Recurring vs Standard Journal Entries

Recurring Journal Entries

Recurring Journal Entries are used to enter journal entries that are a fixed amount that repeat each
period, such as depreciation and amortization. Once set up, you can select the journals based on the
Source Journal Code, user defined Cycle Code or Reference number.

TO CREATE A RECURRING JOURNAL ENTRY:

From the General Ledger Main menu, select Recurring Journal Entry.

= Recurring Journal Entry (ABC) 3/5/2014 = |EI |£|

Source Journal Ck oA
Reference

1. Header I 2 Lines l

Select Cycle

Start Date N

Stop Date N

Journal Comment ;I

[ Accept [ Lancel I Delete :

Enter a Source Journal code, example: RJ for Recurring Journal. Then enter a Reference ID. Note: The
Reference ID is user defined, there is no lookup table.

= Recurring Journal Entry (ABC) 3/5/2014 = |E| |£|

Source Journal  |RJ Q% A b
Reference DEPR|

1. Header I 2 Lines ]

Select Cycle

Start Drate
Stop Date

Journal Commernt ﬂ

[ Accept l LCancel l Delete :
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In the Select Cycle field, enter the posting cycle for this journal entry. Enter a Start Date and Stop Date if
you would like to restrict the use of the transaction based on this date range. Note: These fields are
not required. Enter a journal Comment.

=F Recurring Journal Entry (ABC) 3/5/2014

=lof x|

Source Joumal EI R |
Feference DEFR

1. Header I 2 Lines ]

Select Cycle M—|

Start D ate 1/1/2014 :

Stop Date 1243172004 :

Journal Cormment

To record montly depreciation expensd

[ Accept I LCancel l Delete :

Click on the Lines tab. Enter the General Ledger accounts and amounts that this entry should be posted
to. Then click Accept.

=P Recurring Journal Entry (ABC) 3/5/2014

=10l x|

Source Journal E R
Reference DEFR
1. Header ] 2 Lines I
Account Mo. Debit Credit Cormrent ';:
1 E20-01-00 2h0.00 .00 Torecord montly depreci... =
2 | B20-01-m 1.558.00 .00 Torecaord montly depreci... =
3| B20-m-02 a00.00 00 Tarecard mantly depreci.. f:
4 1“55-01 -0a juil 2108.00 Torecord montly depreci... % -
ﬁ ]M o0 .00 Tarecord montly depreci. . E

Description

Cluick Row A

Debits

2.108.00

Credits

2.108.00

[ Accept l Cancel I Delete :
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To print a List of your Recurring Journal Entries, click on the Listing button on the Recurring Journal Entry

Screen.

=F Recurring Journal Entry (ABC) 3/5/2014

Source Joumal Q% T4 kM
Reference

1. Header I 2 Lines ]

Select Cycle

[ ]

Start Date

Stop Date

Journal Comment

[ Accept [ LCancel ] Lelete

Recurring Joumal Listing

ABC Distribution and Service Corp. (ABC)

Source Reference Seled Start Siop

Joumal MNumber Cyde Dak Dak Joumal Commert
AP LOMNPAY 53
Account Number Description/Comment Debit Credit
275-01-00 Loan payable to Bank 1 83333
275-02-00 Loan payableto Bank 2 133333
200-02-00 Accounts payable - other 2.166.66
J ournal AP-000003 Totals: 2,166.66 2,166.66
AP MTHEF 5%
Account Number De=cription/Comment Debit Credit
450-02-01 Freight- East 255849
450-02-02 Freight- \West 1.136.63
515-00-03 EBuilding maintenance 749.35
R25-00-02 Eguipmentmaintenance 106.86
530-00-03 Insuranceexpense 35229
535-00-03 ‘warehousesupplies 608.52
540-00-02 Telephoneexpense 551.599
545-00-03 Utilities 33598
555-00-03 Rent 4,986.57
560-00-03 Truckexpenses 508.27
5e5-00-03 Miscellaneous expense 111.48
625-01-01 Eguipmentmaintenance - East 1.458.76
£25-01-02 Equipmentmaintenance - \est 1.363.47
630-01-01 Insurance- East 2537.32
630-01-02 Insurance- \West 1,069.77
£35-01-01 ‘warehousesupplies - East 3.853.07
E35-01-02 ‘warehousesupplies - \West 1.710.45
640-01-01 Telephoneexpense- East 5,289.89
B40-01-02 Telephoneexpense - \West 3.967 .96
645-01-01 Utilities - East 4477.70
645-01-02 Utilities - \West 183423

|»

Current Page Mo.: 1

I‘I’otal Page Mo.: 1+

|Zoom Factor: 100%

Conner Ash P.C. © 2014

Page 3



To run the Recurring Journal Entries, select Recurring Journal from General Ledger Main. Enter the
Posting Date in the General Ledger Posting Date field.

=¥ Recurring Journal (ABC) 3/5/2014 2%

Current General Ledger Period EI Ending |5431/20010
eneral Ledaer Pozting Date 2028/2014 :

Frint Full Comments []

! E MHatice: Thiz General Ledger posting date falls into a future General Ledger period.

'HP Laseret P2055d UPD PCLE | Pt | Preview | et | @)

Enter the Source Journal, Cycle or Reference Number you want to select. Note: You can leave the
default to ALL if you would like to select all journals. Click Proceed.

CIMET

SelectFisld | Operand | Walue | |
Source Joura FU— E

Cycle All -

Reference Mumber All j

’ Proceed I Cancel I@]
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The Recurring Journal will print.

_lsix]
File Edit VYiew Window Help GoFileRoom TaxTools x
o DB OE 802D 6 5

5/ ) ‘ | Tools Comment Share

CIBEITEY

Recurring Journal
Journal Posting Date: 2/28/2014
ABC Distribution and Service Corp. (ABC)
Source Reference Journal Select Start Stop Posting User Updated
Journal Number Number Cycle Date Date Date Logon  Journal Comment s
AP LONPAY 000003 99 2/28/2014  DefaultUser
Account Number Description/Comment Debit Credit
275-01-00 Loan payable to Bank 1 833.33
275-02-00 Loan payable to Bank 2 133333
200-02-00 Accounts payable - other 2,166.66
Journal AP-000003 Totals: 2,166 66 2.166.66
AP MTHEXP 000004 99 2/28/2014  DefaultUser
Account Number Description/Comment Debit Credit
450-02-01 Freight - East 255849
450-02-02 Freight - West 1,136.63
515-00-03 Building maintenance 749.35
525-00-03 Equiprnent maintenance 106.86
530-00-03 Insurance expense 392.29
535-00-03 Warehouse supplies 608.92
540-00-03 Telephone expense 55199
545-00-03 Utilities 33598
555-00-03 Rent 4986.57
560-00-03 Truck expenses 908 27
565-00-03 Miscellaneous expense 11148
625-01-01 Equiprment maintenance - East 1458.76

If you have no changes, click Yes to update the Recurring Journal.

=E Sage 100 ERP x|

\‘\?/' Do you want to update the Becuring Journal ?
-

HD]
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Standard Journal Entry

Standard Journal Entries are used to record entries that contain the same general ledger account
numbers, but will use different amounts each time they are entered. Example: Payroll Accrual.

TO CREATE A STANDARD JOURNAL ENTRY:

From the General Ledger Main menu, select General Journal Entry.

= General Journal Entry (ABC) 3/5/2014

Source Journal

Entry Muriber

1. Header I 2. Lines I

ST ERYE
B

=lolx|

[ Copy Fram... l [ Copy Standard... ]

[Sgandald Listingl [ﬁave Standard... ]

Paszting Date
Fieversing Date

Journal Comnment

[ Accept I LCancel l Delete

Enter a Source Journal code, example: PR for Payroll Journal. Click on the # for the next Entry Number
or assign an Entry Number. Enter Posting Date and a Journal Comment.

=¢ General Journal Entry (ABC) 3/5/2014 - IEI Iil
Soucedounal (PR [ 14 4 B B[ [ Copy Fram... l [ Copy Standard... l
) Nurnbf 00 [ : [S_tandard Listingl [ﬁave Standard... l

I 2 Linez I
Posting Date zeeme |50
Reversing Date :
Journal Comment Bi-wfeekly Payroll ;I
=

[ Accept I Cancel

I Delete .E
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Click on the Lines tab and enter the General Ledger accounts and amounts for this entry.

=E General Journal Entry (ABC) 3/5/2014 - |EI |£|

SourceJoumal  |FE | o4 BB [ Copy From... HEgpy Standard...l
Bt bumwlozr @I[ [Sgandard Listingl [ﬁave Standard... l

1. Header I 2 Lines I

Account Mo. Drebit Credit | Comment | '::
11010200 a0 25,358.00  Bisweekly Payroll =
2 | 2250100 .an 132425 Biweekly Payroll 4=
3 | 2250200 .an 312542 Biweekly Payroll f:
4 | 2250300 a0 684.24  Bitweekly Payral % -
5 | 500-00-03 29,167.66 00 Biweskly Payrol T
£ | B10-01-00 1,324.25 00 Biweskly Payrol
Il Ja . 00 Bitweekly Payrol

Dezcription

Quick Raow @
Diebits 30,4919 | Credis 30,451.91 Met Balance

[ Acoept l Cancel I Delete :

Click on the Save Standard button.

=¥ General Journal Entry (ABC) 3/5/2014 = IEI Iil
Soucedounal (PR | 0 4 B B l Copy From... u,eﬁsﬁrmm\l

£10-01-00 1,324.25 00 Biweekly Payrol
1a | 00 00 Bitweekly Payol

Sl G L @l[ : [Sgandard Listirﬂ [ﬁave Standard... ]\'
1. Header I 2 Lines I /
__
Account Mao. Drebit Credit | Comment | ";:
1 | 1010200 .0on 2535800  Biweskly Papral =
2 | 2250100 .0on 132425  Bi'weekly Payrol 4=
3| 2250200 il 312542 Biweekly Payrall f:
4| 2250300 il E34.24  Bi‘weekly Paprall % -
5 | 500-00-03 29,167 .E6 00 Bi‘weskly Payol T
B
N

Deszcription

Quick Row E
Dichits 3049191 | Credis 30,491 91 Met Balance

[ Acocept ] Cancel l Drelete :
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Enter a Standard Journal code. This will be used to identify the Standard Journal. You can also enter a
Description. Then click Accept.

=F save Standard Journal llil
Source Jourmnal PR Pauroll Journal

Standard Journal |FPAYROL |

Deszcription | Favrall |
Save Comments

| Concel | Delete |G|

You can now update your original entry.
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How to Use a Standard Journal Entry

From the General Ledger Main menu, select General Journal Entry.

=¥ General Journal Entry (ABC) 3/5/2014 — O] x|

- : * Copy From... Copy Standard...
T - Save Standard...

T [ ovs | booe [B]0)

Enter the Source Journal Code, then click on the # for the next Entry Number or assign an Entry Number.
Click on the Copy From button.

=o] x|

e ——————————

| tecept | Loreel | Dol [S]@);
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Click on the Standard Journal radio button. Then click Ok.

3 Joumal History
() Allocation

[ oK ]gan.:e| ]9]

Choose the Standard Journal that you would like to use. Click Select.

=

Standard Joumal Mo
PAYROL

Source Journal Dezcription

Search |Standarddoumal Mo ﬂ| |Begins with ﬂ| | | Eind

[ Select I Cancel @

|F0und 1 records | | |
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The journal will be selected. On the Header tab, confirm or change the posting date and Journal

Comment.
=¢ General Journal Entry (ABC) 3/5/2014 - IEIILI

SouceJoumal (PR [ 14 4 B B2 [ Copy From... l [ Copy Standard. . l
E5g) BT 25 s [ lS_tandald Listingl [ﬁave Standard... l
1. Header I 2 Lines ]

Posting Date 3/5/2014 =

Reversing Date | =

Journal Comment Bisw/eekly Payral ﬂ

=

[ Accept l LCancel l Delete :

On the lines tab, enter the dollar amounts for your journal. Once the amounts are entered, click Accept.
Print the General Journal and Update.

=¢ General Journal Entry (ABC) 3/5/2014
Source Joumal FR 4 4 B @ m

Ertry Number (000006 |
1 Header] 2 Lines I

=1oix|

[ Copy From... ] [ Copy Standard... ]

[S_tandard Listing] [ﬁave Standard... ]

Account Mo, Debit Credit Comment
1 | 10-02-00 an 00 Bivweskly Payral
2 | 22501-00 an 00 Bivweskly Payral
3| 225-02-00 an 00 Bitweskly Payrol
4 | 225-03-00 an 00 Bivwieskly Payral
5 | 500-00-03 an 00 Bivweskly Payral
E | 610-01-00 an 00 Bitwieskly Payrol

et LU

b4 gl

Dezcription

Quick Row B

Dishits Credits

[ Accept ] Cancel l Delete :
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How to Use Separators When Printing

Enter the customer numbers you would like to print using a comma as the separator.
Note: Do NOT put a space after the comma.

= Accounts Receivable Aged Invoice Report (ABC) 3/10/2014 - IEI Iil

Report Setting | STANDARD (=N

Save ﬂ

Description Account: Receivable Aged Invaice Report

~— Setting Options

Aging Option to Print Al Open Invoices

Type Public =] Print Report 5 ettings ] Mumnber of Copies IIH
Default Report Three Hole Punch ] Collated
Sart Repart By | Custormer Mumber ﬂ|
~— Options
&ging Date s/msemo |50 Include Paid Irvoices ]
Report Detail Option Invoice ﬂ age Credit Memaos
L]

||
[ ]

Print Tranzaction Date

Future Transactions Exclude by [nvoice D ate
Tranzaction D ate
~— Selections
Select Field | Operand Y alue | =
Cugtomer Humber Equalto - | 01ABF,0NERESLIN Q,
Customer Mame All -
Salesperson All - —
Customer Type All -
State All -
IE Code all > hd
Keep Window Open After [ =
- g 2 Tint
HF Laserlet P2055d UFD PCL 6 J| Pint [ | Preview £l
Accounts Receivable Aged Invoice Repost
Sorted by Customer Number
All Open Invoices - Aged as of 5212010
ABC Distnbution and Service Corp. (ABC)
Division Mumber: 01 EAST SALES OFFICE
Cusiomer ! Iroice Dz Do Dt
Invoice D Murber Ty Amant Bodorer
HEF Amarican Burinems Sures Contart: Arta shoeonafradis
AN 00HZHN 330200 0m 23000
A0 CI000SHIM 4200 M 1740
ATEME  OMEHIN 430300 0. 117888
4502010 00OHAMM  SE0HO 00 8500
4302010 APROODI-FS 4302010 M £
SALEHD  0100055-CM 00 B1.48-
SNSEM0 (00O 47400 0 E1305
SNSE00  (I0DO34N AA4P00 M 288781
SELEM0  (0DM4BM  ASUMD 0m 13000
SEEM0 (004N 43N0 M 3|20
== O Crmcit Hald ==
Custame ABF Toss: om Bk 323 122258 125780 000 000
BRESLN Braefin Pare Sungly Coontact: Winie Spackman Phone: (214 555385 et Lirmi - 250000
Bl mnr Fowars: £36.24 0.00 .80 2584 000 0
SAS200  I0003SM  SAS200 0.0 148,13 148.13 0.0 0.00 .00 00l 18
SASE0  PAYMENT 270000 208378 240 a8 000 000
STA00  CI000AHIM SO0 M 158813 184813 M 0.00 000 a0 10
SETE0  CI0DOACHM SEFR0IO 0. S 3578 0.0 0.00 .00 a0 4
SOAOM0  ODOHTHM  SEUD 0 125000 125000 000 0.00 000 ol 2
SPAP010  ODOMTRN  ATADM0  AE2H0 2008 100397 100397 00 000 000 000
SEIEM0  000HAHM  SEH2MO 0 125000 125000 0.0 0.00 000 000
SEIEM0  000MSHN A4S0 AL2MD 2008 1,00397 100397 000 0.00 000 000
SEA0  PAYMENT 200734 200784 - 00 000 000 000
== Credit Limit Sxoseded =
Custame BRESLM Tosk: 018 1122828 122825 00 000 00 000
Diwimion O To: 018 1758082 15,080,684 122058 125740 0.0 00
Hum ber of Comtormers - 2
Repart Toiss: 018 (=] 15,08084 1zm 58 125740 [ [T}
M ber of Comtrrmers : 2
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You can save the Report Setting by clicking the down arrow by the Save button. Choose Save As and
then create a new Report Name. Click Ok.

SF Save As Report Setting

Fepart Setting

Dezcrption

JOHNS CUSTOMERS |

2l

Accounts Recervable Aged [nvoice Report

—Setting Optian

Type

[]

Template

—Office Merge Optian

Blhwayz use thiz template |:|

ok | cancel | @

Click the magnifying glass at the Report Setting field to see the reports that you have saved in the

system.

¢ Report Setting List

Search | Fieport Setting

ﬂ| |Begin$ with ﬂ| |

|| Find

[ Select I Cancel E

|F|:uun|:| 2 records
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Other Examples:

=E Inventory Stock Status Report (ABC) 3/10/2014

Repart Setting MY INMVEMTORY |Q@

=1ofx]
oo [

Description |hwentory Stock Status Report

~— Setting Optiong

Type Public hd Print Report Settings [] Mumber of Copies
Default Report [ | Three Hole Punch [] Collated
Sort Report By | Item Code ﬂ|

— Options

Frint Zera Balances Print ‘' arehouse Detail

[]

~— Product Topes ta Print

Al Types Finizhed Goods R aw Materials Dizcontinued Kits
~— Procurement Types ta Print
Al Types I ake By Subcontract [ Fritit Inactive [bems
~— Selections
Select Field | Operand Walue | | 1=
Item Code Equal to ~ | KERG 8571 2480-8-50
Product Ling Al - e
Frirnary endor Mumber All -
Item Descrption All =
Irventory Cycle All - -
F.eep Window Open After [ B
HP Lazerlet P2055d UPD PCL & ﬂ| Print [ | Preview Erin
Inventory Stock Status Report
Sorted by Item Code
ABC Distribution and Service Corp.
PrmaryVendor  Product Unit OF On Purcha= On Sales On Badk Reorder Ave
Nurmher | e Pmdisct Tvne  Measus Nin Hand DNiwrier DNiwrier DNiwrier Avniahis Pnimt Cr
2450-5-50 DESK FILES" CAP 50 Cydle:
01-UNITED FD&A FinishedGood EACH 18500 000 0.00 0.00 18500 20000
BE55 PRINTER STANDW BASKET Cycle :
01-CONT FS&L  FinishadGood EACH 5.00 0.00 300 0.00 20 1000
8971 UNIVERSAL 51/4" 530D FLEXDSK Cydle:
01-UNITED FDRA FinishedGood EACH 18500 000 150 0.00 17000 50000
Report Total: 355.00 000 18.00 0.00 337.00
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