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General Ledger 
 
To access General Ledger, select one of the following: 
 
● Ctrl + G 
● Accounting on the Navigation Bar then General Ledger 
● Go on the Menu Bar then General Ledger 

 
The system displays. 
 
 

 
 Figure 1 

 
**Note:   The security option for General Ledger must be set to “Permitted” in order for an employee to 

be able to access General Ledger.  This is found under System Administration, Teller 
Administration then Basic Security. 
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Accounts 
 
After selecting the Accounts folder, the system displays. 
 
 

 
 Figure 2 

 
A list of the general ledger accounts that are currently setup on the system are displayed.  A maximum 
of 5,500 general ledger accounts is allowed.  Use the scroll bar on the right to display other general 
ledger accounts not able to be displayed due to space limitations. 
 
To add a new general ledger account, highlight the “Double click here to add a new general ledger 
account…” line and press enter or double click on that line. 
 
TIP:   To quickly speed through the list, press the first number of a general ledger number and the 

system will go to the first occurrence of that number.  Example:  Press the eight (8) key and the 
system will go to the first ledger number beginning with an eight. 
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The system displays the Add Ledger Account window. 
 
 

 
 Figure 3 

Enter the information for the new Ledger Account.  Click on the Magnifying Glass to view the ledger 
account numbers currently on the system. 
 
Account Number:  Enter the general ledger account number. 
  Example: Enter 111222 and press the Tab key = 000-111222 
 
**Note:    If the credit union uses the Branch Accounting optional software, enter the three digit branch 

number then the six digit general ledger account number.      
     Example: Enter 001111222 and press the Tab key = 001-111222 

 
Account Title:  Enter a title for the general ledger account number. 
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Allocation:  For credit unions using the Branch Accounting optional software, select the appropriate 
allocation, if applicable.  (See Allocations to add a new allocation or make a change to an existing 
allocation.) 
 
Budget:  If the credit union uses the budget feature, enter the appropriate budget amounts in the 
correct column.  Press enter when finished and the system will display the total and ask if you want to 
change the total.  Select “yes”.  The “debit” column is to indicate a debit balance and the “credit” 
column is to indicate a credit balance account. 
 
Another method can be used, if equal amounts are to be budgeted for each month.  Enter an amount in 
the Annual Totals field only in the correct debit or credit column.  Press enter and the system will divide 
the amount equally among the twelve months and add the general ledger account number to the 
system.  **Note:  This method can only be used when the monthly amount fields are blank. 
 
Previous Year:  This space is usually not required for a new general ledger account.  This space is where 
the system stores the balances for the previous year, if the credit union does the Initialize Ledger 
Beginning Balances procedure. 
 
Select the Save button, to add the general ledger account. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  Accounting 
  

 
 5 General Ledger 
 
Datamatic Confidential   This documentation is proprietary and confidential information of Datamatic Processing Inc., and can 
ONLY be used for its intended use.  Any other distribution, dissemination, or copying use is strictly prohibited. 

Set Beginning Balance - This is used to enter the Beginning Balance for a general ledger account, if 
necessary.  Click on the link and the system displays. 
 
 

 
 Figure 4 

 
Enter the account Beginning Balance in the appropriate column.  Select the Save button.  This will 
change the beginning balance for the year for this general ledger account which will affect each month 
thereafter.  Select the Save button on the Add Ledger Account window. 
 
**IMPORTANT:  This will affect the balance in the general ledger account and the general ledger 

inquiry/reports so use caution when changing this field. 
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Other General Ledger Options 
 
Right click on a General Ledger Account and the system displays.  
 
 

 
 Figure 5 

 
Another method of making changes to an existing general ledger account is to highlight the general 
ledger number and press enter or double click on the general ledger number. 
 
Use the arrow keys to highlight a selection and press enter or click on a selection. 
 
Add Ledger Account - Displays the Add Ledger Account window. 
 
 
TIP:   Select “Action” on the Menu Bar to display the same options as above.  The selections under 

“Action” on the Menu Bar are determined by what is displayed in the window. 
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Edit Ledger Account - Displays the following window. 
 
 

 
 Figure 6 

 
Make the necessary changes.  Select the Save button. 
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Remove Ledger Account - Displays the following window. 
 

 
 
Select Yes to remove the ledger account.  Otherwise, select No. 
 
Display Posted Detail - Displays the posted transactions for a specific general ledger account.  The 
system displays. 
 

 
 Figure 7  

Enter the information desired for the inquiry and select Go. 
 
**Note:   To view the posted detail for a different general ledger account or a different month (or 

range), start date (or range) or year, enter the new information at the top of the window and 
select Go. 
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Allocations 
 
The Branch Accounting software allows the credit union to automatically post ledger entries by 
predetermined percentages for each branch.   
 
After selecting the Allocations folder, the system displays. 
 
 

 
 Figure 8 

 
A list of the allocations that are currently setup on the system are displayed.  Use the scroll bar on the 
right to display other allocations not able to be displayed due to space limitations, if applicable. 
 
To add a new allocation, highlight the “Double click here to add a new allocation…” line and press enter 
or double click on that line. 
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The system displays the Add Allocation window. 
 

 
 Figure 9 

 
Enter the information for the new allocation. 
 
Description:  Enter a description for the new allocation.  The description entered will display in the drop 
down box as a selection for the allocation field on the Add Ledger Account window. 
 
Percent:  Enter the percent that applies to each branch office. 
 
**Note:  The total percentage amounts entered must equal 100%.  Example:  It is OK to have 75% for 

branch 00, 0% for branch 01 and 25% for branch 02. 
 
Select the Add button, to add the allocation. 
 
 
IMPORTANT:    To activate an allocation entry, the employee must enter a prefix of 999 in front of the 

general ledger account number when processing the transaction.  The entry may be 
posted through the online system using transaction types GL credit (90) or GL Debit (80).  
This feature can also be used in Accounts Payable (optional software), Prepaids, 
Perpetuals and Recurring Entries.   
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Other Allocation Options 
 
Right click on an Allocation and the system displays. 
 
 

 
 Figure 10 

 
Use the arrow keys to highlight a selection and press enter or click on a selection.   
 
Add Allocation - Displays the Add Allocation window. 
 
 
TIP:   Select “Action” on the Menu Bar to display the same options as above.  The selections under 

“Action” on the Menu Bar are determined by what is displayed in the window. 
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Edit Allocation - Displays the following window. 
 

 
 Figure 11 

 
Make the necessary changes.  Select the Save button. 
 
 
Remove Allocation - Displays the following window. 
 

 
     
This will remove the allocation from the system.   
 
Select Yes to remove the allocation.  Otherwise, select No. 
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Journal Vouchers 
 
After selecting the Journal Voucher folder, the system displays. 
 
 

 
 Figure 12 

 
A list of the Journal Vouchers on the system is displayed.  The JV-ID (name), Type of Journal Voucher, 
Status of Journal Voucher, Date***, the number of entries, and the dollar amount of the debits and 
credits are displayed.  **Note:  The debits and credits must match before a Journal Voucher can be 
posted.  Posting a Journal Voucher changes the status from “In Progress” to “Completed”. 
 
***The “Date” column represents the posting month and year to be used when the entries are updated 
in general ledger.  The Posting Month and Year are selected when the JV-ID is posted. 
 
To add a new journal voucher to the system, highlight the “Double click here to add a new journal 
voucher…” line and press enter or double click on that line.  
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The system displays. 
 
 

 
   Figure 13 

 
Enter the information for the Journal Voucher. 
 
After the JV-ID has been posted and updated with the online, it may be used again that day, if needed.  
Verify that the entries posted to the general ledger accounts before reusing the same JV-ID again.  
However, the GL Posting Listing for the second JV may write over the first report in backup, if the same 
JV-ID is used on the same date. 
 
If more entries need to be made to a specific JV-ID (that has been posted but not updated) or if changes 
need to be made, the “Reopen Journal Voucher” option could be used. 
 
Journal Voucher ID:  The JV-ID is a unique title given to the voucher for reference and tracking purposes.  
(This is only needed for a new journal voucher.  For additional entries to an existing journal voucher, the 
existing JV-ID will be grayed out.)  
 

Exception - The initials CR are reserved for system generated entries.  
 
Ledger Account:  Enter the ledger account for the entry to be posted. 
 
Reference:  A number assigned by the credit union to identify individual entries within a JV-ID. 
 
Description:  A description of the entries being made. 
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Amount:  Enter an amount in either the debit or credit column.  If the amount is entered in the debit 
column, the amount will be debited from the general ledger account when the JV-ID is updated.  If the 
amount is entered in the credit column, the amount will be credited to the general ledger account when 
the JV-ID is updated.  
 
Select the Save button, to add the journal voucher entry. 
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To display the individual entries within a specific journal voucher, highlight the journal voucher and 
press enter or double click on the journal voucher.  The system displays. 
 
 

 
 Figure 14 

 
To remove an individual entry within a journal voucher, right click on the entry and select “Remove 
Journal Voucher Detail” or highlight the specific entry and press the “delete” key.  A confirmation box 
will appear.  Select “Yes” to proceed with removing the entry. 
 
To edit an individual entry within a specific JV-ID, right click on the entry and select “Edit Journal 
Voucher Detail”.  A window will display to make the changes.  Select Save, when finished.  
 
To add more entries to the journal voucher, highlight the “Double click here to add a new detail line…” 
line and press enter or double click on that line or right click on the entry and select “Add Journal 
Voucher Detail”. 
 
The Add Journal Voucher Detail window is displayed.     
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Example below. 
 
 

 
   Figure 15 

 
Enter the information for the new entry within the existing JV-ID.  Select the Save button, when finished. 
 
Repeat the process until all of the entries have been added.  
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Other Journal Voucher Options 
 
Right click on a Journal Voucher and the system displays. 
 
 

 
 Figure 16 

 
Use the arrow keys to highlight a selection and press enter or click on a selection.  Depending on the 
status and type of journal voucher will determine which options are available to be selected.  Grayed 
out options are not available presently.  
 
Add Journal Voucher - Displays the Add Journal Voucher Detail window. 
 
 
TIP:   Select “Action” on the Menu Bar to display the same options as above.  The selections under 

“Action” on the Menu Bar are determined by what is displayed in the window. 
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Edit Journal Voucher - Displays the following window. 
 
 

 
 Figure 17 

 
The entries within the JV-ID are displayed.  Select the entry to be edited.  The system displays. 
 
 

 
   Figure 18 

 
Make the necessary changes.  Select the Save button. 
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Remove Journal Voucher - Displays the following window. 
 
 

 
 
This will remove the entire Journal Voucher from the system and the entries within the voucher.  After 
this has been done, the JV-ID will not be displayed.  Also, after a JV-ID has been removed, it is 
completely removed from the system and cannot be reopened. 
 
Select Yes to remove the journal voucher.  Otherwise, select No. 
 
 
Post Journal Voucher - Displays the following window. 
 
 

 
    Figure 19 

 
This option is used to change the status of a JV-ID so that the entries can be updated.  After a journal 
voucher has been posted, the status changes from “In Progress” to “Completed”.  (**Note:  This will 
occur only if the total debits equal the total credits.  A message of “JV does not balance” will display if 
attempting to post a JV that does not balance.)  The journal voucher can be updated with the online or 
left to be updated with End of Day.  Only journal vouchers that have been posted can be updated. 
 
Enter the Month and Year for the journal voucher to be posted, if different than displayed.  Select the 
Post button. 
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Reopen Journal Voucher - This will change the status of the JV-ID from “Completed” to “In Progress” so 
that changes can be made to the entries within the JV-ID. 
 
**Note:  After a JV-ID has been updated, it cannot be reopened and changes cannot be made.  An 

additional JV would be needed to correct any entries that were done incorrectly.  
 
 
Change Type to Accrual - This will change a normal journal voucher to an accrual journal voucher.  An 
accrual journal voucher will post in the current month and post exact opposite entries on the first of the 
next month.  This can be used to do accrual basis accounting. 
 
 
Change Type to Normal - This will change an accrual journal voucher to a normal journal voucher. 
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Perpetual Entries 
 
After selecting the Perpetual Entries folder, the system displays. 
 
 

 
 Figure 20 

 
Perpetual Entries are a simple and basic process that could be used in a variety of ways to move funds 
between different general ledger accounts. 
 
A list of the Perpetual Entry JV-ID’s currently setup on the system is displayed.  The JV-ID (name), the 
Reference Number, Account, Description, Debit or Credit Amount, Offset and Expiration Date are 
displayed.  
 
Perpetual Entries are a way to move funds between different general ledger accounts.  IMPORTANT:  All 
Perpetual Entries are posted at the same time so the frequency (monthly, quarterly, etc.) of how often 
the entries will be posted must be the same.  
 
To add a new perpetual entry to the system, highlight the “Double click here to add a new perpetual 
entry…” line and press enter or double click on that line. 
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The system displays. 
 
 

 
  Figure 21 

 
Enter the information for the new perpetual entry. 
 
Journal Voucher ID:  CU Defined.   
 
Expiration Date:  Enter the Expiration Date.  (Required field.)  **Note:  A perpetual entry will be deleted 
by the system after posting the perpetuals in the month/year entered in the expiration date field.      
 
Perpetual Account:  Enter the perpetual general ledger account to be debited or credited.  **Note:  To 
use an allocation for a perpetual entry, enter 999 in front of the general ledger account.  (See 
Allocations in this manual for more information.) 
 
Reference Number:  Enter a reference number, if desired.  This is CU Defined. 
 
Description:  Enter a description of the perpetual entry. 
 
Amount:  Enter the amount in either the debit or credit field. 
 
Balance Account:  Enter the general ledger account to be offset by the perpetual entry.  
 
When finished entering the information, select the Save button. 
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Double click on an existing perpetual entry or highlight the specific entry and press enter to make 
changes to an existing perpetual entry. 
 
The system displays the Edit Perpetual Entry window. 
 
 

 
  Figure 22 

 
Make the necessary changes then select the Save button. 
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Other Perpetual Entry Options 
 
Right click on a Perpetual Entry and the system displays. 
 
 

 
 Figure 23 

 
Use the arrow keys to highlight a selection and press enter or click on a selection. 
 
Add Perpetual Entry - Displays the Add Perpetual Entry window. 
 
Edit Perpetual Entry - Displays the Edit Perpetual Entry window. 
 
 
TIP:   Select “Action” on the Menu Bar to display the same options as above.  The selections under 

“Action” on the Menu Bar are determined by what is displayed in the window. 
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Remove Perpetual Entry - Displays the following window. 
 
 

 
    

 
This will remove the Perpetual Entry from the system.  After this has been done, the JV-ID will not be 
displayed.  Select Yes to remove the perpetual entry JV-ID.  Otherwise, select No. 
 
 
Post All Perpetual Entries - This option is used to post the entries so that they are ready to be updated.  
This selection posts all of the perpetual JV-ID’s at the same time.  It is not necessary to post individual 
perpetual JV-ID’s and there is not an option to do so.  This is usually done once each month (quarter, 
etc.).  **Note:  Perpetual entries cannot be posted more than once during the month.  A message of 
“Cannot Post Perpetuals” will be displayed, if attempted more than once during the month. 
 
After posting the entries, “Perpetuals” will display on the Journal Voucher window as “Completed”.  The 
JV-ID’s can be updated with the online by selecting “Update Ledger with Manually Entered JV’s” or left 
to be updated with End of Day processing.  **Note:  Perpetual entries will be posted in the month that 
the general ledger is set to at the time they are posted. 
 
If posted in error, perpetual entries cannot be reopened or cancelled.  The entries must be manually 
reversed by creating a JV-ID with opposite entries to the general ledger accounts involved.    
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Prepaid Expenses 
 
The Prepaid Expenses feature is used to generate a group of general ledger transactions to expense (or 
reduce) a given amount over a fixed period of time.  This is often used for spreading large fixed costs 
over time.  This can also be used for Fixed Asset Depreciation; however, there is not the same level of 
details, since Prepaids are a general-purpose tool. 
 
After selecting the Prepaid Expenses folder, the system displays. 
 
 

 
 Figure 24 

 
A list of the Prepaid Expense JV-ID’s currently setup on the system is displayed.  The JV-ID (name), the 
number of Entries, Monthly Expense amount and the Remaining Expense amount are displayed.   
  
 
To add a new prepaid expense to the system, highlight the “Double click here to add a new prepaid 
expense…” line and press enter or double click on that line.   
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The system displays. 
 
 

 
 Figure 25 

 
Enter the information for the new prepaid expense. 
 
Journal Voucher ID:  CU Defined.  (This is only needed for a new prepaid expense JV-ID.  For additional 
entries to an existing prepaid expense JV-ID, the existing JV-ID will be grayed out.) 
 
Ledger Description:  Used to indicate the description when posting the prepaid entries to the general 
ledger. 
 
Other Description:  Used for the credit union to describe the prepaid item. 
 
Vendor Number:  CU Defined.  This may be used to track prepaid expenses with accounts payable. 
 
Original Cost:  Used to indicate the cost of obtaining the prepaid. 
 
CU Defined Expense Type:  CU Defined.  This can be used to classify the prepaid type.  This option allows 
for report printing in expense type order. 
 
Prepaid Credit Account:  The general ledger account number that will be credited each month.  Click on 
the Magnifying Glass to display a list of the current ledger accounts and make a selection, if needed. 
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Expense Debit Account:  The general ledger account number that will be debited each month.  Click on 
the Magnifying Glass to display a list of the current ledger accounts and make a selection, if needed. 
 
Expense Starting Date:  To reference when the prepaid program started posting the expense to the 
general ledger. 
 
Date Last Expensed:  Shows the last date the prepaid expense has been updated. 
 
Total Expense Term:  The period of time (in months) that the prepaid will be expended. 
 
Remaining Expense Term:  Shows how many months are left to expense. 
 
Year to Date Expense:  Shows the total expense since the beginning of the year. 
 
Total Expense to Date:  Shows the total expense over the life of the prepaid. 
 
 
The system uses the “Straight Line” method to expense the amount.  The item will be expended as the 
same amount each month. 
 
When finished entering the information, select the Save button. 
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To display the individual entries within a specific prepaid expense JV-ID, highlight the prepaid expense 
and press enter or double click on the prepaid expense.  The system displays. 
 
 

 
 Figure 26 

 
**Note:  The “Prepaid Expense Detail” entries window is sorted in alphabetical order by Description. 
 
To remove an individual entry within a prepaid expense JV-ID, right click on the entry and select 
“Remove Prepaid Expense Detail” or highlight the specific entry and press the “delete” key.  A 
confirmation box will appear.  Select “Yes” to proceed with removing the entry.  
 
To edit an individual entry within a prepaid expense JV-ID, right click on the entry and select “Edit 
Prepaid Expense Detail”.  A window will display to make the changes.  Select Save, when finished.   
 
To add more entries to the prepaid expense JV-ID, highlight the “Double click here to add a new detail 
line…” line and press enter or double click on that line or right click on the entry and select “Add Prepaid 
Expense Detail”.  
 
The Add Prepaid Expense window is displayed.   
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Example below. 
 
 

 
 Figure 27 

 
Enter the information for the new entry under the existing Prepaid Expense journal voucher.  Select the 
Save button, when finished. 
 
Repeat the process until all of the entries have been added. 
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Other Prepaid Expense Options 
 
Right click on a Prepaid Expense and the system displays. 
 
 

 
 Figure 28 

 
Use the arrow keys to highlight a selection and press enter or click on a selection. 
 
Add Prepaid Expense - Displays the Add Prepaid Expenses window. 
 
 
TIP:   Select “Action” on the Menu Bar to display the same options as above.  The selections under 

“Action” on the Menu Bar are determined by what is displayed in the window. 
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Edit Prepaid Expenses - Displays the following window. 
 
 

 
 Figure 29 

 
The entries within the JV-ID are displayed.  Select the entry to be edited.  The system displays. 
 
 

 
 Figure 30 

 
Make the necessary changes.  Select the Save button. 
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Remove Prepaid Expenses - Displays the following window. 
 
 

 
 
     
This will remove the entire Prepaid Expense JV-ID from the system and the entries within the voucher.  
After this has been done, the JV-ID will not be displayed.   
 
Select Yes to remove the prepaid expense JV-ID.  Otherwise, select No. 
 
 
Post Prepaid Expense - The system will post the Prepaid Expense JV-ID.  The JV-ID will display on the 
Journal Voucher window as a status of “Completed”.   
 
After a Prepaid Expense JV-ID has been posted, the entries will be updated with End of Day processing 
or they can be manually updated with the online.  Only the individual Prepaid Expense JV-ID’s that have 
been posted will be updated.  Generally, each JV is posted and updated once a month.  Prepaid entries 
will be posted in the General Ledger month the system is set to at the time they are posted.  
 
**Note:  Prepaid JV-ID’s may not be reopened after being posted so that changes can be made.  If a 

Prepaid Expense JV-ID is posted in error, it must be removed.  Ctrl + G then Journal Vouchers 
will open the Journal Voucher window.  Right click on the JV-ID to be removed and select 
“Remove Journal Voucher”.  Select “Yes” to continue with the remove. 

 
 
If a Prepaid JV-ID is updated in error, the Remaining Expense Term, Year to Date Expense and Total 
Expense to Date fields would need to be maintained.  Right click on the Prepaid Expense JV-ID and select 
Edit Prepaid Expenses.   
 
In addition, the general ledger entries would need to be reversed.  This can be done by using the Journal 
Voucher window. 
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Prepaid Expenses Report 
 
The Prepaid Expenses Report can be generated as needed.  This selection is on the General Ledger 
window (Ctrl + G).  This report allows the credit union to keep track of the prepaid expenses. 
 
After making a printer selection, the system displays. 
 
 

 
 Figure 31 

  
Sort Option - The choices are:  1 = JV-ID 
     2 = Expense Type 
 
Print Option - The choices are:  1 = Print All 
     2 = Print One 
     3 = Totals Only 
 
JV-ID - If the Sort Option is 1 (JV-ID) and the Print Option is 2 (Print One), enter the specific JV-ID to be 
included on the report.  Otherwise, leave blank. 
 
Expense Type - If the Sort Option is 2 (Expense Type) and the Print option is 2 (Print One), enter the 
specific Expense Type to be included on the report.  Otherwise, leave blank. 
 
When finished, press enter.  Select “Yes” in the upper right corner of the screen to process and press 
enter. 
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Examples below of the report. 
 
 

 
 Figure 32 

 

 
 Figure 33 

 
**Note:    After a prepaid expense has been fully depreciated, the item must be deleted from the JV-ID.  

The item will show on the Prepaid Expense Report with zero for the remaining expense and a 
message of “Final Prepaid Period” will display on the JV Posting listing next to the item. 



  Accounting 
  

 
 37 General Ledger 
 
Datamatic Confidential   This documentation is proprietary and confidential information of Datamatic Processing Inc., and can 
ONLY be used for its intended use.  Any other distribution, dissemination, or copying use is strictly prohibited. 

If the credit union is using a Prepaid JV-ID to depreciate Fixed Assets, the item may be left on the 
system, if the credit union is still using the fixed asset.  The next time that the Prepaid Expense Report is 
generated, both the Remaining Expense and Month Expense columns will display .00.  
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Recurring Entries 
 
The Recurring Entries feature allows journal vouchers to be built, stored within the general ledger 
system and posted as often as necessary.  A selection is provided to edit only the transaction amounts 
eliminating the need to re-enter the entire JV each time entries need to be posted. 
 
A different Recurring Entries journal voucher can be built for the various different frequencies that 
Recurring Entries need to be posted.  Example:  There may be a need to have a Daily, Weekly, Monthly, 
Every other Thursday, Quarterly, Annually, etc. Recurring Entries journal voucher.  This will be 
determined by each credit union according to their needs. 
 
After selecting the Recurring Entries folder, the system displays. 
 
 

 
 Figure 34 

 
A list of the Recurring Entries on the system is displayed.  The JV-ID (name), the number of entries, and 
the dollar amount of the debits and credits are displayed.  **Note:  The debits and credits must match 
before a Journal Voucher can be posted.  Posting a Journal Voucher changes the status from “In 
Progress” to “Completed”. 
 
To add a new Recurring Entry to the system, highlight the “Double click here to add a new recurring 
entry…” line and press enter or double click on that line.   
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The system displays. 
 
 

 
   Figure 35 

 
Enter the information for the new recurring entry. 
 
Journal Voucher ID:  CU Defined.  (This is only needed for a new recurring entry JV-ID.  For additional 
entries to an existing recurring entry JV-ID, the existing JV-ID will be grayed out.) 
 
Ledger Account:  This is the General Ledger Account to be debited or credited when recurring entries 
are updated. 
 
A separate JV-ID must be used for different categories of Recurring Entries that may be posted at 
different times.  When a JV-ID is posted for Recurring Entries, all of the entries within the JV-ID will be 
posted and ready to be updated.   
 
Reference:  This is credit union defined and optional.  The reference number does show on some the 
general ledger reports such as the daily JV Posting report. 
 
Description:  This is credit union defined. 
 
Amount:  Enter the amount in the correct debit or credit column.  If the amount is entered in the debit 
column, a debit entry will be posted to the general ledger account.  If the amount is entered in the credit 
column, a credit entry will be posted to the general ledger account. 
 
When finished entering the information, select the Save button. 
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To display the individual entries within a specific Recurring Entry JV-ID, highlight the Recurring Entry JV-
ID and press enter or double click on the Recurring Entry.  The system displays. 
 
 

 
 Figure 36 

 
To remove an individual entry within a Recurring Entry JV-ID, right click on the entry and select “Remove 
Recurring Entry Detail” or highlight the specific entry and press the “delete” key.  A confirmation box will 
appear.  Select “Yes” to proceed with removing the entry.  
 
To edit an individual entry within a Recurring Entry JV-ID, right click on the entry and select “Edit 
Recurring Entry Detail”.  A window will display to make the changes.  Select Save, when finished. 
 
To add more entries to the Recurring Entry JV-ID, highlight the “Double click here to add a new detail 
line…” line and press enter or double click on that line or right click on the entry and select “Add 
Recurring Entry Detail”.  
 
The Add Recurring Entry Detail window is displayed.  
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Example below. 
 
 

 
   Figure 37 

 
Enter the information for the new entry under the existing Recurring Entry journal voucher.  Select the 
Save button, when finished. 
 
Repeat the process until all of the entries have been added. 
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Other Recurring Entry Options 
 
Right click on a Recurring Entry and the system displays. 
 
 

 
 Figure 38 

 
Use the arrow keys to highlight a selection and press enter or click on a selection. 
 
Add Recurring Entry - Displays the Add Recurring Entry Detail window. 
 
 
TIP:   Select “Action” on the Menu Bar to display the same options as above.  The selections under 

“Action” on the Menu Bar are determined by what is displayed in the window. 
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Edit Recurring Entry - Displays the following window. 
 

 
 Figure 39 

 
The entries within the JV-ID are displayed.  Select the entry to be edited.  The system displays. 
 
 

 
   Figure 40 

 
Make the necessary changes.  Select the Save button. 
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Edit All Entries – Displays the following window. 
 
 

 
 Figure 41 

 
This window displays all of the entries in Reference number order within a Recurring Entry JV.  The Edit 
All Entries window allows the user to change the amounts on some or all entries quickly and easily.  
Double click on the first item to be changed.  The following window is displayed. 
 

 
    Figure 42 

 
After changing the amount, select the Next button. 
 

TIP:  The 
amount of an 
entry(s) can 
be changed to 
zero, if no 
entry is 
needed on a 
specific item 
for a date that 
the Recurring 
JV is being 
posted.  Make 
sure that the 
debits and 
credits are in 
balance. 
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The system displays the next item on the Edit Recurring Entry window. 
 

 
Figure 43 

 
Continue these steps until all of the entries that need to be changed are changed.  Click on the Red X to 
close the window, if there is not a need to go through all of the recurring entries.  If all of the recurring 
entries are changed, after the last entry the window will automatically be closed.  Next, select the Save 
button to save the changes made. 
 
Example of the Edit All Entries window after changes have been made. 
 
 

 
 Figure 44 
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Remove Recurring Entry - Displays the following window. 
 
 

 
 
This will remove the entire Recurring Entry JV-ID from the system and the entries within the voucher.  
After this has been done, the JV-ID will not be displayed. 
 
Select Yes to remove the recurring entry JV-ID.  Otherwise, select No. 
 
Post Recurring Entry - After making the selection to post a recurring entry, the system displays the 
following window: 
 

 
    Figure 45 

 
This window allows the user to select the Month and Year for the recurring entry to be posted.  Select 
the Post button.  The system will post the Recurring Entry JV-ID.  The JV-ID will display on the Journal 
Voucher window as a status of “Completed”. 
 
 

 
 Figure 46 
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After a Recurring Entry JV-ID has been posted, the entries will be updated with End of Day processing or 
they can be manually updated with the online.  Only the individual Recurring Entry JV-ID’s that have 
been posted will be updated.   
 
Once a Recurring Entry JV-ID has been posted, the JV-ID can be treated just like a regular JV.  It can be 
reopened and changes made then posted again using the Options under the Journal Voucher windows. 
 
The Recurring Entry JV-ID can also be removed from the system, if needed.  Use the Recurring Entry 
window to make changes and post the Recurring Entry JV-ID again.    
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ACH Setup 
 
The ACH Setup screen allows the credit union to a specify the Ledger Account so the ACH transaction 
can post automatically to that specified Ledger Account. 
 
Any ACH transaction that should post to a specified Ledger account but post to the Suspense account 
can be entered on this screen.   
 

 
 

Field Comments 
Company ID Originator located on the FRB Transactions Listing 
ACH ID ACH ID located on the FRB Transaction Listing 
General Ledger Ledger Account Number 
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Balancing Report 
 
The Balancing Report is used to verify that the Member Trial Balance figures are in balance with the 
General Ledger figures.  This report is generated with End of Day processing and should be checked at 
least once a week.  It would even be a better idea to check this report on a daily basis.  If there is an out 
of balance situation, it is a lot easier to find the difference when the date the ledger(s) first became out 
of balance is known. 
 
After selecting the printer option, the system displays: 
 
 

 
 Figure 47 

 
Select “Print” in the upper left corner of the screen then press enter.  The system will generate the 
report. 
 
**Note:  If the report is generated during the day, the report will most likely be out of balance.  This is 

because some ledger entries are posted during End of Day processing and some entries are 
posted with the online as transactions are done or jobs are run. 
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Example of report.  (Ledger Balancing Report) 
 
 

 

 
Figure 48  
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Budget Report 
 
The Budget Report option is used to generate a report as needed.  This report reflects the current 
budget figures entered into the system or the previous year monthend balances for the general ledger 
accounts. 
 
Two different reports can be generated from this screen. 

• Budget Listing - current year budget figures 
• Previous Year Listing - previous year general ledger figures 

 
After making the printer selection, the system displays. 
 
 

 
 Figure 49 

 
Print Year - Select the option to determine what information will be included on the report.  The options 
for this field are: 

C = Current Year (Budget figures) 
 P = Previous Year (General Ledger figures)  
 
Press enter.  Select “Yes” in the upper right corner of the screen to process and press enter.  The system 
will generate the report. 
 
The figures that are pulled for this report come from the Ledger Account window for each general ledger 
account.  This window can be found by selecting Accounting on the Navigation Bar or Go on the Menu 
Bar then General Ledger.  Next, select the general ledger account to be displayed. 
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Example below. 
 
 

 
 Figure 50 

 
The Budget figures are either entered by the credit union each year (after initializing the ledger 
beginning balances) or brought over from the prior year budget figures after the Initialize Ledger 
Beginning Balances procedure is done in January. 
 
The Previous Year figures are brought forward after the Initialize Ledger Beginning Balances procedure is 
done in January.  
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CD Interest Accrual Report 
 
The CD Interest Accrual Report can be ordered by the credit union as needed. 
 
If the credit union has CD Accruals turned on in the Automated Accruals Setup, the monthend 
processing creates Accrual Reports.  Regardless of which day during the month the report is generated, 
this report is stored and may be printed from the Monthend Directory.   
 
After selecting the printer option, the system displays: 
 
 

 
 Figure 51 

 
Monthend Date - Enter the monthend date that the CD accruals are to be figured for.  This should be 
the date of the monthend files that are on the system.  The CD Interest Accruals are a monthend job.  If 
the date for the next monthend is entered here, the CD accruals will be figured based on the 
information on the monthend files that are currently on the system.  (New CD‘s will not be recognized 
yet.) 
 
Print Order - Enter the print order desired.  The options for this field are: 
 A = Account Number 
 B = Branch Number (This is for credit unions with the Optional Branch  
  Accounting Software.)    
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Print Option - Enter the print option desired.  The options for this field are: 
 C = Complete Listing 
 T = Totals Only 
 
Posting Option - Enter the posting option desired.  The options for this field are: 
 T = Post Total - Accrual JV 
 N = Post Net - Normal JV 
 
 
**Note:  If this report is printed to disk, select the Monthend directory to display the report on the 

screen. 
 
Example of report.  (CD Accrual Report) 
 

 

 
 Figure 52 

*Note:    An “R” next to the Maturity Date means that the certificate will automatically renew on the 
maturity date. 

 
An “*” next to the Maturity Date means that the certificate is a single maturity certificate. 
 
Both of the above sentences apply to certificates that will reach maturity during the month of the 
report. 
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Example of report con’t. 
 

 

 
 Figure 53 

 
The totals page can be ordered separately also by selecting “T” for Totals Only as the Print Option. 
 
 
Other Information 
 
The CD Interest Accrual Report total page does not have its own sort order.  The break down order 
comes from the option of “Member Number” sort order selected at the time of the request.  This means 
the first member number that has a suffix coded with a specific CD type and term will dictate the order 
on the total page.  Once a CD type and term has been found the system will continue to count and total 
for each member number after that with the same CD type term.  
 
Examples: 
 
If the first member number on the detail report is 123-4-80 and the Account Type is a 36 month CD – 
IRA than that will be the first group total on the “Total Page”. 
 
If the next member number on the detail report is 123-4-83 and the Account type is a 24 month CD than 
that will be the next group total on the “Total Page”. 
 
If the third member number on the detail report is 456-7-80 and the Account type is 2 Yr CD – IRA than 
that will be the next group total on the “Total Page”. 
 
 
**Note:  The suffixes that appear on the CD Interest Accrual Report are determined by the CD Type 

Code.  If even one account (usually in error) within a suffix has a CD Type Code attached to it, 
this will cause that suffix to appear on this report.  It will also cause all of the interest accrued 
for that suffix to be included in the CD accrual totals, not just the interest accrued for that one 
account.   
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Change Ledger Month 
 
The Change Ledger Month selection is used to set the ledger month on the system. 
 
 

 
    Figure 54 

 
The Change Ledger Month window is displayed.  Enter the month to which the ledger is being changed 
and the year, if applicable. 
 
Select the Save button. 
 
 
**Note:   The Ledger Month and Year fields are used when posting Journal Vouchers (including 

Recurring Entries and Prepaid Entries).  This information is also used when printing Financial 
Reports using Report Writer. 
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Create Ledger Branch 
 
The Create Ledger Branch selection is used by credit unions with the Branch Accounting optional 
software package.  This selection will copy over the general ledger numbers and descriptions to the 
branch number entered. 
 
The general ledger network must not be running when selecting this option.  The system displays the 
message “The General Ledger Network is running at this time.  You cannot create a Ledger Branch if the 
network is running”.  The General Ledger Network can be stopped by selecting: 
 
 Operations  (Ctrl + O or Other Tasks on the Navigation Bar or Go on Menu Bar) 
 Services folder 
 Ledger Network - Stop 
 
After creating the ledger branch(es), select “Ledger Network - Start” from Operations to start the ledger 
network again. 
 
After selecting the option, the system displays: 
 
 

 
 Figure 55 

Select “Create” at the top of the screen to create general ledger numbers for a brand new branch that 
did not previously exist. 
 
Select “Re-Create” at the top of the screen to re-create general ledger numbers for an existing branch.  
This will add new general ledger accounts that have been added to the system to existing branches. 
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Enter the three digit from branch number (existing branch) in the “from” space.  Enter the three digit to 
branch number (new branch) in the “to” space.  Press enter.  Select “Yes” in the upper right corner of 
the screen to process and press enter. 
 
The system displays. 
 
 

 
 Figure 56 

 
**Note:  This procedure copies over general ledger numbers and descriptions only.  Balances are not 

transferred.  
 

 
The general ledger accounts created should be able to be used right away.  It may be necessary to close 
VIEW and log back in or it may be necessary to reset VIEW. 
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Dividend Accrual Report 
 
The Dividend Accrual Report option will generate a report for dividend accruals.  This job uses the 
monthend files that are currently on the system.  This report will be generated automatically at 
monthend, if dividend accruals are activated.  The generating of this report does not create a file to be 
updated. 
 
After selecting the printer option, the system displays: 
 
 

 
 Figure 57 

 
Dividend Group to Accrue - Enter the letter representing the dividend group for the report to be 
generated. 
 
Accrual Date - Enter the accrual date.  This will usually be the date of the monthend files that are 
currently on the system.  (Remember that the system will not accrue for dividends that are paid 
monthly.)   
 
A dividend accrual report can be run for the next monthend, however, the dividends will be calculated 
on the monthend files currently on the system.  Using the Dividend Projection screen in one of the 
Dividend Processing Menus, either Dividends - Create Transactions (Current Files) or Dividend - Create 
Transactions (Monthend Files) in the Operations window (Ctrl + O) would be a better option to use to 
project dividend amounts.  
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Annual Dividend Date - This can be used to manually calculate the accrual amount for an annual 
dividend, if needed.  Enter the date that the last annual dividend was paid.  **Note:  The accrual figures 
must be posted manually to the general ledger accounts. 
 
Print Order - Enter the print order desired.  The options for this field are: 
 A = Account Number 

B = Branch Number (This is for credit unions with Branch Accounting Software.) 
 

Print Option - Enter the print option desired.  The options for this field are: 
 C = Complete Listing 
 T = Totals Only 
 
Posting Option - Enter the posting option desired.  The options for this field are: 
 T = Post Total - Accrual JV 
 N = Post Net - Normal JV 
 
After entering the options, press enter.  Select “Yes” in the upper right corner of the screen to process 
and press enter.  The system will generate the report.  A message of “Press RETURN to continue” will 
display when finished. 
 
 
**Note:   Since this is a normal monthend report, select the monthend directory to display the report if 

print to disk was selected as the printer option. 
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Example of report  (Dividend Accrual Listing for Group E) 
 

 

 
 Figure 58 

 
At the end of the Dividend Accrual Report is a Grand Totals page, a Suffix Totals page with the Ledger 
Totals and the Dividend Setup screens for the applicable Groups. 
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Example of report con’t. 
 
 

 

 
 Figure 59  

 
**Note:  In the example above, suffixes 70-74 are paid a Monthly dividend, so the system does not 

accrue for these suffixes even though they are in Group E. 
 
 

 

 
 Figure 60 
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Example of report con’t. 
 
 

 

 
 Figure 61 
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Financial Reports 
 
The Financial Reports selection allows the credit union to dictate what information will be pulled from 
the general ledger to create specified financial reports. 
 
The system displays. 
 
 

 
 Figure 62 
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Order Report 
 
The Order Report selection is used to order a Report Writer report so it may be printed.  After a report 
has been ordered, the status will display as “Ready to Print” on the Display Reports to Print in the Print 
Report Menu.  Once a report is ordered, the report will remain available for printing until it is deleted. 
 
 

 
 Figure 63 

 
Report Number - Enter the report number to be ordered.  The report number can be up to three 

(3) digits in length.   
 
 The report numbers on the system can be displayed by selecting Report Index in 

the Report Utilities Menu.   
 
Sort Order -  Enter the sort order.  The options are: 

1 = To order for the entire Credit Union 
2 = To order by Branch 

 
**Note:  In order to print financial reports by branch, the credit union must use the Optional Branch 

Accounting Software and have the Account Number Definition screen filled out with the 
branch definition.  (See page 107.)  

 
 
Press enter.  A screen displays indicating that the report has been completed.   
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Print Report Menu 
 
The Print Report Menu allows the credit union to select different options that involve the printing of 
reports. 
 
 

 
 Figure 64 

 
**Note:  When Column Headers are changed, the reports need to be reordered not just printed or 

reprinted again. 
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Print Reports 
 
The Print Reports selection is used to print all ordered reports that have a status of “Ready to Print”.  
Reports with a status of “Printed” cannot be printed with this selection. 
 
After making the selection to Print Reports, the system will display the printer options available to be 
selected.   
 
Press enter after selecting the printer option.  The system processes the Print Reports job stream for any 
reports with a status of “Ready to Print”. 
 
**Note:   The time that the report was printed will be printed next to date in the upper left corner of the 

page.  This will make it easier, when multiple reports are run, to be able to tell the order that 
the reports were printed. 
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Display Reports to Print 
 
The Display Reports to Print selection is used to display the reports that have been ordered.  A reference 
number (used to delete), the report title and the status of the report are displayed. 
 
Example below. 
 
 

 
 Figure 65 

 
**Note:   The maximum is 10 (0-9) reports to print on this screen.  Delete a report to be printed (using 

the appropriate reference number) if another report needs to be ordered. 
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Delete Reports 
 
The Delete Reports selection is used to delete a report(s) that has been ordered. 
 
 

 
 Figure 66 

 
Reference Number to Delete - Enter the Reference Number assigned to the report that is to be 
deleted. 
 
The Reference Numbers can be found using the selection Display Reports to Print. 
 
Press enter.  A message displays indicating that the reference number has been deleted.  
 
 
**Note:  The report is still on the system and is only deleted from the reports that can be printed 

screen.  The report can be ordered again, when needed. 
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Reprint Reports 
 
The Reprint Reports selection is used to reprint reports that have already been ordered and printed.  
The reports will be printed when the status is “Printed”. 
 
After making the selection to Reprint Reports, the system will display the printer options available to be 
selected. 
 
Press enter after selecting the printer option.  The system processes the Reprint Reports job stream for 
any reports with a status of “Printed”. 
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Print Report Definitions 
 
The Print Report Definitions selection is used to print a detailed listing for a specific report number or of 
all reports on the system.  This defines each line of a Report Writer report. 
 
 

 
 Figure 67 

 
Option -  Enter the option to be printed.  The options are: 
    A = All 
    O = One 
 
Report Number - If “O” for one was selected for the option above, enter the Report Number for 

which the definitions are to be printed. 
 
Press enter.  
 
After making the selection to Print Report Definitions, the system will display the printer options 
available to be selected. 
 
Press enter after selecting the printer option.  The system will begin printing based on the selections 
made.  
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Column Header Maintenance 
 
The Column Header Maintenance selection is used to define the title (up to three (3) lines) and each 
column header (up to six (6) different columns) of a report.  The information entered here dictates what 
figures will be used on the report.    
 
 

 
 Figure 68 

 
Select “New” and press enter to add a report to the system.  Enter the Report Number and press enter.  
Enter the information for the new report and press enter.  Select “Yes” in the upper right corner of the 
screen to process and press enter.    
 
Select “Change” and press enter to change the information on an existing report on the system.  Enter 
the Report Number and press enter.  Enter the information to be changed and press enter.  Select “Yes” 
in the upper right corner of the screen to process and press enter. 
 
 
Each month, the title, header and/or source may need to be changed as one month/quarter is 
completed and a new month/quarter is started.  Changes may also need to be completed for a new 
quarter and a new year. 
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Report Number - Enter the Report Number of the report for which a column header is to be 
created.  This is credit union defined.  Maximum of 3 digits. 

 
Title -      Enter each title line of the report. 
 

Each title line can be up to thirty (30) characters long.  The first title line is used 
by the system as the title of the report for future identification and ordering. 

 
Title lines are printed exactly as entered.  Title lines should be centered when 
entered.  Blank title lines are not printed on the report. 
 
 

Example below. 
 
 

 
 Figure 69 
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Title Commands (can be used on the second or third title line only) 
 
Title commands must be entered at the beginning of the title line.  All title commands must begin with 
an asterisk (*). 
 

*DTYR: This command tells the program to print the month and year on the title line.   
                                          

*DTYR:** The (**) following (*DTYR:) tells the program to print the current month and 
year set in the General Ledger System. 

                       If the General Ledger System is set to June 2001, the command 
*DTYR:** prints (June 2001) on the title line. 

 
*DTYR:##    The month number indicated by (##) following (*DTYR:) tells the program to 

print that month and the year set in the General Ledger System. 
                       If the General Ledger System is set to June 2001, the command 

*DTYR:05 prints (May 2001) on the title line. 
 

*DATE:**     The (**) following (*DATE:) tells the program to print the current month set in 
the General Ledger System. 

                        If the General Ledger System is set to June 2001, the command 
*DATE:** prints (June) on the title line. 

 
*DATE:##   The month number indicated by (##) following (*DATE:) tells the program to 

print that month. 
                        If the General Ledger System is set to June 2001, the command 

*DATE:05 prints (May) on the title line. 
 

*YEAR      The (*YEAR) tells the program to print the current year set in the General Ledger 
System. 

                        If the General Ledger System is set to June 2001, the command *YEAR 
prints (2001) on the title line. 
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Page Reset   Enter the page reset option (for printing purposes). 
 
**Note:       All reports automatically print sixty-six (66) lines on each page.  After printing sixty-six 

(66) lines, the program automatically performs a page break, printing a new report 
heading, and advancing the page number.  The page reset command allows you to 
control this automatic page numbering and page advancement.  

 
 Blank causes pages to be numbered consecutively.  Page numbering is not reset 

when each new report is printed. 
 
         R restarts the page numbers at one (1) after each new report is printed. 
 
        S stops the automatic page breaks that occur after sixty-six (66) lines.  If you 

want special page breaks, you must use the new page feature in the report 
definition.  This will allow reports to be printed that are longer than sixty-six (66) 
lines for photo-reduction. 

 
Suppress Zero       Enter the suppress zero lines option (for printing purposes). 
Lines -    
           Blank causes all lines to be printed. 
 
         D  causes the zero balance detail lines of the report definition to be suppressed 

(not printed), zero subtotal lines are printed. 
 
         A  causes the zero balance detail lines and subtotals lines of the report 

definition to be suppressed (not printed). 
 
Header -         Enter the header for each column.  Each column can have two (2) headings.  

Each heading can be up to fifteen (15) characters long.   
 
         Column headings are printed exactly as entered.  Column headings should be 

centered when entered.  Blank headings are not printed on the report.   
 
         The full month name prints only when the month(s) entered are less than 

fifteen (15) characters long.   
                   For example:  January prints as January. 
 

However, the range September:December requires eighteen (18) characters.  It 
would print as September:Dece 

                       It should be entered in abbreviated form.   
                   For example:   Sept:Dec prints as Sept:Dec   
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Header Commands  
 
The system will substitute (in centered format) the current month and / or current year automatically 
when any of the following header commands are used.  They must be entered at the beginning of the 
header line and cannot be centered manually.   
 
**Note:  All header commands must begin with an asterisk (*). 
 

*DTYR:         This command tells the program to print the month and year on the title line. 
                                          

*DTYR:**     The (**) following (*DTYR:) tells the program to print the current month and 
year set in the General Ledger System.   

                        If the General Ledger System is set to June 2001, the command 
*DTYR:** prints (June 2001) on the title line. 

 
*DTYR:##     The month number indicated by (##) following (*DTYR:) tells the program to 

print that  month and the year set in the General Ledger System. 
                        If the General Ledger System is set to June 2001, the command 

*DTYR:05 prints (May 2001) on the title line. 
 

*DATE:**     The (**) following (*DATE:) tells the program to print the current month set in 
the General Ledger System. 

                        If the General Ledger System is set to June 2001, the command 
*DATE:** prints (June) on the title line. 

 
*DATE:##   The month number indicated by (##) following (*DATE:) tells the program to 

print that month. 
                         If the General Ledger System is set to June 2001, the command 

*DATE:05 prints (May) on the title line. 
 

*YEAR         The (*YEAR) tells the program to print the current year set in the General Ledger 
System. 

                         If the General Ledger System is set to June 2001, the command *YEAR 
prints (2001) on the title line. 

 
 
**Note:  The wording preferred can also be entered for the column header(s), rather than a header 

command, if desired.  The column headers are automatically underlined in the report.  
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Source Commands 
 
Source Commands can be entered as a single month or a range of months. 
 

ACT:    This source command tells the program to use the actual General Ledger 
monthly balance for the current year. 

 
        ACT :**      The (**) following (ACT:) tells the program to use the actual monthly balance of 

the current month for the year set in the General Ledger System.   
                        If the General Ledger is set to June 2001, the source command ACT:** 

uses the actual monthly balance of (June 2001). 
 

ACT:YTD      The (YTD) following (ACT:) tells the program to use the actual year-to-date 
balance of the current month for the year set in the General Ledger System. 

                        If the General Ledger System is set to June 2001, the source command 
ACT:YTD uses the actual year-to-date balance of (June 2001). 

 
ACT:##         The month number indicated by (##) following (ACT:) tells the program to use 

the actual monthly balance of that month for year  set in the General Ledger 
System. 

                        If the General Ledger System is set to June 2001, the source command 
ACT:05 uses the actual monthly balance of (May 2001). 

 
ACT:M1    The month number indicated by (M1) following (ACT:) tells the program to use 

the actual monthly balance of that month minus one (1), i.e. the previous 
month.  

 
ACT:P1       The month number indicated by (P1) following (ACT:) tells the program to use 

the actual monthly balance of that month plus one (1), i.e. the next month.  
 

ACT:##:##    The range of month numbers indicated by (##:##) following (ACT:) tells the 
program to use the sum of  the actual monthly balances of the range of months 
for the year set in the General Ledger System. 

 If the General Ledger System is set to June 2001, the source command 
ACT:04:06 uses the sum of the actual monthly balances of (April thru 
June 2001). 
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Source Commands (con’t) 
 
Source Commands can be entered as a single month or a range of months. 
 

BUD:         This source command tells the program to use the General Ledger monthly 
budget amount. 

                                  
            BUD:**         The (**) following (BUD:) tells the program to use the monthly  budget amount 

of the current  month in the General Ledger System.    
                         If the General Ledger System is set to June 2001, the source command 

BUD:** uses the monthly budget amount of (June). 
 

BUD:YTD The (YTD) following (BUD:) tells the program to use the year-to-date budget 
amount of the current month in the General Ledger System. 

                         If the General Ledger System is set to June 2001, the source command 
BUD:YTD uses the year-to-date budget amount of (June). 

 
BUD:##  The month number indicated by (##) following (BUD:) tells the program to use 

the monthly budget amount of that month in the General Ledger System. 
                         If the General Ledger System is set to June 2001, the source command 

BUD:05 uses the monthly budget amount of (May). 
 

BUD:M1     The month number indicated by (M1) following (BUD:) tells the program to use 
the monthly budget amount of the current month minus one (1), i.e. the 
previous month.  

 
BUD:P1     The month number indicated by (P1) following (BUD:) tells the program to use 

the monthly budget amount of the current month plus one (1), i.e. the next 
month.  

 
BUD:##:##    The range of month numbers indicated by (##:##) following (BUD:) tells the 

program to use the sum of the monthly budget amounts of the range of months 
in the General Ledger System. 

                        If the General Ledger System is set to June 2001, the source command 
BUD:04:06 uses the sum of the monthly budget amounts of (April thru 
June). 
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Source Commands (con’t) 
 
Source Commands can be entered as a single month or a range of months. 
 

PAC:         This source command tells the program to use the General Ledger previous 
year's actual monthly amount. 

                                  
PAC:**          The (**) following (PAC:) tells the program to use the previous year's actual 

monthly amount of the current month in the General Ledger System.                         
If the General Ledger System is set to June 2001, the source command 
PAC:** uses the previous year's actual  monthly amount of (June). 

                                  
PAC:YTD   The (YTD) following (PAC:) tells the program to use the previous year's actual 

year-to-date amount of the current month in the General Ledger System.   
If the General Ledger System is set to June 2001, the source command 
PAC:YTD uses the previous year's actual year-to-date amount of (June). 

 
PAC:##     The month number indicated by (##) following (PAC:) tells the program to use 

the previous year's actual monthly amount of that month in the General Ledger 
System. 

                         If the General Ledger System is set to June 2001, the source command 
PAC:05 uses the previous year's actual monthly amount of (May). 

 
PAC:M1     The month number indicated by (M1) following (PAC:) tells the program to use 

the previous year's actual monthly balance of that month minus one (1), i.e. the 
previous month.  

 
PAC:P1      The month number indicated by (P1) following (PAC:) tells the program to use 

the previous year's actual monthly balance of that month plus one (1), i.e. the 
next month.  

 
PAC:##:##    The range of month numbers indicated by (##:##) following (PAC:) tells the 

program to use the sum of the previous year's actual monthly amounts of the 
range of months in the  General Ledger System. 

                         If the General Ledger System is set to June 2001, the source command 
PAC:04:06 uses the sum of the previous year's actual monthly amounts 
of (April thru June). 
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Column Calculations 
 
Column calculations are entered as C# where # is the column number (1 to 6).  Only preceding columns 
may be used in the calculations.   
 
Calculations are defined by operands and operators.  Up to five (5) different operands and four (4) 
different operators may be used in one (1) calculation. 
 
          Operands            General Ledger Amounts 
 
                   Preceding Columns 
 
                   Constants or positive integers 1 to 999999999.   
 
         Operators  +    indicates addition. 
 
                   -     indicates subtraction. 
 
                   *     indicates multiplication. 
 
                   /     indicates division.     
 
                   Arithmetic occurs on a left to right basis.   
                   For example:  3 + 4 * 2 is 14 not 11. 
 
         Calculation Column Headers 
 
         C1 + C2  indicates Column 1 plus Column 2. 
 
         C1 - C2  indicates Column 1 minus Column 2. 
 

%(C1,C2)      indicates Column 1 divided by Column 2, multiplied by 100.  The actual 
calculation would be C1 / C2 * 100. 

 
VAR(C1,C2)  indicates the difference between Column 1 and Column 2.  The actual 

calculation would be C1 - C2. 
 

%VAR(C1,C2) indicates the difference between Column 1 and Column 2, divided by Column 2, 
multiplied by 100. The actual calculation would be C1 - C2 / C2 * 100.  

 
ACT:YTD / BUD:YTD * C2 + 105 which indicates Actual General Ledger Account Balances, Year-to-
date, divided by  the Budget Figures, Year-to-date, multiplied by Column 2, plus 105. 
 

Press enter.  A screen displays, indicating that the column header has been created.  
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Additional Information 
 
The percent (%) functions will only work (to correctly compute the total percentage), if the “%(C1,C2)” 
or “%VAR(C1,C2)” Column Headers are used.  (See definitions of these functions on the previous page in 
this manual.)  If the functions are manually entered in the Column Header Maintenance screen, the 
addition of the total % columns will not be correct. 
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Report Definition Menu 
 
The Report Definition Menu selection is used to set up a new report, make changes to existing 
information, remove lines of report definition or insert new lines of report definition to an existing 
report.  It also allows a report to be displayed. 
 
Each report may contain up to 9999 lines of report definitions.  The lines of report definition control 
which amounts are to be subtotaled or totaled and printed in the report. 
 
 

 
 Figure 70 

 
As new general ledger accounts are added, the accounts usually need to be added to the financial 
report(s).  This is where new general ledger accounts are added.   
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Report Definition Maintenance 
 
The Report Definition Maintenance screen is used to define what information will be included on the 
financial report.  This screen is also used to design how the report will look. 
 
 

 
 Figure 71 

 
Select “New” and press enter to create a new report on the system.  Enter the Report Number and press 
enter.  Enter the information for the new report and press enter.  Select “Yes” in the upper right corner 
of the screen to process and press enter.    
 
Select “Change” and press enter to change the information on an existing report on the system.  Enter 
the Report Number and Starting Sequence Number then press enter.  Enter the information to be 
changed and press enter.  Select “Yes” in the upper right corner of the screen to process and press 
enter. 
 
Select “Remove” and press enter to remove a specific line(s) of report definition from an existing report.  
Enter the Report Number and Starting Sequence Number then press enter.  Only the Sequence Number 
entered will display.  (If removing more than one Sequence number in sequential order, enter both the 
Starting Sequence Number and Ending Sequence Number.  The Sequence Numbers beginning with the 
Starting Sequence and ending with the Ending Sequence will display.)  Select “Yes” in the upper right 
corner of the screen to process and press enter.   
 
Select “Insert” and press enter to add additional report definitions to an existing financial report.  Enter 
the Report Number and Starting Sequence Number (enter the sequence number just before where the 
new sequence number will be inserted) then press enter.  Enter the information for the new report 
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definition(s) and press enter.  Select “Yes” in the upper right corner of the screen to process and press 
enter.  
 
**Note:  It is a good idea to display the report definitions to determine where the new report 

definition(s) should be inserted and the sequence number prior to selecting this option.   
      
 
Sequence Number - Enter a four (4) digit sequence number used to identify the line of report 

definition.  Lines of report definition should be numbered by multiples of at 
least 20, so that additional lines of report definition may be inserted at later 
dates.   

 
Description - Enter the description thirty (30) characters used for titling the line of report 

definition. 
   
   Leave blank if no titling is needed.  
 
Source Type  Enter the source type. 
(Detail Lines only) 
 “A" identifies the source as a General Ledger account. 
      

"S" identifies the source as a subtotal. 
      

"Blank" if the line of report definition is not A or S. 
 
Source   Enter the source (numbers only). 
(Detail Lines only) 
 If source type is A (a General Ledger account), enter the number of the General 

Ledger account. 
 
 If source type is S (a subtotal), enter the subtotal level (1-10). 
 
 Leave blank if the line of report definition is not A or S. 
 
Print Enter the print flag. 
 
 "Y" indicates that the description of the line of report definition will be printed 

on the report. 
 
 "N" indicates that the description of the line of report definition will not be 

printed on the report. 
 

 **Note:    This is used when adding to a subtotal or total without printing.  (The 
combination of no description entered and a print flag of “N” will 
cause the detail not to be printed on the report.)  
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Type Enter the line type. 
 
 "D" (Detailed Lines) indicates monetary figures only:  such as General Ledger 

amounts to be subtotaled or totaled, or subtotals to be added to other subtotals 
or totals. 

 
 "T" (Title Lines) prints the description of the line of report definition. (same as 

Comment Lines) 
 
 "C" (Comment Lines) prints the description of the line of report definition. 

(same as Title Lines) 
 
 "B" (Blank Lines) prints blank lines across the entire report. 
 

**Note: A number of blank lines can be printed on the report when a number 
is entered in the add-to-subtotal field.  A maximum of ten blank lines 
can be printed with a single line of report definition.  Only one blank 
line is printed when the add-to-subtotal field is left blank. 

 
 "N" (New Page) advances to a new page. 
 

"-" (Dashes Lines) causes a line of dashes to be printed. 
 
Add-to-Subtotal Enter the subtotal level.   
 
  Detail Lines 
 

**Note: The system adds the General Ledger amounts or subtotal amounts 
defined by the number in the source field to the subtotal level 
entered in the add-to-subtotal field.    

 
 Subtotal levels are numbered 1 to 10.   
 

Subtotal level 1 is special.  Any detail line with source type A (General Ledger 
accounts) automatically is added into subtotal level 1.  This becomes useful 
when a large number of accounts are to be totaled (a running total). 

       
Subtotaling can be added to ten (10) different subtotal levels simultaneously. 

 
All subtotals are set to zero at the beginning of each report. 
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Printing and zeroing the subtotal 
 
 The subtotal is set to zero after it is printed. 
 

The subtotal is set to zero without printing by entering the same subtotal level 
number in the source field, leaving the add-to-subtotal field blank, and 
specifying no print. 

 
The subtotal is printed and not set to zero by entering the same subtotal level 
number in both the source and add-to-subtotal field.  This causes the subtotal 
to be set to zero and then its previous value added back to it. 

    
DB / CR Flag  (Detail Lines only)  
 
 Printing purposes only.  Enter the D / C code to indicate whether the amount 

should be a debit or credit balance.  
      

When “D” is entered, the amount will print as a negative amount when the 
amount is a credit balance. 

 
When “C” is entered, the amount will print as a negative amount when the 
amount is a debit balance. 

 
Press RETURN.  A screen displays, indicating that the lines of report definition have been created. 
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Example 1  -  Selecting “New” in Report Definition Maintenance. 
 
Before the Report Definition Maintenance screen can be filled in for a new report, the Column Header 
Maintenance screen needs to be setup under the new Report Number.  (See the section for “Column 
Header Maintenance” for information on how to setup this screen.) 
 
After selecting “New” at the top of the screen, press enter.  Enter the Report Number to be created and 
press enter.  It is not necessary to enter a Starting Sequence Number when creating a new report.   
 
Press enter and the system displays. 
 
 

 
 Figure 72 

 
Lines of report definition should be numbered by multiples of 20 so that additional lines of report 
definition may be inserted in the future.   
 
**Note:  The example is for the purpose of how to use the software.  This is not an example of how a 

true financial statement would be setup. 
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Enter the information for each line of report definition.  Use the arrow keys to move around the screen 
to each field.  Do not press enter until ready to process the screen.  
 
Example below. 
 
 

 
 Figure 73 

 
When the screen is filled up with information or when finished with the last entry, press enter.  Select 
“Yes” in the upper right corner of the screen to process and press enter.  A screen displays indicating 
that the new information has been completed. 
 
If more lines of report definition need to be entered, arrow over to the Starting Sequence Number field 
and enter the next sequence number.  In the example above, 220 would be the next sequence number.  
Press enter.   
 
A new screen with ten blank lines will display so that more lines of report definitions can be entered.  
 
 
 
 
 
 
 
 
 
 



  Accounting 
  

 
 89 General Ledger 
 
Datamatic Confidential   This documentation is proprietary and confidential information of Datamatic Processing Inc., and can 
ONLY be used for its intended use.  Any other distribution, dissemination, or copying use is strictly prohibited. 

Examples below. 
 
 

 
 Figure 74 

 

 
 Figure 75 
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Example of “Display Report Definition” after new completed. 
 
 

 
 Figure 76 

 

 
 Figure 77 
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Example of Financial Report. 
 
 

 
 Figure 78 

 
 

 
 Figure 79 

 
 
See page 73 for the Column Header Maintenance screen that was used for this report.  
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Example 2  -  Selecting “Change” in Report Definition Maintenance. 
 
Example of “Display Report Definition” before change completed. 
 
 

 
 Figure 80 

 
After selecting “Change” at the top of the screen, press enter.  Enter the Report Number and enter the 
sequence number to be changed.   
 
In this example, Sequence 177 is the sequence number to be changed. 
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Press enter and the system displays. 
 
 

 
 Figure 81 

 
The system displays the sequence numbers starting with the sequence number entered as the starting 
sequence number. 
 
In this example, the description for Sequence Number 177 is going to be changed from “Member Loans” 
to “Member Loan Accounts”.  Changes can be made to the other fields on the screen as well as other 
sequence numbers displayed. 
 
Enter the change(s) by typing over the existing line of report definition.  (See example on the next page.) 
 
 
 
 
 
 
 
 
 
 
 
 



  Accounting 
  

 
 94 General Ledger 
 
Datamatic Confidential   This documentation is proprietary and confidential information of Datamatic Processing Inc., and can 
ONLY be used for its intended use.  Any other distribution, dissemination, or copying use is strictly prohibited. 

  
 Figure 82 

 
Press enter.  Select “Yes” in the upper right corner of the screen to process and press enter.  A screen 
displays, indicating that the change has been completed.  
 
Example of “Display Report Definition” after change completed. 
 

 
 Figure 83 
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Example 3  -  Selecting “Remove” in Report Definition Maintenance. 
 
Example of “Display Report Definition” before remove completed. 
 
 

 
 Figure 84 

  
After selecting “Remove” at the top of the screen, press enter.  Enter the Report Number and enter the 
sequence number to be removed.  If more than one sequence number in a row is going to be removed, 
enter the first sequence number as the Starting Sequence Number and the last sequence number in the 
Ending Sequence Number field.  
 
In this example, Sequence Numbers 171, 172 and 174 are the sequence numbers to be removed. 
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Press enter and the system displays. 
 
 

 
 Figure 85 

 
The system displays the sequence numbers starting with the sequence number entered as the Starting 
Sequence Number and, if an Ending Sequence Number was entered, all of the sequence numbers in 
between will also be displayed.  If only the Starting Sequence Number was entered, only that sequence 
number will be displayed. 
 
Select “Yes” in the upper right corner of the screen to process and press enter.  A screen displays, 
indicating that the remove has been completed.  
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Example of “Display Report Definition” after remove completed. 
 
 

 
 Figure 86 
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Example 4  -  Selecting “Insert” in Report Definition Maintenance. 
 
Example of “Display Report Definition” before insert completed. 
 
 

 
 Figure 87 

 
After selecting “Insert” at the top of the screen, press enter.  Enter the Report Number and enter the 
existing sequence number immediately before the sequence to be added. 
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Press enter and the system displays.    
 

 
 Figure 88 

 
Enter the new line of report definition(s).  Sequence 150 is being added in the example below between 
existing sequence numbers 140 and 160. 
 

 
 Figure 89 
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Press enter.  Select “Yes” in the upper right corner of the screen to process and press enter.  A screen 
displays, indicating that the insert has been completed.  
 
Example of “Display Report Definition” after insert completed. 
 
 

 
 Figure 90 
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Display Report Definition 
 
The Display Report Definition selection is used to view a line(s) of report definition for an existing report. 
 
 

 
 Figure 91 

  
Report Number - Enter the Report Number of the report for which the report definition is to be 

displayed. 
 
Starting Sequence  (Optional) Enter the Starting Sequence Number or leave blank and the report 
Number - will display from the beginning. 
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Example below. 
 
 

 
 Figure 92 

 
This is an example only of using the display report definition screen.  This is not intended to be an 
example on how a credit union would setup a financial statement. 
 
 
The “More” at the bottom of the screen indicates that there are more pages of the report to be 
displayed.  Press enter for the next screen.   
 
or 
 
If additional report definitions do not need to be displayed, use ESC to return to the menu.  
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Report Utilities Menu 
 
The Report Utilities Menu selection is used to perform a variety of functions involving financial reports.     
 
 

 
 Figure 93 
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Report Index 
 
The Report Index selection is used to view all existing reports on the system that are available to order 
and print. 
 
 

 
 Figure 94 
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Copy Report 
 
The Copy Report selection is used to copy an existing report to a new report number.  This is beneficial if 
an existing report design is close to a new report that is needed.  It may save time editing existing 
information on the new report to customize it rather than creating a new one from scratch. 
 
 

 
 Figure 95 

 
Copy Report Number - Enter the report number, up to three (3) digits, of the report to be copied. 
 
To New Report Number - Enter the new report number, up to three (3) digits, of the report to  be 
created. 
 
 
Press enter.  A screen displays, indicating that the report has been copied. 
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Remove Report 
 
The Remove Report selection is used to delete an entire report from the system. 
 
**WARNING: This selection will remove the entire report from the system.  Once removed, it must 

be totally recreated if additional access is desired. 
 
 

 
 Figure 96  

  
Report Number - Enter the report number that is to be deleted from the system. 
 
 
**WARNING: Verify that this is the report to be deleted.  Once removed, it must be totally 

recreated. 
 
 
If the report should be deleted, press enter.  A screen displays indicating that the report has been 
deleted. 
 
**Note:  If the report should not be deleted, use the ESC key to exit. 
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Account Number Definition 
 
The Account Number Definition screen is used to define how the General Ledger account numbers are 
structured. 
 
 

 
 Figure 97 

 
View the definition of the base account. 
 

Field Name - (Base Account) used by the system.  This name is NOT user defined. 
 

Column - The start column for the base account number is always 6. 
 
 Length -  The standard number of digits a General Ledger  number, in most 
    cases is 6. 
 
 Substitute -  The “N” displays.  No other accounts can be substituted. 
    Y or N    
 
Additional definitions can be set up, if the general ledger numbering system is to be broken down into 
groups.  If the credit union does any type of Branch Accounting, it would be necessary to define the 
additional set of numbers for branch numbering.  The system must be told where to look for the 
position of that set of numbers.   
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Define the user account by entering the following: 
 

Field Name - The name of the account (Branch is usually the description). 
 
 Column -  Enter "9" for the column number. 
 
 Field Length -  Enter "3" for the field length number. 
 
 Substitute -  Enter "N".  No other accounts can be substituted. 
    Y or N 
 

**Note: Both entries should be added at the time of setup, even if you are not doing Branch 
Accounting.  If at a later date Branch Accounting becomes necessary, this setup is 
already in place and will produce correct totals on reports. 

 
Press RETURN.  A screen displays indicating that the account number definition has been completed. 
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General Ledger Inquiry 
 
The General Ledger Inquiry selection is used to view the posted activity for a specific general ledger 
account. 
 
**Note:  Another method of selecting the General Ledger Inquiry is done by pressing Ctrl + I then 

General Ledger Inquiry. 
 
Regardless of which method is used to display the window, enter the following information for the 
inquiry: 
 
Account:  Enter the general ledger account for which the posted account detail is to be displayed. 
 
Start Month:  Enter the starting ledger month of the transactions to be displayed. 
 
End Month:  Enter the ending ledger month of the transactions to be displayed. 
 
Year:  Enter the ledger year of the transactions to be displayed. 
 
Start Date:  Enter start date for transactions to be displayed in the inquiry.  General Ledger entries 
processed on this date and forward (within the start and/or end month and year entered) will be 
displayed.  (Optional) 
 
End Date:  Enter end date for transaction to be displayed in the inquiry.  General Ledger entries 
processed thru this date (within the start and/or end month and year entered) will be displayed.  
(Optional) 
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**Note:  If the general ledger account is not known, click on the magnifying glass to display a list of the 
general ledger accounts from which to select.  (See below) 

 
The system displays. 
 
 

 
   Figure 98 

 
Select a general ledger account and the system enters the selected account in the “Account” field.  Click 
on Go or press enter.   
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The system displays. 
 
 

 
 Figure 99 

 
The Total “Debit Amount”, “Credit Amount” and the “Ending Balance” figures are displayed at the 
bottom of the window. 
 
**Note:  To view the posted detail for a different general ledger account or a different month or year, 

enter the new information at the top of the window and select Go. 
 
To exit the window:  Click on the red X or 
    Press Esc 
 
 
Click on the “printer icon” in the upper right corner of the window, to print the information in the 
window.  A window will display to make a printer selection.  Select the “print” button, after making a 
printer selection.   
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General Ledger Recap Inquiry 
 
The General Ledger Recap Inquiry selection is used to view the totals for each branch for a specific 
general ledger account all in one inquiry.  This would be useful for credit unions that use the Branch 
Accounting Optional Software. 
 
Account:  Enter the general ledger account (six digits) for which the balances are to be displayed. 
 
Month:  Enter the ledger month of the balances to be displayed. 
 
Year:  Enter the ledger year of the balances to be displayed. 
 
**Note:  If the general ledger account is not known, click on the magnifying glass to display a list of the 

general ledger accounts from which to select.  Only the six digit general ledger account 
numbers (not each branch general ledger account) are displayed for a selection to be made, 
since that is all that is needed for this inquiry.  (See below) 

 
The system displays. 
 
 

 
 Figure 100 
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History Detail Report 
 
The History Detail Report selection can be used to generate a report.  This report shows the general 
ledger detail of specific, individual or ranges of general ledger accounts for specified ledger periods of 
time.  This screen can also be used to generate a fiche tape or fiche extract.  
 
After making a printer selection, the system displays. 
 
 

 
 Figure 101 

 
Choose the ledger period and ledger accounts to be included in the report or file. 
 
To create a fiche tape of the ledger history detail, select “Fiche Tape” in the upper left corner of the 
screen.  The selections may be made from VIEW at a PC, however, the tape must be put in the tape drive 
at the Main Console.  IMPORTANT:  The fiche tape or fiche extract must be done prior to removing the 
ledger detail from the system. 
 
To create a fiche extract, select “Fiche Extract” in the upper left corner of the screen.   When finished, 
the extract will be placed in the Download folder under the Extracts window (Ctrl + X).  The file name is 
GLExt.01.  Double click on the file to download the file to the C:\Datamatic folder.  Follow the 
instructions from the vendor to get the file to them. 
 
The tape or extract can be done by month, year or a specified date range.  Suggestion:  Create the fiche 
tape or fiche extract, then wait for the fiche or CD-rom, etc. to be received by the credit union and 
verified before the detail history is deleted. 
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Ledger Period - Month/Year 
 
Enter the starting month and year then the thru month and year to be included on the report.  (This 
report cannot span over a year end.  Run two reports, if needed.)  The report will give transactions 
updated during the ledger period selected regardless of the entry date.  This is a required field to 
generate this report. 
 
 
Entry Date Range 
 
The Entry Date represents the actual date of the general ledger entry regardless of the General Ledger 
month that the entry was made.  An “Entry Date Range” is not necessary to generate this report.  A 
“Ledger Period” is a required field.  If an Entry Date Range is entered and no Ledger Period, the system 
will display a message of “No Detail for Customer”.    
 
 
Ledger Account Selection 
 
Use either the “Account Range” options or the “Individual Accounts” options to specify what accounts 
are to be included on the report. 
 
**Note:  This report can be generated to include general ledger numbers for different branches (ex. 

001-701000, 002-701000, 003-701000, etc.) to be displayed on the same report.  This is for 
credit unions using the Branch Accounting optional software. 

 
Example below. 
 

 
 Figure 102 
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Examples con’t. 
 

 
 Figure 103 

 
 Figure 104 

 
The report will show transactions in posting month order then by entry date when the ledger period 
selected is for more than one month.  When the report is run for a ledger period of one month, the 
report shows transactions by posting month regardless of the entry date. 
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Initialize Ledger Beginning Balance 
 
This requires “General Ledger Supervisor” set to permitted to use.  The security options are under 
System Administration and Teller Administration then after selecting the specific employee, select the 
Basic Security tab. 
 
The Initialize Ledger Beginning Balance selection is used to bring forward the general ledger balances 
into the new year.  The general ledger accounts are reset to zero with End of Year processing.  The 
Ledger Balancing Report will be out of balance starting with the first business day of the year until this 
procedure is done.   
 
Also, this procedure will bring forward all the monthly general ledger balances to the Previous Year 
column on the Ledger Account window under General Ledger under Accounting on the Navigation Bar.  
This will make it possible to pull previous year general ledger balances on the Financial Reports.  In 
addition, for the Asset and Liability accounts entered on the initialize screen (see below), the ending 
December balances from two years ago are added to the January field for the Previous Year column.  
This makes it possible to pull a YTD figure for the Previous Year.  The previous year balance for individual 
months can be pulled for all months except January.         
 
Do not do the initialize procedure until the credit union has closed the books for the previous year.  The 
Ledger Network must be stopped in order to initialize the ledger beginning balances.  Also, the general 
ledger current month and year must be changed to January of the new year, prior to initializing.  To stop 
the ledger network, select the following: 
 

Operations (Ctrl + O or Other Tasks on Navigation Bar or Go on Menu Bar) 
 Services folder 
 Ledger Network - Stop 
 
 

 
 Figure 105 

 
Year - Enter the New Year to be initialized.  (YYYY) 
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Asset Accounts - Enter the range of asset accounts to be initialized. 
 
Liability Accounts - Enter the range of liability accounts to be initialized. 
 
Reset Prepaid YTD Expense - Enter a “Y” for yes, if the credit union uses the Prepaid software.  
Otherwise, enter a “N” for no. 
 
Zero Budget On All Accounts - Enter a “Y” for yes, if all budget figures are to be reset to zero.  Enter a 
“N” for no, if the existing budget figures are to be brought over to this year’s ledger. 

 
First Activity Last Year - Leave as January (1) unless the credit union converted to Enterprise in the 
previous year.  If the credit union converted last year, enter the first month that general ledger entries 
were posted. 
 
To verify the beginning balances after initializing, print a Ledger Trial Balance report.  There is a column 
on the report for the beginning balance figure. 
 
After verifying that the beginning balances are correct, start the Ledger Network. 
 Operations (Ctrl + O or Other Tasks on Navigation Bar or Go on Menu Bar) 
 Services folder 
 Ledger Network - Start 
 
This process can be repeated as many times as needed.  If additional entries need to be made to 
December after this process has been run, the process can be repeated again. 

• Change the general ledger month and year back to December YYYY. 
• Make the necessary entries. 
• Change the general ledger month and year back to January YYYY. 
• Do the initialize process again.  (Each time the initialize process is done, it completely replaces 

the information from the previous initialize.  In other words, enter all asset and liability accounts 
not just the accounts that had entries or the new accounts added.) 

 
IMPORTANT:    If general ledger accounts are added in December’s ledger after year end processing is 

completed, the new account(s) will not be automatically setup when the general ledger 
month and year are changed to January of the new year.  Prior to initializing the 
beginning balances for the new year, make sure that any new general ledger accounts 
added to December also appear on the January Ledger Trial Balance report.  

 
If any accounts do not appear, setup the new account again after changing the general ledger month 
and year to January of the new year. 
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Journal Voucher Audit Report 
 
The Journal Voucher Audit Report selection allows the credit union to generate a report of all JV’s, all 
manual JV’s (includes JV’s that are not CR0***, CR1***, ACCD**, ACDV** and ACLN**) or one JV for a 
certain month(s) or for a specific year.  **Note:  See “Ledger History Detail Report” to print a report for 
a specific JV-ID or all JV-ID’s for the month(s) selected. 
 
After making a printer selection, the system displays. 
 

 
 Figure 106 

 
JV Selection 

• A = All JV’s 
• M = Manual JV’s 
• O = One JV (If this is selected, enter the JV-ID in the space to the right.) 

 
For each of these selections, select the “Date Range” from and to months, as well as, enter the four digit 
year to be included on the report. 
 
Date Range 
 
The Month options are:  0 = Current Month 
    1 = January 
    2 = February 
    3 = March, etc. 
 
Year: Enter the four digit year to be included on the report. 
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Examples below of the report.  (General Ledger JV Audit Report)  
 
 

 
 Figure 107 

 

 
 Figure 108 
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Loan Interest Accrual Report 
 
The Loan Interest Accrual report can be ordered by the credit union as needed.  If the credit union does 
automated Loan accruals, this report is generated with Monthend processing.  The generating of this 
report does not create a file to be updated.  Regardless of which day during the month the report is 
generated, this report is stored in and may be displayed or printed from the Monthend Directory. 
 
**Note:  This report always uses 90 days for delinquent loans to be excluded.  This corresponds with 

NCUA rules and also matches the NCUA Call Report.   
 
After selecting the printer option, the system displays: 
 

 
 Figure 109 

Report Type - Enter the report type desired.  The options for this field are: 
 S = Standard Files 
 M = Monthend Files 
 
Print Order - Enter the print order desired.  The options for this field are: 
 A = Account Number 

B = Branch Number  (This is for credit unions with the Optional Branch Accounting 
Software.) 

 
Print Option - Enter the print option desired.  The options for this field are: 
 C = Complete Listing 
 T = Totals Only 
 
Interest Thru Date - Enter the Interest Thru Date desired. 
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Posting Option - Enter the posting option desired.  The options for this field are: 
 T = Post Total: Accrual JV 
 N = Post Net: Normal JV 
 
Sfx Range and Description - Enter the suffix range(s) and descriptions to be included on the report. 
 
**Note:  When the automated loan accruals are turned on, it is important to enter the correct loan 

suffixes on this screen before beginning End of Day processing on the last business day of the 
month.  If removed or changed, only the suffixes displayed on this screen will have the 
accruals computed. 

 
After entering the selections, press enter.  Select “Yes” in the upper right corner of the screen to process 
and press enter.   
 
Example of report.  (Loan Accrual Report)   
 
**Note:  This will be in the Monthend directory since it is a regular Monthend report, regardless of the 

date that the report is generated. 
 

 
 Figure 110 

The “Sub” in the TDR column means the loan is coded as “Substandard - Non-Accrual” in the Potential 
Loss field on the suffix inquiry.  These loans will be excluded from the loan accruals regardless of the 
number of days delinquent or the Troubled Debt Restructure (TDR) criteria. 
 
Loans with zero balances are not included on this report or in the totals.  Therefore, Interest Owing (if 
any) on zero balance loans is not included in the totals.  Interest Owing, if any, is included in the totals 
and on the report when the loan has a balance greater than zero.   
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Example of report con’t. 
 

 
 Figure 111 

 
**Note:   For the column headers circled above, the figures include amounts for delinquent loans.  Only 

the “Loan Accrual” column does not include amounts for loans delinquent XX months and 
over and certain Troubled Debt Restructure loans.  See next page. 
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Example of report con’t. 
 
This report example is with the addition of the detail listing of the loan accounts that are excluded from 
the loan accrual totals due to the fact that the loans are xx months or more delinquent.  See red bracket 
below on left. 
 

 
 Figure 112 

The circled amounts are also included in the amounts for the same categories in the totals at the top of 
the report. 
 

Loan Accrual total (see square) =    10,440.83 
+ Payoff Interest for delinquent loans =   14,196.10 
Total Payoff Interest (at top of report)   24,636.93 

 
Also, for business loans coded with a “Yes” in the Troubled Debt Restructure field on the loan suffix 
inquiry field and the Trouble Debt Restructure Date field is less than six months before the Accrual 
date, these loans are included in the list of loans excluded from the loan accrual totals.  The “Y” in the 
TDR column means that the loan is coded “Yes” in the Troubled Debt Restructure (TDR) field.  The 
number to the right indicates the number of months since the TDR Date. 
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Source Maintenance 
 
The Source Maintenance selection is used for Online Journal Vouchers and Accounts Payable.  All credit 
unions will have an entry for Online and only credit unions that use the Accounts Payable Optional 
Software will use the Payables fields. 
   
Warning:  Do not change the information on this window without assistance from Datamatic. 
 
The system displays: 
 
 

 
   Figure 113 

 
Account Substitution – When using Account Substitution, the system replaces non-existent account 
numbers with the substitution account numbers. This prevents the voucher from not posting if one of 
the entries is incorrect.  It will change the wrong general ledger number with the substitution number 
and continue with the posting.  Enter the Department or Branch and the account number. 
 
Auto Balance Entry – The system creates an Auto Balance Entry with the Auto Balance Account number, 
forcing the Journal Voucher to balance.  For Accounts Payable users, the “Auto Balance Entry” would 
normally be the CU checking account (offset to expense general ledger accts). 

 
Error Options – The Error Option displays as the Suspense Account on the Display GL Source Screen.  
When using the Suspense Account, the system eliminates entries with non-existent account numbers 
and forces the Journal Voucher to balance using the Suspense Account.   Enter the Department or 
Branch and the account number. 
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Trial Balance Report 
 
The Trial Balance Report selection is used to generate a Ledger Trial Balance.  This report can be 
generated as needed by the credit union. 
 
After selecting the printer, the system displays. 
 
 

 
 Figure 114 

 
Print for Month - Enter the month for which the trial balance is being generated.  The options are: 
    0 = Current Month 
    1 = January 
    2 = February, etc. 
 
Print for Year -  Enter the four-digit year for which the trial balance is being generated. 
 
Branch Selection - Enter the branch selection.  This is only for credit unions with the optional 

Branch Accounting software.  The options are:  
  A = All Branches 
  S = Selected Branch 
 
Branch Number - Enter the branch number, if the Branch Selection option is set to “S”.  This is 

only for credit unions with the optional Branch Accounting software.  
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Report Type -  Enter the report type.  The options are: 
    B = By Branch 
    C = Consolidated Totals Only  
    D = Consolidated Detail  
 
Examples below. 
 
 

 

 
 

 
 Figure 115 
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Update Ledger with Manually Entered JV’s 
 
The Update Ledger with Manually Entered JV’s selection allows the credit union to update journal 
vouchers with the online.  Journal vouchers that have been posted can either be updated with the 
online or left to be updated with End of Day processing. 
 
When this option is selected, all of the JV-ID’s that have a status of “Completed” will be updated.  There 
are no options to select individual JV-ID’s to be updated.  The system simply updates all of the JV-ID’s 
with a status of “Completed”. 
 
After this has been done, individual entries can be viewed by selecting “Display Posted Account Detail”. 
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General Ledger Reference 
 
Automated Transaction Setup – Refer to the System Administration Manual 
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