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Introduction

Thank you for purchasing the SUSTAIN General Ledger Assistant.  As you probably already know, SUSTAIN is a complete family of products upon which you can design, develop, and implement sophisticated information systems.  

The SUSTAIN Assistants and Service Providers, available as optional components, complement and/or enhance the capabilities provided by your SUSTAIN Managers.  Furthermore, since each SUSTAIN Manager, Assistant, and Service Provider was designed with each of the others in mind, all of your SUSTAIN software works together to form a single, consistent, integrated information system.

It should be noted that SUSTAIN and SUSTAIN Assistants are constantly being revised and enhanced. This, coupled with the fact that you may customize SUSTAIN’s “look and feel” to meet your specific functional and aesthetic requirements, may cause some illustrations used in this manual to appear slightly different from your system.  

Conventions Used In This Guide

Except when used in the title of a chapter, heading, index, or in a note to the reader, all function key names, menu names and commands will appear in bold black type and all caps (ex. FILE, F1, PRINT.)  To differentiate between a file name, menu name, or a command, look at the context surrounding the word.  For example, if we ask you to choose COPY from the EDIT menu, then the command is COPY and the menu that command can be found in is the EDIT menu.  

Important notes or suggestions will appear in bold, blue type, preceded by the word “NOTE,” as shown in the example below: 

NOTE:  Colors used in the illustrations in this guide may differ from those found in your system. 

Chapter One:

Working With The General Ledger Assistant

OVERVIEW 

The General Ledger Assistant is a complete double-entry accounting system that can be used to record and post financial transactions for any number of user-defined accounts, to produce a variety of financial reports and statements, and to total each of the accounts.  This Assistant is integrated into your SUSTAIN Manager through the use of the Journal Entry.  Each Journal Entry can generate multiple General Ledger Transactions.  The General Ledger Assistant consists of five components:

Journal Entry:  The Journal Entry is used as a shorthand method of recording accounting activity in SUSTAIN and becomes part of the Case History.  Each Journal Entry has a Journal Type code that will generate General Ledger Transactions that are then posted to the General Ledger Chart of Accounts.  Journal Entries are entered into the SUSTAIN Manager and relate the accounting transaction to a particular Case, Group, Item, Person, or Site.  

General Ledger Chart of Accounts (G/L Master):  Each account in the Chart of Accounts contains an account number, a description, codes indicating the type of account and normal balance as well as the account's current fiscal year activity for up to thirteen periods.  In addition, each account can contain budgeted amounts for each period and the prior fiscal year's activity for each period.

General Ledger (G/L) Transactions:  General Ledger Transactions which debit or credit the General Ledger Chart of Accounts, can be entered directly or can be generated automatically from SUSTAIN's Journal Entry.  General Ledger Transactions provide a complete audit trail of all accounting activity.
Journal Type Table:  The Journal Type Table is used to validate the entry of Journal Types and to translate your Journal Type codes.  You may also use the Journal Type Table to assign or edit amounts.  For example, you could set an Answer to be equal to $96.00.  When adding a Journal Entry record and selecting Answer as the Journal Type, SUSTAIN would fill in the amount field with $96.00.  In addition, you may also use the Journal Type Table to tell SUSTAIN that the amount should be greater than or equal to a predetermined amount.

Journal Type G/L Distribution Table:  The Journal Type G/L Distribution Table sets up the distribution between a single Journal Entry and any number of General Ledger Transactions.  This window allows you to create double-entry debit/credit transactions ranging from a simple to a very complex distribution based on multiple accounts utilizing both fixed and percentage amounts.
Accessing Journal Entries 

To access Journal Entries, open a file and access the Journal folder.  For our example, we have opened A2-CV-001, as shown in the following illustration.  
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Open the Journal Entry Record.  The Journal Entry Record will display as shown in the following illustration.
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To exit the Journal Entry record, click CLOSE.

ADDING JOURNAL ENTRies

To add a Journal Entry, open a file and access the Journal folder.  For our example, we have opened A2-CV-001.  Open or click on the New Record Window for a Journal Entry.  When the New Journal Entry Window opens enter or select a Type and enter a Date, Amount, and Period.  For our example we will choose Answer as the Type and enter a date of 01-21-02, and a Period of 2.  The Amount ($96.00) will be filled in automatically by SUSTAIN (provided your organization has set up this Journal Type to be equal to a specified amount.)  The New Journal Entry Record will resemble the following illustration.
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Close the record to save it.  The Journal folder will now display the new Journal Entry as shown in the following illustration.
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 When you are finished adding Journal Entries, click CLOSE.

Modifying JOURNAL ENTRies

To modify a Journal Entry, open a file and access the Journal folder.  For our example, we have opened A2-CV-001.  Access the Modify Record Window for a Journal Entry.  When the Modify Journal Entry record opens, make the desired changes.  Close the record to save it.

NOTE:  Journal Entry fields on the Record view should be made non-modifiable.  If you do not use or have the Cash Receipts Assistant and Journal Entries need to be adjusted for a file, add a Journal Entry with a negative amount, thus creating an audit trail of changes.  However, if the Journal Entry is entered through the SUSTAIN Cash Receipts Assistant, it should be voided and reentered.

When you have finished modifying Journal Entries, click CLOSE.

Browsing Journal Entries  

To browse Journal Entries, select “Journal Entry” from the list of entities found in the Entity drop-down list box, located on the toolbar of the SUSTAIN desktop.  Once the Journal Entry Browse Window is open, select a key to browse by, assign your starting from/ending at values, apply any filters you would like, and click the BROWSE command button.  The Journal Entries that meet your browse criteria will now be displayed in the Browse Window as shown below.
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NOTE:  For more information on Browse Windows, please consult Chapter Eleven of your SUSTAIN User's Guide.

Applying Journal Entries 

The APPLY JOURNAL ENTRIES Utility generates an apply date on the Journal Entry Record and creates General Ledger Transactions for each Journal Entry.  The following General Ledger Transactions are created for a Journal Entry when the APPLY JOURNAL ENTRIES Utility is run.

Standard Journal Entries not Related to Open Items:  Debit Cash, Credit Revenue, Debit Contra Revenue, Credit Payables.

Create Receivable:  Debit Accounts Receivable, Credit Revenue.

Payment on a Receivable:  Debit Cash, Credit Accounts Receivable, Credit Payables.

Hold Transactions:  These Journal Transactions have a future apply date, so the creation of transactions is held until that date.  Journal Entries with future apply dates based on the Payment Instrument Table (Hold Days, see Cash Receipts Assistant) generate Debit Cash (of @HOLD journal type), Credit Revenue (of @HOLD Journal Type).  When the Hold transaction is assigned and applied the following General Ledger Transactions generate Debit Revenue (of @HOLD Journal Type), Credit Revenue, Debit Contra Revenue, and Credit Payables.
Check Created:  Credit Cash, Debit Payables.

Credit Against an Open Item:  Debit Revenue, Credit Accounts Receivable.
To apply Journal Entries, you must first log into SUSTAIN Domain Administration.  Once you have logged into Domain Administration, select an Organization, enter your Password and choose the command APPLY JOURNAL ENTRIES from the GENERAL LEDGER UTILITIES sub-menu.  The Apply Journal Entries dialog box will open.  Use the Journal Date boxes to enter a date range (ex. 01-01-1990 through 01-01-2003, we recommend you use the oldest date in the system to the current date.). You have a choice of two modes; Process by Applied Date or Process by Journal Date.  

Assuming that you run the Apply Journal Entries utility on a regular basis, you should choose the Process by Applied Date mode, (which is the default), as this is the fastest way to run the utility.  

The other mode you may select, Process by Journal Date, is useful if there are a very large number of unapplied Journal Entries, (say several months worth), and you want to apply small groups of these, (one week at a time for example).  By entering the from/thru dates for the week, the utility will run faster if you choose the Process by Journal Date mode.
For this example, we will choose Process by Applied Date.  Click OK.  SUSTAIN will display a message box telling you that the Journal Entries will be applied and asking if you would like to proceed.  Click YES to proceed or NO to cancel.  If you click YES, SUSTAIN will apply the Journal Entries and display the number applied and rejected in the lower portion of the dialog box, as shown in the following illustration.
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A report will print letting you know if any errors are found.  It is important that someone check this report each time the Apply Journal Entries Utility is run.  When you are finished applying Journal Entries, click CLOSE.

Accessing General Ledger TRANSACTIONS 

Because we ran the Apply Journal Entries Utility, General Ledger Transactions were created.  General Ledger Transactions which debit or credit the General Ledger Chart of Accounts, can be entered directly, or as previously stated, can be generated automatically from SUSTAIN's Journal Entry.  To access General Ledger Transactions, first log into SUSTAIN.  Open file A2-CV-001 and click on the Journal folder.  When the Journal folder opens, highlight the Journal Entry applied in the previous section, (the Answer from 01-21-02), and choose the command G/L TRANSACTIONS from the AUXILIARY menu.  The G/L Transactions Window will display, as shown below.
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NOTE:  Journal Entries must have been applied before General Ledger Transactions will appear in the G/L Transactions Window.  For more information on applying Journal Entries see the section “Applying Journal Entries,” earlier in this chapter.

Use the vertical and horizontal scroll bars to move through the list of General Ledger Transactions related to the journal entry you have selected.  When you have finished viewing the G/L Transactions Window, click CLOSE.

Browsing G/L Master or G/L Transactions  

To access a Browse Window for the General Ledger Master or the General Ledger Transactions, select either “G/L Master” or “G/L Transactions” from the list of reference tables found in the Reference Table drop-down list box, located on the toolbar of the SUSTAIN desktop.

For the purposes of our example, we will choose General Ledger Transaction to browse.  You may use the G/L Transaction browse to browse by entry date or post date.
Once the G/L Transaction Browse Window is open, select a key to browse by, assign your starting from/ending at values, apply any filters you would like, and click the BROWSE command button.  The Transactions meeting your browse criteria will now be listed in the Browse Window as shown in the following illustration.  The transaction completed in our sample case has been highlighted.
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NOTE:  Unlike other Browse Windows in SUSTAIN, you may not add, change, or delete the records listed in a G/L Transaction Browse. 

PostING General Ledger Transactions 
The POST G/L TRANSACTIONS command updates the balances in the General Ledger Chart of Accounts (G/L Master) and puts a Posted Date on the General Ledger Transactions.  Typically, this is run at the end of the day during balancing procedures after the Apply Journal Entries Utility is run.  

To post General Ledger Transactions, you must first log into SUSTAIN Domain Administration.  Once you have logged into Domain Administration, select an Organization, enter your Password and choose the command POST G/L TRANSACTIONS from the GENERAL LEDGER UTILITIES sub-menu.  The Post G/L Transactions dialog box will open.  Use the Post Period boxes to enter the Period Range.  It is recommended that you always enter Period 1 thru Period 13 to be sure any adjustments are posted. Next, choose a mode to process by.  You may select either Process by Post Date or Process by Period.  For this example, we will choose Process by Post Date, the default.  Click OK.  SUSTAIN will display a message box telling you that the General Ledger Transactions will be posted and asking if you would like to proceed.  Click YES to proceed or NO to cancel.  SUSTAIN will post the Transactions and display the number posted and rejected in the lower portion of the dialog box, as shown in the following illustration.
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You will receive a message saying the posting was successful.  When you are finished posting General Ledger Transactions, click CLOSE.

Chapter Two:

Setup

General Ledger Reference Tables

There are three reference tables (General Ledger Master, General Ledger Transaction, and Journal Type) related to the General Ledger Assistant.  These reference tables follow the same procedure for setup and configuration as any other reference tables in SUSTAIN.  If you are unfamiliar with the Setup Procedure for reference tables, please consult the topic “Reference Tables,” which can be found in Chapter Three of your SUSTAIN Administrator's Guide.

You may browse your Chart of Accounts and/or your General Ledger Transactions by accessing either the G/L Master or G/L Transaction Browse Window.  For more information on this, please see the section “Browsing G/L Master or G/L Transactions,” found in Chapter One.

You may add new accounts to your chart of accounts by using the General Ledger Master (G/L Master) Browse.  For more information on this, please see the section “Adding An Account,” found later in this chapter.  

You may add new Journal Type codes and descriptions by using the Journal Type Browse.  For more information on this, please see the section “Adding A Journal Type,” found later in this chapter.  You may browse Journal Types by accessing the Journal Type Browse Window.  

In addition, you may use the Journal Type reference table to apply edits to Journal Entry amounts.  For example, each Certified Copies Journal Entry, could be required to be equal five dollars each as shown in the following illustration of a Journal Type Table browse.
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Whenever the code is entered the value will be generated with the amount.  If entries of an amount are not equal to five dollars when a Certified Copy Journal Entry is added, SUSTAIN would prompt you with an error message stating the amount is not equal to the required value.  You may also use the GE (Greater Than or Equal To) operator for your Journal Types.  Journal entries of an amount not equal to, or greater than, $10 for Bailiff Fees as shown in the illustration above, would cause SUSTAIN to prompt.  

System Settings Dialog Box
To access the System Settings dialog box, you must first log into SUSTAIN Domain Administration.  Once you have logged into Domain Administration, select an Organization, enter your Password and choose the command SYSTEM from the SETTINGS menu.  When the System Settings dialog box opens, click on the tab marked “Accounting Settings.” The Accounting Settings tab, illustrated below, allows you to enter or select a start date for the accounting or fiscal year, and to define the number of periods in your fiscal year.
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Double-clicking inside the Fiscal Year Start Date textbox causes a set of spin buttons to appear which allow you to scroll through dates.

When you have finished entering your System Settings selections, click SAVE to update the settings or CANCEL to abort.

Adding A Journal Type
To add a Journal Type, access the Journal Type Browse Window.  Once the Browse Window is open, click the Add a New Record toolbar button.  For this example, we will add a new account:  Misc. Collections.  

To the right of “Code,” enter “MISC.”  For the description, enter “Misc. Collections.”  Your Journal Type Window should resemble the following illustration.
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Close the record to save it.

Adding An Account
To add an account, access the G/L Master Browse Window.  For more information on browsing G/L Master, see the section “Browsing G/L Master or G/L Transactions,” in Chapter One of this manual.

Once the Browse Window is open, add a new account record.  For this example, we will add new accounts for:  Misc. Collections.   To keep the different types of accounts straight, we use a system where the account begins with a "1" if it's a cash type of account, a "2" if it's a Accounts Receivable type of account, a "3" for the Revenue account, a "4" for the Accounts Payable type of account, and a "5" for the Contra Revenue type of account.  We have already set-up the Cash account and the Revenue account, however, for our example of Misc. Collections, we must add the General Ledger accounts that will be associated with this Journal Type Code.  Three accounts are necessary:  an Accounts Receivable, an Accounts Payable, and a Contra Revenue Account.

To the right of “Account Number,” enter “2-MISC.”  For description, enter “A/R Misc. Collections.”  Select “Asset” for the Account Type and “Debit” for the Normal Balance.  When you have finished, your New G/L Master record should resemble the following illustration.
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Click SAVE and YES and add another new record.  Next to “Account Number,” enter “4-MISC.”  For description, enter “A/P Misc. Collections.”  Select “Liability” for the Account Type and “Credit” for the Normal Balance.  When you have finished, your New G/L Master record should look like the following illustration.
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Click SAVE and YES and add another new record.  Next to “Account Number,” enter “5-MISC.”  For description, enter “Misc. Collections.”  Select “Revenue” for the Account Type and “Debit” for the Normal Balance.  When you have finished, your New G/L Master record should look like the following illustration.
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Close the record to save.

When you are finished adding accounts, browse the G/L Masters to view the accounts you added.  The last record we added in our example is highlighted in the following illustration.
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Journal G/L Distribution 

The Journal G/L Distribution Utility allows you to define the General Ledger Transactions that will be created based on each Journal Type code.  To access the Journal G/L Distribution Window, choose the command JOURNAL G/L DISTRIBUTION from the GENERAL LEDGER UTILITIES sub-menu.  The Journal G/L Distribution Window will open.  The name of the Journal Type being defined appears in the Journal Type drop-down list at the top of the Window.  For this example, we have chosen “Certified Copy."  The Journal G/L Distribution for a Certified Copy will display, as shown in the following illustration.  
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The distribution for a Journal Type consists of five account types, Cash (1), Receivable (2), Revenue (3), Payable (4), and Contra Revenue (5), represented by the numbered drop-down lists below the Journal Type drop-down list.  These five account types are defined as follows:

Cash:  The account to be debited when cash is received, and credited when cash is paid out.  To take advantage of several setup features, Cash accounts should begin with "1-".

Receivable:  The account to be debited when a receivable is created, and credited when cash is received.  As we recommend, use "2-".

Revenue:  The account to be credited when cash is received or when a receivable is created.  There should one account, 3-REV.

Payable:  The account to be credited when cash is received and must be paid out (a liability).  As we recommend, use "4-".

Contra Revenue:  The account to be debited when a payable is credited; an offset to the Revenue account indicating where the Revenue goes.  As we recommend, use "5-".

The illustration above demonstrates a "single" distribution or spread.  Next, we will look at "multiple" distributions.

You may distribute accounts (Receivable, Payable, and Contra Revenue Accounts) into multiple account numbers by selecting a spread (@) and selecting the appropriate categories. Cash and Revenue are 1-CASH and 3-REV are not usually distributed to multiple accounts.  To see an example of a distributed account for the Journal Type “Answer,” choose “Spread [@]” from the Receivable drop-down list.  The Journal G/L Distribution Window will expand as shown in the following illustration.
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The code "Spread [@]" signifies that the account is distributed or spread to more than one account.  Examining the previous illustration, we can see that of the $96.00 paid for an Answer, $67 is applied to Clerk's Fees, $20 is

applied to the Law Library, $5 is applied to Court Reporter Fees, and so on.  In the above illustration, all of the dollar amounts are "Actual Dollar Amount," but some of your distributions may be more complicated.

Let look at a distribution that uses a more than one different Type.  Select Misdemeanor Fines and Costs as shown in the following illustration.  
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Actual dollar amount:  Indicated by the dollar sign ($), this amount type will generate a General Ledger Transaction for the amount indicated.  Similar to Percent Off The Top, this amount is then subtracted from the transaction amount and remaining percentages may be computed on the balance.  

Percent off the top (*):  Indicated by the asterisk, and shown in the previous illustration, this amount type will compute a percentage of the total transaction amount and generate a General Ledger Transaction for the calculated amount.  The amount is then subtracted from the transaction amount and remaining percentages are computed on the balance.

Percent of moving balance (/):  Indicated by the forward slash, and shown in the previous illustration, this amount type will compute percentage amounts of the total transaction, or the remaining balance if amounts have been subtracted as indicated above.  However, the slash can only be placed after A Percent Off The Top (*) and before any Actual Dollar Amounts ($).  General Ledger Transactions are then generated for the calculated percentage amount.

For example, you may collect $100.00 in Court Costs of which 10 Percent Off The Top (*) should be distributed to Judges' Retirement ($10.00).  Ten Percent (/) of the Remaining Balance is applied to the Victims' Assistance Fund ($9.00).  Of the remaining balance, $10.00 is distributed to Clerk's Fees, $2.00 distributed to the Automation Fund, $2.00 distributed to the Law Library, and the remaining balance after that shared between the State and County, with 70% (%) going to the State ($46.90), and 30% (%) going to the County ($20.10).  
Percent of fixed balance:  Indicated by the percent sign (%), and shown in the previous illustration, this amount type will compute percentage amounts of the total transaction, or the remaining balance if amounts have been subtracted as indicated above.  General Ledger transactions are then generated for the calculated percentage amount.  The percentages must total 100% and be your last entries in your distribution.  

For example if you collect $100.00 in Court Costs of which $5.00 goes to Judges' Retirement, $10.00 Clerk's Fees, $3.00 Automation Fund, $2.00 Law Library, 70% to the State, and 30% to the Country, the fixed dollar amounts would be entered first, which would leave a balance of $80.00 of which $56.00 or 70% would be distributed to the State and the remaining $24.00 (30%) would be distributed to the County.

Once again, these more complicated distributions are useful when taking payments on new files since so many different types of money are collected.  Instead of entering all of the different Journal Type codes, you may simply enter one and the Journal Distribution distributes the money for you.

Distributions can be relatively simple and distributed to a single account you have created, or they can be more complex and distributed among several different accounts.  

For an example of a simple distribution, where the receivable, payable, or contra revenue account each spread to one account, we will return to the Miscellaneous Collections account we added earlier.

Access the Journal G/L Distribution Window and choose the Journal Type “Miscellaneous Collections,” from the Journal Type drop-down list.  Click on the drop-down list to the right of the word “Cash.”  When the drop-down list opens, press the F5 function key.  A Code Search box will open to list the Cash accounts, select the code “Cash [1-CASH].”

Click on the drop-down list to the right of the word “Receivable.”  When the drop-down list opens, press the F5 function key.  A Code Search box will open and list the Receivable accounts, select the code “A/R Misc. Collections [2-MISC].”

Click on the drop-down list to the right of the word “Revenue”  When the drop-down list opens, press the F5 function key.  A Code Search box will open and list the Revenue account, select the code “Revenue [3-REV].”

Click on the drop-down list to the right of the word “Payable”  When the drop-down list opens, press the F5 function key.  A Code Search box will open and list the Payable accounts, select the code “A/P Misc. Collections [4-MISC].”

Click on the drop-down list to the right of the word “Contra Revenue”  When the drop-down list opens, press the F5 function key.  A Code Search box will open and list the Contra Revenue accounts, select the code “Misc. Collections [5-MISC].”

If you make a mistake while defining your distribution and wish to clear the accounts, types, and amounts, click UNDO.  

You have now set-up your Misc. Collections Journal Type using  the A/R, A/P, and Contra Revenue accounts you created earlier.  Your Journal G/L Distribution Window will now resemble the following illustration.
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If your distribution uses dollar amounts, (unlike our example) and you wish to validate your distribution to make sure that the distributed amount equals the total actual dollar amount, click VALIDATE.  If the amount is incorrect, SUSTAIN will display an error message.

If a Journal Type is similar to, a Journal Type you have already set up, you can select that Journal Type from the drop-down list below the COPY SPREAD command button and its spread will be copied to this Journal Type.

When you have finished setting up accounts, click SAVE.  If you do not wish to save the spread you have defined, click CANCEL.  If you need to clear data entered on the screen click UNDO.

For an example of a more complex distribution in which the A/R, A/P, and Contra Revenue (2, 4, and 5 accounts) spread into multiple accounts, access the Journal G/L Distribution Table and choose the Journal Type “Civil Filing,” from the Journal Type drop-down list.  The procedure for creating a G/L Distribution for any category (Receivable, Payable, etc.) is similar, therefore our example will be distributing the Receivable for a Civil Filing among five accounts.

Note that the Receivable for Civil Filing has already been set-up.  For the purposes of this example, we will illustrate the steps we took to distribute the A/R amount.    

In our example, a Civil Filing is equal to $196.00, which is displayed in the lower left corner of the window under Journal Validation as shown in the following illustration.
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Of this $196.00, we will distribute the Receivable, Payable and Contra Revenue amounts.  

Choose “Spread [@]” from the Receivable drop-down list, illustrated below.  

[image: image22.png]2) Receivable [FREYID

== Press F5 for Code Search =





The Journal G/L Distribution Table will expand, and a spreadsheet with three columns, (Account, Type, and Amount), will open, as shown in the following illustration.
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In our example, the $196 taken for the Civil Filing is to be divided as follows:  $167 to Clerk's Fees, $20 to Law Library, $5 to Court Reporter Fees, $3 to Judges' Retirement, and $1 to the Micrographics Fund.  In this example, SUSTAIN has already entered the amounts for you.  If you had to enter the amounts yourself you would go to the first row of the Account column of the spreadsheet, choose A/R Clerk's Fees from the drop-down list or Code Search box.  Tabbing over to the Type column, you would have chosen the distribution type “Actual dollar amount.”  Next, enter the amount.  In our example, $167 of the $196 for the Civil Filing is to be applied towards Clerk's Fees.  

Using the same procedure, select the Receivable Law Library Account with a Type of Actual dollar amount and an Amount of $20, an Account of Court Reporter Fees, with a Type of Actual dollar amount and an Amount of $5, etc.  You will notice as you enter an Amount and proceed to add another Account, the total dollar amount will be added to the Total actual dollar amount box on the lower right side of the window.  
If you make a mistake while defining your distribution and wish to clear the accounts, types, and amounts, click UNDO.  If more rows are needed to complete the distribution, click the PLUS command button and ten rows will be added to each column in the table, up to a maximum of fifty rows.
Following these steps for entering each Account, Type and Amount, your Journal G/L Distribution Window, should now resemble the previous illustration.

SUSTAIN will ensure that the Types (*,/, etc) used for the receivable distribution, payable distribution, and contra revue distribution are equal.

When you have finished distributing accounts, click SAVE.  If you do not wish to save the distribution you have defined, click CANCEL.  

Chapter Three:

Utilities

General LEdger UTILITies Overview
Once you have logged into Domain Administration, select an Organization, enter your Password and choose the command GENERAL LEDGER from the UTILITIES menu.  The Utilities menu will spawn a sub-menu.  Make a selection from the GENERAL LEDGER UTILITIES sub-menu.  General Ledger Utilities are discussed in greater detail in the following sections.

NOTE:  GENERAL LEDGER UTILITIES sub-menu options not discussed in this chapter were discussed in the preceding chapters.

General Ledger Transaction Entry Utility

General Ledger Transactions are similar to journal entries in a standard accounting system.  These are the debits and credits to General Ledger accounts.  The General Ledger Transaction Entry allows you to enter transactions manually.  Its primary purpose is for making adjusting entries or entries not appropriate through other means.

To enter a General Ledger Transaction, you must first log into SUSTAIN Domain Administration.  Once you have logged into Domain Administration, select an Organization, enter your Password and choose the command G/L TRANSACTION ENTRY from the GENERAL LEDGER UTILITIES sub-menu.  This will cause the Enter General Ledger Transactions dialog box to display as illustrated below.
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For our example, we will enter a Transaction for the payment of funds from our Cash account to the Judge’s Retirement fund.  Use the Period spin buttons to select an accounting period for the Transaction.  For our example, we will choose 1.  Enter a date in the Date text box.  For our example, enter 1-31-2001.  Enter a Memo to explain why the manual transactions are being entered, in the Memo text box.  For our example, we will enter Monthly Payment to Judge's Retirement.  For our example, a Division and File ID number are not necessary because our transaction is not related to a particular file. However, if we were transferring Bond on a file to apply it to Costs and Fines on that file we would enter the Division and file Number.  Next, enter an Account or select one from the drop-down list.  For the first account in our example we will enter “Cash [1-CASH],” or select it from the Code Search box and enter the Credit amount of $250.00 in the Credit column.  In row two, enter the account type “A/P Judge’s Retirement [4-JR],” or select it from the Code Search box, and enter the amount to be debited ($250.00).  Your dialog box should resemble the following illustration.
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Debits and Credits must be equal for you to continue processing.  Click OK to process the Transaction.  SUSTAIN will display a message, informing you that the Transaction Entry has been completed and asking if you wish to clear the screen.  Click YES to clear the screen or NO to return to the screen.  If at any time you make a mistake and wish to clear all the fields in the dialog box, click CLEAR.  When you have finished entering General Ledger Transactions, click CLOSE.

Generate G/L Accounts Utility

The Generate G/L Accounts Utility is useful in the initial setup of the General Ledger and can assist you with creating your organization's Chart of Accounts.  After you have defined your Journal Type Table, (i.e., set up all Journal Type Codes that need single Accounts Receivable, Accounts Payable, or Contra Revenue Accounts, not those codes that are spread into multiple accounts such as Filing Fees), choose the command GENERATE G/L ACCOUNTS from the expanded GENERAL LEDGER UTILITIES menu.  SUSTAIN will respond with a message box, asking if you wish to generate General Ledger account masters based on Journal Types.  However, if you run this utility inadvertently and it creates 2's, 4's and 5 accounts that you will never use, because they spread, just delete them from the General Ledger.  Click YES to generate the General Ledger Accounts, or NO to cancel.

If you choose YES, SUSTAIN will add a cash and revenue account (“1-CASH” and “3-REV”), if they have not already been added to your Chart of Accounts.  SUSTAIN will then create the Accounts Receivable (2-), Accounts Payable (4-), and the Contra Revenue (5-) account for each Journal Type in the Journal Type Table.   

SUSTAIN will display a message box telling you when the generation of General Ledger accounts is complete.

Renumber Account Utility

The Renumber Account Utility allows you to modify a General Ledger Master account number throughout the system, updating all posted and unposted General Ledger Transactions, the Chart of Accounts, and the Journal G/L Distribution Table.  If the Disbursements Assistant has been used, Checks, Disbursements and the Disbursements Type Table are also updated. 

To renumber an account, choose the command RENUMBER ACCOUNT from the expanded GENERAL LEDGER UTILITIES menu.  The Renumber General Ledger Account dialog box will open.  Enter the old or existing account number in the From Account combo box, or select an account from the drop-down list.  Enter the new account number in the To Account textbox and click OK.  If you do not wish to renumber the account, click CLOSE.  If you click OK, SUSTAIN will respond with a message box, asking you to confirm the renumbering of the account.  To proceed with the renumbering, click YES.  If you do not wish to renumber the account, click NO. 

Reset Accounts Utility

The Reset Accounts Utility is useful in the initial setup of the General Ledger.  This utility resets the General Ledger Master balances to zero, but does not move the balance to the previous year field.  

NOTE:  Before selecting the RESET ACCOUNTS command, make sure that you have posted all General Ledger Transactions that are to be cleared from SUSTAIN.

To reset accounts, choose the command RESET ACCOUNTS from the expanded GENERAL LEDGER UTILITIES menu.  SUSTAIN will prompt with a message box, confirming that you wish to reset the General Ledger master balances to zero.  Click YES to reset the balances to zero, or NO to cancel.  SUSTAIN will display a message box, informing you when the accounts have been reset.

Year End Close Utility

The Year End Close Utility allows you to close out the General Ledger Accounts at the end of the fiscal year and prepare for the coming year. General Ledger Transactions for the previous year and General Ledger Masters are copied to backup files.  The General Ledger Transaction file is created empty (unless you have General Ledger Transactions for the new year and tell SUSTAIN to put them in the new file).  The new General Ledger Master will have the balances in the Previous Period fields.  It moves the Period amounts for the year you are closing into the “Previous” amount fields, and moves the ending balance to the Begin Balance field.  In addition, the Fiscal year start Date is updated. 

NOTE:  Before running the Year End Close Utility, make sure you have completed the following actions:

1. Make sure that all Journal Entries have been applied for the fiscal year being closed.

2. Make sure that all General Ledger Transactions have been posted for the fiscal year being closed.

3. Make sure all Disbursements and Pass Through accounts have been paid out.

4. Make sure that no Users are in SUSTAIN.

5. Make sure you have a good backup before running this utility.

NOTE:  YEAR END CLOSE should only be run when closing the FISCAL year, which may or may not correspond with your calendar year.

To close the General Ledger for the fiscal year, choose the command YEAR END CLOSE from the expanded GENERAL LEDGER UTILITIES menu.  SUSTAIN will prompt with a message box, asking if you wish to close the General Ledger year.  Click YES to close the General Ledger year or NO to cancel.  If you choose YES, SUSTAIN will display a message box that asks, “If Transactions are found with this year's date and were posted to last year, do you want them backed out and marked as unposted.”  If you have posted transactions for the new fiscal year, SUSTAIN will remove them from the backup General Ledger Transaction, remove the post Date, and add them to your new General Ledger Transaction file.  Click YES if you wish to mark Transactions with the current new fiscal year's date as unposted.  Click NO if you want Transactions with the current new fiscal year's date to remain posted to last year.  This means that these transactions will be moved to the “backup or GLTFxxxx.BTR” file and will not be available in SUSTAIN.  If you do not wish to close the fiscal year, click CANCEL.  If you choose YES, SUSTAIN will display a message informing you that the fiscal year has been closed.

NOTE:  If you have Transactions with the current Fiscal year's date, and you backed them out, you will need to post those Transactions after the Year End Close.
Chapter Four:

Help
Accessing Help


To access the Help System you may:

1. Choose CONTENTS from the HELP menu.

2. Press the F1 function key.

3. Click the HELP toolbar button.

From the Contents Page of SUSTAIN’s Help System, click on the words “Additional Help Systems,” found towards the bottom of the page.  Another page will open which lists the names of other available Help Systems.  Click on the words that read, “Click here to access the General Ledger Assistant’s Help System.”  This will open General Ledger Help.

To choose another Help System, go to the Contents Page of General Ledger Help, click on the words, “Additional Help Systems,” and choose another Help System from the list. 
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