions to print on
the left side of the report with columns for Current Period, YTD
and Yearly Budget. Check marking this option changes this order
so the Current Period prints on the left, the GL Account Description
in the middle with the YTD and Y early Budget to the right of the
Description column. This can make the report easier to read across
for some officers.

[v Print Run Date and Time

Check mark this box to have the date and time included on the
report. This can be handy for telling which report is the last printed.
The default isto have this option checked.

| Consolidate Cost Centers

Check mark this box to consolidate Cost Centers by their main GL
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Account #. Thiswill shorten the report sinceit will only list the
main GL Account # on the report and not repeat the main GL
Account # with each Cost Center where there is a balance.

v Print without G/L Account #

Check mark this box to suppress printing the GL Account # along
with the Account Description on the Income/Expense Statement.

Budget Analyziz Report

Thisis avariation on the Income/Expense Statement. See the
manual section immediately following this one for more detailed
info on this report.

& Fine Click the Print button to proceed with generating the
Income/Expense Statement.
@Cancel Click Cancel to exit from the Income/Expense Statement report.

If you click the Print button, you will see the report output window:

Report Output

@ Print Reports g@‘

— Print To:

Print financial statements

" Screen

L il

" Email

" Community Web Site

Settings & Print I
i~ Portrait % Landscape
QCancell

Here you can select the report output for this report.

& Fine Click the Print button to print the report or generate a PDF version.

@Cancel Click the Cancel button to exit from the report.
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I ncome Statement — Standard
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Budget Analysis Report

The Budget Analysis Report button prints a variation of a lncome/Expense Statement report. [t
shows the current period balances and Y TD bal ances compared to the budget. Y ou may enter
notes to explain budget variances before printing the report.

Budget Analysis Report Click the Budget Analysis Report button.

If you clicked the Budget Analysis Report button, you will see awindow for generating and
saving the report file.

Generate File
4G GL - Select Budget Comparison File

Directory: XX\BUDGRPTS\

} Diel ete!

Create New

E oK | @Canceli

To proceed with generating the report file, click the Create New button.

If you clicked the Create New button above, you will see the Budget Analysis report generated
to the window:

Budget Analysis Report

G GL- Budget Analysis Report X - Sample Condominium g@

] sample Condominium|

Budget Analysis Report

|
] Period: 04/01/07 to 04/30/07
I

Current Period Favl Year to Date Favi
Actual Budgst Variance Unfav Actual Budgst ‘“Variance Unf: |
Subtotal Income 2653.00 ] HH8—Fav- 4283981265000 159.00 Fav. -
Enter Hote:
General & Administrative 962.00 G495, 33.00 Fav. 3870.00 3930.00 110,00 Fav.
Enter Note:
Site Improvement .00 0. 0.00 Fav. 2500.00 2700.00 200.00 Fav.
Enter Note:
Utilities 133.00 140.00 7.00 Fav. 518.00 535.00 17.00 Fawv.
Enter Note:
Maintenance 133.00 10p.00 [33.00 )} Unfav. 329.00 400.00 71.00 Fav.
Enter Note:
=
@Sa\le *F‘rint QCancell

Notice that it %hows the current period and Y TD compared to the budget. Also notice that you
may enter Notes to explain the budget variances.
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©) s Click the Save button to save the report file.

& rire| | Click the Print button to print the report or generate a PDF version.

@Cancel Click the Cancel button to exit from the report.

Y ou will see the report output window:
Report Output
& Print Reports E]

Print financial statements

i Print To:

" Screen
" File
" Email
" Community Web Site
Settings £ Print I
@) Can cell

i Portrait {* Landscape

Here you can select the report output for this report.

& rire| | Click the Print button to proceed with the report output options selected.

@Cancel Click the Cancel button to exit without printing the report.
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Reserve Fund Statement

This report shows the Reserve Funds which should be part of the “Equity” section of your
Balance Sheet. These are NOT the cash accounts for the Reserves. The cash balances show on
the regular Balance Sheet. These are “Fund Balances” which reflect what you are contributing to
Reserves for the current year, expenditures from Reserves and the ending balance in each
Reserve Fund. The report shows the reserve fund balances based on the Account Types from
your Chart of Accounts.

See Appendix A “Reserve Treatment” for more discussion of Reserves.

Reserve Fund Statement

Click this button to generate a Reser ve Statement report. A
Reserve Statement shows the reserve fund balances and the
activity in these accounts since the beginning of the current fiscal

year.

Only GL accounts in the Chart of Accounts defined as “Reserve”
accounts will be printed on this report. It will automatically
suppress accounts that have a zero (0) account balance.

Once you click the Reserve Statement button on the GL Reports menu, you will see the Reserve
Statement Options window:

Reserve Statement Options

@ GL - Financial statements XX - Sample Condomini... g@

Reserve Statement  Current Period: 04/01/07 to 04/30/07
Select Layout

] 3 ;j Statement of Reserves

- Print Options
“As OF Date | 04i3007
Humber of Copiss 11_
Cost Center I_ #| I AlCost Centers

~
[~ Print Run Date and Time
-

Consolidate Cost Centers [~ Show Account #

Combine Current Year Activity into One Column

&8 Frint @Cancelg

Thiswindow controls the options used to generate the Reserve Statement. We’ll explain each
field in this window.

Select Layout

The appearance of the Reserve Statement is controlled by a
“Layout” which contains the report headings, account
groupings and sub-totaling. Y ou can have more than one
Layout for a Reserve Statement if you wish to print the report
different ways to achieve your desired results. We will explain
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more about Layouts in the last section of this GL Reports
manual .

If you wish to select adifferent Reserve Statement Layout, you

may use the down browse arrow *| (0 sdlect adifferent
Layout #.

”As Of Date”

Reserve Statements are always printed as of one date, not a
daterange. They automatically show YTD GL account
balances and the activity in the reserve accounts since the
beginning of the current fiscal year. The default is aways the
last day of the current accounting period, but you may type any
valid date here aslong as there are GL transactions in the
ledger on this date.

Enter the date without slashes (/) like this:
April 30, 2007 = 043007

Number of Copies

The default is “1” copy, but you can enter up to 9 copies of the
report if you wish.

Cost Center

If Cost Centers have been activated in the GL Control File for
this community, you may specify a particular Cost Center
which means, the Reserve Statement will be printed for just
the GL accounts that use this Cost Center. The default is
“ALL” Cost Centers, but you may click the down browse

arrow %! to browse and select a particular Cost Center.

| Consolidate Cost Centers

Check mark this box to consolidate Cost Centers by their main
GL Account # Thiswill shorten the report since it will only
list the main GL Account # on the report and not repeat the
main GL Account # with each Cost Center wherethereisa
balance.

[v Print Run Date and Time

Check mark this box to have the date and time included on the
report. This can be handy for telling which Reserve Statement
isthelast printed. The default isto have this option checked.

|v Show Account #

Check mark this box to have the GL Account # printed on the
report in addition to the Account Name. This can be handy
when using the report to reconcile balances with subsidiary
ledgers.

[~ Combine Current Year Activity into One Column

Check mark this box to have the contributions to reserves and
the expenditures from reserves combined into one column
rather than show them in separate columns. This could be
desirable to hide corrections or adjustments to reserves that
community officers might question.

ﬂFrintl

Click the Print button to proceed with generating the Reserve
Statement report.
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@) can ce-ll

Click Cancel to exit from the Reserve Statement report.

If you click the Print button, you will see the report output window:

Report Output

4« Print Reports g@\

Print financial statements
i Print To:

" Screen

" File

" Email

" Community Web Site

Settings & Print I
i Portrait {* Landscape
@Cancel'

Here you can select the report output for this report.

2% Frint

Click the Print button to print the report or generate a PDF version.

@) Cancel

Click the Cancel button to exit from the report.

A sample Reserve Statement is shown on the next page.
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RESERVES:

Reserves - Pavement
Reserves - Street Lights
Reserves - Roofs

Subtotal Reserves

TOTAL RESERVES

Reserve Fund Statement

Sample Condominium

Reserve Statement

Ag of D4/30/07

BEGINMING ¥TD ¥TD AVAILABLE

OF YEAR ALLOCATION EXPEMDITURES BALANCE

28000.00 1,000.00 0.00 25,000.00

3300.00 375.00 0.00 3.675.00

17000.00 730.00 0.00 17.730.00

43300.00 212500 0.00 30,425.00

43300.00 212500 0.00 30.425.00
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Y early Spreadsheet
There are two different reports that can be printed in a spreadsheet format.

e 12 Month Spreadsheet - This report prints the actual Income and Expenses for the
current year in a month-by-month format for up to 12 months in a spreadsheet format.
Alternatively, you can print the current year's Budget for the entire year in a 12 column
spreadsheet format. Thisreport is useful for tracking trends in the Income/Expenses or
when preparing budgets for the following year.

It is prepared using the regular Income/Expense Statement Layout.

e Projected Income/Expense — Takesthe YTD actual for the Income/Expense through a
selected cutoff date, then enter the estimated income and estimated expenses through the
end of thefiscal year. This projected Income/Expense report can be very handy for
anticipating cash flows aswell as atool for preparing budgets. This report compares the
projected actual Income/Expense totals for each accounting period to the budget so you
have a point of comparison.

Y early Spreadsheet

Sprggﬁgﬁeet

Click this button to generate any of the Y early Spreadsheet reports. Only GL
accounts in the Chart of Accounts defined as “Income or Expense” accounts
will be printed on thisreport. 1t will automatically suppress accounts that have
azero (0) account balance.

Onceyou click the Yearly Spreadsheet button on the GL Reports menu, you will see the report
selection window:

Select Report

% GL - Yearly Spreadsheet HX - Sample Condominium g@@

Select Report

&+ 12 Month Spreadsheet - Actual/Budget

(™ Projected Income/Expenze

& o |@Cancel§

Click the radio buttons to change reports. The default isthe 12 Month Spreadsheet.

12 Month Spreadsheet

Prints the actual Income and Expenses for the current year in a month-by-month format for up to
12 months in a spreadsheet format. If the “Actuals” are selected, it can only print the monthly
totals up through the last month for which thereis activity.

Alternatively, you can print the current year's Budget for the entire year in a 12 column
spreadsheet format. It is prepared using an existing Income/Expense Statement Layout.
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If the 12 Month Spreadsheet report is selected, you will see this window for the report options:

Y early Spreadsheet Report Options

& GL - Yearly Spreadsheet #X - Sample Cond... g@

Layout # 2 i] IncomesExpenze Statement
ActualBudgst Actual -

Print Account |Accuunt# LI

Cost Center #| [ AllCost Centers

Cutoff date 0430607

- Budget Year
= oF Feat

o _. __: ! [~ Print Run Date and Time

& Print § @ Can celi

This window controls the options used to generate the 12 Month Spreadsheet report. We’ll
explain each field in this window.

Layout #

The appearance of the 12 Month Spreadsheet is controlled by a
“Layout” which contains the report headings, account groupings
and sub-totaling. In this case, the 12 Month Spreadsheet is based
on an existing Income/Expense layout. Y ou can have more than
one Layout for an Income/Expense Statement if you wish to print
the report different ways to achieve your desired results. We will
explain more about Layoutsin the last section of this GL Reports
manual .

If you wish to select adifferent Income/Expense Layout, you may
use the down browse arrow | to select adifferent Layout #.

Actual/Budget

The report can be printed for either the “Actual” Income/Expense
monthly totals or for the Budget.

Actual vl

Actual
Budget

You must select one or the other. The default is “Actual”.

Print Account

Dueto printing 12 monthly columns and atotal column, space onthe
reportislimited. Therefore, you can select if you wishto print the GL
Account #, the GL Account Name or both on the report.

|An:n:|:|unt # j

Account #
Acct Name
Acct#and Name

If you elect to print the GL Acct # AND Name, it will truncate the
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account name to fit the space available.

Cost Center

If Cost Centers have been activated in the GL Control Filefor this
community, you may specify a particular Cost Center which means,
the 12 Month Spreadsheet will be printed for just the selected Cost
Center. The default is “ALL” Cost Centers, but you may click the

down browse arrow %! to browse and select a particular Cost
Center.

Cutoff Date

This should be the last accounting period during the year which has
complete GL activity. The default isthe last day of the current
accounting period. You may type any valid date here.

Enter the date without slashes (/) like this:
April 30, 2007 = 043007

Budget Year

If printing Budgets on the report, this lets you select which budget
year to print. It aways defaults to the current budget year, but you
can select the previous or next budget year.

[v Print Run Date and Time

Check mark this box to have the date and time included on the
report. This can be handy for telling which report is the last
printed. The default isto have this option checked.

& Fine Click the Print button to proceed with generating the 12 Month
Spreadsheet report.
@ Cancel Click Cancel to exit from the 12 Month Spreadsheet report.

If you click the Print button, you will see the report output window:

Report Output

@ Print Reports [;]@\

Print actual’budget spreadsheet

— Print To:

& [Printer
™ Screen
(" File
" Email
(" Community Web Site

i 4 Frint
" Portrait " Landscape

C |

[~ Use Classic Report Mode @ Cance .

Here you can select the report output for this report.

& Fine Click the Print button to print the report or generate a PDF version.

@Cancel Click the Cancel button to exit from the report.
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Projected Income/Expense

Using the YTD actua for the Income/Expense through a selected cutoff date, you may manually
enter the estimated income and estimated expenses for each GL Account # through the end of the
fiscal year or use the automated options to estimate the monthly totals. This projected
Income/Expense report can be very handy for anticipating cash flows as well as atool for
preparing budgets.

The report compares the projected actual Income/Expense totals for each accounting period to
the budget so you have a point of comparison.

If the Projected Income/Expense report is selected, you will see this window for the report
options.

Pr oj ected | ncome/Expense Report Option_s
i GL - Yearly Spreadsheet f-'-i". v

(™ MextYear

- Budget Year

Projection Amount Options -
{* Calculate Monthly Average
(" Use Budgeted Amount

(" Manualhy Enter Amounts
(For Each Remaining Period)

Cutoff date

0430007

= Frinti W Cloze

There are several options for calculating the monthly totals through the end of the year. We’ll
explain each field in this window.

Budget Year Budgets are printed to compare to the actual Income/Expense totals
for each period. Having the Budgets on the report helps evaluate
the projections as well as the actua performance of the community
for the fiscal year.

Select the Budget Y ear from:

Previous Y ear
Current Y ear
Next Y ear
The default is Current Year.

Projection Amount Options
There are two automated ways to project future periods on the report and also a manual entry
method. We’ll explain how each works.

Calculate Monthly
Average

This projects the remaining future months after the Cutoff Date
using the average amount for each Income/Expense account. For
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example, for a caendar fiscal year where the Cutoff Dateis
September, the Monthly Average would be calculated by taking the
YTD total in each Income/Expense account and dividing it by 9
(months) to calcul ate the Monthly Average, then it would plug the
monthly average into the remaining 3 monthsin the fiscal year to
project the total year.

Use Budgeted Amount

This projects the remaining future months after the Cutoff Date
using the budgeted amount for each Income/Expense account. For
example, for a caendar fiscal year where the Cutoff Dateis
September, the remaining 3 months in the fiscal year would be
calculated using the budget for these months to project the total
year.

Manually Enter
Amounts

If you select this option, you will see the report options window
change to give the manual entry option:

@ GL - Yearly Spreadsheet g@

- Budget Year ]
" Previous Year v Currentear ( NextYear

Projection Amount Options -
(" Calculate Monthhly Average
" Use Budgeted Amount

&+ fifianually Enter Amounts
{For E4ch Remaining Feriod)

Cutoff date 04/30:/07

Ent |
Hm%;;is é antl " Close

Notice the Enter Amounts button appears.

Enter
Amounts

Click the Enter Amounts button to manually enter the projection for
the fiscal year.
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Y ou must first select the Income or Expense account where you wish to enter a projection.

_ Select GL Account #
<& GL - Maintain Projected Amount g@

Account # -]— ;}

Period Amount Period Amount

Period 1 7. Period 7 '
Period 2 8. Period 8

Period 3 [ 3. Period 9

Period 4 [ 10, Perid 10

Period 5 [ 11 Perid M [
Period & [ 12 Perod12 | —

Totals:

Q oK I @Cancell t Close

L e R

Notice the down browse arrow ¥, Usethisto open a browse of the Chart of Accounts.

Once you select an Income or Expense account, you are ready to enter the projection amounts:

Enter Projection Amounts
<§ GL - Maintain Projected Amount g@

Account# [ 7010 -[000 |

Management Fees

Period Amount Period Amount
1. Period 1 7. Period 7 750 | |
2. Period 2 r— 8. Period 8 750
3. Period 3 [ 9. Period § 750
4, Period 4 10. Period 10 | 750
S Period 5 [ 70 11 Period 11 ]
6. Period 6 [ 750 12 Period 12 [ 70

Enter Projected Amount for the Year: 5,000

y Cleal P;E;:,cr;%d_ > E oK @Cancel! t Close

Armount

Enter the projections starting at the first accounting period after the Cutoff Date. If you enter
projections for the entire year, it does not matter, the actuals will be used for the periods up
through the Cutoff Date, then the projection amounts will be used in the spreadsheet for the
future periods to calculate a projection for the total year.

Yearly
Use thelﬁ button to spread atotal evenly across each period in the fiscal year.
Click the OK button to proceed with another GL Income or Expense account.

Cutoff Date | Thisshould be the last accounting period during the year which has complete GL
activity. The default isthe last day of the current accounting period. Y ou may
type any valid date here.
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Enter the date without slashes (/) like this:
April 30, 2007 = 043007

& Fine Click the Print button to proceed with generating the Projected Income/Expense
12 Month Spreadsheet report.
@Cancel Click Cancel to exit from the Spreadsheet report.

If you click the Print button, you will see the report output window:

Report Output

% Print Reports [;]@\

Print actual/budget spreadzheet
— Print To:

{ " Community Web Site

Settings £ Frint
i+ Portrait (" Landzcape

Cancel

[ Use Classic Report Mode Qoo

Here you can select the report output for this report.

2% Frint

Click the Print button to print the report or generate a PDF version.

@) Cancel

Click the Cancel button to exit from the report.

This completes the instructions for the Y early Spreadsheet reports.
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General Ledger

Use this function to print afull detail General Ledger or summary Trial Balance Report for a
range of account numbers and dates. This report shows the balance of each account. Two
formats of the report are available:

Detail - shows all transaction activity for each account (full detail General Ledger)
Summary - shows totals for each account only (Trial Balance format)

Y ou would normally print the General Ledger after all transactions have been entered and posted
for the accounting period. However, you can run it at any time.

General L edger
,@ Click this button to print the General L edger report. By default it will print
e al GL Accounts that have balances or activity. It will automatically
Hedaei suppress accounts that have a zero (0) account bal ance.

Onceyou click the General L edger button on the GL Reports menu, you will see the report
options window:

Report Options
& GL - General Ledger Report 22( - Sample Condo...

Current Period:  04/01/07 to 04/30/07
G/L Account

& Al (" Range
Start | E
End -J_
Date
Al (+ Range
Start | 04/01/07
End | 04/30/07
Show Detail? [Yes v]

Cost Center ,_t_j

[ All Cost Centers

[~ Print Prior Year Balances & PrintI QCanceII
]

Click the radio buttons to select the options. We’ll explain each option in this window.
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G/L Account

Use this option to elect whether to print the General Ledger for ALL
accounts or a RANGE of accounts. The default is ALL accounts.

If you select RANGE, then you may enter the Starting and Ending GL
Account #’s like this:

G/L Account
Al {* Range

start [s000 -Jooo ¥
End [sos9 -Jooo ¥

Use the down browse arrows 3 to browse the Chart of Accounts to select
the account range you wish.

Date

Use this option to select which period or date range to print the General
Ledger report. The default isthe RA NGE which isthe CURRENT
accounting period.

Date ————
" Al {+ HRangs

Start | 044/01/07
End | 04430507

If you click ALL, the General Ledger will include all activity back to the
beginning of the fiscal year.

Show Detail?

Y ou have the choice of YES or NO to this option.

Yes -

Yes
No

Yeswill print al the GL transactions for the Accounts and Date Range
selected. The report will look like a standard full detail General Ledger.

No will print aTrial Balance formatted report for the Accounts and Data
Range selected. The report will be much more abbreviated than afull detail
General Ledger and will look like a standard Trial Balance.

Cost Centers

If Cost Centers have been activated in the GL Control File for this
community, you may specify a particular Cost Center which means, the
General Ledger report will be printed for just the selected Cost Center.

Click the down browse arrow %! to browse and select a particular Cost
Center.

Check mark the All Cost Centersbox to print areport showing al GL
Accounts with the Cost Centers.

[~ Print Prior ear Balances

Check mark this option along with selecting a period in a previous fiscal
year to see the GL account activity for aprevious fiscal year. The General
Ledger detail must still be on file for the previous fiscal year for you to see
the account activity.
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2% Frint

Click the Print button to proceed to the report output window.

@) Cancel

Click the Cancel button to exit from the report.

If you click the Print button, you will see the Report Output window:

Report Output
4 Print Reports g@

General Ledger Report
i Print To:

(™ Screen

" File

" Email

" Community Vieb Site

2 Settings - &Frim;

" Portrait (" Landscape
C- |
[~ Use Classic Report Mode wl

Select the report output you wish. The default is printer.

2% Frint

Click the Print button to print the report or generate a PDF version.

@) Cancel

Click the Cancel button to exit from the report.
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General Ledger — Full Detail
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Sour ce Reprint

Thisis apowerful feature that will search the General Ledger and reprint all transactions that are
part of an entry in the Ledger. It can sort on either the Source (A/R, A/P, PIR, etc.) or on the
Reference ID (posting #, batch #, etc.) or on a combination of both. Wildcarding is supported (*)
to let you search on a portion of the Source or Reference ID.

This lets you suppress the printing of the 'Posting’ reports (Journal Entry, Recurring Entry) but
still be able to keep aproper "Audit Trail" when requested. This report can only be used with the
current year's transactions, not previous years.

GL Source Reprint

; Click this button to print the GL Source Reprint report. The GL Source
ﬂ Reprint will find all pieces of a GL transaction using either the Source ID or
Rt Reference ID you see in the General Ledger.

Once you click the GL Sour ce Reprint button on the GL Reports menu, you will see the search
entry window:
_ GL Source Reprint — Search Entry

< GL - Source Reprint ¥ - Sample Cond... E]@

Current Period: 04/01/07 to 04/30/07

Source D
Reference D

- Date
Al (* Rangs

Start | 04/01/07

End | 04/30/07

Enter Source/Ref ID to search
or "™ for wildcard (ex: GJ*)

< Frint | @ Cancel|
|

Y ou can search based on either the Source ID or Reference 1D, however, we recommend using
one of the other, not both, to increase your chances of a match.

Wildcarding — You can type the first few letters or numbers of the Source ID or Reference ID,
then use an asterisk (*) to find all matching entries beginning with the same ID.

Example — AP12*
Thiswould find al GL transactions beginning with these letters and numbers.
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SourcelD Enter module " Source" from the General Ledger such as:
AR  Accounts Recelvable
AP Accounts Payable
CR  Check Rec.
PR  Payroll
GJ  Journal Entries
RJ Recurring Entries
Y ou can use the wildcard (*) or enter the ID # following the module
abbreviation. You may 'skip' the Source ID if you would rather search on
the Reference ID below.
ReferencelD Enter the Reference ID which shows in the General Ledger. For example,

each Journal Entry has a"Batch #" which shows in the General Ledger
under the Ref #field. Likewise, each A/P transaction (Invoices, Checks)
has a posting report # (like a batch #) which showsin Ref #field. You
MUST enter either a Source ID of Reference ID.

Starting Date

The choices are;
e All
e Range

If you click the radio button for ALL, you will not need to enter a date
range. The search will find all matching transactions regardless of the date.

If you click RANGE, you can enter the starting date to print matching
transactions from. It will default to the first day of the current accounting
period.

Ending Date Y ou only need to enter an Ending Date if the RANGE option is checked
above. It will default to the last day of the current accounting period.

& Frint Click the Print button to proceed with the source search.

@Cancel Click the Cancel button to exit from the Source Reprint.

91




If you clicked the Print button, you will see the report output window:

Report Output
€% Print Reports E]
Source Reprint
— Print To:
" Email
i Community Web Site
- Settings & Print
* Portrait " Landscape
[ Use Clas=sic Report Mode @ Cancel

Click the radio button next to the choice you wish. Printer isthe default choice.

& Fine Click the Print button to proceed with the Source Reprint.

@Cancel Click the Cancel button to exit the Source Reprint without proceeding.

Note: If no match isfound, you may need to check the General Ledger to get the correct Source
ID or Reference ID. Also, make sure the date range is correct.
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Maintain Layouts

Before you can print afinancial statement, a"layout” must exist for that statement. A "layout” is
alist of codes (called "layout function codes") that controls what information prints on a
financial statement and how it looks when printed.

Layout function codes are described in detail at the end of this chapter. Use them to control such
things as which G/L accounts are printed, how they are spaced, and how they are subtotaled and
totaled. Layouts are stored with the community data so once you have defined them, you will use
them over and over again each time you print financial statements.

A separate layout is required for each financia statement. If you are using the sample chart of
accounts provided with TOPS Software, the three layouts necessary to print a P& L Statement, a
Balance Sheet and a Reserve Fund Statement have aready been defined for you and should have
been copied into your community when you did the “Express Setup” under Community Setup.
Likewise, if you defined the Chart of Accounts "Ranges’ when you setup the Community,
Layouts would have been created automatically for you at the end of the “Range” setup.

Typically, you would have these three Layouts:

1 Balance Sheet
2 Income/Expense Statement
3 Reserve Fund Statement

If you need to create or change Layouts start from the GL Reports menu. Follow the
instructions below.

Maintain L ayouts

Click the Maintain Layouts button on the GL Reports menu.

hairitain
La yout
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Y ou will seethe Layout Selection window:

L ayout Selection

&y 0L }
001 Balance Shest ﬂ
002 IncomeExpensze Statement

003 Stetemert of Reserves

|
s Add | '_‘}nemel o |"E:|ose

We’ll explain each item in this window.

L ayout A number assigned by the system to keep track of each financia statement
layout within a community.

Description The name entered to identify the layout. Thisisnot the name that is printed on
the heading of the report, this description nameis just for your ease in selecting
alayout.

d Ao Click the Add button to create a new layout.

) petene Click the Delete button to permanently delete the highlighted layout.
2 o Click the OK button to proceed to the next window when editing a layout.

& Close Click the Close button to exit from the financial statement layouts.

If you clicked the Add layout button, you will see this window for setting up the layout:

Add L ayout
“ GL - Edit Layout
Layout & F
statement Type | IR - |
Description ]

b |@Cancel|

94




Layout # The next available Layout # is automatically assigned as you add a new

layout. We recommend standardizing your layouts as follows:

1 Balance Sheet Layout

2 Income/Expense Layout

3 Reserve Fund Layout
You don’t have to follow this recommendation if you prefer a different order.
Y ou can print the financial statementsin any order you wish no matter what
Layout # is assigned to them.

Statement Type | You must select from one of the following Statement Types:

e Balance Sheet — only allows including Balance Sheet account types.

e Profit & Loss Statement — only alows including Income/Expense
account types.

e Supporting Schedule (P & L format) — allows you to include
selected Balance Sheet accounts on an Income/Expense Statement,
such as, the checking account balance.

e Reserve Statement (Balance Sheet Format) — allows the inclusion
of Balance Sheet accounts that have the Reserves account type. The
cash portion of Reservesis reported on the regular Balance Sheet, the
“fund balances”, which are part of the Equity section of your General
Ledger, are reported on this layout.

e Supporting Schedule (Balance Sheet format) — allows you to
include selected Income/Expense accounts on a Balance Sheet
Statement, such as, Y TD Insurance Expense.

Description Two lines to enter the name of the report. Thisis not the report name that
actualy prints on the report itself, thisis only for your ease of identifying the
layouts so you can select the one you want.

2 o Click the OK button to proceed into the actual layout itself where you can

add headings, select GL accounts to include in the layout, and define sub-
total groups.

@) Can ce-ll

Click Cancel to exit from the layouts.
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Balance Sheet
A Baance Sheet is areport listing the following account types from the Chart of Accounts:

o Assets

e Liabilities

e Reserves (actually part of Equity)
e Equity

Note that the balance sheet format has no CURRENT PERIOD or YEAR-TO-DATE columns,
but does have three columns for visually separating subtotals and totals. These three columns are
referredto as"1" (left-most), "2" (middle), and "3" (right-most). Y ou do not have to use al three
columns, but they are available if you want them.

Fund Balance For mat

When printing a Balance Sheet, there is also an option to print it in a “Fund Balance” format
which separates the account balances into “Operating”, “Reserves” and “Other”. You do not
need a separate layout for thisformat, it is generated automatically off the standard Balance Sheet
layout.

The following explains how a Balance Sheet Layout is designed.

The window below shows an actual Balance Sheet Layout. It’s easier to grasp how the layouts
work to show an existing one then to cover how to Add a new one from scratch.

Balance Sheet L ayout

4 GL - Maintain Layout XX - Sample Condominium
Layout = 1  Balance Sheet
Prt | Paren
Col | Crtrl
CHAM| Community Report Marme: <]
LIT Certer? ¥ Balance Sheet j
LEG Legend
LF  #lines M
LIT Center? ASSETS
LF  #lines O
LIT Center? CASH:
RHNG  Beg 01000 End 01293  Sub-acct 000 E F 1
UL Uncerline 1 LJ
e s | poee] e k] - e | @] * oo

If you are editing or creating a new Balance Sheet layout, here are the things you need to know.

Acct #or Function | Thiscolumn iswhere you enter alayout code (function), a GL Account #
or aRange of Accounts. A list of the Functions and their descriptionsis at
the end of the Balance Sheet Layout section.

Description This shows you a name for either the Function, the GL Account # or the
GL Account Range for each line item in the layout.
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Balance Type

This column is only active for lines with GL Account #’s or GL Account
Ranges. For a Balance Sheet layout, the choices are:

E = Ending Account Balance for the Reporting Period — thisis
the default for Balance Sheets. It showsthe Y TD account balance.

B = Balance at Beginning of Reporting Period — select this Type
to show the beginning account balances for the reporting period.

N = Net Change for the accounting period.

For lines with GL Account #’s or GL Account Ranges, you MUST select a
Balance Type.

Print or
Accumulate

For lines with GL Account #’s or GL Account Ranges, you have the
option to print each balance individually, or accumulate the total into a
one line sub-total farther down the layout. Thislets you consolidate
similar Balance Sheet accountsinto aonelinetotal. The Default is Print
(P), but you may click the Accumulate box to use this consolidation
feature.

Hint — You must insert the Function Code “PAT” which means Print
Accumulated Total somewhere underneath where you have “accumulated”
some GL Account balances. More on this Function Code under the listing
of Function Codes at the end of the Balance Sheet Layout instructions.

Print Column

For lines with GL Account #’s or GL Account Ranges, you have the
option to designate which report column to print the balancein. The
choices are:

1 Left Most Column
2 Middle Column
3 Right Most Column

Y ou aso have the option of picking the columns for Underline and Sub-
Total Function Codes.

Parenthesis
Control

On the financia reports, parenthesis () are used to enclose balances that
are negative. Negative here means, not the normal account balance for
this type of account. The choices are:

e Enclose When Debit
e Enclose When Credit

In the Balance Sheet Layout, the Parenthesis Control column is only
available for Sub-Total functions where you might want to reverse the
presentation of the Sub-Total on the report to either show or not show the
parenthesis (). For the most part, you would ALWAYSwant to accept the
default Parenthesis Control code for a Sub-Total line sinceit will be the
correct way to present the Sub-Total on the report.

Click the Add button to add a new line to the layout.

To insert anew line between existing lines, simply click on the line
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ABOVE where you wish to insert the new line. Then click the Add
button.

Delete
Line

Highlight aline, then click the Delete Line button to remove the line from
the layout.

Prirt
sample

Click this button to Print Sample report showing the format of the layout.

=55 Check

Click the Check L ayout button to make sure you have included ALL the

Gk Balance Sheet accounts from the Chart of Accountsin the layout.
& Fine Click the Print button to print the layout so you can proof or review it.
Paout Click the Layout Description button to view or change the name and
= description you entered for this layout. It brings up the same window as
you see when you are Adding a new layout.
R Close Click the Close button to exit from the layout saving any changes you

made.

I mportant Note:

Every Balance Sheet account in the Chart of Accounts, except those you

may use as alabel for a number range, must be included in the Layout. If not, you may find that
the Balance Sheet may be "out of balance" because a G/L account with a balance is not included
in thelayout. Y ou can use the Check Layout function to find any missing accounts.

Balance Sheet Function Codes

Function Codes give you better control and design over your financial statement layouts. The do
things such as underline columns, Sub-Tota groups of accounts, print report headings and other

things.

Thefollowing isalist of Function Codes that can be used in a Balance Sheet Layout.

Function Codes

CNAM

The Community Report Name from the “Community Master File”. As an
alternative, you may enter the Name as a “LIT” which alows you to manually
enter the community name.

LIT

A label or heading on the report. Example - the Community Name or the
heading "Assets". A “Literal” can be "centered" automatically.

LEG

The report “Legend” prints the report date as well as sets up the correct
column headings for the type of layout. Y ou must have aLEG codelinein
the report before you start printing GL Account balances so the balance
columns are formatted properly.

LF

InsertsaLine Feed at this point in the report. Y ou would use aline feed to
insert a blank line between a heading and a column of balances or between a
Sub-Total and a Grand Total.

99999-999

A G/L Account # and Cost Center, if any, from the "Chart of Accounts"
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Wildcards

If Cost Centers are active for this community, you may use the asterisk
symbol (*) for the Profit Center (Cost Center) to pick up ALL Profit Center
for aparticular main G/L Account #.

RNG

A "range" of G/L Account Numbersto beincluded in the "Layout". For
example, you may want all your "Cash" accounts included on the Balance
Sheet without having to enter each individual G/L Account Number. Using
this Code, you can specify a"Beginning” and "Ending" Account #.

Wildcards

Y ou may use the asterisk symbol (*) for the Profit Center (Cost Center) to
pick up ALL Profit Centersfor aparticular range of G/L Account #'s.

UL

Prints underline on reportsin either column 1, 2 or 3.

DL

Double underline for significant totals on the Report in either column 1, 2, 3.

FF

Form Feed - gectsto top of next page. Y ou would then want to put in the
Report headings again.

PAT

Print accumulated total where you have been “accumulating” account
bal ances for some G/L accounts rather than printing them on the Report
individualy.

BSNI

Balance Sheet Net |ncome/L oss figure for the current year. Thisis
calculated automatically by the system and is needed to "balance" the report.
It must beincluded in all Balance Sheet Layouts.

SUB1-9

A Subtotal level 1-9 to be printed on the report. Example - Subtotal 1 will
total all G/L Acct balances from the last SUB1 forward. Subtotal 2 will total
each of the Subtotal 1'sin the Layout from the last Subtotal 2 to this one and
so forth. Y ou may type in the name of the Subtotal as you wish it to appear on
the Report.

Here is an example of how the Sub-Totaling worksin afinancial statement:

Account #1000 $ 100.00

Account #2000 $ 200.00

SUB1 subtotal $ 300.00 (totals the individual account balances)
Account #3000 $ 300.00

Account #4000 $ 400.00

SUB1 subtotal $ 700.00 (totals the individual account balances)
SUB2 subtotdl $1,000.00 (totals the Sub1’s into a Sub2 total)
Account #5000 $ 500.00

Account #6000 $ 600.00

SUB1 subtotal $1,100.00 (totals the individual account balances)
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Account #7000
Account #8000
SUB1 subtotal

SUB2 subtotal

SUB3 subtotal

$ 700.00
$ 800.00
$1,500.00 (totals the individual account balances)

$2,600.00 (totals the Sub1’s into a Sub2 total)

$3,600.00 (totals the Sub2’s into a Sub3 total)

It might take alittle playing with the Sub-Total function before you fully
understand how it works, but the above shows the basics of the Sub-Totals.

100




I ncome/Expense Statement

Note that the P& L format includes both CURRENT PERIOD and YEAR-TO-DATE columns.
Whenever you specify a P& L format, you always get these two columns. The BUDGET or
PRIOR ACTUALS columns are optional; you specify whether you want them when you print the

report.

The following explains how an Income/Expense Statement Layout is designed.

The window below shows an actual | ncome/Expense Statement Layout. It’s easier to grasp
how the layouts work to show an existing one then to cover how to Add a new one from scratch.

I ncome/Expense L ayout

i GL - Maintain Layout XX - Sample Condominium

Layout = 2 IncomeExpense Statement

LEG Legend

CHAM Community Report Name:

LIT Center? v

LIT  Center? N INCOME:
RHG Beg 06000 End 06993 Sub-acct 000 M P 5]
UL Underling
SUB2?  Subtotal Income o
LF  #lines M
LIT Center? %

& | por]

N
IncomeExpense Statement j

EXPEMSES LJ

= Printl @'—S;‘gfl «® Closel

_& Prirt | 53 Check
zample| W layout

If you are editing or creating a new Income/Expense layout, here are the things you need to

know.

Acct # or Function

This column is where you enter alayout code (function), a GL Account #
or aRange of Accounts. A list of the Functions and their descriptionsis at
the end of the Income/Expense Layout section.

Description

This shows you a name for either the Function, the GL Account # or the
GL Account Range for each line item in the layout.

Balance Type

This column is only active for lines with GL Account #’s or GL Account
Ranges. For a Balance Sheet layout, the choices are:

N = Net Change for the accounting period. Thisisthe default for
Income/Expense Statements.

B = Balance at Beginning of Reporting Period — select this Type
to show the beginning account balances for the reporting period.
E = Ending Account Balance for the Reporting Period — it shows

the YTD account balance, however, even when you pick Net
Change above, by default, the Income/Expense Statement will

101




aways have a Y ear-To-Date column so you do not need to use this
code to get that column on the report.

For lineswith GL Account #’s or GL Account Ranges, you MUST select a
Balance Type.

Print or
Accumulate

For lines with GL Account #’s or GL Account Ranges, you have the
option to print each balance individually, or accumulate the total into a
one line sub-total farther down the layout. Thislets you consolidate
similar Income or Expense accountsinto aone linetotal. The Default is
Print (P), but you may click the Accumulate box to use this consolidation
feature.

Hint — You must insert the Function Code “PAT” which means Print
Accumulated Total somewhere underneath where you have “accumulated”
some GL Account balances. More on this Function Code under the listing
of Function Codes at the end of the Income/Expense Layout instructions.

Print Column

Thisisawaysfixed at 1. You do not need to change this setting, when the
report is generated it will have the correct column format and position.

Parenthesis
Control

On the financia reports, parenthesis () are used to enclose balances that
are negative. Negative here means, not the normal account balance for
this type of account. The choices are:

e Enclose When Debit
e Enclose When Credit

In the Income/Expense Layout, the Parenthesis Control column can be
used for individual GL Account balances, Ranges of Accounts or Sub-
Totas where you might want to reverse the presentation of the total on the
report to either show or not show the parenthesis (). For the most part,
you would ALWAYS want to accept the default Parenthesis Control code
for aline since it will be the correct way to present the Sub-Total on the
report.

Reverse Sign — thisisasimilar option to the Parenthesis Control. Check
mark this box to reverse the presentation of a GL Account balance, Range
of Accounts or Sub-total to the OPPOS TE sign than the balance would
normally be.

Example — Income would be shown with parenthesis around the balances
if this option was checked.

Click the Add button to add a new line to the layout.

To insert anew line between existing lines, simply click on the line
ABOVE where you wish to insert the new line. Then click the Add
button.

Delete
Line

B

Highlight aline, then click the Delete Line button to remove the line from
the layout.
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Prirt
sample

Click this button to Print Sample report showing the format of the layout.

=53 Check
o layout

Click the Check L ayout button to make sure you have included ALL the
Income/Expense accounts from the Chart of Accountsin the layout.

2% Frint

Click the Print button to print the layout so you can proof or review it.

Pl

Click the Layout Description button to view or change the name and
description you entered for this layout. It brings up the same window as
you see when you are Adding a new layout.

% Cloze

Click the Close button to exit from the layout saving any changes you
made.

I mportant Note:

Every Income/Expense account in the Chart of Accounts, except those you

may use as alabel for a number range, must be included in the Layout. If not, you may find that
the Income/Expense Statement may not "tie" to the BSNI (Balance Sheet Net Income) figure on
the Balance Sheet because a G/L account with a balance is not included in the layout. You can
use the Check Layout function to find any missing accounts.

Function Codes

CNAM

The Community Report Name from the “Community Master File”. As an
alternative, you may enter the Name as a “LIT” which allows you to manually
enter the community name.

LIT

A label or heading on the report. Example - the Community Name or the
heading "Income". A “Literal” can be "centered" automatically.

LEG

The report “Legend” prints the report date as well as sets up the correct
column headings for the type of layout. You must have a LEG codelinein
the report before you start printing GL Account balances so the CURRENT
PERIOD and YEAR-TO-DATE columns are formatted properly.

LF

Insertsa Line Feed at this point in the report. Y ou would use aline feed to
insert ablank line between a heading and a grouping of balances or between a
Sub-Total and a Grand Total.

99999-999

A G/L Account # and Cost Center, if any, from the "Chart of Accounts’

Wildcards

If Cost Centers are active for this community, you may use the asterisk
symbol (*) for the Profit Center (Cost Center) to pick up ALL Profit Centers
for aparticular main G/L Account #.

RNG

A "range" of G/L Account Numbersto beincluded in the "Layout". For
example, you would want all your "Income" accounts included on the
Income/Expense Statement without having to enter each individual G/L
Account Number. Using this Code, you can specify a"Beginning" and
"Ending" Account #.

Wildcards
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Y ou may use the asterisk symbol (*) for the Profit Center (Cost Center) to
pick up ALL Profit Centersfor aparticular range of G/L Account #'s.

UL Prints under line on reports under the preset report columns.

DL Double underline for significant totals on the Report under the preset report
columns.

FF Form Feed - gectsto top of next page. Y ou would then want to put in the
Report headings again.

PAT Print accumulated total where you have been “accumulating” account
bal ances for some G/L accounts rather than printing them on the Report
individualy.

SUB1-9 A Subtotal level 1-9 to be printed on the report. Example - Subtotal 1 will

total all G/L Acct balances from the last SUB1 forward. Subtotal 2 will total
each of the Subtotal 1'sin the Layout from the last Subtotal 2 to this one and
so forth. Y ou may type in the name of the Subtotal as you wish it to appear on
the Report.

Here is an example of how the Sub-Totaling worksin afinancial statement:

Account #1000 $ 100.00

Account #2000 $ 200.00

SUB1 subtotal $ 300.00 (totals the individual account balances)
Account #3000 $ 300.00

Account #4000 $ 400.00

SUB1 subtotal $ 700.00 (totals the individual account balances)
SUB2 subtotdl $1,000.00 (totals the Sub1’s into a Sub2 total)
Account #5000 $ 500.00

Account #6000 $ 600.00

SUB1 subtotal $1,100.00 (totals the individual account balances)
Account #7000 $ 700.00

Account #3000 $ 800.00

SUB1 subtotal $1,500.00 (totals the individual account balances)
SUB2 subtotal $2,600.00 (totals the Sub1’s into a Sub2 total)
SUB3 subtotal $3,600.00 (totals the Sub2’s into a Sub3 total)

It might take alittle playing with the Sub-Total function before you fully
understand how it works, but the above shows the basics of the Sub-Totals.

This completes the manual section for Income/Expense Statement layouts.
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Reserve Fund Statement

This report shows the Reserve “Fund” balances, not the Reserve cash balances. The Reserve
“Fund” balances are a sub-section of the Equity section of your Chart of Accounts. This report
has columns for “Fund” balances at the beginning of the current fiscal year, Contributions to

Date, Expenditures to Date, and Ending Balance.

[3

Note that the Reserve Fund Statement has no CURRENT PERIOD or YEAR-TO-DATE
columns, but does have three columns for visually separating subtotals and totals. These three
columns arereferred to as"1" (left-most), "2" (middle), and "3" (right-most). Y ou do not haveto
use all three columns, but they are available if you want them.

The following explains how a Reserve Fund Statement Layout is designed.

The window below shows an actual Reserve Fund Statement Layout. It’s easier to grasp how
the layouts work to show an existing one then to cover how to Add a new one from scratch.

Reserve Fund Statement L ayout

i GL - Maintain Layout XX - Sample Condominium
Layout = 3 Statement of Reserves
unctio Wi | Ao
CHAM Community Report Name
LIT  Center? Reserve Statement
LEG Legend
LF  #lines 01
LIT  Center? M RESERVES:
RNG  Beg 05000 End 05493 Sub-acct 000 E
UL Underline
SUB1  Subtotal Reserves o]
LF  #lines 01 LJ
g s | POl 4 0] @ k] o o | @] o

If you are editing or creating a new Reserve Fund layout, here are the things you need to know.

Acct # or Function

This column is where you enter a layout code (function), a GL Account #
or aRange of Accounts. A list of the Functions and their descriptionsis at
the end of the Reserve Fund Layout section.

Description

This shows you a name for either the Function, the GL Account # or the
GL Account Range for each line item in the layout.

Balance Type

This column is only active for lines with GL Account #’s or GL Account
Ranges. For a Balance Sheet layout, the choices are:

N = Net Change for the accounting period. Thisisthe default for
Reserve Fund Statements.

B = Balance at Beginning of Reporting Period — select this Type
to show the beginning account balances for the reporting period.
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E = Ending Account Balance for the Reporting Period. It shows
the YTD account balance.

For lines with GL Account #’s or GL Account Ranges, you MUST select a
Balance Type.

Print or
Accumulate

For lines with GL Account #’s or GL Account Ranges, you have the
option to print each balance individually, or accumulate the total into a
one line sub-total farther down the layout. Thislets you consolidate
similar Reserve Fund accounts into aone linetotal. The Default is Print
(P), but you may click the Accumul ate box to use this consolidation
feature.

Hint — You must insert the Function Code “PAT” which means Print
Accumulated Total somewhere underneath where you have “accumulated”
some GL Account balances. More on this Function Code under the listing
of Function Codes at the end of the Reserve Fund Layout instructions.

Print Column

For lines with GL Account #’s or GL Account Ranges, you have the
option to designate which report column to print the balancein. The
choices are:

1 Left Most Column
2 Middle Column
3 Right Most Column

Y ou a'so have the option of picking the columns for Underline and Sub-
Total Function Codes.

Parenthesis
Control

On the financia reports, parenthesis () are used to enclose balances that
are negative. Negative here means, not the normal account balance for
this type of account. The choices are:

e Enclose When Debhit
e Enclose When Credit

In the Reserve Fund Layout, the Parenthesis Control column is only
available for Sub-Total functions where you might want to reverse the
presentation of the Sub-Total on the report to either show or not show the
parenthesis (). For the most part, you would ALWAYSwant to accept the
default Parenthesis Control code for a Sub-Total line sinceit will be the
correct way to present the Sub-Total on the report.

Click the Add button to add a new line to the layout.

To insert anew line between existing lines, simply click on the line
ABOVE where you wish to insert the new line. Then click the Add
button.

Delete
F Line

Highlight aline, then click the Delete Line button to remove the line from
the layout.

106




Prirt
sample

Click this button to Print Sample report showing the format of the layout.

=53 Check
layout

Click the Check L ayout button to make sure you have included ALL the
Reserve Fund accounts from the Chart of Accountsin the layout.

2% Frint

Click the Print button to print the layout so you can proof or review it.

Pl

Click the Layout Description button to view or change the name and
description you entered for this layout. It brings up the same window as
you see when you are Adding a new layout.

% Cloze

Click the Close button to exit from the layout saving any changes you
made.

Important Note: Every Reserve Fund account in the Chart of Accounts, except those you may
use as alabel for anumber range, must be included in the Layout. If not, you may find that the
Reserve Fund Statement will be missing accounts that are not included in the layout. Y ou can
use the Check Layout function to find any missing accounts.

Function Codes

CNAM

The Community Report Name from the “Community Master File”. As an
alternative, you may enter the Name as a “LIT” which allows you to manually
enter the community name.

LIT

A label or heading on the report. Example - the Community Name or the
heading "Reserves". A “Literal” can be "centered" automatically.

LEG

The report “Legend” prints the report date as well as sets up the correct
column headings for the type of layout. Y ou must have aLEG codelinein
the report before you start printing GL Account balances so the balance
columns are formatted properly.

LF

InsertsaLine Feed at this point in the report. Y ou would use aline feed to
insert a blank line between a heading and a column of balances or between a
Sub-Total and a Grand Total.

99999-999

A G/L Account # and Cost Center, if any, from the "Chart of Accounts"

Wildcards

If Cost Centers are active for this community, you may use the asterisk
symbol (*) for the Profit Center (Cost Center) to pick up ALL Profit Center
for aparticular main G/L Account #.

RNG

A "range" of G/L Account Numbersto beincluded in the "Layout”. For
example, you may want al your "Reserve - Buildings" accounts included on
the Reserve Fund Statement without having to enter each individual G/L
Account Number. Using this Code, you can specify a"Beginning" and
"Ending" Account #.

Wildcards
Y ou may use the asterisk symbol (*) for the Profit Center (Cost Center) to
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pick up ALL Profit Centersfor aparticular range of G/L Account #'s.

UL Prints underline on reportsin either column 1, 2 or 3.

DL Double underline for significant totals on the Report in either column 1, 2, 3.

FF Form Feed - gectsto top of next page. Y ou would then want to put in the
Report headings again.

PAT Print accumulated total where you have been “accumulating” account
bal ances for some G/L accounts rather than printing them on the Report
individualy.

SUB1-9 A Subtotal level 1-9 to be printed on the report. Example - Subtotal 1 will

total all G/L Acct balances from the last SUB1 forward. Subtotal 2 will total
each of the Subtotal 1'sin the Layout from the last Subtotal 2 to this one and
so forth. Y ou may type in the name of the Subtotal as you wish it to appear on
the Report.

Here is an example of how the Sub-Totaling worksin afinancial statement:

Account #1000 $ 100.00

Account #2000 $ 200.00

SUB1 subtotal $ 300.00 (totals the individual account balances)
Account #3000 $ 300.00

Account #4000 $ 400.00

SUB1 subtotal $ 700.00 (totals the individual account balances)
SUB2 subtotdl $1,000.00 (totals the Sub1’s into a Sub? total)
Account #5000 $ 500.00

Account #6000 $ 600.00

SUB1 subtotal $1,100.00 (totals the individual account balances)
Account #7000 $ 700.00

Account #3000 $ 800.00

SUB1 subtotal $1,500.00 (totals the individual account balances)
SUB2 subtotal $2,600.00 (totals the Sub1’s into a Sub2 total)
SUB3 subtotal $3,600.00 (totals the Sub2’s into a Sub3 total)

It might take alittle playing with the Sub-Total function before you fully
understand how it works, but the above shows the basics of the Sub-Totals.
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Financial Statementswith Cost Centers

In order to be able to print financial statements with Cost Centers, you must make sure the
financial statement layouts are setup correctly. If the financia statement layouts are properly
setup, then you can have financia statements print for just a selected Cost Center or print a
combined financial statement which includes all Cost Centers.

Feparts

From the GL Menu, click on the Reports menu tab.

Y ou will seethe GL Reports menu:

Click on the Maintain Layout button.

Y ou will see the window to select the Financial Statement Layout to check:

Select L ayout
 GL - Maintain Layout xx -s... [C]B)X]

AL Description
001 Balance Sheet ﬁ
002 IncomeExpense Statement

003 Statement of Reserves
o4

|

‘ Addl '}Demel [ e I*CIose

Let’s use the Income/Expense Statement as an example for activating Cost Centers.
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Y ou will seethe Income/Expense Statement |ayout:
Financial Statement L ayout

A GL - Maintain Layout XX -Sample Condominium

Layout = 2 IncomeExpense Statement

CHAM  Community Report Mame. =]
LIT Center? v Income/Expense Statement
LEG Legend
LIT  Center? M INCOWME:
RHNG  Beg 06000 End 06993  Sub-acct000 M P [}
UL Underling 1
SUBZ  Subtotal Income )
LF  #linezs M
LIT  Center? ¥ EXPEMSES :_J

& | Pl - 2] Koo |

This shows the beginning of the layout. Y ou want to scroll down till you see where the GL
Account #’s are displayed.

= Check
|3yt

= Frint

When you see the first set of GL Acount #’s displayed, stop there:

Financial Statement L ayout

A GL - Maintain Layout XX - Sample Condominium

Layout = 2 IncomeExpense Statement

Paren
¥ Critrl
LT Certer? N INCOME: ﬂ
2z Beq 06000 End 06939 Sub-acct 000 I b
UL Underiine 1
UB2  Subtotal Income o
LF  #lines 01
LIT Center? ¥ EXPENSES
LIT  Certer? N General & Administrative
RHG  Beg 07000 End 07993  Sub-scct 000 M P C
UL Underline 1 :_J
o | !”E!:El T n | P | RN IClose|

If you wish tofactivate the Cost Centers so they work with this GL Account (Acct) or range of
accounts, (RNG) double click to openiit.
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When you open the Account # or range of Account #’s to edit, it will look like this:

Account Range

“f GL - Enter Range of Accounts g@@

Start [|6000  End |6999

Options
{# M =Met change for reporting period

(" B =Balance at beginning of reporting period
(" E=Balance at end of reparting period

I~ Reverse =zign [~ Accumulate
Parens Control Print In

{+ Enclose when debit :_ et
" Encloge when credi e

. Ial:ancell

Notice the field named “Sub-Account”. This is the same as Cost Center. Ifis displays “000”
then it meansit will NOT include any Cost Centers when this Account or range of Accountsis
printed. It will print only for Cost Center “000”.

To activate the Cost Centers so they print on financial statements, you must change the “000” to
an asterisk (*) to represent a wildcard of “All” for the Cost Centers.

Activate Cost Center

“f GL - Enter Range of Accounts Q@@

Start | G000 End |B999 Sub Acct
Options

+ M = Met change for reporting period
" B =Balance at beginning of reporting period
(™ E=Balance at end of reporting period

I Reverze sign [ &ccumulate
Parens Control Print In

{+ Enclose swhen dehit ; i
™ Enclose swhen credit e

> |QCanceII

Enter the asterisk (*) into the Sub-Account field, then click OK. Thiswill activate the wildcard
so that financial statements will print including ANY Cost Centers where balances exist for the
GL Account # or range of Account #’s.

By using the asterisk (*) asawildcard in the Financial Statement Layouts, you can aso print
Financial Statements for just a selected Cost Center rather than ALL Cost Centers. Using the
asterisk (*) gives you maximum flexibility in your print options on financial statements.

Here’s what an Income/Expense Statement Layout would look like after activating Cost Centers
in the Layout:
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Cost Centers Activated

! GL - Maintain Layout XX - Sample Condominium

Layout = 2 IncomeExpense Statement

LIT  Certer? M INCOME: i
RHG  Beg 05000 End 06933 NP 5]
UL Undetline 1

SUB2  Subtotal Income [}
LF  #lines 01

LIT Center? ¥ EXPEMNSES

LIT  Center? M General & Administestive

RNG Beg07000 End 07999 Sub-acct®
UL Undetline

Dele‘tel & Print | 55 Check
‘ i , Line ‘isarrplel 'dlaycut

= F'riml '-stgfl *® Closel

The Cost Centers are activated for the GL Account ranges using the asterisk (*) as awildcard.

Y ou would want to follow this same procedure for the rest of the GL Accounts in each of your
Financial Statement Layouts — Income/Expense, Balance Sheet and Reserve Fund Statement.

Once you are done with this step in the Financial Statement Layouts, you are ready to print
financial statements with Cost Centers. Here’s what the window would look like when printing
an Income/Expense Statement:

Income/Expense Statement with Cost Centers

1 GL - Financial statements XX -Sample C... E@@
Income/Expense Stmt Current Period: 04/1/07 to 043007
Layout % - Date Range- |
]_2_ ;‘ Income/Expense Statement Start w
End | oamomy
Print Options
Mumber of Copies ]1_ I B_udget Year—
" 2006
Shaoeer BudgetsPriar Actuals 7 1Eludgets |+ 2007
" 2008
Cost Center [sLL #] & aincost centers?
W Center Gl Account Descripti [~ Consolidate Cost Centers
v Frint Run Date and Time W Print without GiL Account #
Budget Aralysis Report =y Frint QCancell

Notice the Cost Center options now available when C%st Centersare active. You can print a
financial statement for just a select Cost Center or ALL Cost Centers. When using the option to
print for ALL Cost Centers, select the Consolidate Cost Centers option to consolidate the Cost
Centersinto just one line item on the report for each main GL Account #.

The completes the section on the use of Cost Centersin financial statements.
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Accounting Periods

INTRODUCTION

Y ou can define any "Fiscal Year" you wish for acommunity, meaning, the year can be the same
as acalendar year or anon-calendar fiscal year. The accounting periods can be months or they
can be bi-months or quarters. Just aslong as you can enter a date range for a period, the system
will let you define any periods you wish.

The"Fisca Year" can be up to thirteen "Accounting Periods' in the event you are change the
fiscal year end for the community. It is used by the General Ledger for keeping track of financial
transactions within the defined year and generating reports. Regardless of the year defined, you
may continue into the next year while still working to close the previous year. TOPS Softwareis
totally “date sensitive”, meaning, it knows how to place General Ledger transactions into the
correct accounting periods by the date of the transaction.

Y ou aso define the "Current Period” within the "Fiscal Y ear" which the system recognizes
when making General Ledger entries and printing reports. Asyou begin to work to close each
period in the General Ledger it is recommended that you change the "Current Period” to the one
you wish to close so those dates are recognized as current by the system and used as the defaults
when printing GL reports.

Closed Accounting Period Protection

If the Closed Period protection has been activated in the GL Control File, it will stop users from
posting transactions dated in any closed periods. Thisisto protect against changing GL balances
for closed periods where financial statements have already been distributed. This protection can
be overridden by users who have the correct password setup by the accounting administrator in
the GL Control File.

Maintain Accounting Periods

Acct Peinds 3 | From the General Ledger menu, click the Accounting Periods menu tab.
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Y ou will then see the Accounting Periods Summary window:

Accounting Periods Summary
4 GL - Close Period XX - Sample Condominium |~ (03

- Accounting Periods

Current Period:  04/01/07 to  04030/07

MNext Period: 05/01/07 to 0531007

Cloze Current Pernod

Accounting Penods Feport Cefaults E wit

Thiswindow shows the Current Period date range as well as the Next Period date range. Thisis

intended to help you when closing a month and moving from the Current Period to the Next
Period.

From thiswindow you can also perform some functions. We’ll cover each of these functions on the
following pages.

Close Curert Perind. ] | CliCK the Close Current Period button to move the Next Period dates to
d | the Current Period.

Moves Next ——>» Current Period:  04/01/07 to  04/30/07
Period to Current

— Next Period: 05/01/07  to  05/31/07

The Current Period dates are used as defaults in several places throughout
the software so by taking this action after closing the books for a period, it
makes it more convenient for all users working on this community.

Once you click the Close Current Month button, you see this confirmation message:

S5Y - TOPS MESSAGE

«..?“/ Ok to cose the month?

- [ ]

Click YESto proceed. Click NO to leave the Current Period unchanged.
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**Closed Period Protection**

Clicking the Close Current Period button does nothing except advance to the Next Period. No
entries are posted and no changes are made to the General Ledger. It issimply adate control for
the convenience of the user.

However, if the Closed Period protection has been activated in the GL Control File, then
advancing to the Next Month will stop other users from posting transactions dated in any closed
periods. This protection worksin al accounting modules throughout the software, not just the
General Ledger module. This protects against changing GL balances for closed periods where
financial statements have aready been distributed. This protection can be overridden by users
who have the correct password setup by the accounting administrator in the GL Control File.

Change Accounting Periods

To view or change the actual accounting periods, click the Accounting
Periods button on the Accounting Periods Summary window.

Accounting Penods

Thiswill show you the Current Fiscal Year. You will seethe Accounting Periods as they are
setup for this community:

Current Fiscal Year

€ GL - Close Period x-S [=JO)ES
Descrigon ¥ | Stat ~ End  Closed

Periods: 1 |January 01007 MB10T | |F

2 |February 0200107 02028007 [

3 |March 030107 033107 | o

4 |apri 04/01/07 043007 [~

S |May 0SM01/07 0531007 | [~

6 |llune 0BIN/07 06/30/07 [

7 |ty 07007 0TBNOT |

8 |august 03/01/07 083107 | o

§  |September 09/01/07 09030007  [F

10 |October 100107 1031007 | [

11 |November 110107 13007 | |

12 |December 12001007 1231007 | |7

13 o

Current Period # ]D_f-_ |'U4.I"|}'1.I"|:|? ]M-‘Sﬂfﬂ?

ECIear!I‘qugl_ftf] b |@Cancel

Notice you can have up to 13 Accounting Periods. The extra accounting period might be needed
if you change the fiscal year of the community.

We’ll cover each item on the Accounting Period window.

Periods 1 - 13 | The number of each Accounting Period. Y ou define what each of these periods
is called and the date range of the period as described below.
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Description Thisisthe name you wish to call each accounting period. Y ou can enter a
name for each period, such as, “1% Quarter”, «pnd Quarter”, etc.

If the accounting periods are months, use the down browse arrow ¥ to open up
the months selector.
Months Selector
So-p.. |06

]banuary «|

February

March

A pril

IMay

June

Juby

August :J
If you use the months as the Description, once you give it the starting month, it
will give the rest of the months to you in order from there.

Start Thisisthe Start Date for the accounting period. Enter is as:

030107 = March 1, 2007
Never enter the slashes (/) between the dates.
End Thisisthe End Date for the accounting period. Enter is as:
033107 = March 31, 2007
Never enter the slashes (/) between the dates.

Closed If you activated the Closed Period Protection in the GL Control File, then this
column will show checkmarks ¥ next to any period that is “closed”, meaning,
transactions cannot be dated in these period anywhere in the software, not just
in the Genera Ledger, without knowing the override password. Thisis
designed to prevent users from changing balancesin closed periods where
financial statements had already been released.

With Close Period Protection, the only 2 periods that are open for posting
transactions are the Current Period and the Next Period.

Current This shows the Period # and the Date Range for the Current Accounting

Period # Period. To change the Current Accounting Period, simply type the Period #in

the first entry box.

Current Period # |i}4ﬂ}'1ﬂ}? |i}4f30ﬂ}?

Rather than change it manually here each month, we recommend that you use
the Close Month button described above which then takes care of moving the
Next Month into the Current Month for you.
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Click the Clear button to erase the Accounting Periods so you can re-enter
them with different Descriptions and Date Ranges.

_ Clear—Re-Enter Periods
G GL - Close Period xx -s... [<Jo)Es

Descripton ¥ Start End |Closed

Periods: 1
2
9
4

6
7
8

]
10
"

12
13

Current Period # ]__ 1
1%®stilraar!I *® I‘E:ﬂlgnsti E oK I @Cancell

Enter the Descriptions, then the Start and End Dates for each period. Pressthe
TAB key to move from column to column and from line to line.

SRR R NEE R BECE ]

t Close
Month

Click the Close Current Period button to move the Next Period dates to the
Current Period.

Moves Next —> Current Period:  04/01/07 to 047300707
Periodto Current |,

Next Period: 050107 to  0531/07

The Current Period dates are used as defaults in several places throughout the
software so by taking this action after closing the books for a period, it makes it
more convenient for al users working on this community.

Click OK button to accept the Accounting Periods as displayed.

@) Cancel

Click the Cancel button to exit from the Accounting Periods without saving
any changes.
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Report Defaults

A Reports Defaults report package lets you setup a group of reports from different accounting
modules so you may conveniently print the package, like a Board Reports package, with just a
few clicks of the mouse rather than going to each module to print the reports individually.

Click the Report Defaults button to print a reports package you have
already defined for this community

This button merely gives you another place to print areports package,
you must first setup the reports package under the “Automate” menu on
the File toolbar, then select the “Set Report Defaults” menu choice.

Feport Defaults

When you click the Reports Defaults button, you will see the window for selecting a reports
package.

Select Reports Package
| Choose Report Default Settings

Look in: |_; RepDef :_l . I'j( '

A |_i:_«i'| Standard Board Reports.rdf

E

My Recent
Documents

Desldop

.

My Metwork  File name: dr\ ) \ﬂ]
Places

Flesoftyps:  |Report Defadtts (1) -] Cered |

Y ou will only see the report packages that have been defined for this community. To select a

report package, either double click on the one you wish or use the down browse arrow = next to
the File Name entry box to see the available report packages.

If you clicked on the down browse arrow = next to the File Name entry box to see the available
report packages, you will see the choices listed:

File name: | -

|C:A\TOPS2000\MASTER"\RepDef'\Standard Board |

You will only see the report packages already defined under the “Automate” menu on the File
toolbar, through the “Set Report Defaults” menu choice.
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Once you select the Report Defaults report package, you will see the date entry window:

_ Date Entry
<4 RP - Enter Report Dates
Start Date: | 4/ 172007 =]

End/Cutoff Date: | 4/30/2007 |

[ ok ] Cancel |

Enter the Start Date and the End/Cutoff Date for the reporting package. The reports package
will be printed using these dates.

oK Click the OK button to proceed with the report package printing.

Cancel Click the Cancel button to exit without printing the report package.

If you click the OK button, you will see a number of processing messages like the one below as
the report package is generated:

_ Processing M essages
] <4 Printing Reports

Printing - Balance Sheet

Cancel

Depending on the report package selected, it may take a minute or more to generate the entire
report package. After the Report Defaults report package is generated, it will either give you
print options or generate a PDF package depending on the options set in the Report Defaults.

This completes the manual section on Accounting Periods.
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Close Year

INTRODUCTION

Use this function to close your General Ledger at the end of your accounting year. Y ou can,
however, continue with all the accounting for your new year until you are ready to close the
previous year. TOPS Software knows how to keep the previous years transactions separate from
the new year.

When you "close" ayear it does the following:
1. G/L Detail
Gives you two options for handling the GL transaction detail:

e Preserve Previous Y ear GL transaction detail — Taking this option will allow you
to reprint any GL reports for the previous year. Thisis the default option.

e Clearsal transactions from the General Ledger for the year being closed.
(Transactions aready entered for the new year are left unchanged.) In this case,
Balance Sheet Accounts have a balance forward while Income/Expense (P & L)
Accounts are zeroed out.

2. Reset ncome/Expense Accounts
This does two things:
e Setsall profit and loss accounts to zero for the next fiscal year regardlessif you

elect preserve the GL detail or not—although the Income/Expense transaction
detail is kept for the previous year if that is the option selected above.

e Makesan entry to the "Retained Earnings' account for the net income (or loss) for
the year just ended.
3. Update Fiscal Year Dates

Sets the accounting period dates for the next year by adding one year to all accounting
period dates. Also updates the Current Period date to the first accounting period in the
new fiscal year.

4. Prior Actuals

Moves the current year actualsto the "Prior Actuals' (the past year's actual G/L balances
for each period) stored in the Chart of Accountsfile. The Prior Actuals can be printed on
certain GL reports as a point of comparison with the current year.

5. Budgets
Gives three options for dealing with the community’s Budgets:

e Leave Budgets “as is”
e Clear Budget figures (set all to zero)
e Move Next Year Budget to Current Y ear

Before performing the Y ear End Close for the General Ledger, we recommend that you make a
permanent record and Backup of the activity for the fiscal year. We recommend you take the
following actions BEFORE you do the closing:
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Print afinal Income/Expense (P & L) Statement for the year.

Print afinal Balance Sheet for the year.

Print a cumulative, full detail General Ledger (make the date range be the entire fiscal
year - Ex. 010107 - 123107).

Make a backup of al your datafiles. Do thison tape, CD, DVD or whatever media you
use. You would want to keep this as a permanent backup of this community before you
do the Y ear-End Close of the GL.

Y ou may also subscribe to the TOPS Internet Backup Service (IBS) where you can store a
permanent year-end backup of each community. This has the advantage of always being
available to you without the worry that you have with media backups that the media may
be unreadable when you wish to restore your data.

For more information on the TOPS Internet Backup service, contact TOPS Sales are 800-
760-9966 or visit the web site www.topsbackup.com.

GL Year-End Close

Close Year 1| Click the Close Y ear button tab on the GL Menu to start the process of

closing out the fiscal year.

When you click the Close Y ear menu tab, you will see this window:

_ GL Year-End Close
<& GL - Close accounting year g@

The date from the Accounting Period
file the G/L will be closed "as of™

will be  [12/31/07

* Preserve GiL Detail

Current Budget - 2007 Next Year's Budget
(+ Leave budgets as they are (& 2 sl 11 t
(™ Set budgets to zero Foplflaes

" Move nest year budgets

WARNING

This program sets all profit and loss accounts
to zero and brings the balance forward for
balance sheet accounts. It also updates the
Accounting Period file for the next year.

It creates an entry to move the current year's
Profit'Loss to retained earnings. Make sure
your fizcal year is still set to last year's dates
before proceeding. DO NOT CHANGE THE
FISCAL YEAR SINCE IT |5 UPDATED FOR YOU
AUTOMATICALLY BY THIS PROCESS.

Reclose Prev. Year e I QCanceIIi

It isimportant to pause here and examine the year-end close window carefully since thereis no
automatic way to “undo” the year-end close once it is completed. That is the reason the STOP
sign is shown in thiswindow. It isvery important that you stop and double-check before
proceeding.

We’ll explain each element in this window.

Closing Date This should be the year-ending date for the fiscal year just ended. The date

should ALWAY S be the last day of the fiscal year.
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Warning

Make sure your "Accounting Periods" are still set to the old year being
"closed". DO NOT UPDATE THE "ACCOUNTING PERIODS" FOR
THE NEW YEAR. Thiswill be done automatically for you as part of the
closing. It isimperative that the 12th period in the "Accounting Period"
file still be set at the last month of the PREVIOUS Fiscal Y ear.

If you see another year-end date showing as the default, as shown above,
thereis aproblem. Y ou should NOT proceed with the year-end closing
until you have reset the fiscal year back to the year-just ended.

GL Detail

Y ou have two options for handling the GL transaction detail:

e Preserve G/L Detail — Thisretains all the GL transaction detail for
the previous year. Taking thisoption will allow you to reprint any
GL reports for the previous year. Thisisthe default option.

e PurgeG/L Detail - Inthis case, Balance Sheet Accounts have a
bal ance forward while Income/Expense (P & L) Accounts are
zeroed out. If you take this option, you will NOT be able to reprint
GL reports for the previous year.

Y ou must choose one or the other option, we recommend you take the
default which isto Preserve G/L Detail.

Current Budget

These are options for dealing with the Current Year’s Budget that is
already entered in TOPS Software.

Current Budget - 2007
(* |eave budgets as they are

(' Set budgets to zero
" Move nest year budgets

Thisis the actions taken by each option:

e Leavebudgetsasthey are— does nothing to the Current Year’s
Budget. Generally, you would take this option if you have aready
entered Next Year’s Budget into the Current Year.

e Set Budgetsto Zero — Clears the Current Year’s Budget so that
each budget is set to zero.

e MoveNext Year Budgets— If thisoption is checked, the Next
Y ears Budget will be moved into the Current Budget during the
Y ear-End Close of the GL. It aso opens up other budget options as
described below.

Next Year’s
Budget

If you selected the budget option of Move Next Y ear Budgets, you will see
these further budget options become active so you can select which budget
option you wish for handling Next Year’s Budget

e Clear Next Year’s Budget — Moves Next Year’s Budget to the
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Current Year, then sets the Next Year’s Budget figures to zero.

e Leave Next Year’s Budget “as is” — Moves Next Year’s Budget
to the Current Year, then leaves the Next Year’s Budget as it is so
it can be used over again for developing the following year budget.

Click the OK button to proceed with the Y ear End Closing of the General
Ledger.

Click the Cancel button to exit without proceeding.

e

GCancel
Y ou will see thiswindow for entering the Budget Labels for the 3 years available — Previous,
Current and Future (Next) Fiscal Years.

Budget Year Labels
<4 GL - Budget Year Label

Current Year: 2003

Previous Year Label: 2009

Current Year Label: 2008
Future Year Label:
A | @ can cell

Each of the Budget Y ear Labelsis used in the following fashion:
e PreviousYear Label — Thisisthelabel for the year AFTER you have completed the
Genera Ledger Year-End Closing.
e Current Year Label — Thisisthelabel for the Current year AFTER you have completed
the General Ledger Y ear-End Closing.
e FutureYear Label — Thisisthelabel for the Future (Next) year AFTER you have
completed the General Ledger Y ear-End Closing.

If you are uncertain how to label the years, you can just leave this “as is”. You can go back
under the Chart of Accounts, Budget Entry, Budget Utility, Change Y ear Description to enter the

Budget Y ears.

2 o Click the OK button to proceed with the Budget Y ear Labels as displayed.

@Cancel Click the Cancel button to exit from the Y ear-End Closing.

Y ou will seethe Warning letting you know you are going to affect the General Ledger and that
you should be sure you want to take this action before proceeding.

Warning
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@ GL - Closing Year Warning Q@@

WARNING

The Year End Closing of The General Ledger
will Affect The G/L Account Activity.

A Backup of The Community Data Should be
Made Before Proceeding.

Do You Want to Proceed with The Year End Closing ?

Yes Mo

Make sure you want to Close the General Ledger for the Current Fiscal Y ear before proceeding.

Yes

Click the Y es button to close the General Ledger for the Current Fiscal Y ear.

]

Click the No button to exit without proceeding with the Y ear-End Closing.

Reclose Previous Fiscal Y ear

This option lets you go back to Reclose the General Ledger for the Previous Fiscal Year. You
would want to do thisif you have backdated Income or Expense account balances for the
Previous Fiscal Y ear that were NOT closed to Equity when the Y ear-End Close was performed

originally.

Having unclosed Income or Expense transactions for a Previous Y ear will put the Balance Sheet
out of balance. It doesthisto force you to find and fix these backdated transactions. Backdated
transactions to Balance Sheet accounts does not put the Balance Sheet out of balance—only
Income and Expense account transactions.

Reclose Prev. vear | | CliCK thisbutton to Reclose the General Ledger for the PREVIOUS Fiscal

Y ear.
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Y ou will seethe Warning letting you know you are going to affect the General Ledger and that
you should be sure you want to take this action before proceeding.

Warning
& GL- Closing Year Warning

WARHNING

The Year End Closing of The General Ledger
will Affect The G/L Account Activity.

A Backup of The Community Data Should be
Made Before Proceeding.

Do You Want to Proceed with The Year End Closing ?

Yas Mo

Make sure you want to Reclose the General Ledger for the Previous Fiscal Y ear before
proceeding.

. Click the Y es button to proceed with the Reclose of the Previous Year’s General
Ledger over again.
Mo Click the No button to exit the Reclose Previous Y ear without proceeding.

This completes the manual section on General Ledger Y ear-End Closing.
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Control Info

INTRODUCTION

The"G/L Control Info" let's you configure the handling of certain General Ledger functions. For
example, you can elect to "turn-off" printing Audit Trail reports, such as Journal Entry Posting
Registers. Further, through the G/L Control Info you can specify the "Retained Earnings’
Account # where the system will automatically close Income/Expense Balances at the end of the
year. You can aso activate or de-activate the use of Cost Centers.

Thisfileis setup on the Community Setup Menu as part of the General Ledger setup. Seethat
section for more details. We will just cover how to maintain the file once it has been setup

initialy.

Close Period Protection

Thisis simply a date control which is activated in the GL Control Info to prevent posting entries
to closed accounting periods. This protects against changing balances for closed periods where
financial statements have already been distributed. If activated, the control works throughout the
software in all accounting modules, not just in the General Ledger module. This protection can
be overridden by users who have the correct password setup by the accounting administrator in
the GL Control File. If you wish to activate this control, you do it herein the GL Control Info as
well as setup the “override” password that allows posting to closed periods.

Maintain Control Info

Contral Info | | From the G/L Menu click on Control Info.

You will seethe GL Control | nfo window:

GL Control Info
@ GL - Control information XX - Sample Con... E]@
GIL Control Information
GIL Retained Earnings [ss10 -Jsss #| W variable Sub#

= Vfarieg by sub-account **

Year End Close Suzpenze rjieied -JEQB _gj ¥ arishlz Sul

= \faries by sub-account **

Last General Journal Batch # 10013
Last Recurring Journal Batch # |o003

Print Audit Trail Reports Neo -

¥ Use Cost Centers? - Date Protection
¥ Aliow Entries to Next Period

¥ Activate GL Close Month Protection

Overrids Password | ===

We’ll explain each element in this window.
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G/L Retained Earnings

The G/L Account # from your Chart of Accounts that you wish to
have the year end Income/Expense balances close into when you
perform the "Y ear End Close" function in the General Ledger. This
account should be on the Balance Sheet and defined as an Equity
account in the Chart of Accounts. Either enter the GL Account #

directly or use the down browse arrow *| to select the account from
the Chart of Accounts.

When you perform the GL Y ear-End Closg, thisis the account that
will automatically be used to book the net income or net loss for the
year being closed.

If Cost Centers have been activated, the Retained Earnings account
can have a Cost Center appended to it or you can use the Variable
Cost Centers option described below. If Cost Centers have not be
activated for the community, you can only enter amain GL Account #
from the Chart of Accounts.

Variable Sub #

If Cost Centers have been activated for this community, you can
checkmark this option to have the Retained Earnings entry from the
GL Year-End Close use the Cost Centers for the Income/Expense
closing so that Retained Earnings is broken down by Cost Center.
Checkmarking this option will insert a “999” into the Cost Center
field.

If you do not have Cost Centers activated, you cannot checkmark this
option.

Year End Close
Suspense

This account # should be at the end of your Chart of Accounts after
all your income and expense accounts. It is used when performing
the GL Y ear-End Close to keep the General Ledger in balance when
you are retaining the previous year’s transaction history.

We recommend using account “9999” or “99999” since this account
isnot likely to be used as an active account for any transactions. The
balancein the Y ear End Suspense Account isignored when printing
financial statementsfor either the Current Y ear or Previous Y ear.

An account # is required here if you wish to retain the previous year
GL transaction history.

Last General Journal
Batch #

Thisiswhere the system tracks the last Batch # used in making
Journal Entries. Each time you start a new Journal Entry, the next
Batch # is assigned.

Although you can change the last # stored here, you should never
need to change it under normal circumstances.
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Last Recurring
Journal Batch #

Thisiswhere the system tracks the last Batch # used in making
Recurring Journal Entries. Each time you start a new Recurring
Journal Entry, the next Batch # is assigned.

Although you can change the last # stored here, you should never
need to change it under normal circumstances.

Print Audit Tralil
Reports?

Y ou can elect to suppress the printing of posting registers when
making Journal Entries or Recurring Journal Entries. Y ou could then
use the " Source Reprint” report on the "Print Reports’ menu to print a
copy of al partsto a General Ledger entry. Thisoption is designed to
let you control your paper usage.

Print Audit Trail Reports

ThisisaYES or NO answer. If answered NO, you will not seea
printer selection when posting Journal Entries.

Use Cost Centers?

Cost Centers are 3 digit numbers that can be appended onto the main
GL Account # to breakdown balances into more detail. For example,
Cost Centers might be used for the following:

e Departmental Expense Tracking

e Building Accounting

e Section Accounting

e Master Association with Sub-Associations

See GL Appendix titled Cost Centers for more information on the use
of Cost Centersin TOPS Software.

Checkmark Cost Centersif you wish to activate them for this
community. If activated, then the following is an example of amain
GL Account # with a Cost Center appended to it.

Example— 7280-300 Insurance Expense — Ridge area

If activated, you can print financial statements for a selected Cost
Center to isoloate just those income or expense items or print a
consolidated financia statement which includes ALL Cost Centers.
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Date Protection

If activated here, the Date Protection prevents posting transactions to
closed periods or future periods unless the user know the Override
Password.

This protects against changing balances for closed periods where
financia statements have already been distributed. [f activated, the
control works throughout the software in al accounting modules, not
just in the General Ledger module.

Y ou will seethese options under the Date Protection:

Date Protection
[v Allow Entries to Mext Period

[v Activate GL Close Month Protection

Owverride Pazsword | =

e Allow Entriesto Next Period — If checked, it alows entries
to be made to the future accounting period. Generally, we
recommend allowing entries for the Next Period so that the
accounting staff may continue on with AR and AP
transactions in the Next Period while still working to close the
Current Period.

e Activate GL Close Month Protection — If checked, it will
prevent transaction entries from being posted to any “Closed”
accounting periods. Y ou can see what accounting periods are
closed by looking at the Accounting Period file on the GL
Menu. A checkmark will show in the “Closed” column next
to all Closed accounting periods.

Override Password — If you have activated the Close Month
Protection, you can setup an Override Password here. If auser knows
the Override Password, they will be permitted to post transactions to
“Closed” accounting periods.

For security reasones, the Override Password is not displayed except
at the time of entry. Instead, you will see asterisks (*****) marking
the characters in the password.

If you activate Closed Period Protection, you should check the Users
& Passwords under Adminstration to make sure you do not give
unauthorized users access to the GL Control File where they could
change the Override Password.

Click the OK button to accept any changes made to the GL Control
Info.

GCan cel

Click the Cancel button to exit the GL Control Info without saving
any changes made.

This completes the manual section on GL Control Info.
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Appendix A — Balance Sheet Out of Balance

Occasionally, you might print a Balance Sheet and find that it is “out-0f-balance”—meaning, the
Assets total does not equal the Liabilities and Equity total. This situation does not necessarily
mean the General Ledger is out-of-balance, that seldom happens since there is protection to make
sure debits and credits equal each other. Rather, an out-of-balance Balance Sheet istrying to let
you know you have a problem which you need to correct which is affecting the Balance Sheet.

There are several causes for the Balance Sheet to be out-of-balance. We’ll explain each cause
and the remedy to correct the problem.

Backdated | ncome/Expense Transactions

By far the most common cause of an out-of-balance Balance Sheet is atransaction to an
Income/Expense account that is dated back into the previous fiscal year. This can occur through
the Accounts Payable when paying an old bill or voiding a check (Cash Accounting only) dated
in the previous fiscal year. It can also occur through the Accounts Receivable module when
making an owner adjustment entry or recording an NSF owner payment.

No matter how it happened or where the transaction comes from, the problem is that the
transaction is posted to the previous fiscal year AFTER the General Ledger year-end closing has
been done for the community. That means the General Ledger has an “unclosed” balance in an
Income/Expense account which has not been recorded in the Retained Earnings account with the
rest of the Income/Expense balances for the previous year. The Balance Sheet will be out-of -
balance until you reverse the transactions or reclose the previous fiscal year.

Diagnosis:
Follow these steps:

1. From thetoolbar, select Utilities, then Check/Repair GL. You will see thiswindow:

_ Check/Repair GL Utility
€ SY - Check General Ledger XX -S... B3

Warning

Warning!

Thiz pregram checks for out of balance perinds
in the G/L and gives you a chance to enter
a one—sided JE to fux the problem.

It aleo checks for Income and Expenze
accounts with balances for previous fizcal
years and prints a report g0 you can reverse
these entries to fix an out of balance

Balance Sheet.

Do you want to continue?

Budget Uti ‘ CancelE

2. Click the OK button. Thiswill start a scan of the General Ledger |ooking for problems.
3. If thereis abackdated Income/Expense transaction in the previous fiscal year, you will
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see a printer selection. It will print a report showing any “backdated” transactions that
need to be fixed.

Solution:
If areport printed when you ran the Check/Repair GL utility, you have backdated
Income/Expense transactions in the General Ledger. There are three ways to solve this problem:

1. Manually Close— Make a Journal Entry with the SAME DATE as the backdated
transaction(s) to the same GL account #. The offsetting entry should be to the Retained
Earnings account (found in the GL Control Info). Post the entry, then run the
Check/Repair GL utility again to make sure there are no other backdated transaction and
that you made the journal entry correctly.

2. Reverse Entry(s) — Make a Journal Entry that reversesthe entry. If you are uncertain
about the other sides of the original transaction in the General Ledger, use the Source
Reprint on the GL Reports menu to find all sides of a backdated entry so you can reverse
it. Once reversed, run the Check/Repair GL utility to make sure there are no other
backdated transactions and that you made the journal entry correctly.

3. Reclose Previous Year — This will automatically find any “unclosed” transactions and
make the appropriate entries to close the Income/Expense accounts for the previous fisca
year. But thisisariskier method for fixing the out-of-balance Balance Sheet because of
the possibility of entering the wrong year-end closing date or mistakenly taking a budget
option.

From the GL menu, go to Close Year. Y ou will see this window:
ﬁ; GL - Close accounting year g@

The date from the Accounting Period
file the G/L will be closed "as of™

willbe  [12/31/07

+ Preserve GiL Detail

Current Budget - 2007 Hext Year's Budget
(+ Leave budgets as they are €| Dlear nestysars budaet
(™ Set budgets to zero s

(" Move nest year budgets

WARNING

This program sets all profit and loss accounts
to zero and brings the balance forward for
balance sheet accounts. It also updates the
Accounting Period file for the next year.

It creates an entry to move the current year's
ProfitiLoss to retained earnings. Make sure
your fiscal year is still set to last year's dates
before proceeding. DO NOT CHANGE THE
FISCAL YEAR SINCE IT IS UPDATED FOR YOU
AUTOMATICALLY BY THIS PROCESS.

Reclose Prev. Year o T I @Cancelli

Click the Reclose Prev Year button. Be sure the Budget Option is set to — Leave budgets
asthey are.

Click the OK button to proceed.

Once the Reclose Previous Y ear is complete, we recommend that you run the
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Check/Repair GL utility again to make sure there are no other problems with the Genera
Ledger.

Account Missing from L ayout

Every account in the Chart of Accounts needsto be in either the Income/Expense Statement or
Balance Sheet layout. If you add a new account to the Chart of Accounts, you need to make sure
it will be included in either the Income/Expense or Balance Sheet financial statement layouts.
Using the “Range” function in the financial statement layouts is a good way to prevent this
problem from occurring.

There is a utility within the financial statement layouts to check the layouts against the Chart of
Accounts, then print areport showing any accounts in the Chart of Accounts that are missing
from the layouts.

Diagnosis:
Follow these steps:

1. Fromthe GL Menu, select Reports, then Maintain Layouts. Select the Balance Sheet
Layout first. Then you will see this window:

Balance Sheet L ayout

@ GL - Maintain Layout XX - Sample Condominium g@
Layout #: 1 Balance Sheet
Acct#or |Bal | Prt |Prt | Paren |
Function Typ |Accm |Col | Cotrl
CHAM Community Report Hame |
LIT Center? Balance Shest ﬂ
LEG 1legend
LF  #linez 01
LIT Center? ¥ ASSETS
LF  #linez M
LIT Center? CASH:
RNG Beg 01000 End 0125% Sub-acct 000 E P 1
UL  Underline 1 LJ
‘ L I ’ Dﬂiel ‘gs:%rfem Frin‘tl S}LS?S? * Closel

2. Click on the Check Layout button. It will compare the layout to the Chart of Accounts.
If it finds missing account #’s, it will print a report.

Solution:

If there are missing Balance Sheet account #’s, you must change the layout so they are included.
Using “Ranges” so there are no gaps between account #’s is the best way to prevent this problem
from occurring.
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I mproperly Defined Account

In the Chart of Accounts you can defineif an account is a Balance Sheet or Income/Expense
account. The software does not prevent you from defining an account as one or the other.
Sometimes an account is accidentally defined as either an Income/Expense account when it
should be a Balance Sheet account or vice-versa. If the account should be a Balance Sheet type
but is defined as “Profit & Loss”, it will NOT print on the Balance Sheet even though the layout
should includeit. This may cause an out-of-balance Balance Sheet.

Remember these guidelines for the Chart of Accounts:

Assets Balance Sheet
Liabilities Balance Sheet
Reserves Balance Sheet
Members Equity Balance Sheet
Income Profit & Loss
Expenses Profit & Loss

Diagnosis:
Follow these steps:
1. Fromthe GL Menu, select Reports, then Maintain Layouts. Select the Balance Sheet
Layout first. Then you will see thiswindow:

Balance Sheet L ayout

@ GL - Maintain Layout XX - Sample Condominium g@
Layout #: 1 Balance Sheet
Acct#or |Bal | Prt |Prt | Paren |
Function Typ |Accm |Col | Cotrl
CHAM Community Report Hame |
LIT Center? Balance Shest ﬂ
LEG 1legend
LF  #linez 01
LIT (Center? ¥ ASSETS
LF  #linez M
LIT Center? CASH:
RNG Beg 01000 End 0125% Sub-acct 000 E P 1
UL  Underline 1 LJ
e saa | poge 8,5 ) b o | @ ]|

2. Click on the Check Layout button. It will compare the layout to the Chart of Accounts.
If it finds missing account #’s, it will print a report.

Solution:

If there are improperly defined accounts, they will be missing from either the Balance Sheet or
Income/Expense Statement layouts. Y ou must change the way the account # is defined in the
Chart of Accounts to correct the problem.
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Check the Financial Statement Type field in the Chart of Accounts:
Chart of Accounts

4 GL - Chart of accounts E|@
RKIDOEERE
Bugget | Budeet | Prior | print

Entry

Accourt # W i iﬁ‘

Description ]Cash Checking - Operating

Account Type
Fin statement type |E|alanu:e sheet LD
=]

I -
Paren cortral cone |ErtTEE wWhen credit

Fund Type | Operating -

& oK |@Cancell ")Delete

4 Cloze

Cost Center Tools

Make sure the Financial Statement Typeis correct for the account #. If it is, then you need to
add this account # to the financial statement layout.

There can be other reasons for the Balance Sheet to be out of balance, such as a damaged General
Ledger datafile, but the 3 causes above are the most common by far.

This completes Appendix A — Balance Sheet Out-of-Balance.
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Appendix B - Reserve Treatment

Reserve Funds are money dedicated to the overhaul, repair and replacement of the major
components of the Community such as parking lot pavement, sidewalks, pool, roofs, etc. The
Reserve Contributions are part of the total maintenance fees paid by Owners. Since Reserves are
adirect contribution to Capital they must be removed from the Income/Expense Statement so
they do not inflate the Net Income of the Community.

Likewise, when Reserve Funds are spent you do not want to run the expense back through the
Income/Expense Statement since this would also affect the actual Net Income for the year.
Instead, Reserve expenses should be charged directly against the Reserve Fund balancein the
Equity section of your Balance Sheet.

Reserves can be confusing because there is more than one approach to handling them. Here we
will review our recommended handling for Reserves. ThisHow To will cover the following
major areas of Reserve Fund handling:

e Dedicating Reserve Contributions
e Funding Reserves

e Spending Reserve Funds

Dedicating Reserve Contributions

This means taking the Budgeted or planned Reserve Contribution out of the Income/Expense
section of your General Ledger and recording it in the Reserve Fund balances which are in the
Equity section of your General Ledger. Since your gross maintenance fee income normally
includes a contribution to Reserves, this portion of the income is not available to pay your
operating expenses like Electricity, Insurance, etc. Therefore, you must take it out of your
Income/Expense section of your General Ledger so it does not affect the Operating Income or
Expenses for the current year. Thisis normally done by Journal Entry.

Make this entry in the following manner:

Debit Income/Expense account to offset the portion of maintenance fee income
that is the Reserve Contribution.

Credit Reserve Fund accounts in the Equity section of the General Ledger.

This entry can be made use a"Recurring” Journal Entry in TOPS Software since the amount is
usually the same each period. That way, you simply post the entry each period.

Funding Reserves

This means actually moving money from the checking account where the total maintenance fee
income is deposited over to a separate bank account where the Reserve Funds are kept on
deposit. One of the things you must do for proper handling of Reservesisto keep these funds
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separate from the operating funds of the Community.

Normally, a check isissued from the Checking Account for the amount of the Reserve
Contribution for each month as authorized by the Board of Directors when they approve the
yearly Budget.

The typical entry made when an AP check isissued to "fund” the Reservesis:
Debit The G/L account which represents the Reserve Savings Account.
Credit The G/L account which represents the Checking Account.
Remember, DEBITS increase a cash account while CREDITS decrease a cash account.
There are several ways to record the reserve money transfer. If by check, then setup a Recurring
A/P Bill which can be used each period. If done by money transfer, either record a Journal Entry

(aRecurring Entry may be setup here as well) or use the Money Transfer option in the Check
Reconciliation (Bank Rec.) module.

Spending Reserve Funds

Whenever Reserve Funds are actually spent, for such things as repaving streets or replacing
roofs, there are normally two steps to handle this situation. Well cover each part in turn.

1 Move Money to Checking
Once the Board of Directors has approved an expenditure from Reserves you must move
the money to pay for the cost of the work from the Reserve Savings, or other bank
account, back to the Checking Account so the bill can be paid. Thisis normally handled
asaMoney Transfer using EITHER the "Misc. Cash Receipts' (A/R module), "Money
Transfers' (Check Reconciliation module) or a General Journa Entry (G/L module). The
entry would be made as follows:

Debit The G/L account representing the Checking Account.
Credit The G/L account representing the Reserve Savings Account.
Remember, DEBITS increase a cash account while CREDITS decrease a cash account.
2. Charge Check Against Reserve Fund Balance
The check you write to pay for the reserve expense should be charged against the Equity
account for the Reserve Fund where the money was spent. For example:

5020 Reserves Pavement

Do not charge the check against the Reserve Savings Account since you have already
moved the money out of there when you did step #1 above.
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Also, do not expense this amount against an Income/Expense account in your General
Ledger. It should have no affect on your Income/Expense Statement at all since you are
simply spending a portion of the Community's Equity (contributed capital).

This entry is normally handled by an Accounts Payable check which affects the following
accounts on the General Ledger:

Debit Reserve Fund account in the Equity section of the General Ledger.
Credit The G/L account representing the Checking Account.

Remember, DEBITS decrease Equity account balances while CREDITS decrease a cash
account. In this case, you want to decrease both when you spend reserve funds.
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Appendix C - PERIOD CLOSING

Although most of TOPS Software is automated, meaning, the subsidiary modules of A/R, Account
Payable, Check Reconciliation and Payroll update the General Ledger inrea timeastransactionsare
posted, you must still perform certain steps and procedures to close” the books for an accounting
period. Thisinvolves alittle accounting knowledge which we will try to teach you here.

Date Sensitive

Remember, TOPS Softwareis date sensitive. That means you can proceed with processing A/R &
Owner Collections, Accounts Payable and General Ledger transactions for the next accounting
period or even the next fiscal year, without having closed the previous period. Payroll is alittle
different at year-end, if you use the Payroll module, Payroll is aways "closed" on a calendar year
basis regardless of the fiscal year of the Community.

Cash vs. Accrual

Because there are differences between the closing routinesfor "Cash” vs. "Accrua" accounting, we
will tell you how to handle each situation where it makes a difference. The "Cash" vs. "Accrua”
differences primarily affect the General Ledger closing, not the subsidiary modulesof A/R & Owner
Collections, Accounts Payable or Payroll.

Reconciliations

It isvery important that certain reconciliations and comparisons be made to key control accountsin
the General Ledger to make sure the subsidiary modules (A/R, A/P, PIR) stay in sequence with the
General Ledger. Inthecaseof "Accrua" accounting, the receivable accounts and payabl e accounts
need to be reconciled as well asthe cash accounts. For "Cash" accounting, the cash balances on the
General Ledger must agreeto the reconciled bank statement. These reconciliationsand comparisons
will aso be covered in more detail later in this appendix.

Report Package

Thereports to be given to the Community Officers vary depending on the TOPS Software modules
you purchased and also the accounting methods you employ. The following is a suggested report
package that seemsto be fairly typical provided that you have all modules:

Report Module

Owner Balances Report A/R & Owner Collections
Prepaid Report A/R & Owner Collections
Check Register Accounts Payable
Balance Sheet General Ledger
Income/Expense Statement General Ledger

Many more reports are possible. Y ou can even design your own General Ledger reports using the
Financia Layout program. Seethe General Ledger Manual sectionon "Financia Statement Layouts®
for more information on designing additional General Ledger statements.

Before printing these report, you must follow the steps for "closing” the books as outlined below.
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Accounts Payable

If you have kept up to date entering invoices and paymentsthrough the Accounts Payable Modulefor
the Accounting Period being closed and all Accounts Payable transactions have been posted, then
you only need to print the Check Register.

No G/L Entries Needed

Note: No manual entries need to be madeto the General Ledger to record A/Ptransactions. Entries
are created for you automatically in the General Ledger as you work in the A/P Module.

Print Reports

Y ou probably will want to print a"Check Register” report showing all checksissued for the period
you are closing. To do this, click on:

AP Module > Reports > Check Register

Y ou will seethe Check Register report screen like below:
AP Check Register

' AP - Check Register

Select Bank

Bark Accourt ID ﬁ _i_j

(Blank for all)

Print Options
(+ Date ™ Check #
Dater‘ o [ Show invoice detail
i v RaEe ¥ Show voided checks
Start | 04001 07

End | 043007 |
E oK @Cance-lg

Select the Check Register report options you wish. Then click OK to proceed with the report
printing.

Report Defaults

Rather than print each report individually by selecting the module, then the report, there isthe
built-in ability to setup your entire reporting package under the Report Defaults on the file
toolbar. If you setup your report package here, you can print al the reports at one time by simply
entering the date range of the period, then clicking Print.
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A/R & Owner Collections M odule

If you have kept up to date entering charges and payments through the Accounts Recelvable Module
for the Accounting Period being closed, then the next step isto print Owner Bal ance reports showing
what each owner owes “as of”’ the end of the period.

If the community books are being kept on an "Accrual Accounting” basis, you will need an Owner
Balance report to use for reconciling the detaill of the owner balances to the General Ledger
"Receivable" accounts.

The best report for reconciling purposesis:

OwnersBalance Summary

This report shows a breakdown of the owner balances due and the owner prepaid (credit) balances
so you can reconcile them to the General Ledger control accounts. Since Owner reportsuse " Cut-off
Dates' entered by the user to prepare the report "as of", you can print and reprint this report (or any
others) as many times as you like.

No G/L Entries Needed

Note: No manual entries are needed to the General Ledger to record A/R transactions. Entriesare
created for you automatically in the General Ledger as you work in the A/R Module.

Print Report(s)

Y ou will want to print one of the owner balance due reports in the AR module. For reconciliation
purposes, we recommend the “Owner Balance Summary”. To print this report, click on:

AR Module > Reports > Owners Balance Summary

You will seethe AR Reports screen like below:

AR Reports
4 AR - Owner AR Reporis XX - Sample Condominium
Print Reports Current Period: 040107 to 04730007
Select Report Sort Order Report Options
" Aged Owner Balances r
-~ : ™ Street Address
(" Collection Status £ r
 Prepsid Owners o Account Mumber = s
(™ Lot Unit Number Sl

& Cryners Balance Summary i
T Owner AR Acfiviy (" Alphabetic

(" Cash Receipts Journal [ Section/Building Order
" Collection Report

(" Delinquency Trends Report

Date

Cutoff Date | 04730007

d Print Ql:an celg
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Select the Owner Balance Summary or any other report that shows owner balances due. Make
sure to enter the last day of the accounting period being closed as the “Cutoff Date” for the
report. Then click Print to proceed with the report printing.

Report Defaults

Rather than print each report individually by selecting the module, then the report, there isthe
built-in ability to setup your entire reporting package under the Report Defaults on the file
toolbar. If you setup your report package here, you can print al the reports at one time by ssmply
entering the date range of the period, then clicking Print.

Reconcile Owner Balances

If you use “Accrual Accounting” then use thisreport to reconcile thetotal of the Owner balancesto
each of the"Receivable" accounts and the " Prepaid” account onthe General Ledger. If you aredoing
“Cash Accounting”, then you do not need to do this step. For “Cash Accounting” you only need to
reconcile bank account balances in the GL to the bank statement.

Reconcile Owner Delinquent Balances to G/L Accounts

This is an important control measure which is part of an Accrual Accounting system. An "Owner
Balance Summary" report should be printed as of the last day of the Accounting Period. The totals at
the end of the Report must equal the corresponding G/L Accounts for homeowner receivables. If
they do not, you must find the differences and correct the errors that caused the differences.

Since TOPS Software® takes care of booking its own General Ledger entries as transactions are
posted in the AR module, human error usually is the cause of a difference. The typical causes for
errors are:

e Manual Journal Entries in the G/L Owner Receivable Accounts
e Deposit or Payment Adjustment transaction dated after the end of the

Accounting Period causing a “Deposit in Transit” situation where the Receipt Date of a payment is
in one accounting period but the Deposit Date (which is used to record the cash receiptin the GL)
is dated in the following accounting period.

¢ Incorrectly dating A/R transactions

Reconcile Owner Prepaid Balance to G/L Accounts

Just like the Balances Due reconciliation, this is an important control measure which must be
reconciled if you use an Accrual Accounting system. The "Owner Account Summary" report should
be printed as of the last day of the Accounting Period. The totals at the end of the Report must equal
the corresponding G/L Accounts for Owner prepaid assessments. If they do not, you must find the
differences and correct the errors.

The typical causes for errors are the same as listed above:

e Manual Journal Entries in the GL Owner Prepaid Account
e Deposit or Payment adjustment transaction dated after the end of the Accounting Period
e Incorrectly dating A/R transactions

These are most of the typical closing entries and procedures to be followed. Consult your
Accountant for specific instructions on Period Closing Procedures.
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Owner Database Module

No action required except if Owner Reports are to be printed to update previously printed Owner
Reports, then distributed with the financial statement report package. To print Owner Reports,
follow this step:

Owner Database Module > Reports

Y ou will seethis screen:

Owner Reports

4 OD - Owner Reports Menu XX -Sample Condominium E@@
Print Reports Current Period: 040107 to 04/30/07
Sel-g:ct Report - Print Order Print for
'___ Owyners Summary Repoart: i Strest Address o
(" Telephone Directory
i+ Account Mumber -

™ Standard Cwners Report ; Range of Homes
-  Lotunit Mumber

Single Spaced COwners Repoart = " SectionBuiding
" Annual Meeting w/Signature Crwvner Last Name
(" Annual Meeting wiDelg Bal " Property Humber
" Cwyner § Mortage Report
(" Flex Data Report I“CIF_'_de - _
(= enrriak Protii - Currlerrt Cvner Prexious Cuwner
(™ Cryner Group Regpor | Resident/Tenant [w Developer
(7 Settled Property Report
(* Owyners Resale Report Erter Report Date | 064 3/08

5 prine | 4 Close I

Select the Owner Report you wish from the menu, then enter the Report Date. Click Print to
proceed.
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Payroll

The Payroll Module is an optional module. If you have Payroll expenses for this Community
continue with this section.

Each payroll check written during the accounting period being closed, including the payment of
Federa State and Local Taxes, must be entered either through the Payroll Module, by AP check or
manually by way of a General Journal Entry directly into the General Ledger. If you did not
purchase the Payroll Module, see the section titled "No P/R Module" below for instructions on
making these General Ledger entries.

Payroll Module

If you havethe"Payroll Module" you will not have to make any manual entriesto record the " Payrol|
Transactions' in the General Ledger, the General Ledger entries are created automatically by the
Payroll system and will be picked up as part of "Closing the General Ledger” routine discussed later
in this section.

Payroll Reports

There are severa reportsthat can be printed that summarize the Payroll for the period, however, we
suggest the " Payroll History" report. Y ou can print thisreport showing the payroll for a specified
period and for a specified range of Employees.

To print this report, follow below:
Payroll Module> Reports > PR History

Y ou will seethe PR History options screen like below:
PR History Report

4 Payroll History Reports

Order By Check Date

Starting Drate W J
Ending D ate W J
Starting Employes f<Flrst>— J
Ending Employes f<l_ast>— _J
Home Department fm‘ _J

W Group by Home Department

Select Lapout
& Summary Feport
" Detailed Report

" Detailed Report with Deduction / Eaming Cetails

Print this report by Check Date and for the range of dates representing the accounting period
selecting the other report options you wish. Click the Print button to proceed.

Unless you wish to print other reports too, nothing further needs to be done within the Payroll
Module to close the books for the period.
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No P/R Module

If you do not have the Payroll Module as part of TOPS Software, then you must enter the payroll
expenses for the accounting period using the " Journal Entry" function in the General Ledger
Module. You areactually making direct entriesinto the General Ledger for payroll debiting the G/L
Account # to be charged for each employee's paycheck. In addition, you must record each Tax
payment made to Federal, State and Local tax authorities, unless you paid it by AP check.

To summarize the steps:
e Enter Payroll Expenses as G/L Transactions
e Post Transactions

Starting at the "General Ledger Menu" follow these steps:

Making the Payroll Entry
To make the Payroll Journa Entry, follow these steps:

GL Module> Journal Entry

Y ou will then see the "Journal Entry" batch screen:
Journal Entry Batch

i GL - General journal XX -S5a... Elﬁ]@

0 Unposted JE Batches
General Journal

Batch # [ # ‘."“’j"l

Dezcription |

Reference |0 |

[ Reverse Mext Period

Ertry Court: | ] Funning Balance: 0.o0

i }Deme Al fields in red are reguired X o | () Can c:elI

Click the Add button, then enter the following Description the Reference I D:
Description - Payroll Expense
ReferencelD - PR

Click OK to proceed to the Journal Entry screen.
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Y ou will seethe Journal Entry screen:

Journal Entry

-+ GL - General journal XX - Sample Condominium

+ ) i '% Current Period: 04001007 Lo 04/30007
Add Dielete Print Post

Batch #: 11 Journal Entry Entry Count: 0

GIL Description f Reterence

Bunning Balance: iyl E - |06anceli

Click the Add button to start entering the Payroll Journal Entry.

If entering each Payroll check written outside TOPS Software, use the following fieldson the screen
for each check entered:

Account # General Ledger payroll expense account charged for check

Transdate The date of the check

Document The check number

Amount The amount of the check charged to this particular account

Reference Theemployee'snameor an ID #if you do not want the Nameto show
inthe G/L

Y ou must record the Grossto Net expenses (like tax withholding and empl oyee benefit deductions)
in order to completely record Payroll expenses.

ANY EMPLOYEE PAYROLL DEDUCTIONS SHOULD BE CHARGED TO THE SAME G/L
ACCOUNT NUMBER AS THE EMPLOYEE'S CHECK SNCE THEY ARE PART OF THE
“GROSS” CHECK TOTAL.

Y ou must enter each P/R check paid during the period for it to appear in the General Ledger. We
recommend that you enter them as individual transactions rather than one overall entry so you can
mark them "cleared” in the Check Rec module.
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Enter P/R Checksfor the Period

Y ou must enter each P/R check paid during the period you are closing in order for it to appear in the
Genera Ledger. You may either do them as the checks are written or altogether at the end of the
accounting period for all P/R checks written during the period.

Use the Genera Ledger "Journal Entry" to enter the amounts of any Payroll checks asin the above
example.

Post Journal Entries

Once the Journal Entries have been entered, you must 'Post’ them before they show in the General
Ledger.

This completes the steps on recording Payroll expenses in the General Ledger.
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Closing The General L edger

Before printing period closing reports, like the Balance Sheet and Income/Expense Statement, there
are closing entries and procedures which must be performed every accounting period in order to
update the General Ledger and prepare accurate financial statements. Regardless whether you use
"Accrual™ or "Cash" accounting methods, the following routines must be performed:

e Post Recurring Journal Entries

e Make Manual Adjusting Entries

e Reconcileall Cash Accountsin G/L
e Print Financia Statements

e Change Accounting Period Date

In order to close the Genera Ledger you must work within the "General Ledger" itself. All the
functions you need to perform to close the GL are located on the General Ledger menu.

Post Recurring Journal Entries

“Recurring Entries" are Journal Entries which need to be made each period. Instead of having to
create a new Journal Entry each period to record the entry, they can be setup as a Recurring Entry
through the GL Menu tab of the same name. That way, you can quickly update transaction amounts if
needed, then post them to the current accounting period you are working to close.

Examples of Recurring Entries include:

e Depreciation Expense

e Reserve Contributions

e Interest Earned (although this can be entered through the Bank Rec module also)

e Bank Service Charges (although this can be entered through the Bank Rec module also)

If you have Recurring Journal Entries setup, you must post them for the current period you are
working to close.

Manual Adjusting Entries

"Manual Adjusting Entries" are a way of recording dollar transactions in the General Ledger that have
not been entered through one of the subsidiary modules like A/R, Accounts Payable or Payroll.

"Manual Adjusting Entries" are entered directly into the General Ledger using the "Journal Entry"
routine. Typical examples of these entries needed in order to "close the books" for an Accounting
Period are listed below in this section.

Examples of Manual Adjusting Entries include:

e Correct G/L Balance - If you find transactions that need correction when you are reconciling GL
balances to subsidiary module reports, like the Owner Balance Report, use a Journal Entry to
make the correction.

e Money Transfers - Movements of cash between bank accounts such as transfers from savings
to checking. This can also be done through the Bank Rec module.

These are the typical entries and procedures for either "Cash" or "Accrual" accounting methods.
There may be a need for other adjusting entries from time to time.
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Accrual Accounting Adjusting Entries

Prepaid Expenses

These are expenses that are paid in advance of when they are earned by the Vendor. Your goal is to
record only the portion of the expense earned for this Accounting Period.

e Prepaid Insurance Premiums.
e Prepaid Contract Payments.
e Prepaid Rent.

Debit - G/L Expense Accounts
Credit - G/L Prepaid Expense Account (Asset)

Record Accrued Payables

These are expenses that are incurred during this Accounting Period (work completed, material
received) but the invoice has either not been received yet or the invoice has not been entered into the
AP module yet. Use the "Journal Entry" (in General Ledger) to record these entries.

"Accrual" entries should always be reversed in the following Accounting Period. The reversal of the
Accrual will then be offset by the actual payment of the expense resulting in a "wash out" of the
activity in the affected G/L account. Always use the “Reverse Next Period” option when making these
types of adjusting entries.

Debit - G/L Expense Accounts
Credit - G/L Accounts Payable (Liability)

Accounts Payable Module - The Accounts Payable system automatically books the Accrual

Entry if an invoice is entered and "Posted" with an "Effective Date" within the Accounting Period. Only
Expenses that have not been entered into the Accounts Payable module need to be Accrued by
"Journal Entry".

Record Accrued Payroll

This is the exact same principle as the Accrued Expenses above only it records earned but unpaid
Salary and Wages as of the end of the Accounting Period.

Use the Journal Entry (in General Ledger) in the same way as above. Typically, a separate Liability
Account is used for Accrued Payroll rather than lump it in with Accounts Payable.

Debit - G/L Salary Expense Account
Debit - G/L Employer Taxes Expense Account(s)
Credit - Accrued Salary (Liability)

Payroll Module - The Payroll system automatically books a G/L Entry for any Payroll Checks dated
within the Accounting Period. If you wish to record the portion of the Payroll expenses through the
end of the Accounting Period being closed, you must do it by "Journal Entry".
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Bank & Cash Reconciliations

Each Bank Account should have its own separate G/L Account # in the Chart of Accounts. All cash
transactions shown on Bank Statements must be reflected in the corresponding General Ledger
Account. If you are missing transactions shown on the Bank Statements, you must make entries now
using "Journal Entries" (in General Ledger) or "Adjustments” (in Check Reconciliation) to record them.

The bank statement for each checking account must be reconciled two ways.

e BANK RECONCILIATION - Bank Statement to Check/Savings Register

e CASH RECONCILIATION - Check/Savings Register to corresponding General Ledger account.

This assures that the cash balances in the General Ledger accounts stay in sync with the bank
statements giving you a true reflection of cash available.

Check Rec Module

If you use this module, you do NOT have to do manual Bank or Cash Reconciliations. The reconciliation
is done on the computer and reports can then be printed.

Bank Reconciliation

Balancing the cash accounts is such an important part of closing the General Ledger
for an Accounting Period that we show you what a typical completed Bank Reconciliation

looks like for Showcase Condominium using the Check Rec module so you will know how to
complete one.

To do a Bank Reconciliation you must consider this information:

- Outstanding Checks - written during the Accounting Period being closed but which have not
been cleared (deducted) from the bank statement because the checks were not presented to
the bank as of the end of the Accounting Period.

- Deposits in Transit - deposits which you have recorded in the check register during the
Accounting Period which are not shown in the bank statement because they were received after
the end of the Accounting Period.

- Bank Charges - make sure you deduct bank service charges, check printing charges and
bank debits on the bank statement from your check register.

- Bank Credits - make sure you add bank credit memos, interest income, etc. to your check
register.

A separate Bank Reconciliation should be done for each checking account.
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Use the Check Rec module which makes the reconciliation quick and easy. To do this, follow these
instructions:

Check Rec > Reconcile Bank Account

You will see the screen for selecting the bank ID for the bank account you wish to reconcile:

Select Bank ID
B CR - Reconcile bank account XX - Sample ... E|@E]

Statements—
Last Statement:

Diste 0403007 0403007
Balance 16275.76 Balance 16275.76
- Optiong
' Earliest date
(" Erter start date

W Uncleared tems only

@ = | e

Use the down browse arrow to select the Bank account you wish to reconcile. Then enter the
Bank Statement date under Current Statement and the bank balance from the Bank Statement.
We also recommend using the options Earliest Date and Uncleared Items Only.

Click the OK button to proceed to the reconciliation screen.

Reconciliation screen

B CR - Reconcile bank account XX - Sample Condominium

Bank ID 1- Fist National Bank
Account #1010 - 000 Statetriert Diate 043007

Cash Checking - Cperating Start Date

| Check # | Date | -
001231 03/3107 Ass PEST CONTROL
001232 033107 R &R SNOW REMOW AL
SJ-003 0353107 Reserve Transfer

LR-010 04003107 Owener cash receiptz - 10 38000
001233 040507 ABC MAINTENANCE g3.00
001234 040507 EZ TRASH & REFUSE 350000
001235 040507 IMMEDIATE MAMNAGEMENT SERY 0000
001236 040507 SAMPLE ELECTRIC UTILITY 133.00
AR-011 040507 Owvner cash receipts - 11 2580.00
AR-012 044407 Owener cash receipts - 12 130.00

001237 044707
- Bank

Cleared Balance Forward

INSURE IT 450.00 _1]

12,194 74 Reconciling Balance 14 34274
Uncleared Checks, Credits 3,225.00+ Bank Stmt. Balance 16,275 76+

Uncleared Deposits, Debits 1,050.00- Difference 1,.933.02-

Adjustments oney Trangfers | Use SPACE BAR to Mark Clear or Unclear ‘jﬂ(—k‘i Cloze

If you selected the options we recommended above, you will see all UNCLEARED transactions
for this bank account.
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Here are the major items to understand on this screen:

Cleared Balance Forward — The total of the cleared bank transactions from the previous bank
statement.

Uncleared Checks, Credits — The total of uncleared checks before you begin working to
reconcile the bank statement for this month.

Uncleared Deposits, Debits — The total of any deposits dated in this accounting period but not
deposited in the bank in time to make the cutoff date of the Bank Statement.

Reconciling Balance — This is the GL account balance that represents this bank account “as
of” the Bank Statement Date entered on the previous screen.

Bank Statement Balance — The ending balance entered from the Bank Statement on the
previous screen.

Difference — The net total of all “uncleared” transactions for this bank account. It will rarely be
zero unless there are NO outstanding and “uncleared” transactions as of the Bank Statement
Date.

You want to “clear” all transactions showing on the Bank Statement. To do this, highlight it
using the arrow keys to move up and down through the transactions, then press the SPACE
BAR. It will insert the Bank Statement Date next to this transaction.

Here is an example of “clearing” transactions that show on the Bank Statement while working to
reconcile a bank account.

Cleared Transactions

B CR - Reconcile bank account XX - Sample Condominium

Bank I 1- Fist National Bank

Account & 1010 - 000 Statsment Dete, (443007
Cash Checking - Operating Start Cete
Check # Diate Reference ) = Checks Clear Date
001231 033107 AAL PEST CONTROL TSO0004030007 &
001232 033107 R &R SMOW REMOWAL 1000004530007
SJ-003 033107 Reserve Transfer 425 000453007
AR-010 040307 Owener cash receipts - 10 360.00 IJ-@BDID?
001233 0400507 ABC MAINTEMAMCE 83.00
001234 040507 EZ TRASH & REFUSE 350,00
001235 040507 IMMEDIATE MARSGEMENT SERY S00.00
001236 040507 SAMPLE ELECTRIC UTILITY 13300
AR-011 040807 Owener cash receipts - 11 280.00
AR-012 041407 Owener cash receipts - 12 130.00
001237 044707 INSUREIT 450,00 _ﬂ
Ban —Summary
Cleared Balance Forward 12,194 74 Reconciling Balance 14122.74
Incleared Checks, Credits 262500+ Bank Strnt. Balance 16,275 76+

Uncleared Deposits, Debits F00.00- Difference 2,153.02-

Adiustments hioney Transfers | U=e oFALE OAR IO Wark Clear or Lnclear < Back | P8 Close

Notice that the totals under Bank Rec Summary keep changing as you “clear” transactions.
This is normal while you are working to reconcile the bank account.

When you are done “clearing” transactions that are shown on the bank statement, you will
normally have other transactions that have occurred during the period that have not cleared the
bank as of the Bank Statement cutoff date. These are “outstanding” items and they should total
the “Difference” between the Reconciling Balance (GL Account Balance) and the Bank
Statement Balance.
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Adjustments

Use the Adjustments button on the Check Rec screen to enter transactions that show on the Bank
Statement but that have not been recorded in the General Ledger for this community yet.
Examples of these transactions might be:

e Bank Service Charges
e Interest

e NSF Fees

e Bank Debit Memos

e Bank Credit Memos

Remember these rules when making Adjustments:

e Debits — INCREASE Bank Balances
e Credits — DECREASE Bank Balances

This is exactly opposite of the bank’s terminology where a debit would decrease a bank account
balance. This is because the community’s money represents a Liability to the bank—it is not their
money so therefore, they owe it back to the community. Whereas, from the community’s point of
view, cash in the bank is an Asset, not a Liability.

Money Transfers

Use the Adjustments button on the Check Rec screen to enter transfers from one bank account to
another that have not already been recorded in the General Ledger for this community yet.

Remember these rules when making Money Transfers

e Debits — INCREASE Bank Balances
e Credits — DECREASE Bank Balances

Be sure to Debit the bank account receiving the money transfer and Credit the bank account the
money was transferred out of.
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Balance the Cash Accounts

The "Ending Balance" in each cash account in the General Ledger must match the Bank Reconciliation
and the reconciled checkbook register balance for the end of the Accounting Period. If not, you must
determine how to adjust the General Ledger cash accounts to balance. Generally, this is done through
the Check Reconciliation module or by a "General Journal Entry" like other Adjusting Entries to the
General Ledger

Correcting Out of Balance Conditions

Sometimes, the solution to an "out of balance condition" is not always just a simple "General Journal
Entry". You must compare each General Ledger transaction displayed on the Check Rec screen to the
bank statement to determine where the error occurred. Once you know where the difference came
about, you must decide the right way to correct it.

Remember, when making "General Journal Entry" to adjust cash balance in the General Ledger, make
the entries with the following in mind:

Debits - Increase Cash Balances on the General Ledger

Credits - Decrease Cash Balances on the General Ledger

The following are typical "out of balance conditions" and their solutions:

General Ledger Problem Solution

Deposit Missing in G/L - Goto A/R. Check if there are still open Cash
Receipt Batches in the "A/R Module".
Complete deposit.

_Or-

- Go to A/R. Enter missing Cash Receipt Batch,
then Deposit it with the correct date in the period
you are reconciling.

Duplicate Cash Receipt - Go to A/R. Make "Payment Adjustment” to
backout misposted checks from Owner's History
using a date in the period you are reconciling.

Owner Check Returned by - Go to A/R. Make "Payment Adjustment"

Bank as NSF to backout "NSF" check from Owner's
Account using a date in the period you are
reconciling.

Missing A/P Check - Go to A/P. Try "Posting” A/P Trx. Review

printed report for missing check.
- Or -

- Go to A/P. Enter missing check as a manual
check using a date in the period you are
reconciling, then "Post" it..

This compl etes the section on Reconciling Bank Accounts.
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Reserve Contributions

There are several ways Reserves can be handled within the existing Accounting Guidelines published by
the "AICPA". This is our recommended method for recording the Reserve Contribution. There are two
parts to the regular Reserve Contribution which must be recorded in the General Ledger. They are:

e Money Transfer
e Reserve Expense

Money Transfer

The movement of funds from the checking account to a bank account set-up exclusively for Reserve
funds.

Usually, this part of the Reserve Contribution is handled through the Accounts Payable system since you
are writing a check out of the checking account to a separate bank account for Reserves. Generally, the
yearly Reserve Contribution has been set by the community's Board of Directors as part of the yearly
budget and a certain amount is deposited in a separate bank account each Accounting Period. Typically,
the amount of the Reserve Contribution is fixed every period, it does not vary in amount.

To summarize the money transfer into a General Ledger transaction it would be:

Debit - The G/L Account corresponding to the Reserve Bank account receiving
the money.

Credit - The G/L Account corresponding to the checking account where the Reserve Contribution was
withdrawn from.

Normally, you would setup and use a Recurring AP Transaction to record this each month. Alternatively,
you could use a Recurring Journal Entry if you do not write a check for the reserve contribution when you
move the money to the reserve account(s).

Reserve Expense

You must reduce the Net Income of the community by recording an expense in the amount of the Reserve
Contribution to a G/L account that falls into the Income/Expense range of accounts.

The amount of the Reserve Contribution paid by each Owner is included in the total amount of their
Maintenance Fee payments. That means that a portion of the amount collected should actually go to
Reserves and, in theory, is not really available to pay for the yearly Operating Expenses (grounds
maintenance, trash removal, etc.) of the community.

The Reserve Contribution is really a direct contribution to the Capital or Equity of the community. Itis a
"Paid in Capital" account. As such, it must come out of the Income/Expense section of the General
Ledger (in the Balance Sheet range of accounts) so it does not inflate the Net Income.

Thus, there must be a "books only" entry to record this event. It will affect the following accounts:
Debit - The Income/Expense account for recording the regular Reserve Contribution

Credit - The Capital or Equity account(s) in the Balance Sheet to fully distribute the amount
of the regular Reserve Contribution

Typically, a Recurring Journal Entry is used to record the Reserve Expense.
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Sample Reserve Entry

Perhaps it might be helpful to give an example of a typical Reserve Contribution entry.

We'll use Showcase Condominiums "Chart of Accounts" for the General Ledger Account Numbers to be
charged.

This particular example books an "expense" (#9910) which falls into the Expense range of accounts in the
G/L Chart of Accounts. It could just have easily been an Income account. Neither way is right or wrong.
The most important thing is to get the Reserve Contribution out of the Net Income of the community by
recording a debit.

The sample entry could be summarized as follows:

G/L Acct# G/L Account Name Debit Credit
9910 Reserve Unallocated $175.00
5210 Reserves - Roofs 100.00
5020 Reserves - Pavement 50.00
5030 Reserves - Concrete 25.00

Recurring Journal Entry

Since the Reserve Contribution usually is the same fixed dollar amount every period, it may make sense
to set-up a "Recurring" entry that you can merely "Post" each Accounting Period to update the General
Ledger for the Reserve Expense entry that reduces Net Income (see above). That way, you do not have
to re-enter the Journal Entry for the Reserve Expense each Period.

This completesthe section on Reserves when Closing an accounting period. See Appendix A —
Reserve Treatment for afurther discussion of Reserves.
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Printing Financial Statements

If you followed theinstructionsin the General Ledger manual on setting-up Financial Statement
Layouts then there should be at least 3 Layouts.

Layout # Layout Name
1 Balance Sheet
2 Income/Expense Statement
3 Reserve Fund Statement

See the "General Ledger" manual section above for instructions in setting-up Layouts.

YOU CANNOT PRINT FINANCIAL STATEMENTS UNTIL LAYOUTS ARE SET-UP.

Print Financial Statements

From the "General Ledger MENU", click on "Reports"

GIL
Reports

> @gﬂ

Balance Sheet

=
1 =

Spr\g%%gﬁeet

hsi rtain
Layout

Although there are other GL reports you could print, at a minimum you would print these reports for the
period you are closing:

e Balance sheet
e |ncome Statement

You will need to “balance” these reports to each other before you can distribute the reports to the
community officers. We'll show you how to make sure they are in balance.
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Balancing Financial Statements

After printing the "Financial Statements", you must check that they balance. You want to be sure that the
Balance Sheet "Total "Assets" match the "Total Liabilities & Equity".

Additionally, you want to check that the Income/Expense Statement "Net Income" or "Loss" figure (usually
the "bottom line" figure on the Statement) agrees with the same "Current Year Net Income/(Loss)" amount

on the Balance Sheet.

Checking the Balance Sheet - Make sure that the "Total Assets" are the same amount as the "Total
Liabilities & Equity". This confirms the basic rule of double entry bookkeeping - "For every debit there

must be an offsetting credit".

Balance Sheet

CASH:
1010-000  Cash Checking - Operating
1070-000  Cash Savings - Reserves

Subtatal Cash
RECENWABLES:
1310-000  Assessments Receivable
1340-000  Late Fess Receivable
1410-000  Special Aszessments Rec.

Subtotal Receivables

TOTAL ASSETS

CURRENT LIABILITIES:
3010-000  Accounts Payakle
3310-000  Prepsid Cwner Assessmerts

Subtatal Current Liak
REZERYEE:
5020-000  Reserves - Pavement
5050-000  Reserves - Street Lights
5210000  Reszerves -Roofs
Subtotal Reserves
EQLITY
5510-000  Prior Year Met IncLoss
Currert Year Met IncomefLoss)

Subtotal Equity

TOTAL LIABILITIES & EQUITY

Sample Condominium

Balance Shest
As of 04030/07

ASSETS

$ 1274874
7.580.00

¥ 87313
60,00
100.00

§ 103343

LIABILITES & EQUITY

§ E0.00
a21.11

§ 100000
375.00
750.00

$ 1879778
(133.00)

F 2063774

¥ 2157087

§ §31.11

§ 212500

§ 1BEB4.7E

¥ 21 E70ET

These 2 totals
must agree
exactly to the
penny. If they do
not, something is
wrong.

If they do not agree, then one of the following problems is generally the cause and must be corrected:

Problems:

1. G/L account missing from the Balance Sheet Layout.

2. A G/L entry was made with a date outside the "Fiscal Year" with one side of the entry to an

"Income" or "Expense" account.
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Checking the Income/Expense Statement - The Year-to-Date (YTD) "bottom line" total on the
Income/Expense Statement should match the "Current Year Net Income/(Loss)" (the "BSNI" code in the
Balance Sheet Layout) amount which is separately calculated by the Balance Sheet to serve as a check
figure.

I ncome Expense Statement — page 2

Run Date: 10/13/08 Page: 2
Run Time: 05:02 PM

Sample Condominium
Income/Expense Statement
Period: 04/01/07 to 04/30/07

Current Period Year-To-Date Yearly
Deseription Actual Budget Variance Actual Budget Variance Budget

Reserves - Pavermnent 200.00 200.00 00 1,000.00 80000 (200.00) 240000
Reserves - Street Lights 7500 75.00 oo 37500 30000 (¥5.00) 90000
Reserves - Roofs 150,00 150,00 0o 750,00 60000 (150.00) 1,800.00
Reserve Contributions 42500 42500 0o 212500 1,700.00 425000 510000

TOTAL EXPENSES 257800 268500 7m 1297200 1339000 Hen 3372500
Current Year Net Incomef{loss 25.00) 98500 (1,01000) @ 339000 (3523.00) 1241500

The Year-To-Date Net
Income must agree with the
Current Year Net Income on
the Balance Sheet.

Bottom Portign of Balance Sheet

EQUITY:
5310-000  Prior Y¥ear Met Inc Loss
Current Year Met IncomefLoss)

Subtatal Equity § 1866476

TOTAL LIABILITIES & EQUITY § 2157087

If they do not agree, then one of the following problems is generally the cause and must be corrected:

Problems:
1. G/L account missing from the Income/Expense Statement Layout.

2. A General Ledger entry was made with a date outside the "Current Fiscal Year" as defined in the
"Accounting Period Maintenance" file. Unlike the Balance Sheet accounts, only G/L transactions
falling within the "Current Fiscal Year" are included in the computation of the Income/Expense

Statement.

If the reports do not balance, you will need to reprint the Financial Statements after you correct the
problem. The balanced reports are the ones to distribute to community officers.
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Print General Ledger

Once all the above steps have been completed including the needed reconciliations and all entries
have been recorded in the General Ledger, you are ready to print a detailed "General Ledger" report
which shows all the transactions for the period being closed. It will be needed if the Community is
audited.

To print this report, follow these steps:

General Ledger Menu > Reports > General Ledger
You will then see the "General Ledger" print options which looks as follows:

General Ledger Print Options

% GL - General Ledger Report XX - Sample Condo... g@g|

Current Period: 040107 o 04530007
GL Account

v A " Range

...... stat [ -]
et [ [

Al (* Range
Start | 040107

End | 04530007

Showy Detail ¥ |Yes i
Cost Center ]— ij

[ All Cost Centers

[ Print Prior Year Balances 28§ Print I @Cancell

Here are the options we recommend:

G/L Account — Select “ALL”
Date — Select a “Range” which is the Starting Date to Ending Date of the accounting period.
Show Detail? — Select “YES” to get a full detail General Ledger

This completes the section on Financia Statements for Closing an Accounting Period.
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Update Accounting Period Dates

The last step when closing the General Ledger for an accounting period is to change the "Current
Period" in the "Accounting Period" file from the period just closed to the next period. To do this, follow
these instructions:

General Ledger Module > Accounting Periods

You will see the first screen of the Accounting Periods:

Current Accounting Period

! GL - Close Period XX - Sample Condominium l;]@

~Accounting Periods

»
»

Click the Close
Current Period
button to move
the Next Period
to Current Period

Current Period: 0407107 o 043007

Next Period: 05/01/07 to 053107

v

Cloze Current Peniod

Accounting Peniods Report Defaults Ewit

Simply click on the Close Current Period button. This does nothing more than move the Current
Period to the Previous Period, then move the Next Period to the Current Period. It does not affect
any GL balances.

Updated Current Period

! GL - Close Period XX - Sample Condominium g@@

- Accounting Periods

Current Period: 050107 to 053107

Next Period: 06/01.07 to  0630/07

Cloze Current Period

Accounting Perods Report Defaults E xit

The Current Period has now been updated for the Next Period in the Accounting Year.

YOU ARE DONE CLOSING THE BOOKS FOR THIS ACCOUNTING PERIOD! BE SURE TO SAVE ALL
PRINTED REPORTS WITH "ACCOUNTING SUMMARY" PAGES (FROM THE "OWNER A/R MODULE"
AND "REGISTER" REPORTS (FROM A/P, PR AND G/L MODULES) AS PART OF THE PERMANENT
FILES FOR THE COMMUNITY.
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Appendix D — Cost Centers

Cost Centers are away of breaking down the Genera Ledger and Owner A/R systemsto give
visibility as to different groupings of Income or Expenses. Y ou might want to do thisfor a
Master Association with Sub-Associations where the Owners pay one check for both types of
charges. Using Cost Centers, thereis still complete visibility of the Income and Expenses for
both the Master and Sub-Association. Y ou can enter the Cost Center in the Property Record for
each home so the system can use it to break out the Income from that home that goesto a
particular Cost Center.

Another use might be where there are different areas of a Community each paying a different
Assessment level to cover the services they receive. In this case, Cost Centers would be used to
track the Income and Expenses for each section, or each building, as away to justify the
Assessment levels paid in each area.

Finally, you can use Cost Centers to track the expenses for each department within a community.
You would assign a Cost Center to each department, then use an expense account with the
departmental Cost Center to breakdown expenses. Y ou can then print financial statements showing
the expenses for each department.

Cost Center Size

Cost Centers may only be 3 digitsin size. You cannot activate Cost Centers that are a larger or
smaller than thissize. But this should be more than adequate because it allows you to define up to
999 Cost Centers per community.

To use Cost Centers you must activate them in several areas.
e GL Control Info- Turn on Cost Centers
e Chart of Accounts- Define Cost Centers, Set-up Income/Expense Accountsw/Cost Centers
e Financial Statements- Design Layouts to be sure they will pick-up the Cost Centers.

e Accounts Payable - Use Cost Centers when entering the expense distribution for A/P
Invoices.

Sub-Association or Section Accounting Only

e Charge Tables- Define which recurring Charges use Cost Centers

e Misc. Charges - Define which Misc. Charges use Cost Centers

Therest of this Appendix describes how to setup Cost Centers and use them for the situations
described above.
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GL Control Info

The General Ledger Control fileiswhere Cost Centers can be turned on or off. Itissimply a
matter of clicking a checkbox.

From the General Ledger menu:

General Ledger menu > Control Info
Y ou will seethe Genera Ledger Control Info:

GL Control Info
€ GL - Control information XK - Sample Con... E]@

G/L Control Information
G/L Retained Earnings 5510 -[g98 (¥ Variable Sub#
= \faries by sub-account =

Year End Close Suspense goog .]999 ,i_! ¥ vhriahle Sulb g

= \aries by sub-account ¥

Last General Journal Batch#  [0014

Last Recurring Journal Batch # ]U_UFr

Pri tett-TratHRepa: No b

W Use Cost Centers? - Date Protection
Iv¥ Allow Entries to Mext Period

¥ Activate GL Closg Month Protection

Override Passwofd | ===

L I@Cancell
I

Click this checkbox to activate Cost Centers. Uncheck the box to de-activate Cost Centers.

Variable Cost Centers

There is an option when Cost Centers are active that might help you achieve the results you wish.
Y ou can make the Cost Centers variable in certain GL functions, like when you close the
Income/Expense accounts at year-end. If you use the variable cost center option in GL, when it
closes the Income/Expense accounts to equity it will book an entry to the Retained Earnings
account for each Cost Center used in the Income/Expense range of accounts breaking it out by
each Cost Center.

Hereiswhat a year—end closing entry would look like with Variable Cost Centers:
5510-100 $3677.52
5510-200 $2338.10
5510-300 $4215.88
5510-400 $1278.34

This compl etes the section on GL Control Info.
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Chart of Accounts

Cost Centers are setup through the Chart of Accounts. Y ou need to define the Cost Center, then
append the Cost Center to each account # where you wish to use it. There are time-saving
utilitiesin the Chart of

Accounts to make it easy to setup Cost Centers and append them to account #’s. From the GL
Menu, start at the Chart of Accounts menu tab.

Chart af Acct.

Click the Chart of Accountstab.

Y ou will see the Chart of Accounts entry screen:

Chart of Accounts

“ GL - Chart of accounts

KRR
Busger | Buest | (FI.  Print
Sccount # | - ‘l_l
Description ]
Accourt Type -
Fin statement type | j
Paren control code | LJ
Fund Type -
Cost Center Tools | §& ok |@Cancel ")neme 4 Close

Follow these instructions to add Cost Centers.

Accournt # | —@ On the Account # field, pressthe TAB key to moveto the 3 digit
Cost Center field.
Aecourt # -froo %] | Inthe 3 digit Cost Center field, enter your first Cost Center.
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Then enter a Description of the Cost Center like this:

cllls

4 GL - Chart of accounts
Priar

MR A

Account & - {100
Description ]Courtyard Homez|

Account Type Expenze -

Fin statement type IProfit and loss =]
Paren control code |Enclase wehien credit LJ
Fund Type Operating vi

Cost Center Tools

3 Dele‘tel ‘ Close

B 0K |@Cancel

Click the OK button to save the Cost Center.

Now proceed to define al the Cost Centers you need for this community entering the 3 digit Cost
Center, then the Description/Name of the Cost Center.

When you are done adding all the 3 digit Cost Centers, the next step is to append them to the
main Account #’s in the Chart of Accounts.

Cost Center Tools Click the Cost Center Tools button at the bottom of the Chart of Account
screen.

Y ou will see all the Cost Centers you defined displayed on the screen:

Cost Centers Defined
i GL - Select Cost Center

o Description
100 Courtyard Homes N
200 Lakefront Homes

300 Patio Homes
400 Condos

o Mdl %Utirm,rl 2 o I‘CIDSEI

Notice the buttons at the bottom of this screen.

t“‘”“‘-’l Click the Utility button on the screen.
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You will see these options for appending Cost Centers to main GL Account #’s:

Cost Center Options

' GL - Cost Center Options E“EEJ

Add Cost Center Accounts

&+ : By Selecting Existing Accounts

™ Follow Existing Cost Center Pattern

™ By Selecting Range of Accounts

oo I“Closel

These give you options for appending Cost Centers to main GL Account #’s easily and
automatically without having to do each Account # manually.

By Selecting Existing Accounts— lets you browse the Chart of Accounts and “tag” which Cost
Centers to append to the main Account #’s.

Follow Existing Cost Center Pattern — if you already have Cost Centers appended to main
Chart of Account #’s, you can use an existing Cost Center as the pattern for appending a new
Cost Center to the same main GL Account #’s.

By Selecting Range of Accounts— Select a Cost Center, then a Beginning and Ending Chart of
Accounts number range to have it append the Cost Center to each main Account # within the
range.
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By Selecting Existing Accounts

Lets you browse the Chart of Accounts and “tag” which main GL Account #’s to append each
Cost Center to which then adds these accounts to the Chart of Accounts. Thisis the most
popular way to setup Cost Centersin an existing Chart of Accounts.

When you click this option, then click the OK button, you will see this screen:

Select Cost Center

i GL - Add Cost Center Accounts

Select Cost Center ;l

Enter Main Account # I il

Cescription

i

') Delate & ox | W Close

Use the down browse arrow ¥ to select the Cost Center you wish to append to amain GL
Account # in the Chart of Accounts.

It will look likethis:

Browse Cost Centers

! GL - Select Cost Center

Courtyard Homes:
200 Lakefront Homes
300 Patio Homes

400 Condas

=

& ox IQCancell

Double click to select a Cost Center or single click to highlight it, then click the OK button.
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Y ou will seethe selected Cost Center displayed.
Cost Center Selected

! GL - Add Cost Center Accounts

Select Cost Center 100 ;I

Courtyard Homes

Enter Main Account = I g

tion

=
) ne|e:e| & 0K | ® l:losel

Now select the main GL Account # to append the Cost Center to by entering it directly or use the

down browse arrow ¥/ to open up the Chart of Accounts browser.

Browse Chart of Accounts

' S¥Y - Browse G/L Accounts

Account # | Description J »~
05000-000 IMCOME:

0E310-000 zzessment Income
0E320-000 Developer Azsmt. Income
0B330-000 Special Azsmt. Income
0E340-000 Late Fee Income
0B350-000 Legal Fees Reimbursement

0E360-000 Mizc. Dwher [ncome

08370-000 Owner Collection Costs s
0E380-000 Owner sdmin. Fees Income

0E330-000 Owner |rterest [ncome

0B410-000 Special Azzeszment lncome

0E420-000 Recreation Pasz Income

0E430-000 Agsmts. Faid in Advarnice

0E440-000 Accelerated Azzeszments

0E460-000 Wwiork. Order Income

OE480-000 Pool Guest Paszes

0B430-000 Receivables Adjustments

051 0-000 Transfer Fees

0E570-000 Laundmy Income M

o

tﬁddNewl W OK | X Cancel |

Double click on the Account # or single click, then click the OK button. Thiswill add the main
Account # to the group you are “tagging” to have the Cost Center appended to them.
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Continue to select the main Account #’s to append to this Cost Center. When you are done, you

will see all the main GL Account #’s you selected displayed with the Cost Center you are about
to append to them:

Main Account # Group

! GL - Add Cost Center Accounts g@g|

Select Cost Center 100 ;'
Courtyard Homes

Enter Main Account # i’

Account ¥ Description

&340 Late Fee Income

06330 Special Assmt. Income
06350 Legal Fees Reimbursement
6360 Misc. Cwenet Income

06310 Aszessment Income ﬂ

i

")Dele‘te R s |“Close

The Cost Center will be appended to these main GL Account #’s as soon as you click the OK

button. Up until that point, the Cost Center has not been appended to these main GL Account
#’s.

2 o | If the pending list of main GL Account #’s looks correct, click the OK button to
have these accounts with the Cost Center added to the Chart of Accounts.

Continue using this utility tool until you have added Cost Centers to all main GL Accounts #’s
where needed.
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Follow Existing Cost Center Pattern

Another option for appending Cost Centers to main GL Account #’s is to use an existing Cost
Center pattern and have the system follow that pattern to activate a new Cost Center. Using this
option, you select an existing Cost Center which is already setup with main GL Account #’s
throughout the Chart of Accounts, then a new Cost Center. All main GL Account #’s that use the
existing Cost Center will have the new Cost Center appended to them automatically.

Copy Cost Center

A GL - Create Cost Center Accounts

Cost Center{Copy Pattern From} i_l
Cost Center{Copy Pattern To) ] ;J

Either directly enter the existing Cost Center to copy the pattern from or use the down browse
arrow ¥l to open a browse of the existing Cost Centers.

If you browsed to select the Cost Center to copy the pattern from, it will look like this:

Select Cost Center
“ GL - Select Cost Center E@El

5 Description
Courtyard Homes: =i
200 Lakefront Homes

300 Patio Homes
400 Condos

=
L I@Cancell

Either double click on the Cost Center to select it, or single click, then click the OK button.
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Now select the Cost Center to copy the pattern to:

*f GL - Create Cost Center Accounts

Cost Center{Copy Pattern Fromj} | 100 !J
Courtyard Homes

Cost Center(Copy Pattern To) j 200 ;J

Lakefront Homes

Y ou can enter the Cost Center directly or use the down browse arrow *| to select the Cost
Center from abrowser screen as above.

2«

Click the OK button to have the main GL Account #’s added to the Chart of
Account with the new Cost Center following the pattern of the “Copy From”
Cost Center.

Continue using this utility tool until you have added Cost Centers to all main GL Accounts #’s

where needed.
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By Selecting Range of Accounts

Select a Cost Center, then a Beginning and Ending Chart of Accounts number range to have it
append the Cost Center to each main Account # within the range. All main GL Account #’s
within the account range will have the selected Cost Center appended to them automatically.

Enter Ranges

Starting Account = il
£

Ending Account #

Enter Account Range

M GL - Create Cost Center Accounts

B=1ES

100
200
300
400

BEER

Courtyard Homes
Lakefront Homes

Patio Homes
Condos

2 SeI.P.II| ® Clr..ﬂ.lll

|

B o | W Close |

Enter the beginning GL Account range or click the down browse arrow ¥ open up the Chart

of Account browse screen.
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If you clicked the down browse arrow, you will see the Chart of Accounts so you can select the
beginning GL Account # range:

Browse Chart of Accounts
A SY - Browse GJL Accounts E”E@

Account # Diezcriptiotn -~
L akefront Homes

00o000-200 Patio Homesz -

00000-400 Condos

010710-000 Cazh Checking - Dperating

01020-000 Cash - Previous Magmt.

01060-000 Cazh Savings - Dperating

01070-000 Cazh Sawings - Reserves

01210-000 Certificates of Deposit

01300-000 CURREMT ASSETS:

01310000 Azzezzments Receivable

01320-000 Developer Azsmts, Receiy.

01330-000 Special Azsmtz. Beceiy.

01340-000 Late Fees Receivable

01350-000 Legal Fees Receivable

01360-000 izc. Owner Receivables

01370-000 Owner Coll. Costz Receiv.

01380000 Owner Admin. Fees Receiv.

01330-000 Owner Interest R eceiv.

01410000 Special Azsessments Fec. v

..

t.ﬂﬂddNewl o 0K | X Cancel |

Double click on the beginning GL Account # range as the starting point for appending on the
Cost Centers, then click the OK button.

Then follow the same procedure to select the ending GL Account # range.

Once you select the beginning and ending account # range, it will look like this:

i GL - Create Cost Center Accounts

Enter Ranges

Starting Account £ 06310 ;I
Ending Account # 6920 g

100 Courtyard Homes ﬂ

300 Patio Homes

=
-
I~ =200 Lakefront Homes
-
I~ 400  cCondoz

|
@Sel..ﬂ.lll *cmul L T | ﬂl:lnsel

Now you are ready to “tag” the Cost Centers to have appended to all the GL Account #’s within
thisrange. You can do all the Cost Centers or just selected Cost Centers.
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Go ahead and click to checkmark the Cost Centers you wish to have appended to each GL
Account # within the range displayed at the top of the screen. It will ook like this:

Tag Cost Centers

H GL - Create Cost Center Accounts [Z”EJE|

Enter Ranges

Starting Account 2 #6310 ;l
Ending Account # 06920 ;|

Dezcription

100 Courtyard Homes j

200 Lakefront Homes
300 Pstio Homes
400 Concos

v
7
-

|
@s-al.nul “,cn-.nul b | ﬁUosel

Once you have checkmarked the Cost Centers, then click the OK button to proceed to have all
the GL Account #’s in the range setup with the selected Cost Centers appended to them.

2 o | When you click the OK button, it will create the GL Account #’s in the Chart of
Accounts within the selected range with the Cost Centers you checkmarked.

Continue using this utility tool until you have added Cost Centersto all main GL Accounts #’s
where needed.
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Financial Statements

In order to be able to print financial statements with Cost Centers, you must make sure the
financial statement layouts are setup correctly. If the financia statement layouts are property
setup, then you can have financia statements print for just a selected Cost Center or print a
combined financial statement which includes all Cost Centers.

Reports || | From the GL Menu, click on the Reports menu tab.

Y ou will seethe GL Reports menu:

—
GIL
Reports

Balance Sheet

Ledger

S r\c!

Ep

Wi rtain
Lawyout

Click on the Maintain Layout button.
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Y ou will see the screen to select the Financial Statement Layout to check:

Sdlect L ayout

4 GL - Maintain Layout xx -s... EEE

Diescription
001 Balance Sheet ﬂ
ooz I.n-:c-rneJExpense éfatemer&

003 Statement of Reserves

o4

=

& Add| jnelmel & ok |ﬂC|ose

Let’s use the Income/Expense Statement as an example for activating Cost Centers.

Y ou will seethe Income/Expense Statement layoult:

Financial Statement L ayout

! GL - Maintain Layout XX - Sample Condominium

Layout = 2 IncomeExpense Statement

CHAM Community Repart Name

LIT  Center? ¥ IncomeExpense Statement

LEG Legend

LIT  Center? M [NCOME:

RHG  Beg 06000 Endd 06993 Sub-acct 000 M P o]

UL Underline 1

SUB2  Suktotal Income o}

LF  #lineg M

LIT  Center? ¥ EXPEMSES :_J

e | poee] y 4 vine | 2| Roise|

This shows the beginning of the layout. Y ou want to scroll down till you see where the GL
Account #’s are displayed.

=7 Chack
layout
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When you see the first set of GL Acount #’s displayed, stop there:

Financial Statement L ayout

A GL - Maintain Layout XX - Sample Condominium

Layout = 2 Income/Expense Statement

d Tare

b cm | Cal | Crtrl
Center? N INCOME: |

- Beq 08000 End 05999 Sub-acct 000 1T D

Underline 1
Subtotal Income o
#lines 01

LIT  Center? v EXPEMSES

LIT  Center? M General & Administrative

RHG  Beg 07000 End 07933 Sub-scct 000 i P [

UL Unelerline 1 LJ

Daael Frinit
‘Add ,’ Lina sample

If you wish to activate the Cost Centers so they work with this GL Account or range of accounts,
double click to open it.

=1 Check
layout

: Lamaut
& rone | B

When you open the Account # or range of Account #’s to edit it, it would look like this:

Account Range

< GL - Enter Range of Accounts E]@@

Start [|5000  End | 6999
Options |

{* I =Met change for reparting petiod
" B =Balance at beginning of reporting period
" E =Balance at end of reporting period

I~ Rewverse sign [~ Accumulste

- Parens Control i PrintIn
{+ Enclose when debit i et
™ Enclose when credi o

& ox |QCancell

Notice the field named “Sub-Account”. This is the same as Cost Center. Ifis displays “000”
then it meansit will NOT include any Cost Centers when this Account or range of Accountsis
printed.
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To activate the Cost Centers so they print on financial statements, you must change the “000” to
an asterisk (*) to represent a wildcard of “All” for the Cost Centers.

Activate Cost Center

“f GL - Enter Range of Accounts E@@

Start | G000 End |B999 Sub Acct
Options

+ M = Met change for reporting period

" B =Balance at beginning of reporting period
(™ E=Balance at end of reporting period

I~ Reverse sign [~ Accumulate
Parens Control  Print In

{+ Enclose swhen dehit :_ Ul
™ Enclose swhen credit - S

@ o 0]

Enter the asterisk (*) into the Sub-Account field, then click OK. Thiswill activate the
wildcarding so that financial statements will print including ANY Cost Centers where balances
exist for the GL Account # or range of Account #’s.

By using the asterisk (*) asawildcard in the Financial Statement Layouts, you can aso print
Financial Statementsfor just a selected Cost Center rather than ALL Cost Centers. So using the
asterisk (*) gives you maximum flexibility in your print options on financial statements.

Here’s what an Income/Expense Statement Layout would look like after activating Cost Centers
in the Layout:

Cost Centers Activated

4 GL - Maintain Layout XX - Sample Condominium

Layout = 2 IncomeExpense Statement
Acct# or = ' Prt
Function ¥h |Accm | Col | Crtrl

LIT  Certer? N INCOME: i|
RHG Beg0B000 End 06339 @ WP o
uL Underline 1

SUB2  Subtotal Income D
LF  #linez M

LIT  Center? ¥ EXPENSES
LIT  Center? M General & Admipietratt
NG Heg 07000 Enc 07333 (Sub-acct*
U

L
Deletel abe Print | [23 Check . Lawout I
* Ed Line "isarrplel ! |3!“1ft| 'ﬁ Pnntl Desnc.l ' Llnse

The Cost Centers are activated for the GL Account ranges using the asterisk (*) as awildcard.

Lnderline

Y ou would want to follow this same procedure for the rest of the GL Accounts in each of your
Financial Statement Layouts — Income/Expense, Balance Sheet and Reserve Fund Statement.
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Once you are done with this step in the Financial Statement Layouts, you are ready to print
financial statements with Cost Centers. Here’s what the screen would look like when printing an

Income/Expense Statements:

I ncome/Expense Statement with Cost Centers

XX - Sample C... [= |[B][X]

“ GL - Financial statements

Income/Expense Stmt

Layout &

Print Options
Mumker of Copies

Cost Center

v Center G Account Descriptio
W Print Run Date and Time

Budget Analysiz Report

Current Period: 04/01/107 to 047530007

2 il IncomeExpensze Statement

[
Showy Budgets/Prior Actuals 7 1Eludgets | | (¥ 2007

s L | W AlCost Centers?

Date Range-

Start | 04001007
Encl 04530007

—Budget Year-
2006

[ Conzolidate Cost Centers
g f coount #

Notice the Cost Center options now available when C(IJSt Centersare active. You can print a
financial statement for just a selected Cost Center or ALL Cost Centers. Y ou have the further
option to print for ALL Cost Centers, but Consolidate the Cost Centersinto just one line item on

the report for each main GL Account #.

This compl etes the section on the use of Cost Centersin the General Ledger.
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Sub-Association or Section Accounting

Using Cost Centers, you have the ability in the Accounts Receivable module to handle
Master/Sub-Associations, Section Accounting or Multiple Building Accounting where thereis a
need to track the actual income and expenses for each entity. A separate Cost Center would be
setup for each Sub-Association, Section or Building so that it can keep the income and expenses
separate and distinct for each entity.

Each home can have a Cost Center encoded in the Property Info so that the Income generated by each
home can be further broken out by the Cost Center. Then each recurring Charge Table and every
Misc. Expense will use the Cost Centers found in the Property Info when making GL entries when
charges are applied, adjustments made or cash receipts are entered.

Here’s an example of a Sub-Association GL Account setup with Cost Centers to break-down the
income and expenses.

Main Acct # Cost Center Description

6310 000 Master Association Income
6410 100 Sub-Association 1 Income
6410 200 Sub-Association 2 Income
6410 300 Sub-Association 3 Income
6410 400 Sub-Association 4 Income
6410 500 Sub-Association 5 Income

Master Association

In this example, account # 6310 is used exclusively for the Master Association income. Although
the income account is unique, you still need to use the same Cost Center for all Master Association
income and expenses. We recommend using Cost Center “000” for the Master to GL balances
separate from the Sub-Associations.

Sub-Association

In this example, the Sub-Association income uses GL Account # 6410 no matter what the Sub-
Association. Each section of the community has it’s own unique 3 digit Cost Center to keep the
income and expenses for each section separate from the Master and the other Sub-Associations. By
setting up a Master and Sub-Association this way, financial statements, like and Income/Expense
Statement, can be printed for each Sub-Association aswell asthe Master with the further option of a
combined statement for all.

Once you grasp the idea behind Cost Centers, the same principles also apply to Section or
Building accounting.
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Owner Database

To activate a Cost Center to do Sub-Association, Section or Building accounting, you must first
enter a Cost Center for each home. To do this, go to the Owner Database menu as follows:

Owner Database > Maintain > Select Home

Y ou will be at the Owner Maintain screen for the first home you selected:

' 0D - Maintain owners

Owner Maintain

XX -Sample Condominium

|4{>’|+ﬁag$¢ﬂﬂ R R &
#dd\ Property ) Histony | Charges| Letters| Motes| oy | Flags pane | ©CR | WikOnd)  Frint
-Select Property, F4 - Browse - Multiple Owners
Accourt #F3)] 100 Lot AP 100 &| Record Typs | Owner 001
Strest [ 100 Easy Street
- Status
Street Addrezs (F2 I Mame Search (F5) J Balance: o0 Mates: |VES
T Select Owner ) Callection: I— .iJ ]
l | P I~ Hold Action
O Fay & Mancy Zimon SR
i ! Ylﬁ il Settied Date: 091200 Move Out:
2ndd Ovvenisk ] |
- Alt. Mailing Addr. - | - Contact Info.
Sddress 1 [ 12100 /aﬂ Strest Hame ik At
soess2 | |30M-555.1212 | 202-222-3322 | 301-881-1212
[~ Unlisted [ Unligted ™ Unlisted
City |
Fax 301-667-5899 I~ Disable Web Interface? |
State Lip Code]ZDBSE -| B73C Carrier1 _
Lise At [ Fareion Addr [ Znd At Addr E-val | wwwr.support@tapssaft com
ezt | e il g aK |0C2ance|| '.1Delete tCIose
Cryner 1 1 for this home

/
Click on the Property button. Y ou will see the Property Info for this home:

“.0D - Maintain Property

Property Info

44> r =

Search

Record# B
. Account # ]—m t[ﬂ
Lot / Unit 100 _I
Street Address 100
Street Mame | Easy Street ﬂ
Lt &

'Here you will enter any additonal property information.

Laot, Block, Section

| 100, Block A, Section 1

A, |

Group Owyner? Mo - Group #

Souare Footage W GIL Cost Center I_ )
Assessed Walue I— """
Zip+d+Carrier Route o] -’m -W

2 o I Oc:ancell

Notice the Cost Center field. Thisiswhere you enter the Cost Center for the Sub-Association,
Section or Building this home belongs with.
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Typein the Cost Center that applies to this home. It must be one of the Cost Centers defined in
the Chart of Accounts covered earlier in this Appendix.

Adding Cost Center

# 0D - Maintain Property

BRI 31 <B4

Record# B
Accourt # 100 ﬂl

Lot J Unit 100
Sireet Address 100

Strest Mame | Easy Strest ﬂ

Group Owwner?
G.l'l_ Cost Center | 100
0 002235l

Square Footage

Azsessed Value

Zip+d4+Carrier Route 1 20888 -[1212 -

1 Del ete| E ulis Cancel

Click the OK button to accept the Cost Center entered in the Property Record for thisdgome.

Continue to enter Cost Centersin al the homes to complete defining the Sub-Association,

Section or Building that each home belongsto. Y ou can use the browse arrow keys LRI
at the top of the Property screen to move from home-to-home.
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AR Module

Once you have defined the Cost Center for each home, you must setup the Accounts Receivable
module so it knows to use the Cost Centers to do the Sub-Association, Section or Building
accounting. There are 3 areas where Cost Center accounting needs to be activated:

e Accounting Control File
e ChargeTables
e Misc. Charge Codes

We’ll cover each one of these areas in turn.

It’s easiest to use the Community Setup menu to activate the Cost Center accounting in the AR
Module, so we’ll start there.

From the File menu, click on Setup. Y ou will see the menu for
Add Mew Cormmunity Community Setup

General Ledger Sebup

Owner Data &R Setup

ficcounts Payable Setup Click on Owner Data and A/R SEtUp
Payrall Setup 4

Formula Dist, Setup

when Editing Export File Use: »
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Accounting Control File

You will see the Accounting Control File for the community. This file controls several things
about how the AR Module operates.

Accounting Control File

< SY - New community setup XX - Sample Condominium

AR Control File

The ID useql te identify this Community for Lockhox processing. This is also used for
Lockhox coupon generation. May be left blank if uncertain.

Bank Lockbox 1D ?222—222 Accrual or Cash Accounting |Accrusl Accourting
MEF Default Fee 23.00 Owyner Interest Rate 18.000 =2

[~ Activate Rental &ccounting
Defautt Biank ID 1 4| Fist National Bark

(for Deposits)

trt—888 Cash Checking - Cpersting
Detfault Prepaid Act. 2iPP) & | Prepsid Cwner Assessments

3330 -\ 000 ;I Accelerated Cwner Assmts.

Default Accelerated AOKF

- Aged Delinquency Report Days - . Yearly Accounting

# of Days N Column 1 30 ™ Activat
# of Days in Splumn 2 60

Current Year
# of Days in Colynn 3 Q0

All fields in red yre required o vask

Next [ | QCancell

Notice the Default Prepaid Acct and Default Accelerated Acct fields. They show the main GL
Account #’s used to pass owner transactions to the General Ledger. But when you are doing
Sub-Assaociation, Section or Building accounting, you always want the Cost Center that goes
with each home so the General Ledger transactions are broken out with these Cost Centers.
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Cost Center Wildcard

There is a “wildcard” which you can enter into the Cost Center field to tell the system to pick up
the variable Cost Centersthat are defined in the Property Info for each home and append them to
the General Ledger transactions. By doing this, it breaks out owner transactions with the correct
Cost Centers when it passes the transaction to the General Ledger. In this case, the “wildcard” is
the Cost Center “999” which is entered into the Cost Center field in place of the zeros.

Accounting Control File
XX - Sample Condominium

AR Control File

HEXT will take you to the next screen of AR Setup.
BACK takes you to the PREVIOUS setu_p Screen.

' SY - New community setup

Bank Lockhaox ID
MNSF Default Fee

Default Bank 1D
[for Deposits)

Default Prepaid Lct. #(PF)
Default Accelerated Aot #

2222222 Aecrusl or Cash Accounting | Accrual Accourting
2500 Owvner Interest Rate 15.000 9%

[ Activate Rertal Accounting

[t | Fist National Bank

1010 - 000 Cash Checking - Operating

-1999 Prepaid Owner Azsessments

3310

3350 -|999 Accelerated Ohwner Assmts.

/.

- Aged Delingquency Report Days - Yearly Accounting

‘\‘ # of Dfys in Column 1 30 [ Actidate » errly Somalt
¥ # of Pays in Column 2 60
Current Year
# of/Days in Column 3 a0
— N Al fields in red are required o Book | Hext P @u:ancell

To activate the “wildcard”, enter “999” into the Cost Center field for both the Default Prepaid
Acct # and the Default Accelerated Acct #.

Because you will use this “wildcard” in other places in the AR & Owner Data setup so it picks up
the variable Cost Center for each home, remember that it is:

Cost Center “Wildcard” = 999

Click the Next button to proceed.

Next [ |
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ChargeTables

Y ou will then see the Charge Table screen for the community:

ChargeTables

XX - Sample Condominium Q@@

Ehilfec) T Can) Delere) &b

4 SY - New community setup

] Use down arrow to browse Charge Tables or click + to Add a new Charge Table.

5 Freguency |horthly Vi
¢ Calculation Method |Flat Dollar Amourt |

Late Fee Method |Fiat Dallar Amourt |
[T
s

Date of Last Late Feg

GiL Income Accourt

Gl Receivable Accy

Mum of Charge Catgs

LATE FEE Min Liak,

|
HNext o | @cancel

+ Accounting Method:  ACCRUAL
Ad :
All red fields are required

‘ Back

Select thefirst éharge Table either using the down browse arrow *|or the large browse arrows
44> Pl {5 move from Charge Tableto Charge Table.
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Now you are ready to activate the Cost Centersin this Charge Table
ChargeTable

A SY - New community setup XX - Sample Condominium

= X [ = y |
N'Eﬁ; @ ° |< < ’ ’l X 4 ) = | Charge Tables
Table | __Sa\_re Ca_nc_:el Litilit !_es_ E_Zleaf _Del ete | Print |

| The name of this Charge Table. Ex - Maintenance Fees.

Table # ]H Title :\naintenance Fee Frecuency (Monthly -
Diate of Last Application Fee ] 04101107 Calculation Method 1Flat Dallar Amount :J

Date of Last Late Fee [nanep Mg |Fiat Dollar Amount |
£310 -| 000 ;! Assessment Income
1310 | 000

GIL Income Account

Gl Receivable Account
M Ao

¥ |/Aszessments Receivable

Mum of Charge Catgs | 3

Description AMOLINT Min Liaki.
01 Duple:x
02 Townhome 90.00 £.00 140.00
03  Pigoybacks 155.00 £.00 155.00
04
a5
06

a7 LJ
Accounting Method:
m * Add ~‘ Backi MNext ’ | OCancel

All red fields are required

Notice the G/L Income Account and G/L Receivable Account fields. Depending on how you
want to use the Cost Centers, you can do one of the following:

e Enter afixed Cost Center for this charge table
e Enter avariable Cost Center for this charge table

Fixed Cost Center:

Y ouwould enter aCost Center after themain GL Account #. Then, every timethischargeisapplied
to owners, thetotal of the charges would generate atransaction to the General Ledger with the Cost
Center appended to the main GL Account #.

Example - 6310-010
Cost Center “010” would be a fixed Cost Center for this Charge Table.

If you had two Charge Tables, the setup for Fixed Centers would look like this:

Main Acct # Cost Center Description
6310 010 Association Income
6410 010 Specia Assessment

Note: - You can only have 1 Cost Center for each Account # in the Table.
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Variable Cost Center:

There is a “wildcard” which you can enter into the Cost Center field to tell the system to pick up
the variable Cost Centers that are defined in the Property Info for each home and append them to
the Genera Ledger transactions. By doing this, it breaks out owner transactions with the correct
Cost Centers when it passes the transaction to the General Ledger. The “wildcard” is Cost
Center “999” which is entered into the Cost Center field in place of the zeros.

Cost Center “Wildcard” = 999

Thisis normally what you would want to use for each Charge Table where you wanted to break
out the owner charges by Sub-Association, Building or Section #.

An example of aVariable Cost Center for a Charge Table would look like this:
Variable Cost Center Setup

A SY - New community setup

XX - Sample Condominium

a1l e

Tale#zla Save Cance|

4 < /P>l

X| & 2

Lkilities | Clear | Delete |

-5
Prirt |

Charge Tables

Table # IH

Diate of Last Late Fee

Gl Income Account

GiL Receivable Account

Date of Last Application Fee { 0401 07

| Accrual only - the GL Receivable Acct Z (Asset),

Title | Maintenance Fee Fregquency |Monthly hal
Calculation Method! |Flat Dollar Amaurt =
04M BT dgthod |Flat Dollar Amourt |

Azzeszsment Income

Azsessments Receivable

[T Ro

Mum of Charge Catgs | 3

Description AACLINT LATE FEE
01 Duplex 60.00 5.00 90.00 -
02 Townhome 90.00 600 140.00 :'
03 Piggyhacks 155.00 g.00 155.00

04
a3
ag
a7

Accounting Method:
All red fields are required

P i ‘ Add « Back! Hext ’ll @ Cancsl

This Charge Table will now look at the Cost Center found in the Property Info for each home and
make entries to the General Ledger for the owner charges broken out with the different Cost
Centers. Thisworks very well for Sub-Association, Section or Building accounting where you
need to keep track of income and expenses for each section.

Y ou would want to do thisfor all the active Charge Tables in the community.

Next [ | Click the Next button to proceed.
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Misc. Owner Charges
Y ou will seethe beginning of Misc. Owner Charges for the community:

Misc. Owner Charges

“f SY - New community setup XX - Sample Condominium

WMisc. Owner Charges

' REGUIRED: Activate the charge by entering a LATE FEE Description & INCOME Acct. 2.
Use down arrow to select Account Zfrom Chart of Accounts.

Cescription

Late Fees 6340000 A
13404000
G380-000
1380000

B380-000

ete Fees Receivable

ner Admin. Fees Income
ner Admin. Fees Receiv.
ner Admin. Fees Income
13804000 ner Admin. Fees Receiv.
G380000  Opyvner Interest Income
13904000 Jwwner Interest Receiy.
E350000 |/egal Fees Reimbursement
1350000 Aegal Fees Receivabls :_l

All fields in red areyequirgil Accounting Metbod:  ACCRUAL

02  MSF charges

03 Admin. Fees

04 Interest

05  Attorney Fees

.‘ Backi Next [ | @ Caneal

Delete
RS VS

Every Misc. Owner Charge has both an Income and a Receivable G/L Account #. Thisis how
the software knows which G/L accounts to use when generating entries to the General Ledger as
owner charges are applied.

Depending on how you want to use the Cost Centers, you can do one of the following:
e Enter afixed Cost Center for aMisc. Owner Charge
e Enter avariable Cost Center for aMisc. Owner Charge

Fixed Cost Center:
Enter aCost Center after themain GL Account #for aMisc. Charge. Then, every timethischargeis

applied to owners, the total of the charges would generate a transaction to the General Ledger with
the Cost Center appended to the main GL Account #.
Example— LateFees  6340-200

Cost Center “200” would be a fixed Cost Center for Late Fees.

Variable Cost Center:

Use the “wildcard” in the Cost Center field to tell the system to pick up the variable Cost Centers
that are defined in the Property Info for each home and append them to the General Ledger
transactions. By doing this, it breaks out owner transactions with the correct Cost Centers when
it passes the transaction to the General Ledger. The “wildcard” is Cost Center “999” which is
entered into the Cost Center field in place of the zeros.

Cost Center “Wildcard” = 999

Thisis normally what you would want to use for each Misc. Owner Charge where you wanted to
break out the owner charges by Sub-Association, Building or Section #.
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Here’s what the Misc. Owner Charges would look like with Variable Cost Centers:

Variable Cost Centers

! SY - New community setup XX - Sample Condominium

Misc. Owner Charges

: REQUIRED ACCRUAL ONLY: Enter LEGAL FEES RECEIVABLE Account 2
| This would be an ASSET Account %

Late Fees E340-999 -

1340999 Late Fees Receivahle

E350-999 ner Admin. Fees Income
1380999 ner Admin. Fees Receiv.
E380-999 Oqvner Admin. Fees Income
1380999 Oqaner Admin, Fees Receiv.
6390999 net Interest Income
1390000 gewnier Interest Recej
E350-999

02  MSF charges

03 Admin. Fees

04 Interest

05  Attorney Fees

i

All fields in red are réwH Accounting Method:  ACCRUAL

4 BackI Next [ | QCancell

Be sure to scroll down using the scroll bar at the right side of the screen so you see al the Misc.
Owner Charges to change the Cost Centers.

Next b | Click the Next button to proceed.

Y ou will see the Cash Application Table:

Cash Application Table

i SY - New community setup XX - Sample Condominium

Cash Application Order

Here yvou will define the order in which the system
automatically applies cazh receipts to the owner's account.
Simply erter the 2 digit charge code inthe order to be applied.

Pricrity m Diescription
o1 a1 Maintenance Fee
oz M Late Fees
03 05 Attorney Fees
04 0z MNSF charges
05 03 Admin. Fees
0g 04 Interest
oF  0a Special Assmits.
03
08
10
11

Yearly Account Order

+ Add | ,Dﬂf‘? d Backl Next ’ | OCancel

Because this table uses the Charge Codes from Charge Tables and Misc. Owner Charges, no
changes need to be made here to activate Cost Centers.
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@Cancell Click the Cancel button to exit from the Community Setup Wizard. All the Cost
Center changes you made will be saved as long as you are on this screen when
you click Cancel.

This compl etes the setup of the AR & Owner Collections module for Cost Centers.
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Accounts Payable

When Vendor invoices are coded to an expense account, you must give some consideration to the
use of Cost Centerstoo. If you wish to breakdown the community expenses by Cost Center, then
you must expense each invoice to amain GL Account # + the 3 digit Cost Center. That way, you
can generate an Income/Expense Statement that shows both the Income and the Expenses broken
down by Cost Center. Thisis especialy handy when doing departmental expenses, Master/Sub-
Association, Section or Building accounting.

Y ou can manually distribute Accounts Payable Bills to expense accounts or you can use
Formulas to handleit for you. Using Formulas makesit quick and easy to distribute recurring
AP Bills across main GL Account #’s with Cost Centers.

Activate Formulas

Because many Vendors invoices get the same expense distribution, we offer the ability to activate
“formulas” for use in the Accounts Payable module. Formulas let you setup multiple expense
distribution with Cost Centers, then save them for future use. That makes the coding of AP Bills
very quick and easy because you do not have to enter each line of the expense distribution.

To activate and use Formulas, follow these steps below:

From the AP Menu click:

AP Menu > Setup
Y ou will seethe AP Control File:

AP Control File

£ AP - AJP control information XX - Sample Condominium g@@

General

Account Number 53010 oo g

Account Description |

Prirt &/ Check # On: |Both
Last Woucher # ]7
Default Cash |— __j 01010 - 000
Cash Checking - Cperating
Check Format: |MICR with reference j
Accounting Method | Accrual v]
Printing Options

|v Print community name on &P checks [ Customize AP reference by Distribution
[ Print audit trail reports o BHEEE
[~ Print "void Atter 0 Days"

A TS I@Cancell

Notice the “Usedistribution formulas” option.
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Click to checkmark the “Use distribution formulas” option so it looks as follows:

AP Control File

< AP - AP control information XX - Sample Condominium E”ﬁ|@

General
Account Mumber m. _iJ
Account Description |Accouris Payvakls
Print &F Check # On: IBmh -
Last Woucher # IT_
Default Cazh f1— _i__l 01010 - 000
Cash Checking - Cperating
Check Format: |Blark Check Ed
Accouyrting Methodd lm
Printing — Options
Jv Prirt community name on &P checks [T Customize AP reference by Distribution
I~ Print sudi trail reports I~ warning for vendor insurance expiration
I Pririt "voic &fter ,_U Diays" s
ate the Current Date
B ]S I @Cancell

This activates the “Formulas” so you can use them in the Accounts Payable module.

2 o | Click the OK button to save this change and exit. Y ou have now activated
the use of Formulas in the Accounts Payable module.
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Setup Formulas

Y ou can setup multiple Formulas for each expense distribution that involves Cost Centers. You
would want to setup a different Formulafor each expense that is distributed differently against
the Cost Centers. For example, because the expenses might be distributed to Cost Centersin a
different way for certain expense types, you might have a different Formulafor:

General Expenses
Electric Expense

Water Expense

However, you do NOT need a separate Formula when the main GL Expense Account # is
different for different types of expenses, only when the COST CENTER distribution is different.
Y ou can enter the main GL Account # for an invoice, then call up the Formulato distribute the
expense to each Cost Center. You’ll get a better understanding of how Formulas work when you
show you an example in the next manual section.

On the File Toolbar, click:
Setup > Formula Dist. Setup

Add Mew Community
General Ledger Setup
Cuwner Daka AfR Setup

Accounts Payable Setup
Payroll Setup b
Formula Dist, Setup

When Editing Export File Use:  #

Click on the menu choice “Formula Dist. Setup”.
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Y ou will see ablank Formula screen:

Formula Setup

A Percentage Formulas XX - SampleC... g@g|

Formula & ]—il Descrigtion |

Total percent: | 0.00
m;l Description Percent (%)

=

| 2o woer| @ o | @owed

From here you can either Add anew Formula or click the down browse arrow %l to
view/change existing Formulas.

i A | Click the Add button to setup a new Formula.

Y ou will see this screen to setup the Formula:

Formula Setup

“f  Ppercentage Formulas XX -Sample C... g@g|

Formula # rz_‘ﬂ Desu:riptinn]

Total percent: | 0.00
m;l De=cription Petcent (9%

i AﬂdI DE!g":l :Bcnearl L | QI:ancell

Complete these fields:

Description — The name you want to call this Formula. It should be something which
indicates the expense distribution, like “Electricity”

Account # - thiscan be all Cost Centers with no main account # or it can be amix of both
Main expense accounts and Cost Centers line items.

194




Here’s what a complete Formula might look like:

Completed Sample Formula

A Percentage Formulas XX - SampleC... B@g|

Farmula # 2 il Descripﬁnn] ELECTRICITY EXPEMSE

Total perceng: 1DEI.EID

m;l Description Percent (%)
200 Lakefront Homes 20000 -

300 Patio Homes 28.000

400 Condos 52000
=

* AﬂdI ,ngsgel Btlearl E oK I QCanceII
The Formula distribution MUST total 100% or you cannot exit the setup screen.

2 o | Click the OK button to save the Formula. Go ahead and add other Formula
if needed.
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Using Formulas

Once Formulas are activated in the Accounts Payable module, then Formulas are setup, you can
begin to use them to quickly and easily distribute expenses to various Cost Centers. Y ou would
use them when you are entering AP Bills to be paid.

The following is an example of how to enter AP Bills using Formulas.

AP Bill Entry
A AP - Enter AP XX - Sample Condominium [Z”E“'SZ|
Tranz Type | & Bil  Handwriten Check | Tran. #
Yendar D ;I Wendar |
BarkiD | ¥ -
Irvoice # Invoice Date
Reference | Effective Date
Amount

Formula # ¥ ¥ UseWeb
Amount Remaining 0.00

m Description % Distr,
k|
) Dele‘tel ﬂ Nﬁtesl @Cancel E oK | 4 Close

Proceed to select the Vendor and compl ete the screen like you would for anormal AP Bill to
be paid.
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When you get to the Formula # line item, follow this procedure:

AP Bill Entry

“f AP - Enter AP XX - Sample Condominium E|EJE|

Trans Type | & gl ™ Hanchwritten Check Tran.#j 93

Wendar D SAMPLE ﬂ Wendor |SAMPLE ELECTRIC UTILITY
Bank ID f’l_ ;l 0109 0-000  Cash Checking - Cperating

Iwoice # 120108 Inyoice Date 121005
Reference | December Electric Effective Date 121005

Amourt 750000
Faormula # | ;I v UseWeb

m Dezcription

-089'1 0000 Electricity

3 Dele‘tel ﬂ Nc-tesl QCancell @& o | % Cloze

Noticethe down browse arrow ¥ next to the Formula#field. Click thedown browsearrow
to select an existing formula.

You will seeall existing Formulas that have been setup for this community:

Sdect Formula

' AP - Enter AP

Description |
001 GEMERAL EXPEMZES -
00z ELECTRICITY EXPENSE

|
e Add e I QCancell

You can Add anew Formulaif needed, or ssimply click on one of the existing Formulas to
select it for use.

2 o | Click the OK button after you have selected a Formula.
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Next, you can either browse the Chart of Accounts to select the main GL Account # to
use with the Cost Center distribution, or, if thereisaDefault GL Account # on file for
this Vendor, you will seeit displayed:

Select Main GL Account #

“f AP - Enter AP

Enter the Main Acct # to uze with this Formula

o

Formula # 2 ELECTRICITY EXPEMSE

@ | @i

Once you have selected the main GL Account # to use with this Formula distribution, you
are ready to proceed.

2 o | Click the OK button after you have selecting the main GL Account #.

After selecting the main GL Account # to use with the Formula, it will automatically
distribute the total invoice expense using the Formula percentages like this:

Expense Distribution

it AP - Enter AP XX - Sample Condominium E@E|

Tranz Type | (¢ Bil " Handwritten Check Tran. # 01

“endor IO SAMPLE ;J Wandor iSAMPLE ELECTRIC UTILITY
Bank IT ’1_ ;l 0100-000  Cash Checking - Operating

Iryaice # 120108 Iryoice Date 121 000G
Feference | December Electric Effective Date 121008

Arnount 750,00
Formula & 2 ;l W UseWeb

FT - Repeat Last Vendor Amaount Remaining 0.00
[ scct # bd Description
13891 0 200 Electricity - Patio Homes 150.00 20.000 -
05910 300 Electricity - Courtyard H 210.00 28.000
05510 400 Electricty - Condos 330.00 52.000
|

.E oK |tCIose

'3Delete| o Notes| @ Cancsl

Y ou do not have to manually distribute the expenses when you use Formulas, the
distribution is done automatically once you select the Formula, then confirm the main GL
Account # to use with the Cost Centers.

Like all AP Bills, you can change any of the information shown on the Bill Entry screen
including the expense distribution if needed.

2 o | Click the OK button to accept the Bill and expense distribution as shown on
the screen.
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This completes the section on using Formulas to distribute AP expenses across multiple Cost
Centers.
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Appendix E - Switch from Cash to Accrual Accounting

Here are the steps by module:

GL Module

1. Chart of Accounts. Thefirst step isto setup accrual accounts in the Chart of Accounts.
At aminimum, you will need the following accrual accounts:

Account Type Used By
Assessments Recelvable* Current Asset AR
Late Fee Receivable* Current Asset AR
Prepaid Assessments Current Liability AR
Accelerated Assessment Current Liability AR
Accounts Payable Current Liability AP

* You need to setup a GL Account # which is a Receivable (Current Asset) for each
active Charge Code in the AR module

A/R Module

1. Accounting Control File. From the Setup menu, click "Owner Data & AR Setup”. You
will be in the Accounting Control File. Click on down browse arrow next to the "Accrual
Or Cash Accounting” to change from Cash to Accrua. While on this screen, enter the
LIABILITY accounts from Chart of Accounts above for "Default Prepaid Acct #' and
"Default Accelerated Acct #'. Click Next.

2. Charge Tables. Y ou must select each Charge Table that is active and enter the new GL
Receivable account on the empty line that now displaysin each Charge Table. The
Income account displays just above the Receivable line and should not need to be
changed. Click Next when done with the Charge Tables.

3. Misc. Charges. The GL Receivable account input fields should be showing as blank for
each Misc. Charge Code right under the Income account. Y ou need to enter a GL
Receivable account # for each Misc. Charge Code that has a Description showing and an
Income account # already entered.

4. Click Next after entering the Receivable account #'s. Click Next through the Cash
Application Table. Click Finish.

5. Now print an AR report to see the current owner balances to be able to make adjusting
entries to the General Ledger later on.

Go to the AR menu. Select Reports. The "Owners Balance Summary” is the best report
since it shows both the balances due and prepaid (credit ) balances for each owner. The
report should be printed as of today's date so that it finds the current account balances and
breaks them down by the new Receivable accounts.
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If you wish to go back to the previous month to make this change effective, you will have
to print the report twice--once for the previous month end date and again for the current
day to make sure al the transactions hitting the GL up through the current day are
included on the adjusting JE 's that will need to be made.

6. Youwant the last page of the report where it has the Accounting Summary since this will
show the new receivable totals for balances due. Again, thiswill be used in alater step to
make Journal Entriesin the GL.

Y ou are done converting the AR module to accrual at this point.

GL Module

1. Journal Entries. An entry needs to be made for the owner receivables balances and the
prepaid owner balances to record them under the new Receivable and Liability GL
Account #’s in the General Ledger. Using the Owner Balance Summary report, go to the
Accounting Summary on the last page. Using the GL Account Breakdown on the
Summary Page, enter a Journa Entry for each amount showing. For each amount
showing, there needs to be aDEBIT and a CREDIT entry. Generdly, the entry should be
made as follows:

DEBIT - Receivable (Asset) CREDIT - Income account
Example - to setup the Assessments Recelvable (Al) balance of $2350.00 the entry

would be:

DEBIT - 1310 $2350.00 CREDIT - 6310 $2350.00
Prepaids:

DEBIT - Income account CREDIT - Prepaid (liability)

That's all for converting the AR balances to accrual including the GL adjustments to setup the
balances.

AP Module
Click on the AP button on the main TOPS menu. There are 3 steps to perform from here:

1. Cancel al Open Invoices- You MUST cancel al open Bills FIRST since they were
entered under the "Cash" accounting method and cannot be converted to accrual method
while open. From the AP Menu, click on "Adjustments’, select each open Bill, then click
the "Cancel Voucher" radio button. Click OK on each one to clear the screen, then select
the next one until all open Bills have been selected. After al open Bills have been
selected to Cancel, click on the "Post”" button at the top of the screen. Post these
adjustments.

2. Manual or handwritten checks do not need to be adjusted in any way.

3. AP Contral File- Click on the AP button on the main TOPS menu. Go to the last tab -
"Setup”. Click the “Control Info” button on the Setup menu. First, look at the Account #
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at the top of the screen. It isthe GL account for AP Clearing which should be a Liability
account. Make sureit isthe correct GL account #.

Second, Look for the field named " Accounting Method". Use the down arrow to change
from Cash to Accrual. Click OK to save the changes.

4. Now you must enter all the Bills that were canceled using Adjustments back into TOPS
again but this time they will be handled under Accrua accounting. From the AP Menu,
click on "Enter AP" tab. Then enter each Bill again with the correct expense account.
"Post" the invoices when done entering. This time when posted, a debit entry will be
made to the GL expense account and a credit to AP Clearing--which is the way Accrual
accounting handles AP.

This completes converting the AR, GL and AP modules from Cash to Accrual accounting.
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Appendix F - Switch from Accrual to Cash Accounting

Here are the steps by module:

GL Module
1. Chart of Accounts. Y ou may need to go to the Chart of Accountsfirst in GL to setup these
INCOME accounts:
Account: Type:
Prepaid Assessments Income

Accelerated Assessments Income

You will need these GL account #’s for making Journal Entries and in the AR Setup.

2. Print the Genera Ledger through the current month end date. Thiswill show the
Receivable and Prepaid balances that need to be zeroed out to convert the GL back to a
Cash basis.

3. An entry needs to be made to clear the owner receivables balances and the prepaid owner
bal ances from the General Ledger. Enter a Journal Entry for each Receivable balance
showing under the ASSET section of the GL. Y ou want to zero (0) out any Receivable or
Prepaid balance showing on the General Ledger report. The other side of the entry is
ALWAY S the Income account that was paired with the Receivable account under Accrua
accounting.

4. For each amount showing, there needsto be aDEBIT and a CREDIT entry. Generaly, the
entry should be made as follows:

CREDIT - Receivable (Asset) DEBIT - Income account
Prepaids:
CREDIT - Prepaid Income acct DEBIT - Prepaid (liability)

Example - to clear the Assessments Receivable (A1) balance of $2350.00 the entry
would be:

CREDIT - 1310 $2350.00 DEBIT - 6310 $2350.00

That's all for converting the AR balances in the General Ledger module from Accrua back to
Cash.

A/R Module

1. Accounting Control File. From the Setup menu, click "Owner Data& AR Setup™. Y ou will
be in the Accounting Control File. Click on down browse arrow next to the "Accrua Or
Cash Accounting" to change from Accrual to Cash. While on this screen, enter the
INCOME accounts for Prepaid Assessments and Accelerated Assessments. Click Next.

2. Charge Tables. No action needed. By changing the Accounting method in the Accounting
Control File above, it blanks out the Receivable account automatically leaving just the
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INCOME account active for each Charge Table. Click Next.

3. Misc. Charges. No action needed. By changing the Accounting method in the Accounting
Control File above, it blanks out the Receivable account automatically leaving just the
INCOME account active for each Misc. Charge. Click Next.

4. Click Next through the Cash Application Table. Click Finish.

Y ou are done converting the AR module to accrual at this point.
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AP Module

Click on the AP module button on the main TOPS menu. There are afew steps to perform from
here:

1. Cancel al Open Invoices - you MUST cancel all open Bills since they were entered under the
"Accrual™ accounting method and cannot be converted to Cash while open. From the AP Menu,
click on "Adjustments’, select each open Bill, and then click the "Cancel Voucher" radio button.
Click OK on each one to clear the screen, and then select the next one until all open Bills have
been selected. After all open Bills have been selected to Cancel, click on the "Post" button at the
top of the screen. Post these adjustments. Thiswill reverse the Accrua entries from the GL that
were made when these Bills were originally posted.

2. Manual or handwritten checks do not need to be adjusted in any way.

3. AP Control File- Click onthelast AP tab — “Setup”. From the “Setup” menu, click "Control
Info". Look for the field named "Accounting Method". Use the down arrow to change from
Accrual to Cash. Click OK to save the change. No need to change the AP Clearing Account # at
the top of the screen, it isignored under Cash accounting.

4. Now you must enter all the Bills that were canceled using Adjustments back into TOPS
again but this time they will be handled under Cash accounting. From the AP Menu, click on
"Enter AP" tab. Then enter each Bill again with the correct expense account. "Post” the invoices
when done entering. This time when posted, no entries will be made to the GL expense accounts.
The expenses will show on the General Ledger expense accounts when the AP Checks are posted
using the check date. Thisisthe way Cash accounting handles AP. This completes converting the
AR, GL and AP modules from Accrua to Cash accounting.
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