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Introduction

WELCOME TO PROSYSTEM FX TRIAL BALANCE

ProSystem fx Trial Balance is the most complete system available for preparing and updating
workpapers and financial statements. It also provides industry-specific ratios for analytical
review. Unlike other trial balance packages, ProSystem fx Trial Balance offers built-in fund
accounting for tax-exempt organizations. With more than 200 standard workpapers documenting
the audit process, you are assured of a smoother, more reliable audit.

Conventions

To help you locate and interpret information easily, this book uses consistent visual cues and a
few standard text formats:

® Specific entries or actions to be made by the user appear in bold lettering. For example,
Enter Install, Click OK, Select Setup, Press F4.

® The bold Note contains important additional information about the preceding text.

Terminology

This guide assumes you are familiar with the Windows environment and that you are using a mouse
with Windows. However, the function and cursor movement keys you can use instead of a mouse
are listed in Function Keys on page iv.

The following is a list of terms used consistently throughout the guide:

® Choose. To use a mouse or key combinations to pick an item that begins an action in
ProSystem fx Trial Balance.

m Select. To highlight an item by clicking it with your mouse. Selecting an item does not start
an action. Once you select an item, choose the action that will affect the item.

® Click. To position the cursor on a button or menu command and then press and release the
active mouse button once.

® Double-click. To position the cursor on an icon or selectable item and then press the mouse
button two times in rapid succession.

® Check. To position the cursor in a check box and click the mouse once. A check mark
enables the option. Click in the check box again to remove the check mark and disable the
option.

® Drag. To position the cursor on an object and then, while pressing and holding the active
mouse button, move the mouse pointer to a new position.
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® |con. A graphic symbol representing a program or an option.
® Drop-down list. A variation of the list box that displays one item until the user chooses to
display other options within the list.
The following abbreviations are used throughout the guide:

® AJE. Adjusting Journal Entry

EJE. Eliminating Journal Entry
PAJE. Passed Adjusting Journal Entry
TJE. Tax Journal Entry

RJE. Reclass Journal Entry

Function Keys

While working in ProSystem fx Trial Balance, use the function keys listed below to initiate actions
and to move within the grids.

Key(s) Function(s)

In a dialog or menu, executes a command.
In a grid, moves the focus from cell to cell.

Enter Note: To move the cursor right after pressing Enter, select Options >
Move Right After Edit. To move the cursor down after pressing Enter,
select Options > Move Down After Edit.

Moves the focus from cell to cell, moving to the right and down (when

L it reaches the end of a row).

Shift + Tab Moves the focus from cell to cell in reverse order.

Initiates the action or moves to the option whose underlined letter

Alt + letter matches the one you enter.

Up Arrow, Down Arrow,

Left Arrow, Right Arrow Moves from cell to cell in the direction of the selected key.

Home Moves to the first cell in the row.

Page Up or Page Down Scrolls up and down through a grid.

Depending on the type of cell that is in focus, deletes the data in the

Spacebar cell or opens the picklist.

Shift + Up Arrow, Down
Arrow, Left Arrow, Right
Arrow

Extends the selection of cells in the direction of the selected arrow
key.

Shift + Home Extends the selection of cells to the first cell in the row.
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Key(s) Function(s)

Closes a dialog box without completing the command (same as the

Esc or Alt + F4 Cancel button).

Depending on the type of cell that is in focus, opens the picklist or
F2 Zooms.

In Financial Statement Formatting mode, opens the Cell Value dialog.

F4 Functions as a toggle to show or hide the information in a picklist.
Ctrl + N Creates a new company.

Curl + O Opens an existing company.

Ctrl + F Saves Financial Statements.

Ctrl + P Opens the Print dialog.

Ctrl + C Copies the selected data.

Ctrl +V Pastes the selected data.

Adds a blank row below the row which is in focus.
+ (on keypad) In a Journal Entries grid, opens the Details grid to add a journal entry.
In the Transactions grid, moves to the last line of the grid.

Adds a blank row below the row which is in focus.
Ctrl+ A In a Journal Entries grid, opens the Details grid to add a journal entry.
In the Transactions grid, moves to the last line of the grid.

Ctrl + 1 Restores all grid icons.
Ctrl + U In Financial Statement Formatting mode, moves row up.
Ctrl + D In Financial Statement Formatting mode, moves row down.

Activates each grid in sequence (regardless of whether the grid is

Ctrl + F6 .
maximized).

Activates each grid in reverse sequence (regardless of whether the

Shift + Ctrl + F6 grid is maximized).
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Chapter 1

GETTING STARTED

Introduction

ProSystem fx Trial Balance is a state-of-the-art Windows-based trial balance software solution
designed to help practitioners streamline their reviews, compilations, and audits. It automates
recurring clerical and mathematical functions allowing you to focus on serving your clients.

Installation Overview

This section explains how to install ProSystem fx Trial Balance as an independent product on
standalone computers, networks, and laptops.

When you run ProSystem fx Trial Balance on a network, multiple users can run the program
concurrently and can work with a specific set of client data. You must license the number of
concurrent users in advance. ProSystem fx Trial Balance does not allow a greater number of
concurrent users than licensed.

Directory Structure
The default directory for ProSystem fx Trial Balance installation is: X:\avision\, where X is the
drive where ProSystem fx Trial Balance will be installed.

Software/Hardware Requirements

The minimum software and hardware specifications your computer system needs to run
ProSystem fx Trial Balance are listed below.

Microcomputer  100% IBM-compatible Pentium PC

Memory Minimum of 256MB recommended for all operating systems

50MB of hard disk free for Program files
4MB for Tutorial files (optional)

Hard Drive
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Windows XP - Service Pack 3 or higher, Windows 2003, Windows 2008, Windows

Sii;i:mg Vista, Windows 7, Windows 8, 8.1 and Windows Server 2008 R2 and 2012 R2.
d MDAC 2.8 or higher is required on each workstation.

Operating Internet Explorer 5.5 or greater

System o °

Components Adobe® Reader® 5.0 or greater

Supported Network Platforms

® Novell NetWare, version 5.1 or higher
& Windows 2003 Server, Service Pack 1

® Peer-to-Peer environments running Windows XP Professional - Service Pack 3 or higher, or
Linux (kernal 2.4.2 or higher, Samba 2.2.3a or higher)

® Linux RedHat version 6.2 or 7.0
m (Citrix Metaframe

Note: When running in Peer-to-Peer environments, a dedicated server is required.

WAN Processing

Windows Server 2008 and 2008 R2 with Terminal Server or Terminal Server with Citrix XP or
higher, or Windows 2003 Server, Service Pack 1 with Terminal Server or Terminal Server with
Citrix XP are required to process ProSystem fx Trial Balance across a WAN line.

Supported Network Clients

The latest version of Microsoft Client for NetWare or Novell Client for Windows 2008. We
recommend that Novell Client users disable the cache-write feature.

Supported Network Topologies
Ethernet. 10Mbps or greater

Virus Scan
If running Real Time virus scanning options, exclusion of ProSystem fx Trial Balance directory
structures and .NTR files is required on workstations and servers.

Display Settings

We recommend a minimum resolution setting of 1024 x 768 using small fonts.

Installing ProSystem fx Trial Balance

ProSystem fx Trial Balance can be installed locally, on a network, or to a laptop computer (after a
network installation). Select the following instructions that fit your needs.
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Local Installation

ProSystem fx Trial Balance can be installed on a PC, independent of a network. This is useful for
users who are not connected to a network or who do not need to make the software available to
others on the network. This installation automatically creates directories, copies files from the
installation disks to the local hard disk, and sets up the Start Menu group and icon for ProSystem fx
Trial Balance.

Before you begin the installation, exit all Windows programs.

To perform a local installation, do the following:

1. Start Windows and insert the ProSystem fx Trial Balance CD into the appropriate drive.
Select Start > Run.

3. Enter the CD drive letter, a colon (:), and a backslash (\), followed by setup (for example,
e:\setup). The Welcome screen displays.

4. Read the information on the screen and click Next. The Select Type of Installation dialog
displays.

5. Select Install ProSystem fx Trial Balance and click Next.

Note: You can also check Install Tutorial and/or Install User Guide, and they are
installed after the program installation is complete. Or, you can install these items
separately later.

6. Continue through the installation dialogs. You can accept the default drive or change it to
the drive of your choice.

7. On the Type of Installation dialog, choose Standalone Install and click Next.

Note: If this is your first installation of ProSystem fx Trial Balance, or if the system
cannot locate your permission data, you are requested to download the permission files
from the Internet or insert the permission diskette provided to you. Insert the disk and
click Next.

8. Select the Program Folder and click Next.

9. Continue through the installation process until the Setup Complete dialog displays. Click
Finish.

Network Installation

Network installation is for PCs that are connected to a network at all times. The network
installation loads an installation program (Workstation Setup) on the network from which you can
set up ProSystem fx Trial Balance on each workstation. A subdirectory nhamed NET is created
under the network subdirectory that you specify. The Workstation Setup is run from the NET
subdirectory which automatically creates the Start Menu group and icon for ProSystem fx Trial
Balance. For example, if you install ProSystem fx Trial Balance in the X:\avision\av32 directory,
you would run the Workstation Setup from X:\avision\av32\net\setup.

Before Network Installation

® Log in to your network as a Supervisor (or equivalent). If you do not, you may not be able to
create subdirectories and install/overwrite files on the network server.

Chapter 1 - Getting Started « 3



m If each workstation uses the Windows files from the server (as opposed to having Windows
installed locally), do the following:

# Ask all users to exit Windows and then temporarily remove user rights to the Windows
subdirectory.

# Set the DLL files in the Windows > System subdirectory to Read/Write. This allows any
new Dynamic Link Libraries to be installed on the program subdirectory.

m If a previous version of ProSystem fx Trial Balance is installed on the server, set all the files
in the ProSystem fx Trial Balance program subdirectories to Read/Write. This ensures that
the Installation program can overwrite any existing ProSystem fx Trial Balance files.

® A permission disk is provided if you are licensed for ProSystem fx Trial Balance.

Network Installation Instructions

1. Start Windows.

2. Insert the ProSystem fx Trial Balance CD into the appropriate drive.

3. Select Start > Run.

4. Enter the CD drive letter, a colon (:), and a backslash (\), followed by setup (for example,
e:\setup). The Welcome screen displays.

5. Read the information on the screen and click Next. The Select Type of Installation dialog
displays.

6. Select Install ProSystem fx Trial Balance Program and click Next.

Note: You can also check Install Tutorial and/or Install User Guide, and they are
installed after the program installation is complete. Or, you can install these items
separately later.

7. Continue through the installation dialogs. You can accept the default drive or change it to
the drive of your choice.

8. On the Type of Installation dialog, select Network Install and click Next.

Note: If this is your first installation of ProSystem fx Trial Balance, or if the system
cannot locate your permission data, you are requested to download the permission files
from the Internet or insert the permission diskette provided to you. Insert the disk and
click Next.

9. Select the Program Folder and click Next.

10. Continue through the installation process until the Setup Complete dialog displays. Click
Finish.

Once ProSystem fx Trial Balance is installed on your network, set it up on each individual
workstation by running Workstation Setup. Click the Workstation Setup icon and select
Workstation Setup on the Type of Installation dialog. Follow the standard installation steps as
outlined above for each workstation you want to set up.

After Network Installation

Once ProSystem fx Trial Balance has been installed on your network, you may want to assign
Shareable and Read Only attributes to all the program files in the Trial Balance subdirectories.
This prevents any users from inadvertently overwriting these files. Reset any files you changed to
Read/Write in the Windows directory to their previous settings.

Chapter 1 - Getting Started « 4



Laptop Installation

Laptop installation is available only to users who have licensed the Network version of
ProSystem fx Trial Balance and can be installed only after Network installation has taken place (as
outlined in the preceding section).

From the laptop to which you are installing the program, click the Workstation Setup icon.
Read the information and click Next.

Select Laptop Install on the Type of Installation dialog.

Click Next.

Continue through the installation dialogs. You can accept the default drive or change it to
the drive of your choice.

6. On the Setup Complete dialog, click Finish.

U N W N =

Note: A pop-up window notifies you when an update is available on the network.

Installing the ProSystem fx Trial Balance User Guide

The ProSystem fx Trial Balance User Guide is located on the program CD. The installation process
installs the current version of Adobe Acrobat, which enables you to read the PDF file format in
which the Guide displays. The Guide remains on the CD; it is not installed to a standalone or
network directory. When you want to view the Guide, you must insert the CD in your CD drive.

To install Adobe Acrobat and the Guide, follow the standard installation steps and select Install
User Guide on the Select Type of Installation dialog. You will be walked through Acrobat’s
installation procedure. Following the installation, an Instruction Guides on CD icon is created on
your desktop.

ProSystem fx Trial Balance e-fx Update

The e-fx Update allows you to update currently installed versions of ProSystem fx Trial Balance
via the Internet. You can use e-fx Update to download and install any available e-fx update files.
The e-fx Update downloads files from the ProSystem fx Office Web site; therefore, the
workstation from which you choose to run the e-fx Update must have an active connection to the
Internet.

Note: The e-fx Update cannot be run from a laptop.

The e-fx Update provides two different methods to download the e-fx downloads. You can choose
the method that best matches your needs.

® Download and install update. Downloads and installs the appropriate update files for
ProSystem fx Trial Balance.

® Download update only. Downloads the appropriate files to be installed at a later time using
the Install previous download.

Note: If the download process is interrupted, you are notified of a failed download process
after restarting e-fx Update. Select Yes on the notification dialog and the download begins
with the file that was interrupted. Files downloaded prior to the failure will not be affected or
overwritten. If you select No, you are prompted to delete or maintain the files. If you select to
delete the files, the download process restarts from the beginning.
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Download and Install Update Option

To perform the Download and install update option, complete the following steps:

1. Select Help > e-fx Updates. A message displays indicating the Trial Balance application will
be closed in order to install the e-fx update.

2. Select Yes to continue and the e-fx Update dialog displays.

fx o fx Update (= [ [

Welcome to e« Update - a convenient new way to retrieve
the latest pragram updates via the internet!

Mow you no longer have to wait for scheduled CD releases in
arder to receive the latest versions of your licensed programes.
Instead, use the internet to log onto our servers and download
the latest pragram revisions ta pour office.

et Update ensures your firm receives the latest programs,
farms, and capabilities in a timely manner that will enhance
wour firm's productivity and eliminate the waiting period

between product releases, L
Ancount no: - 981637

Wersion no: 2011.a00
e-fx Update options
& Dowrioad and instail updatel
" Dowrload update only
=

Check disk space Check internet cannection
¥ Check spstem for available disk space ¥ Check for presence of internet connection

Mest » Exit ‘ Help

3. Select Download and install update.

W Tip: We recommend that you leave the Check system for available disk space box
checked. If this option is selected, you are notified before a download begins when
there is not enough disk space on your computer for the files being downloaded.

If the box is not checked, the system does not check the disk space and a download could be
halted before completing when there is not enough disk space.

Leave the Check for presence of Internet connection option if you want to have the PC
performing the e-fx download checked for an active connection to the Internet. If you have
any problems with your browser or Internet service provider while using e-fx update, you
may want to clear the check from this option.

Note: Any previously downloaded release is deleted.
4. Click Next. The e-fx Update program establishes a connection to the Internet and checks for

an available update file for the currently installed version of ProSystem fx Trial Balance.

5. The Download e-fx Update dialog displays the progress as the e-fx update files are
downloaded.

6. When the download completes, the e-fx update immediately begins the installation. The e-fx
Updates message shows the progress.

7. A message displays when the installation is complete and you are prompted to delete the
downloaded files.

8. Click Yes to retain the downloaded files, or click No to delete the file.
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Download Update Only Option

To perform the Download update only option, use the following steps:

1. Select Help > e-fx Updates. A message displays indicating the Trial Balance application will
be closed in order to install the e-fx update.

Select Yes to continue and display the following e-fx Update dialog.
3. Select Download update only.

£% e-fix Update [E=NEE

wielcome to e-fx Update - a convenient new way to retrieve
the latest program updates wia the internet!

Mo pou no longer have to wait for scheduled CO releaszes in

order to receive the latest versions of your licensed programs.

Instead, use the intermet ta log onta our servers and download
the latest program revisions to your office.

e-fu Update ensures your firm receives the latest prograns,
farmz, and capabilities in a timely manner that will enhance
your firm's productivity and eliminate the waiting period
between product releaszes.

Account hor - 381637
Yergion no: 2011.a00

e-fx Update options

" Download and install update

||
B i i
e Ll
|

Check. dizk space Check internet connection
¥ Check system for available disk space W Check for presence of internet connection

Hext > I Exit | Help |

h u‘;

We recommend that you leave the Check system for available disk space box checked. If
this option is selected, you are notified before a download begins when there is not enough
disk space on your computer for the files being downloaded.

If the box is not checked, the system does not check disk space and a download could be
halted before completing when there is not enough disk space.

Leave the Check for presence of Internet connection option selected if you want to have
the PC performing the e-fx download checked for an active connection to the Internet. If
you have any problems with your browser or Internet service provider while using e-fx
update, you may want to clear the check for this option.

Note: Any previously downloaded release is deleted.
4. Click Next. The e-fx Update program establishes a connection to the Internet and checks for
an available update file for the currently installed version of ProSystem fx Trial Balance.
A message displays the file progress as the e-fx updates are downloaded.
The Download Complete dialog lists items that have been downloaded but not installed.

5. You can install the update items listed by selecting the Install Now button or use the Install
previous download option to install later. If you choose to Install Now, the install begins
immediately and once the installation completes, you are prompted to delete the
downloaded files.

6. If you select Exit, the e-fx Update program closes.
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Install Previous Download

To perform the Install previous download option, do the following:

1. Select Help > e-fx Updates. A message displays indicating the Trial Balance will be closed
in order to install the e-fx update.

2. Select Yes to continue.
The following dialog displays to allow you to choose the applicable e-fx Update option.

Fx e-f Update = | =) ]

Wwielcome to e-fx Update - a convenignt new way to retrieve
the latest program updates via the internet!

Maow you no longer have to wait for scheduled CD releases in

arder to receive the latest versions of your licensed programs.

Instead. use the internat to log onta our zervers and download
the latest program revigions to vour office.

e-fx Update enzures your firm receives the latest programs,
forms, and capabilities in a timely manner that will enhance
waur firm's productivity and eliminate the waiting period
between product releases.

Account no: - 931637
Yerzion no: 207000

e-fx Update options

" Download and ingtall update
" Download update onl

ie

Check dizk space Check internet connection
¥ Check system for available disk space W Check for presence of jnternet connection
Mext > | Exit | Help | |

% —.—I_-;

3. Select Install previous download, then select the Next button. The e-fx update
immediately begins the installation. The e-fx Updates message shows the progress.

4. Upon completion of the installation, you are prompted to delete the downloaded files. Click
Yes.

Using the Help System

ProSystem fx Trial Balance has a detailed and comprehensive online Help system that can be
accessed in a number of ways:

E ® Click Help on the toolbar to access context-sensitive Help for the currently active grid.

m Select the appropriate item from the Help menu (Contents, Overview, Commands, Glossary)
to access the specified part of the Help system.

® Click Help on a dialog to get specific Help information for that dialog.
m Select Help > Active Window to get specific Help information for the active grid.

Chapter 1 - Getting Started « 8



ProSystem fx Trial Balance Support on the Web

You can visit the Customer Support Web site for the latest product information on ProSystem fx
Trial Balance. You can also access a number of useful customer services such as release
information, program updates, product support tips, and answers to frequently asked questions.

The primary goal of the Web site is to enhance the quality of our support and service by providing
you the convenience of accessing information on the Web. The ProSystem fx Trial Balance support
on the Web menu options open your Internet Web browser and take you to the selected area of the
Customer Support Web site:

® Product Home Page. View information (e.g., FAQs, System Requirements, Hot Topics)
related to the product.

® Browse our Knowledge Base. Browse articles by topic to find solutions that our tax and
support team have compiled.

® Contact Support. Contact us with your general comments and questions, check the status of
support and enhancement requests, view firm information change requests, find Web site
administration information, and more.

m Start A Remote Support Session. Start a support session with a support representative.

® My Account. Log in or register to manage your account, receive copies of your invoices,
check the status of your order, and more.

You can access the Customer Support Web site directly from within the ProSystem fx Trial Balance
Help menu if you are using one of these browsers:

® Microsoft Internet Explorer version 5.5 (or greater)
® Netscape Communicator version 4.0 (or greater)
® Netscape Navigator version 4.0 (or greater)

If you are using a provider such as America Online, you need to set up one of the above listed
browsers as your default browser in order to launch directly from ProSystem fx Trial Balance to
our Web site.

You can also access our Web site at http://support.cch.com.

How ProSystem fx Trial Balance is Organized

ProSystem fx Trial Balance uses a basic hierarchical relationship to accomplish data grouping and
presentation. That hierarchy consists of the following:

® Account Types. Identify an object as an Asset, Liability, Equity, Revenue, or Expense.

m Classifications. Assist in sorting financial data for workpaper presentations. They further
identify Asset and Liability objects as Current, Long-term, or Other and Expense objects as
Cost of sales, Operating, or Other. Classifications must have an Account Type assigned.

® Leads/Subleads. Provide a means of grouping accounts. Leads must be assigned to a
Classification and they inherit its Account Type. Subleads must be assigned to a Lead and
they inherit the Classification and Account Type of the Lead. Subleads are used to create
sub-groupings of related accounts, such as sub-groupings for inventories, fixed assets,
revenues, and expenses. Leads can have both Accounts and Subleads assigned to them.
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® Accounts. The lowest level in the hierarchy. All accounts must be assigned to Leads or
Subleads (not both). Accounts assigned to a Lead or Sublead inherit the Account Type and
Classification of the Lead or Sublead.

The diagram in the topic Opening, Creating, or Converting a Company on page 10 illustrates
ProSystem fx Trial Balance's hierarchy.

This hierarchy must be set up correctly before creating workpapers or financial statements;
otherwise, accounts or leads may not be included in the workpapers or financial statements. At
any time after importing or entering data, you can verify that your hierarchy is set up properly by
examining the Diagnostics grid in ProSystem fx Trial Balance. Any unassigned accounts or leads
are listed in the Diagnostics window.

Industry Standards

ProSystem fx Trial Balance contains industry standards for funds, fund types, classifications, leads,
subleads, data elements, and ratios. A complete listing of the industry standards is located in the
Help file. To access this listing, select Help > Glossary, click ProSystem fx Trial Balance
Control File Industry Standards, and select the industry you want to view.

When a new company is created, you are required to select an industry, but you are given the
option of whether or not to include the industry standards for each applicable object.

The industry can be changed for existing databases using the Company Information dialog
accessed from the Setup menu.

These standards can also be added to existing databases if you did not select them when a
database was first created or if a database was created through conversion from another package.

Opening, Creating, or Converting a Company

These sections explain how to open an existing company, create a new company, create and use
template companies, or convert existing company data from another package to ProSystem fx
Trial Balance. You will also find instructions for importing ASCII account balances to new or
existing companies.

Opening an Existing Company

When ProSystem fx Trial Balance starts, the Open Company dialog is displayed. The company list
identifies ProSystem fx Trial Balance databases. The ID and name of the companies are displayed
in the list.
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If installed, the sample companies appear on the company list.

Ass=ts
Liabilit izs
Equity

&

Account Types

FRevernue

Expens==

TR

Classifications Current Assets =
Froperty & Equpment
Other Assets

Leads/ Subleads Cash ¥ -
Securties & Other Megotiable Assets
Accounts Receivable - Trade & Intercormp any

Other Recet ables
Inwentorias
Prepaid Assets
Motes Recew able

Deferred Charges

Future Income Tax Benefits
Other Current Assets

Accounts Petty Cash Y
Cash n Bank - Checkng
Cash n Bank - Savings
Certificate of Deposit

When you select a company from the list, its data directory is displayed at the bottom of the
dialog.

There are two ways to add existing ProSystem fx Trial Balance databases to the client list: Browse
and Find.

® The Browse button allows you to navigate the disks and directories to locate a database.
Select the directory in which the company data is stored from the list displayed by
double-clicking the relevant folder.

When you double-click a directory containing company data, the company name is displayed
at the top of the dialog box. Click OK to open the company. After ProSystem fx Trial Balance
loads the files, you are ready to begin working with the company data.

® The Find button allows you to specify an entire drive or a specific directory to be searched
for ProSystem fx Trial Balance databases. All databases found on that drive are added to the
list. If a database already appears on the list, the company information in the list is
refreshed from the drive.
The Show only companies accessible by this workstation box, which is checked by default,
performs a validation of the company list upon opening. As a result of the validation, a
workstation displays only a list of companies it can actually open.

Note: To display template and backup files in the list of companies, check the Show
templates and Show backups boxes. Backup files are identified with an asterisk (*).
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Creating a New Company

1. Open ProSystem fx Trial Balance. The Open Company dialog displays.
2. Click Close on the Open Company dialog.
3. Select File > New Company. The New Company dialog displays.
4. Choose Regular, Regular - create from template, Consolidation, or Combination to
indicate the type of company you are creating.
Note: Once the company has been created, the company type cannot be changed.

5. Click the Directory button. The New Company Path dialog displays.

When a new company is created, ProSystem fx Trial Balance creates a number of new files
for that company. These files are unique to that company and must be stored in a unique
directory. Two different companies cannot share the same directory.

6. Select the directory where ProSystem fx Trial Balance will create the company data.

If the directory you choose already contains information pertaining to another company,
ProSystem fx Trial Balance informs you of this and gives you the option to overwrite it.

To create a new directory, enter the file path including the new directory name. For
example: c:\avision\av32\client\new, where "new" is the directory you want to create.
ProSystem fx Trial Balance recognizes this as a new directory and asks if you want to create
it. Click OK to create the new directory.

Note: If you are creating a consolidated company, you can also select the directory
containing the parent company information. There is a section at the bottom of the New
Company dialog where you make this selection.

7. Click OK. The new company's database is created and the company type cannot be changed.
The New Company Information dialog displays.

Mew Company Information @

Client nurmber; |
Company name: | Cancel
Irduistry: | ﬂ Help

Client options Induszty standards Tax retum bype Taw year and dates

™ Funds I i+ Mone . o e ’—L|

[~ Budgets W Classifications " Carporation o

[ Transactions ¥ Leads/subleads " 5 Corporation Beglnnlng:l

[ Interim periods v Data elements/ratios " Partnership Ending: !—

" Exempt

Enter the information specific to the new company:
# Client number. Enter a unique company identifier.

Note: If you are linking the data to a tax return in ProSystem fx, the client
number must be unique and must be 12 characters or less.

# Company name. Enter the company’s legal hame.
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# Industry. Select an industry from the drop-down list in order for the system to
determine the industry classification, leads/subleads, and/or data element/ratio
standards to be assigned. The industry can be changed after the company is created
through Setup > Company Information.

# Client options. Instructs ProSystem fx Trial Balance to add Funds, Budget,
Transactions, and/or Interim period capability to the company database. See Chapter
3 - Transactions on page 115 and Chapter 4 - Interim Periods on page 128 for
additional information.

# Industry standards. Designate for which grids you want industry standards applied.
ProSystem fx Trial Balance contains industry-specific standards for funds/fund types,
classifications, leads/subleads, and data elements/ratios. If it is necessary to change
the Industry at a later time, select Setup > Update with Industry Standards to
recreate the built-in standards.

# Tax return type. If you are exporting this company's ProSystem fx Trial Balance data
to a tax program, check the type of tax return required for this company.

# Tax year and dates. If you are exporting this company's ProSystem fx Trial Balance
data to a tax program, select the Tax year from the drop-down box and indicate the
beginning and ending dates of the tax year.

8. When finished, click OK to display the Company Information dialog.

|
|
|
|
|
|

Identification information )
Tax Information...

Client number: |EE-SB?EE43
Account Structure...

Company name: |.-W Quickstart 5ample

Short name: |avquick

Street address: ‘1 234 Maple Avenus

City, state, ZIP:  [Anywhere e [12345
General information Rounding Client options
Industry: |C0mmercia| j " Mone [~ Funds

. itz [ Budgets
[~ Owerride report dates an warkpapers, reparts, and fs.  Thases R
Engagement date: | " Millions [ Interim periods

QK | Cancel Help

9. Enter the company's information in the appropriate fields:

% |dentification information. The Client number and Company name fields are
populated from data you entered on the New Company Information dialog. If
required, that information can be changed here. Enter other identification
information for this company, including Short name (an optional field used for display
purposes in the ProSystem fx Trial Balance title bar) and the company's full address.

# General information. The Industry field is populated from the selection you made on
the New Company information dialog. If required, you can change the industry by
making another selection from the drop-down list.
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10.

Check Override report dates on workpapers, reports, and f/s if you want to use the
date in the Engagement date field to override all Report date fields. In the
Engagement date field, enter the date that will be used as a company-level override
of any Report date fields (for all defined years) entered on the Years dialog.

# Rounding. Allows you to specify at which level ProSystem fx Trial Balance performs
rounding: None, Whole units, Thousands, or Millions.

# Client options. The appropriate boxes are checked based on the choices made on the
New Company Information dialog. If necessary, you can change your choices on this
dialog.

If you are linking the data to a tax return, click the Tax Information button and complete
the fields on the Tax Information dialog.

Tax Information l-i"‘]

Tax Retum
" Mone " Partnership

(« Corporation © Exempt Cancel

" S-Corparation

Help
Federal Tax 1D: |34-444EI1 10 4

Drates [mmdd ) Baziz

Tawvear Beginning ED1,-'|:|1,-'1'| (« Accrual
2011 ~| Endng 1273117 (" Cash

Tnal Balance Year: 2011 - |

[for taw year 2011]

Date of Incorparation: | 10405441

Tax Service
Service: |F'ru:5_l,lstem fu Tax j
Client 1D |

# Tax Return. The type of tax return is populated from the information entered on the
Company Information dialog. Enter the company's federal tax ID.

# Dates. The Tax Year, Beginning, and Ending dates are populated from the information
entered on the Company Information dialog. Select the ProSystem fx Trial Balance
year that corresponds to the tax year. Enter the company's legal date of incorporation
in the Date of Incorporation field.

# Tax Service. Select the tax service that is used from the Service drop-down list and
enter a client ID for the tax service in the Client ID field.

# Basis. Select the accounting basis, Accrual or Cash, used by the client.
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11. Click OK to return to the Company Information dialog.
12. Click the Account Structure button to open the Account Number Structure dialog.
[ B3
Account Mumber
Length [1-40}; 15[2 |
Cancel
Short Account Mumber 4

v Different From Account Number m
Starts at Positian: HE
1 of Characters: 18

Account Segments

Starts At # of
M ame Pasition Characters

Account number 1 i Add..
Branch

Shart Account 5 1 Madify...
Delete

ProSystem fx Trial Balance supports up to 40 alphanumeric characters for an account
number.

% Short Account Number. ProSystem fx Trial Balance allows you to define a Short
Account Number that is a segment of the Account Number, but contains fewer digits
and can be used in grid views and workpapers. To use a Short Account Number, check
the Different From Account Number box. At this point you can indicate the position
of the first digit and the length (# of Characters) of the Short Account Number.

To use short account numbers in grid views and workpapers, select the Grid View
button for the Account grid, clear the check box for Account, and check the box for
Account (Short).

# Account Segments. Account Segments are parts of the account number that identify
specific elements (for example, the first three digits of an account number may
represent a profit center, and the next five digits may represent a company division).
Segments can be used as filtering elements on the Accounts grid. Click Add to identify
an account segment, indicate where it starts in the account number (5th digit, 13th
digit), and how many characters are included in the segment.

13. After completing the Account Number Structure dialog, click OK to return to the Company
Information dialog.

14. If the company uses transactions, click Transaction Setup to add, modify, or delete
transaction journals. For detailed information about this process, refer to Working with
Transaction Journals on page 119. If the company uses interim periods, click Interim
Periods Setup to select specific interim period options for the company. For detailed
information about this process, refer to Enabling Interim Periods on page 129.

15. When you have finished setting up the company data as necessary, click OK to complete the
creation of the new company.

Note: If you have to make data changes to a company after you have created it, access
the Company Information dialog by selecting Setup > Company Information from the
menu bar.
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Roundoff Accounts/Retained Earnings

The Roundoff Accounts and Retained Earnings buttons are not available on the Company
Information dialog during the new company setup process. These buttons are available only after
you establish the data hierarchy structure for the company (accounts, leads/subleads,
classifications, and types).

If you are not importing beginning data for the company, or if you are importing some unassigned
data, follow the procedure in Chapter 2 for assigning objects (accounts to leads, leads to
classifications, classifications to types). A floating picklist feature is available to facilitate the
process when you are assigning multiple accounts to the same lead or multiple leads to the same
class.

Once you have at least one account of each type (asset, revenue/expense, liability/equity, and
retained earnings) assigned correctly with the lead, classification, and type, the hierarchy is
established and the roundoff accounts and the retained earnings account can be assigned.

At any point after the data hierarchy is established, select Setup/Company Information to access
the Company Information dialog. The Roundoff Accounts and Retained Earnings buttons are
available, allowing you to do the following:

® Click the Roundoff Accounts button to designate the four roundoff accounts: Asset,
Revenue/Expense, Liability/Equity, and Retained Earnings.

Azzet Roundaff Account Revenue/Expenze Roundoff Accaunt
Select... Select...
Must be zelected! Muzt be zelected!
Liability/E quity R oundoff Account Fetained E amings Account
[retained earnings account not eligible] [alzo Far cash How, tranzactions, interim
penads and financial
Select. . Select. . statements]
Must be zelected! Mzt be zelected!
0. | Cancel | Help |

® Click the Retained Earnings button to define a retained earnings account for Cash Flow,
Transactions, Interim Periods, Financial Statements, and to roll the company forward to the
next year.

These accounts can also be assigned during Cash Flow setup.

Creating and Using Template Companies

To minimize setup time for companies that use similar data structures, ProSystem fx Trial Balance
allows you to establish and use template company files. If you are setting up companies that
utilize the same chart of accounts, leads, subleads, classifications, ratios, and financial
statements, you can create one template company and use it as a basis for creating all the others.
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Creating the Template Company

1. Select File > Create Template Company and the Select Template Source Company dialog
displays.

Note: Variable data, such as account balances and Journal Entries, is not copied when
the template company is created.

2. Select the source company to create the template and click OK. The Create Template
Company dialog displays. The template source company name and path are shown.

3. Select the Directory path for the new template, complete the Template name field and click
OK.

4. After the template company is created, the company is opened and the Company
Information dialog displays. You can now edit the client nhumber, company name, and other
applicable settings.

Modifying a Template Company

1. Select File > Open Company to display template databases. The Show templates box must
be checked to display the template companies.

2. Highlight the preferred template company, click Open and a prompt displays reminding you
that the database being opened is a template.

3. Make the applicable changes and select File > Close Company.

Converting Databases from Other Trial Balance Packages

ProSystem fx Trial Balance makes it simple for you to convert your current client files from the
FAST"!, FAST!Advantage”, GoSystem Audit™, ACE", and ATB™ trial balance packages.

Note: Before beginning a conversion you can refer to Tips for Converting/Importing Data on
page 25. If you are converting a database that contains interim period data, please read
Converting Interim Period Data on page 145.
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Converting Company Data

1.

Select File > Convert Company. The Convert Company dialog displays. Select the source
trial balance package from the drop-down list.

Convert Company @

Convert From

|FiSTladvantage -l

: Cancel
Diirectony...

I
bl

Directory must be zelected! Help

M ew Cormpany

Directany...

I

Directary must be selected!

Fenumber Accounts
[ Renumber during Conversian

f

Click the Directory button in the Convert From section to select the directory holding the
company to be converted. Click OK.

Click Directory in the New Company section and select the directory in which the converted
data will be stored. This must be a directory that does not contain any other ProSystem fx
Trial Balance company data. If the directory specified does not exist, the system prompts
you to create it.

If you want to renumber the accounts during the conversion process, check Renumber
during Conversion, then click List File to locate the file that contains the renumbered
accounts.

Note: Be sure you have read Renumbering Multiple Accounts on page 24 before using
this feature.

Click OK. The Company Information dialog displays any company information contained in
the database. You can add or edit any of the company information.

Note: A client number must be entered and an industry selected before continuing.

Click OK to begin the conversion process. ProSystem fx Trial Balance creates a new company
using the converted data.

Once the conversion is complete, you can update the company information and use the
company as you would any other company created in ProSystem fx Trial Balance.

Note: After conversion, changes made to the company database in ProSystem fx Trial
Balance are reflected only in ProSystem fx Trial Balance and not the previous
accounting package.
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Data Converted from Other Trial Balance Packages

FAST! and FAST!Advantage

Basic Company Information
Accounts

Leads

Classifications

Journal Entries, including TJEs
Data Elements

Ratios

Tax Lines

ATB for Windows (Version 2.x) and ATB for DOS (Versions 3.x and 4.x)

Basic Company Information

Accounts

Leads (Grouping schedules do not convert)
Journal Entries, excluding TJEs

ACE Audit (Versions Preceding ACE Audit Plus 2.x)

Basic Company Information
Accounts

Leads

Journal Entries, excluding TJEs
Tax Lines

ACE Audit Plus 2.x

Basic Company Information
Accounts

Leads

Journal Entries, including TJEs
Tax Lines

GoSystem Audit

Basic Company Information
Accounts

Leads

Journal Entries, including TJEs
Tax Lines
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Importing Account Balances

As an alternative to converting the entire company database, accounts and account balances for
existing ProSystem fx Trial Balance companies can be imported (or appended) from another trial
balance, accounting, write-up, or general ledger package (DOS or Windows based). This can be
accomplished in one of several ways:

® Accounts and balances from specific pre-defined packages can be automatically imported to
ProSystem fx Trial Balance. These packages are:

# ACE Audit, older versions

ATB 3.x and 4.x for DOS

ATB for Windows

CBEAM for DOS or Windows

CSA - Write-Up Solution for Windows
FAST!

FAST!Advantage

GoSystem Audit

Intacct

QuickBooks

& B B B B B B B b

In addition, balances from one ProSystem fx Trial Balance database can be imported into another
ProSystem fx Trial Balance database.

® Accounts and balances from programs not pre-defined by ProSystem fx Trial Balance can be
imported as standard ASCII text files (fixed width or delimited) using the ASCII Import
Wizard. An ASCII text file can generally be created by the source program's export utility or
by printing a report (such as a trial balance or chart of accounts) to a file.

® Scanning software can be used to scan the company's hardcopy reports. After scanning, open
the scanned file in Excel, run it through an OCR program, delete blank lines or lines that do

not contain importable data, and save as an ASCII text file and import to ProSystem fx Trial
Balance.

Note: If you have previously used separate ProSystem fx Trial Balance companies or separate
years within the same company to perform interim period processing and how want to combine
all databases or years, refer to Merge ProSystem fx Trial Balance Companies on page 148.

Importing from Pre-Defined Packages

ACE Audit (older versions), 3.x and 4.x for DOS, ATB for Windows, CBEAM for DOS or Windows,
CSA - Write-Up Solution for Windows, FAST!, FAST!Advantage, GoSystem Audit, Intacct, and
QuickBooks are accounting packages that are pre-defined by ProSystem fx Trial Balance in order
to quickly import accounts and account balances. Use the following procedure to import from
these packages and to import balances from one ProSystem fx Trial Balance company to another.

Before beginning the process, remember the following:

& If you plan to renumber the accounts being imported, be sure to read Renumbering Multiple
Accounts on page 24 before continuing the procedure.
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® If you are importing interim period balances, interim periods must be enabled for the
company and the period type matching the data being imported must be activated.

To import balances from pre-defined packages, do the following:

1. Select Setup > Import Account Balances or Setup > Append. (Use Append if the company
has existing accounts that you do not want replaced by the incoming data.)

2. Select the package from which you are importing balances using the Import From drop-down
box.

3. Click the Directory button to select the file that contains the data you want to import.

4. To renumber the accounts, check the Renumber during Import box, then click the List File
button to locate the file that contains the renumbered accounts.

5. Click OK. The import process begins.

Importing ASCIlI Account Balances

ProSystem fx Trial Balance can import balances from packages that are not pre-defined by using
the ASCII Import Wizard. The wizard is designed to guide you through the process of importing an
ASCII file. It can work with either delimited or fixed-width ASCII files, and usually can detect
which type of file is present.

m For fixed-width files, ProSystem fx Trial Balance allows you to set the column breaks, then
review the results by scrolling through all the lines of the file.

® For delimited files, ProSystem fx Trial Balance automatically detects the delimiters. You are
allowed to alter those delimiters and review the results by scrolling through all the lines of
the file.

Preparing an ASCII File for Import

Before you can import an ASCII file into ProSystem fx Trial Balance, you must first edit it and
remove the header information (excluding the first page), blank rows, and page breaks.

ProSystem fx Trial Balance requires that each row of data in the file represents a single account;
therefore, data for an account cannot flow to multiple lines. You can use Windows programs such
as Excel, Word, or Notepad to prepare the file, but it must be saved in the ASCII text format. Once
you have prepared the ASCII file, you are ready to begin the import process.

Note: If you are preparing an ASCII file from General Ledger Connection, be sure to follow the
steps in the next section before starting the import process.

Preparing a General Ledger Connection ASCII File

The ASCII file is created from the Chart of Accounts Report in General Ledger Connection. This
report contains the account number, description, tax line, and prior/current year balances.

To create the print file in GLC from the Chart of Accounts, do the following:

1. If the trial balance is not already open, select File > Open and choose the trial balance.
2. Select File > Print. The Reports dialog displays.

3. Select the Chart of Accounts report and check the File box. Click OK.

4

Enter a file name and click OK. The file will have an extension of .rep and is created in the
directory designated as the T/B path (for example, \glcwin32\client).
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Open the report file with any editor with which you are familiar (for example, Notepad or
WordPad).

Once the file is opened, delete all headers, total lines, and blank lines so that only lines
starting with account numbers are left.

Once the file is saved, you can begin the import process.

Using the ASCII Import Wizard

When you have prepared the ASCII file containing the account balances you want to import, use
the following procedure to import the data:

1.

Note: If you plan to renumber the accounts being imported, be sure to read Renumbering
Multiple Accounts on page 24 before continuing the procedure.

Open the company in ProSystem fx Trial Balance. Select Setup > Import Account
Balances.

Be sure ASCII File appears in the Import from drop-down box.

Click the File button and locate the ASCII file which contains the data you want to import.
To renumber the accounts, check the Renumber during Import box, then click the List File
button to locate the file that contains the renumbered accounts.

Click OK. The ASCII Import Wizard begins a three-step process. Step 1 displays the data
contained in the selected file.

ASCII Import - Step 1 of 3 X

Preliminary evaluation of wour data indicates that it iz Fized *Width,
If this is comect, chooge Mext, or choose the file type appropriate for pour data,

ASCII Data File Type
" Delimited - Fieldz are zeparated by characters zuch as tabs (] or commasz.

(* Fimed Width - Figldz are aligned in column: padded by spaces.

Start Irnport at B o I 1 %

Yiew of Data in File

11000 Fetty cash l00.00 -
ZI10Z0 Bank account, operating —-Q8E37.EL1

310zl Bank account, American Express 0.0o0

41022 Eank account, WISA 0.00

S0z Bank account, Mastercard 0.0

&|1030 Bank account, payroll u]

] ' -l

Help | Cancel ‘ | Mest » | ‘

ProSystem fx Trial Balance determines the text type - Delimited or Fixed Width.

# Delimited. Text has columns of varying lengths such that you may not be able to
determine the location of each column. Each field of data is separated by a delimiter
such as a comma.

# Fixed Width. Text is entered in columns of specific length. Data in a fixed-width text
file is clearly displayed in columns.

If ProSystem fx Trial Balance selects the wrong type, select the correct one.
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If the file contains column headings, set the Start Import at Row counter to the first row of
Account data to prevent these headings from being imported. Click Next to continue to step
2 of the Wizard.

6. The display box shows the suggested placement for the information. Adjust the placement as
needed.

Delimited text involves selecting the type of delimiter used (tab, comma, or semicolon). If
the correct choice has been made, the View of Data in File box displays the data in columns.
If an incorrect delimiter is selected, select the correct delimiter. If you select Treat
consecutive delimiters as one, ProSystem fx Trial Balance ignores the second of two
consecutive delimiters.

With fixed-width text, you must insert column breaks at the point where the longest entry in
each column ends. Follow the instructions on the dialog for inserting, deleting, and moving
column breaks.

Click Next to continue to step 3 of the wizard.

7. In the final step, identify the contents of each column of data and, if applicable, designate
the year (and period) for which data is being imported. Initially, each column contains the
<Ignore> label. Click within a column to select it, and then select the column data type from
the Import column as drop-down list (for example, Account, Account Description, Unadj.
Balance).

If you select balance type from the Import column as drop-down list, a Year drop-down box
appears. If Interim Periods is enabled for the company, Period type and Period no. drop-
down boxes display. Also, if the Budget option is enabled, selections for Budget 1 and Budget
2 are available. The selections available in each of the drop-down lists are based on the
options enabled for the company (Budgets, Transactions, Interim Periods).

The first balance column is automatically selected as the Current year (period). If additional
columns are labeled as balances, the lists automatically reflect prior years/periods.

x|
Thiz zcreen let: you choose the bype of data that each column represents.
Click on a column to zelect it, and then chooze itz data type from the list below.
Calurnn D ata
Impart Colurnn &s; |L|nal:li. Balance ﬂ
Year: ||:Y ﬂ
[ Allow Separate DR/CR Calurnns
Yiew of Diata in File
CY Thad]j . |<Ignore= =Ignore= {Ig'ncire}|
Petty cash 100,00 -
Bank account, operating —-38237 .51
Banlk account, American Express o_aa
Bank account, WISA o.ao
Bank account, Mastercard o.oo bl
»

8. When all columns have been identified, click Finish to complete the import process.

9. If ProSystem fx Trial Balance is unable to import the data, a message displays indicating
which lines are causing the problem. You may need to re-edit the ASCII file to resolve the

Chapter 1 - Getting Started » 23



problem (remove a blank line or add an account number). After you have corrected the
error, you can begin the import process again.
10. When the import process is complete, review the Diagnostics grid to ensure there are no
@ problems with the data. See Diagnostics on page 28 for more information.

1

[ Note: If you want to be notified of any future problems, check Warn When Diagnostics
Present on the Options menu. When this option is selected, a message displays when you
close the company notifying you that there are unresolved problems in the database.

Renumbering Multiple Accounts

This feature enables you to renumber accounts in existing ProSystem fx Trial Balance databases. It
uses a simple two-column ASCII file as the input, which you can create using any spreadsheet
program or text editor. Old numbers must be in one column, new numbers in the other.

£ renumlst - Motepad E@E|

File Edit Format Wiew Help

2100010 2100-010
2100040 2100-020
2100030 2100-030
2100040 2100-040
2100050 2100-050

To renumber multiple accounts, do the following:

1. Select Setup > Renumber Multiple Accounts. The Renumber Accounts - List File dialog
displays.

Renumber Accounts - List File

File Mame: Directaries:
renLmlzt. by chavizionhsamphirans
Cancel
= c:h
[=> avision Help
= zamp
= trans
Lizt Files of Type: Dirives:

|Te:-:t Files [*.kat] ﬂ | = ﬂ
Columnn Alignment
* |eft=01d, Right=Mew
" Left=New, Right=01d
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Notes:

# The Renumbering Multiple Accounts option is also offered in conjunction with the
Conversion, Import, and Append features by checking the Renumber during box on
the Convert, Import, or Append dialog.

# This feature is not available for Consolidation or Combination companies.

2. Select the drive that your list file is located on from the Drives drop-down list, and browse to
the directory folder in the Directories window, if necessary.

3. Enter the name of your list file in the File Name box, or select it from the window below.

Select a button in the Column Alignment section to indicate which column in your list file
contains the old account numbers and which column indicates the new account numbers.

5. Click OK to renumber your accounts, or Cancel to exit the dialog.

Tips for Converting/Importing Data

Here are some tips and hints for converting or importing data from other accounting packages.
This information is provided for quick reference and is not intended to replace any instructional
material provided by the makers of the software.

General Tips on Importing

m Text files must not include special characters (such as * or /) or blank lines.

® |f an account is imported twice, the second occurrence of the account number includes the
letters DUP at the end (for example, 123456DUP).

CSA - Write-Up Solution for Windows

® The CSA - Write-Up Solution import files must have a file extension of .wsz or .wsw.

® The Import Account Balances option allows importing flexibility regarding Years of data,
Interim Periods and Fiscal Year specifications. Click for additional information on Import
options for CSA - Write-Up Solution.

B Retained earnings accounts must be specified to properly calculate the retained earning
balance for the Interim Periods Import.
® Weekly and 13 Periods data can be imported in to Trial Balance:
# Weekly. For example, data entered in Write-Up Solution that is imported to another
period in Trial Balance (such as from 01/31/YYYY to 02/YYYY).

# 13 Periods. For example, data entered in Write-Up Solution that is imported to
another period in Trial Balance (from 01/31/YYYY to 02/YYYY). This example shows
the closing date for the 01/31/YYYY data in Write-Up Solution is a February date such
as 02/05/YYYY.

Note: This requires every account in Trial Balance to be adjusted for the interim period if the

data is to balance according to the entry dates or transaction dates from Write-Up Solution.
The balances are imported accurately according to the closing dates from Write-Up Solution.
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GoSystem Audit

® GoSystem Audit companies have only one file (*.mdb).
® Subleads are not converted.

Intacct
® The Intacct import includes account numbers, account descriptions, and current year
balances only.
ACE for DOS

® Only one grouping schedule can be converted.

ATB for Windows

® |n ATB for Windows, leads and subleads are found under the Analytical Ratios tab.

m (Classifications are not converted. After converting, select Setup > Update with Industry
Standards to create them, then assign them manually.

m If the company is set up in ATB with grouping schedules rather than leads, the grouping
schedules are not converted to leads. When this happens, create an ASCII file containing
columns for Account number, Lead, and Lead description. Use the grouping schedule names
as Lead descriptions. In the column for Leads, enter a unique identifier for each grouping.
Import the file using the ASCII file import instructions in Importing ASCII Account Balances on
page 21.

® Tax lines are not converted.

QuickBooks™

m The database file required for import is *.gbw. This file is created by QuickBooks versions 4,
5, 6, 99, 2000-2013.

® QuickBooks databases to be imported require unique account numbers.

Note: To enable account numbers in QuickBooks, select Edit > Preferences >
Accounting > Company Preferences > Use Account Numbers.

® The import process does not require the QuickBooks program for versions 2005 and before.
However, for QuickBooks 2006 and later, it is mandatory that the company being imported is
open in QuickBooks for the first import. The user can then select an option to allow access to
the company without QuickBooks being open.

® Password protection activated in QuickBooks is not transferred to ProSystem fx Trial
Balance.

& The Setup > Import Account Balances option allows flexibility when used to import Years
of data, Interim Periods, and Fiscal Year specifications. See Importing Account Balances on
page 20 for more details.

# First month of fiscal year is enabled for importing QuickBooks annual databases only.

# Import as current year is available for Annual and Interim Period Trial Balance
databases. Use this option to import prior year QuickBooks databases.
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Note: If the Trial Balance database is an Interim Period database, this option
must match the fiscal year set up in the Trial Balance Years grid.

# Number of Years is an option used to choose the import of Current Year only, Current
Year and prior year, or Current Year through Year XX.

% Select period to begin import is available only for importing in to Trial Balance
Interim Period databases. This option allows you to begin importing from a specific
period, preventing the overwriting of existing periods.

® The Setup > Append and File > Convert Company features are not available for
QuickBooks.

PeachTree™
To create an import file in PeachTree, do the following:

1. Open the company from which you are going to export data to ProSystem fx Trial Balance.
2. Select Reports > General Ledger.

3. From the Report List, select General Ledger Trial Balance.

4

Click Print. The Filter, Layout, and Options tabs are available, with the Filter tab displayed
on top. Click each tab to display its associated page.

Be sure these dialogs correctly reflect the way you want data to be exported.
On the Options dialog, click Default Printer. The Printer Setup dialog displays.

7. Select Specific printer and then select Generic > Text Only on FILE from the drop-down
list, and click OK. The Print dialog displays.

8. Click OK. The Print To File dialog displays.
9. Select a path and file name on the Print To File dialog. Click OK.

10. Edit the file to remove headers, total lines, and other data that cannot be imported. After
saving the file, begin the ProSystem fx Trial Balance import process.

o U

ATB Writeup™
To create an import file in ATB Writeup, do the following:

1. Select a company.

2. Select 6. Prepare analytical procedures, then select 1. Categorize accounts for ratio
computation.

3. At this point, you need to categorize the accounts. However, for the purpose of this report,
it does not matter which category you choose. Select a category and press F5 to duplicate
the entry entirely. Once all the accounts are categorized, press F10 to accept.

Go to option 5, Print analytical procedures workpapers.
Select Five Year Comparison - Without Totals.

Press F2 to set options.

Select basis of accounting. For prior years, select Y (YTD).
Press F10 to accept.

Select 3, Direct Output to Disk, and confirm your destination.

Open the file in Excel and perform a standard clean up (remove special characters or blank
lines) prior to importing in to ProSystem fx Trial Balance.

S0 oeNoUA
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Entering Company Data Manually

In an open company in ProSystem fx Trial Balance, the Add Accounts button allows you to add new
objects and establish their data groupings all on one dialog. You can create new accounts and
make their lead, sublead, classification, and tax line assighments.

1. Open the Accounts grid. If this is a new company, the grid is empty.
2. Click the Grid View button to open the Grid View dialog and make sure there are
checkmarks in the Lead, Sublead, and Tax Line boxes and click OK. This displays the Lead,
%I Sublead, and Tax Line columns in the grid.
3. Select the Add Account button. The Create New Account dialog displays.

You can also select Work > New, Edit > Add Account, press the + key on the keypad or
press Ctrl + A to add new objects.

‘T: Accounts E@@
[™ Hide unuzed accounts [v Totals at top
Account Account Description CY Unadi. CY Met AJE's CY Adi. Lead Sublead T_ax Al
Balance Balance Line
|| Tatal 1] 0 1]
| 001-2000010-001 | Cash in bank, 165,000 0 165,000 2000 100.00
001-2000010-002  Cash in bank. 245,000 0 245,000 2000 100.00
001-2000010-003 § Cash in bank 350,000 0 350,000 2000 100.00
|| 001-2000050-001 Cash in bank - Payrol 45,671 1] 45,671 20001 100.00
001-2000050-002  Cash in bank. - B ] 20001 100.00
] 0012000050003 Cash in bank - kil X 20001 100.00

001-2000030-001 | Petty cash 0002 100.00
— MNumber: B - =
001-2000080002 ety cash Humber:  [001-2000010-004 = o 20002 100.00

|| 001-2000030-003  Petty cash Description: |Eash Carcel 2000.2 100.00
Help

0012100010001 | Short-tem inve: 100,00
] 0012100010002 Shortterm inve  L=3d [ HONE 3] -

115.25

|| 02100010003 | Shorterm inved & piead: %1038 lﬁasht ot *~ 115,40
| 0M1-2300010:001 | Accounts recei 300 coinis iestuanle 23002 103.00
|| 001-2300010-002 | Accounts receiy  Tax line: 2500 |rentornes 23002 103.00
|| 001-2300010-003 | Accounts recei 2600 Prepaid expenses and other 23002 103.00
|| O01-2300020-001  Accounts receivable - ather 25,000 0 25,000 23002 103.00
|| 001-2300020-002  Accounts receivable - ather 10,000 0 10,000 23003 103.00
|| 001-2300020-003  Accounts receivable - ather 20,000 ] 20,000 23003 103.00
|| O01-2300050-001  Mokes receivable - rade 380.000 1] 980.000 23001 103.00
1] 700,000 2300.1 103.00

|| 001-2300050-002 | Motes receivable - trade 700,000
b i el el el e e L el
4. The Create New Account dialog allows you to add new accounts and enter the appropriate
description for the account, as well as assign or create Leads, Subleads, or Tax Lines, if
applicable.
5. Click the CY Unadj. fields (or Beginning Balances if transactions are being used) and enter
the current year unadjusted balance.
6. If you did not use the ProSystem fx Trial Balance default leads, subleads, and classifications
when you created the company, you must update with Industry Standards (Setup > Update
with Industry Standards) to make these objects available.

Diagnostics

Each object containing incomplete data appears on the Diagnostics grid. A large variety of
conditions are checked in the database and reported on the grid. Only in rare circumstances is it
appropriate to ignore a diagnostic.
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You can activate the Diagnostics grid by selecting Work > Diagnostics, or by clicking the
Diagnostics button on the toolbar.

4} Diagnostics

Object Period Id Deszcription Pn:‘nth:gms Problems =
| Company | E Meeds asset roundoff account |~
| Account 3993 &L Surmmary 1 Meeds lead or sublzad azsign
| Account 3338 Mizcellaneous 1 Meeds: lead or sublead aszsign
| Account 1000 CASH IM BAME 1 Meeds: lead or sublead assign j

If there are multiple errors related to one of the objects, ProSystem fx Trial Balance reports the
total number of errors in the # of Problems column and lists the description of the first error. To
view a listing of all problems, double-click the cell in the # of Problems column, or select the
cell and press F2.

If you want to be warned when diagnostics are present, check Options > Warn When Diagnostics
Present. If diagnostics are present when closing a company, ProSystem fx Trial Balance displays a
warning and asks if you want to review them. Click Yes to view them (on the Diagnostics grid) or
No to simply close the company database. This feature can be disabled by clearing the Show
warning upon exiting company box on the Diagnostic warning or clearing the Options >
Preferences > Warn When Diagnostics Present box.

Multi-User Operations

ProSystem fx Trial Balance permits more than one user to access a database simultaneously. With
the multi-user feature, the following operations can be performed:

® Open Multi-user Copies. In a network environment, you can open a multi-user copy when a
Master copy is currently in-use. Multi-user copies are available in the following two modes:

# Review Mode. No changes can be made to a Review mode copy. The copy can be
used for review purposes only.

# Edit Mode. With an Edit mode copy you can add Journal Entries, Data Elements,
Ratios, and Groups. You can also edit WP references and comments. You cannot edit
other pre-existing items.

When you close an Edit copy that you have changed, you have the option of saving
those changes. If you save them, the changes are placed in a Changes Pending Action
queue, where they await review and approval or rejection by the Master copy. If you
do not save the changes, they are deleted; the multi-user Edit copy is a temporary file
and is not saved when it is closed.

Other users will not see your changes until they are processed by the Master.
As you are working in a multi-user copy, you can keep track of any changes being
made to the Master copy through a Refresh feature which becomes available
whenever the system detects that changes have been made to the Master.
There is no limit to the number of multi-user copies that can be open at the same
time.

® Check-in/Check-out. You can check-in and check-out both Master and Restricted copies.

# Restricted Copies. Restricted copies can be checked out in either Edit or Review

mode, similar to the multi-user copies. However, a checked-out restricted copy can
be opened and closed as often as necessary while it is checked out, allowing you to
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work on the copy at another workstation or location.

You cannot Refresh data from the Master copy and changes are not saved
automatically to the Master. However, when you check in the Restricted copy, any
changes you made are placed in a Changes Pending Action queue awaiting acceptance
or rejection by the Master. Once checked in to the Master, a Restricted copy cannot
be opened again.

There is no limit to the number of restricted copies that can be checked out.

# Master Copy. When you check out a master copy, a restricted copy, in either Edit or
Review mode, is left behind. Only one person at a time can access this restricted
copy.

A checked-out Master copy has the same functionality as a regular Master copy: multi-
user copies can be opened from it and restricted copies can be checked-out from it.

B Process Pending Activity Queue. From a Master copy, you can access a Changes Pending
Action dialog which allows you to either approve or delete all changes incorporated from
multi-user or restricted copies. A record of all processed changes is recorded in an Activity
Log.

m Activity Logs. Activity Logs record activity for Master, Restricted Edit, and Multi-User Edit
copies.

Database Modes
A company database is in one of the following modes:

® Master. The full-access database to which all types of changes can be made and into which
all changes made on other copies of the database are merged.

B Multi-User Review. A temporary copy of the database that can only be viewed. No changes
can be made to it.

® Multi-User Edit. A temporary copy of the database to which you can add journal entries,
ratios, groups, and data elements only. Changes made in the Edit mode are placed in a queue
for review before they are merged with the Master.

Note: For a complete list of available functionality in Review and Edit modes, refer to
the online Help file.

m Restricted. A copy of the database in either Review or Edit mode. A restricted copy can
either be a copy checked-out from the Master, or the copy left behind when the Master is
checked out. The restricted copy is designated as Edit or Review at the time it is created.

Working with Multi-User Companies

If you are working in a network environment, multiple copies of a company can be open
simultaneously. The following section covers the steps you must follow to open a Master, Edit, or
Review copy of the database.

Note: The multi-user feature is available only when ProSystem fx Trial Balance is running in a
network environment. However, the check-in/check-out feature is available for either
standalone or network installations.
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When you first open ProSystem fx Trial Balance or when you select File > Open Company, the
Open Company dialog displays.

Open Company

0987854 [ ndustrial Products M azter Dpen
123 Tranzaction Corporation, Inc. M aster —
234 [ ntenm Perods Dhzcrete Co., Inc. M aster Close
245 [ riberimn Periods vear to Date Co, | M agter

456 Interim Periods Tranzaction Co., In I aster

510 Real E state Partnership b aster Help
a2z Golden Fule E zempt Organization, 10 M aster

|B5-320E642  “MNewco, [ne. M azter
{ [ nduztrial Products Festncted Copu
165-3856642  Template - Acme Template M azter Browss,.,

Eird...

[v Shaw cnly companies accessible by this workstation W Show templates

Bemove...

Compary:  Industnal Prodacts v Show backups

dildgaudy

Path: oA avizionhsamphhewoo “Company backups Backup. .

"Master” designates a Master copy. "Restricted Copy" can refer to either the copy left behind when
the master was checked out, or a copy checked out from the Master.

If you check the Show backups or Show templates box, backups are preceded by an asterisk (*)
and templates by a (t).

Opening a Master Database

To open a Master database, select the company you want to open and click Open. The system
performs a series of validations. Based on the validations, one or more of the following happens:

® If the Master is not currently in use and if there are no changes in the Pending queue, the
Master opens.

m If there are changes that have been made to a copy of the database which are waiting in the
Pending queue to be approved for merging with the Master, a message displays asking if you
want to review the pending changes.

If you click Yes, the Changes Pending Action dialog displays (see Reviewing Pending Changes
section in this chapter for further details). If you click No, the Master opens without the
pending changes being reviewed.

® [f the Master is in use, you have the opportunity to open a multi-user Edit or Review copy of
the database as indicated in the following section.

Opening a Review or Edit Copy of the Database

When you try to open a Master database that is in use, the Company In Use dialog displays. The
dialog displays the name and path of the company, the name of the user who currently has the
Master open, and the date and time that user opened the company.
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If you want to open an Edit or Review copy of the database, enter your name and purpose in the
corresponding fields of the dialog. Then select to open either a Review copy (no changes
permitted) or an Edit copy (limited changes permitted) of the database and click OK.

Note: If a critical process is underway in the Master, such as Roll Forward, a message displays
informing you that the database cannot currently be accessed. You cannot open a copy of the
database while these functions are being performed in the Master.

If there are changes waiting in the Pending queue to be approved for merging with the Master, a
message displays asking if you want to open the copy of the database anyway. If you click Yes,
the database opens in the selected mode (Review or Edit), but keep in mind that the pending
changes are not included in the copy of the database that you open. If you click No, the copy does
not open.

Refreshing Data from the Master

When you have open a multi-user Review or Edit copy and the system determines that changes
have been made to the Master copy, the File > Refresh Data from Master command becomes
available and the Refresh button on the toolbar changes color.

Select File > Refresh Data from Master or click Refresh to have the multi-user copy updated
with any changes made to the Master. Workpaper references and Comments do not refresh from
the Master. Open grids are closed and the words Refreshing From Master display in the Status bar
until the database has been refreshed.

If you have made changes to the copy in Edit mode, these changes are not incorporated in the
Master during the refresh. They are saved only when the Edit copy is closed and you request that
they be saved. At that time, they are placed in the Changes Pending Action queue for review,
approval or rejection by the Master.

If the Master is available when you initiate a Refresh, a message displays asking if you would like
to use it. Click Yes to open the Master. Click No to keep the copy open and continue with the
refresh.

If you choose to open the Master and have been making changes to an Edit copy, you are asked if
you want to save your changes. Click Yes to place the changes in the Pending queue for review
and approval to merge with the Master (see Reviewing Pending Changes section in this chapter).
Click No to discard the changes.

Saving Changes Made in Edit Mode

When you open a database in Edit mode, you can make only specified changes: Adding journal
entries, ratios, groups, and data elements and editing WP references and Comments. When you
close a company in multi-user Edit mode after these types of changes have been made, a message
displays asking if you want the changes saved to the Master database.

You can do one of the following:

m Click Yes to place the changes in the Changes Pending Action queue for review and approval
to merge with the Master. The changes do not display in another multi-user copy until they
have been merged with the Master.

® Click No to close the company without saving any of the changes.
® Click Cancel to return to the company without closing it.
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All saved changes are placed in a Pending queue where they must be reviewed before they can be
merged with the Master. Refer to Reviewing Pending Changes in this chapter for more information
on this process.

Note: Once a multi-user copy has been closed, it cannot be opened again.

Check-in/Check-out Processing

The Check-in/Check-out feature allows you to check out either the Master or a Restricted copy of
the database, but keep the following in mind:

® |f you check out the Master, a Restricted copy of the database remains behind. At the time
you check out the Master, you must designate whether the Restricted copy is in Review or
Edit mode. The mode cannot be changed while the Master is checked out.

® Multi-user functionality is not available for Restricted copies when the Master is checked out.
Only one user at a time can open the Restricted copy that is left behind while the Master is
checked out.

® If you check out a Restricted copy of the database, the Master remains behind with full
functionality.

® Changes made to a Restricted checked-out database are placed in the Changes Pending
Action queue upon check-in and then reviewed and approved to merge with the Master.

B Changes made to a Restricted database while the Master is checked out are placed in the
Pending queue for review and approval when the Master is checked in.

m Restricted copies can be checked out from a checked-out Master. For example, if you have
the checked-out Master at a client location, Restricted copies can be checked out from it at
the client location.

The following sections cover the check-out and check-in processes.

Checking Out a Company

1. Select File > Check out Company. The Check-out Selection dialog displays.

2. Highlight the company you want to check out, or use the Browse button to locate the
company, and click Check-out.

Note: A Master database can be checked out only when the Master is available. If a
company is listed as "Checked-out” on the Check-out Selection dialog, it means the
Master is already checked out and you can open only the Restricted copy that was left
behind.

However, if you have access to the checked-out Master, you can check out Restricted copies
from it.
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3. The Check-out Company dialog displays.

Check-out Company @

Company to be checked out:  chavisionhsamphnewip

Mew Interim Period Company

Mame af person checking out: |i3mith

Purpoze for check-out:

Type of check-out
{* Bestricted copy " Master

Bazed on thiz zelection pou will check-out a restricted copy and the
mazter will be left behind.

Resztricted copy access mode
(* Reyiew [No changes allowed)

" Edit [Limited changes allowed - refer to Help.]

Eile...

File must be zelected!

Check-out destination

[v Compressed hle mode

| Cancel Help

Complete the dialog according to the following instructions:

# Enter your name and the purpose for checking out the database in the corresponding
fields.

# In the Type of check-out section, select the type of database you are checking out:
Restricted copy or Master.

# |In the Restricted copy access mode section, if you are checking out a Restricted copy,
select Review or Edit as the mode for the checked-out copy. If you are checking out
the Master, select Review or Edit for the mode of the Restricted copy that remains
behind.

4. To check out a compressed (ZIP) file, check Compressed file mode. This is recommended,
particularly if you are checking out the database to a floppy disk. Many databases are so
large that they easily exceed the capacity of a floppy disk if they are not zipped.

5. Click either File or Directory (the button name changes depending on whether or not you
are checking out a compressed file) to open the Check-out Destination dialog where you
identify the drive, directory, and (if checking out a compressed file) name of the ZIP file to
which the database is being checked out.

6. Click OK. The system performs a series of validations. Depending on the type of database you
are checking out, you may receive one or more of the following messages:
# |f you are checking out the Master and another user currently has the Master open, a
message displays indicating that you cannot check out the database at this time. Click
Retry to attempt the check out again or Cancel to cancel the check out.
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# If you are checking out the Master and another user currently has a multi-user copy of
the database open, a message displays iterating that you cannot check out the
database at this time. Click Retry to attempt the check out again or Cancel to cancel
the check out.

# If you are checking out a Restricted copy and there are pending changes waiting to be
reviewed and merged with the Master, you are asked if you want to proceed.

# |If you are checking out a Restricted copy and another user has either the Master or a
copy of the database open in Edit mode, a message displays informing you that if you
continue with the check out, the copy you are checking out does not contain changes
made by the user.

# Click Yes to continue or No to cancel the check out. If you click Yes, the database
you check out does not contain any changes being made to a multi-user edit copy.
The database contains any changes made to a Master copy up to the time of check
out.

Once a database has been successfully checked out, it can be opened on another installation of
ProSystem fx Trial Balance (on a laptop, for example). If the Restricted copy has been checked
out in Edit mode, specified changes can be made to the database. If the Master has been checked
out, you have full access to make any changes to it.

The Master has all multi-user functionality. Multi-user copies can be opened and Restricted copies
can be checked out from the checked-out Master.

Checking In a Company

There are three different situations for checking in a company, and each requires a slightly
different check-in procedure. These situations and the page on which each is discussed are:

m A Restricted copy was checked out; the Master was left behind. You have the Master open
and are checking in the Restricted copy from the Master. See the next section for more
information.

® The Master was checked out; a Restricted copy was left behind. You have the checked-out
Master open and are checking in the Master from the Master. See Check-in/Check-out
Processing on page 33 section for more information.

B The Master was checked out; a Restricted copy was left behind. You have the left behind
Restricted copy open and are checking in the Master from the Restricted copy. See Check-
in/ Check-out Processing on page 33 section for more information.
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Checking in a Restricted Copy from the Master

To check in a Restricted copy from the Master, do the following:

1. Select File > Check-in Company. The Check-in Selection dialog displays a list of all
outstanding Restricted copies.

2. Highlight the Restricted copy that you are checking in and click Check-in. To add or remove
Restricted copies from the list, do the following:

# Click Add to locate and add the preferred copy. The Check-in Company dialog
displays.

Restricted copy location

[v File is compressed

File MNewco, Inc.
o hdocuments and settingsstwiliam.. \newco. zip

(] 4 Cancel Help

# To remove a Restricted copy that you no longer want to be tracked, highlight it and
click Remove.

3. Check File is compressed if the copy you are checking in is in a compressed format.

Click File or Directory (the name changes depending on whether or not the company you
are checking in is compressed) to open the Restricted Copy Location dialog where you
identify the drive, directory, and (if applicable) the ZIP file where the Restricted copy you
are checking in is located.

5. Once you have provided the Restricted copy's location, click OK. The system begins the
check-in process and performs a series of validations. Depending on the outcome of these
validations, one of the following happens:

# If the check-in was not successful, a message displays informing you of this. Click OK
to return to the Check-in Company dialog and try the check-in again.

# |f the check-in was successful and there were no changes made on the Restricted
copy, a message displays that the check-in was successful and that the copy has now
been deleted.

Click OK to return to the Check-in Company dialog where you can check in another
Restricted copy or click Close.

# If the check-in was successful and there were changes made on the Restricted copy, a
message displays that the check-in was successful, that the copy has now been
deleted, and that there are pending changes ready for review.

Click Yes to review these changes (see Reviewing Pending Changes section in this chapter)
or No to return to the Check-in Selection dialog.
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Checking in the Master from the Master

To check in a Master when you have that Master open, do the following:

1. Select File > Check-in Company. The Check-in Selection dialog displays.

2. Highlight the Restricted copy that was left behind when the Master was checked out and
click Check-in. The Check-in Company and Replace dialog displays.

! X

Thiz restricted copy was left behind when the master was checked-out. Az part
of thiz check-in the master will replace thiz restriicted copy at it current location.
[f the master iz compressed it will be restared as part of thiz process.

b azter lacation

v File iz compressed

File Mewca, [ne.
chdocuments and zettingzh\bwilliamshmy

k. Cancel Help

3. Check File is compressed if the Restricted copy is in a compressed format.

Click File (or Directory, if the Restricted copy is compressed) to open the Restricted Copy
Location dialog where you identify the drive, directory, and (if applicable) the ZIP file
where the Restricted copy is located.

5. Once you have provided the Restricted copy's location, click OK. The checked-out Master
you currently have open closes and the system begins the check-in process. The Master is
checked in by replacing the Restricted copy that was left behind when it (the Master) was
checked out.

6. During the check-in, the system performs a series of validations. Depending on the outcome
of these validations, one of the following happens:

# If the check-in was not successful, a message displays informing you of this. Click OK
to reopen the checked-out Master and try the check-in process again.

# |f the Master has existing multi-user copies outstanding, it cannot be checked in. A
message displays informing you of this. Click OK to return to the Check-in Company
and Replace dialog.

# If the check-in was successful and there were no changes made on the Restricted copy
while the Master was checked out, a message displays that the check-in was
successful and that the checked-out Master and the Restricted copy have now been
deleted. Click OK to open the checked-in Master.

# If the check-in was successful and there were changes made on the Restricted copy
while the Master was checked out, a message displays that the check-in was
successful, that the checked-out Master and the Restricted copy have now been
deleted, and that there are pending changes ready for review. Click Yes to review
these changes (see Reviewing Pending Changes section in this chapter) or No to open
the checked-in Master.

Chapter 1 - Getting Started « 37



Checking in the Master from the Restricted Copy

To check in the Master when you have the Restricted copy that was left behind open, do the
following:

1. Select File > Check-in Company. The Check-in Company and Replace dialog displays.
Check File is compressed if the Master is in a compressed format.

3. Click the File (or Directory, if the Master is compressed) to open the Master Location dialog
where you identify the drive, directory, and (if applicable) the ZIP file where the Master is
located.

4. Click OK. The Restricted copy closes and the check-in process begins. One of the following
happens:

# If the check-in is successful, the Master opens at its new location (where the
Restricted copy was located). The Restricted copy is deleted.

# If the check-in is not successful, a warning message displays. Click OK to reopen the
Restricted copy. The checked-out Master remains where it was before the check-in
process was initiated.

# |f the Master is in use by another user when you try to check it in, a warning message
displays. Click Retry to try the check-in again. Click Cancel to return to the Check-in
Company and Replace dialog.

Reviewing Pending Changes

While in Edit mode, you can make limited changes to the database. When you close a Multi-user
Edit copy, you are asked if you want to save these changes. If you respond Yes, the changes are
placed in a Pending queue to await review and approval to be merged with the Master database,
and the Edit copy is deleted.

When a Restricted checked-out copy is closed, changes are automatically saved. The Restricted
copy can be opened and closed as many times as necessary while the copy is still checked out.
When you check in a Restricted Edit copy, any changes made to it while it was checked out are
automatically added to the Pending queue awaiting review and approval to be merged with the
Master.

When there are items in the Pending queue of a Master database, the Changes Pending Action

command is available from the File menu and the Changes Pending Action button displays in

color. In addition, there are certain steps during the multi-user and check-in/check-out processes
where you are asked if you would like to review the Pending changes.

Note: The Changes Pending Action dialog is accessible only from the Master copy since it is the
Master copy that approves or rejects changes made to an Edit copy.

When you select File > Changes Pending Action, or click the associated button, or you respond
Yes to a message asking if you would like to review pending changes, the Changes Pending Action
dialog displays.
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Each item displays a system-assigned Entry number, which is unique within each company, the
type and description of the change, the status, the date and time it was created, and the user who
created it. The View Details button allows you to review the detail of a selected Change Pending
Action item prior to assigning a status. The details of pending Journal Entries (JEs), Data Elements,
Ratios, Groups, Lead comments, Sublead comments, and W/P references can be displayed before
approval. If the status is Suspended, you can use the scroll bars to see the Reason for Suspension
column at the far right of the dialog. If you do not need to review the details of the pending
changes, you can highlight a single item or use the Select All button to assign the applicable
status: Approve, Pending, or Delete.

To review details of pending changes, do the following:

1. Highlight an item on the list and click the View Details button. The Details of Changes
Pending Action dialog displays.

Details of Changes Pending Action - Entry 3 - AIE &-J

Available choices
" Approve (% | " Delete
Dretails of AJE

Account | Account Description | Debit | Credit

1000 Cash 150,000.00

5000 Sales 150,000.00
Infarmation
Description: | aje?
P Ref: Period type:  Maonthly Uzer:  jemith
Year 2010 Period number; 12 Created: 10/07/11 0324 &M
Fecuring: Mo

Prexious | | Cloze Help
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2. Click the appropriate button to assign the correct status: Approve, Pending, or Delete (to
mark an entry for deletion).

Changes Pending Action &-J
Enty | Type | Description | Status | Created | Uzer Mame | FoYiew Details...l
1 Group Mews Group Pending 10/07A17 09:2348M  jsmith
_2 Q _E I.em RE f'ending 2306 jEmith ‘ Approve
Pending
Delete

|

Select Al

] 4 Cancel Help |

3. You can use the Previous and Next buttons to navigate the items on the Change Pending
Action list.

When the applicable assignments have been made, click OK. The User Name dialog displays.

5. The dialog defaults to the name of the user who has the Master open. If this is not your
name, enter yours in the Name field. Click OK.

Note: During processing, if the system encounters a change that cannot be merged with
the Master, it assigns a status of Suspended and provides the reason in the Reason for
Suspension column.

An example of the above would be if an Adjusting Journal Entry (AJE) was added for an
account in the Edit copy and meanwhile the account has been deleted from the Master.

You can either delete the suspended item or update the Master so that the change can be
applied. Each time you open the Changes Pending Action dialog, the system checks each
suspended item to determine if it can now be applied. If it can, the status is changed to
Pending, which you can then change to Approved and run the merge process again.

When the merge process is complete, a message displays listing the number of changes
incorporated in to the Master, the number deleted, and the number suspended.

Activity Logs

Master Copy Activity Logs

Master copy Activity Logs display the multi-user and check-in/ check-out activity that has taken
place in a company database. Activity can be viewed in one of two modes: Current (copies that
are still open or checked out, changes that are still pending) or Historic (copies that have been
closed or checked in, changes that have been processed). In addition to viewing data, you can
also purge the data on a log in Historic view.

Note: If a log has been previously purged, the data displayed on the log reflects only activity
since the purge.

Chapter 1 - Getting Started « 40



The following three activity logs are available in the Master:

® Multi-users. Displays the names of users who have opened a multi-user copy, the mode (Edit
or Review) of the copy, the date and time the copy was opened, and the purpose. If the log
is in Historic view, it also displays the date and time the copy was closed and if the copy
contained any changes.

m Restricted copies. Displays the names of users who have checked out Restricted copies, the
mode (Edit or Review), the date and time the copy was checked out, and the purpose of the
check-out. If the log is in Historic view, it also displays the date and time of check-in and if
the copy contained any changes.

® Changes added. Displays the entry number, type, description, status, date created, user
name, reference number, date processed and if the status is Suspended, the reason for the
suspension. If the log is in Historic view, it also displays the date and time the change was
processed and the name of the user who processed the change. In addition, for journal
entries, the Historic view also displays the journal entry reference number (a cross-reference
to the number on the appropriate journal entry grid) and the period type and number (for
example, Q3 for third quarter).

Multi-User and Restricted Copy Activity Logs

Users working with Multi-user Edit or Restricted Edit copies can see a Changes Added log in both
Current and Historic view.

® Current View. The Current View Changes Added Log keeps a record of all changes that have
been added to the copy.

® Historic View. The Historic View Changes Added Log lists any items that are rejected by the
Master copy when the Master copy refreshes. If items are rejected during a Refresh, a
message displays and asks if you want to view the rejected items. If you answer Yes, the
Current Changes Added dialog displays listing the rejected items. Once you close that
dialog, all rejected items are added to the log in the Historic View.

Note: This view is applicable to Multi-user Edit and Restricted Edit copies only.

Viewing and Purging Activity Logs

To view an Activity Log, select Work > Activity Logs. The Activity Logs dialog for a Master copy
displays.

Make the appropriate selections in the Logs and Views sections of the dialog to view the selected
log in the appropriate view.
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The following is an example of the Activity Log for a multi-user copy.

Activity Lags lﬁ
Logs Wiews
{+ Multiusers Restricted copies © Changes added " Curent @ Historic

User Mame | Mode | Created | Closed | Changes | Purpose
jsmith Review  10/07A1 09:204M 1007111 0921 AM M

Cloze | Purge | Help |

To purge an Activity Log, choose Historic as the view and click Purge. You cannot purge an
activity log in the Current view.

A message displays warning you that once you have deleted the data on a log, the operation
cannot be undone. Click Yes to proceed or No to return to the Activity Logs dialog. After a log is
purged, it does not display additional data until further multi-user or Restricted activity takes
place. The next time you view the log, it displays only the activity that has taken place since the
last purge.

Copy Company

The Copy Company command allows you to make a copy of a company. This is useful when you
want to use a company as a source or template for setting up another company. You can copy the
company to a new directory and give the copy a new name.

Note: The Copy Company command does not track changes made to the copy. Any changes
you make on the copied company cannot be checked-in or applied to the source database. Also,
you cannot make a copy of a multi-user database. You must use the Master database as the
source.
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To copy a company, use the following method:

1. Select File > Copy Company. The Copy Selection dialog displays.

Copy Selection E|
123 Tranzaction Corporation, [nc. Copy
234 Interim Periods Discrete Cao., Inc. kaster
5 Interim Periods Year to Date Co., | kM aster Close
456 Interim Periods Transaction Co., In M aster
48295732 Acme Enterprizes b azter
4974509958967 Acme Erterprises Help
510 Feal Estate Partnerzhip Mazter
B2z Golden Rule Exermpt Organization, [n M azter
BE/123830 Mew Interim Penod Company b azter
B5-38RRR42 Mewea, Inc. b aztar Browse...
Find...
[ Show only companies accessible by this warkstation [ Show templates
Remove...
Company:  Transaction Corparation, [ne. [ Show backups
Fath: chavisionhzampitrans *Company backups

Highlight the company you want to copy. Click Copy. The Copy Company dialog displays.
3. Check one of the following:
# Uncompressed file mode. Copies an existing database in an unzipped format.

# Compressed file mode. Copies an existing database as a ZIP file. (This is
recommended when copying a company to a floppy disk.)

# Copy company (CY) with variable data deleted. Copies the database with
information such as account balances and AJEs removed.

4. Click the File or Directory button (the name changes depending on whether you are using
compressed-file mode). The Copy Destination dialog displays.

5. Select the drive, directory, and (if applicable) the name of the ZIP file to which you are
copying the company.

6. Click OK. The Copy Company dialog displays again with the path to which you are copying
next to the File or Directory button.

7. Click OK. The copy process begins.
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Chapter 2

GUIDE TO FEATURES

Introduction

This chapter is a guide to the features of ProSystem fx Trial Balance. The guide, the online Help
system, and the online tutorial provide you with sources of information to help get you started,
guide your explorations, and answer your detailed questions about ProSystem fx Trial Balance.

To provide an overview of ProSystem fx Trial Balance, this chapter includes sample screens that
illustrate the main features of the program. Browsing through this chapter will quickly provide you
with a sense of the power and breadth of ProSystem fx Trial Balance. Explanations are also
included, so even experienced users will find it worthwhile to review this material from time to
time. However, you can also refer to the online Help system for detailed information about these
features.

User Interface Overview

ProSystem fx Trial Balance uses a standard Windows interface and the ProSystem fx Trial Balance
grids have the familiar look and feel of a standard Windows spreadsheet, thereby allowing you to
learn the application quickly.

This version of ProSystem fx Trial Balance is a 32-bit Windows application that requires either
Windows XP - Service Pack 3 or higher, 2003, 2008, Vista, or Windows 7. It does not work with the
Windows 3.x series.

ProSystem fx Trial Balance Desktop

When a company is first opened, the ProSystem fx Trial Balance desktop includes the menu bar,
the toolbar, the edit field, a large workspace, rows of icons which represent the data grids
associated with the company, and a status bar.
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When grids are maximized, they display in the workspace.

\{CRr Syssem fx Trfal Balance - Newl? (£}

Edit Field

Title Bar N

enu Bar Toolbar

& a=djs Blofx aEn|E aEEaE BEE
e = BE] 3 gizals [S[E %] ] 1= [=]0]X
T pxcsunis [5]/55)K] [ EIEE = aaal= Bl EIEED &
Feaucy Martm
Workspace
Status Bar Grid lcons
(Minimized)
Toolbar

The toolbar resides at the top of the main window, providing quick access to most of ProSystem fx
Trial Balance's features.

iR

@ B B | &

Grid View. Customizes how the data is displayed in the active grid. Grid View is available
only on open grids.

Grid Filter. Filters data in the active grid. Grid Filter is available only on open grids.

Add. Opens a pop-up menu used to add new objects, such as accounts, leads, subleads,
classifications, and tax lines on grids. Add is available only on open grids.

Assign. Used with the floating picklist, assigns object relationships on grid columns such as:
accounts to subleads or leads, leads to classifications, and accounts to tax lines. Assign is
available only on open grids.

Grid Zoom. Links to data in related grids. Grid Zoom is available only on open grids.

Changes Pending Action. Opens the queue for review of changes waiting to be merged
with the Master database. This button is enabled (displayed in color) only when there are
changes pending.

Refresh. Updates a multi-user Review or Edit copy of the database with any changes that
have been made to the Master database.

Show/Hide Picklists. Opens the picklist window for performing assignments.
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Grids. Displays a list of all available grids.

Diagnostics. Opens the Diagnostics grid.

Transactions. Opens the Transactions grid (when Transactions are enabled for the
company).

Journal Entries. Opens any of the active Journal Entries grids.

Workpapers and Reports. Opens the Workpapers and Reports dialog.

I E & B e O

Financial Statements. Opens the Financial Statement Manager.

Euik

5
=

Quiklink to ProSystem fx Tax. Links to the corresponding tax return in ProSystem fx.
Copy to Clipboard. Copies selected data to the Windows Clipboard.
Paste. Pastes data from the Windows Clipboard.

Print. Prints the active grid, financial statement, or previewed workpaper.

Print Preview. Displays a print preview of active Grids, Workpapers, Reports, and Financial
Statements in Adobe® Acrobat®.

< B @ &8 [#

Help. Accesses context-sensitive Help for the currently active grid.

ProSystem fx Trial Balance Help System

ProSystem fx Trial Balance includes an extensive online Help system with a detailed table of
contents and index available through the Contents, Index, or Search tabs. Select Help >
Contents to access this system.

The Help system is also context sensitive. Click Help on the toolbar, click Help on a dialog, or
ﬂ select Help > Active Window to open the detailed Help for the currently active grid.

Accessing and Using Grids

In ProSystem fx Trial Balance, company data is displayed in grids. A grid is a spreadsheet-style
window in which you edit and view company data. While all grids share a similar layout and
appearance, each performs a different function and displays different types of data. What follows
is an example of a company's Accounts grid.
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The Hide unused accounts feature allows you to suppress the display and print of unused Accounts,
Leads, Subleads, Groups, Tax Lines, and Classifications by checking the box at the top of the
corresponding grid. Also at the top of applicable grids, the Totals at top option allows you to
display totals on the first line of the grid. If you select Grid Credit Balances in Red in Options >
Preferences, credit amounts (amounts with a minus sign (-) or amounts in the credit column)
display in red. Because the display of data can be customized for each grid, your company's
Accounts grids may appear somewhat differently than the example. See Grid View on page 48 for
more information.

‘1% Accounts E@@

v Hide unuzed accounts v Totals at top
Araount Account Description - CY : CY Beqg. | CY Met Trans| CY Net Trans| CY Net Trans| CY Unadj. ‘ o
ranzactions Balance Dr Cr Balance

Takal 0.00 EB,165.48 £8.165.48 0.00 0.00
001-2000010-001 §f (1] Cash in bank 2 12,500.02 30,138.36 23457319 E.EB0.97 19,180.99

|| 001-2000050-003 | Cash in bank - Payrall I 4,716.23 0.00 0.00 0.00 4.716.23

|| 001-2000090-000  Petty cash I 150,00 0.00 0.00 0.00 150,00

| 001-2100010-003 | Short-term investments 1] 48,000.00 0.00 0.00 Q.00 48,000.00

|| 001-230001 0000 Accounts receivable - trad I 221,819.94 0.00 0.00 0.00 221,819.94

| 001-2300050-001 | Motes receivable - rade I 77.000.00 0.00 0.00 0.00 77.000.00

| 001240001000 Allowance for bad debts 1 -30,000.00 0.00 1.252.00 -1,252.00 -31,252.00

|| 001-2500010-001 | Inwentory I 254,376.00 0.00 0.00 0.00 254,376.00

|| 001-2500075-001 | Allowance for irventory ob 1] -17.500.00 0.00 Q.00 Q.00 -17.500.00

|| 001-2800010-001 Prepaid insurance 1] B.49212 0.00 0.00 Q.00 E.49212

|| 001-2600050-001 | Prepaid supplies I 1,780.12 0.00 0.00 0.00 1.750.12

| 001-2600075-001 | Other prepaid items I 252505 0.00 0.00 0.00 2625.05

| 0013200010000 Oiffice furniture and equip I 93.146.30 0.00 0.00 0.00 93.146.30

| 001-3200020-000  Computers 1 20,700.00 2,000.00 0.00 2.000.00 22,700.00

|| 001-3200030-001 | Motor vehicles I 3,300.00 0.00 0.00 0.00 3.300.00

|| 001-3200040-001 Leasehold improvements 1] 32,000.00 0.00 0.00 Q.00 32,000.00

|| 001-3300020-000 | Accumulated depreciation 1 -75,081.50 0.00 4.800.00 -4,800.00 -79.881.90

| 001-3500015-001 | Motes receivable - emplay I 875.00 0.00 0.00 0.00 875.00

| 001-3500020-001 | Cash value - Exscutive off I 5.750.00 0.00 0.00 0.00 5.750.00 3
ot 2EANO72E N [N PR PPN Y PR { PR n 2 0N0 NN nan nnn nan 2 NN an

< >

When a company is first opened, all of the grids associated with that company are opened and
minimized, appearing as icons at the bottom of the screen. Each grid uses the standard Windows
interface and can be maximized, minimized, or closed by clicking the appropriate button in the

upper right corner of the grid. When maximized, the grid appears in the ProSystem fx Trial

Balance desktop. You do not need to keep all grids open at all times; they are simply opened
automatically when you open a company.

Use the Window menu functions to arrange, open, and close the grids. Select Window > Cascade
or Tile to arrange the grids horizontally or vertically. Select Window > Restore Original Icons,
or press Ctrl + | to open and re-minimize all icons. Select Window > Minimize All to minimize all

grids. Select Window > Close All if you prefer all grids to be closed.
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Grids can be maximized easily by double-clicking any icon that appears in the main work area.
When those icons are covered by other windows, or when you want to open a grid that is not
E already open, you may find it easier to use the Grids dialog. You can access this dialog by

selecting Work > Grids or by clicking the Grids button on the toolbar.

Qpen a grid by clicking below... [ Filtered Grid
B | B | =
] [T
Accts Leads Subleads Classes
Tax Lines Groups Data Elems Rating
HEE S
HEHE TR
Ratio Gpe | Trangactions AJEs PiJEs
0| & & | &
RJE= TJEs B/S Rec'n Cash Flow
©
Bkl
‘rears Diags
Cancel | Help ‘

To open a grid, click its icon. However, if you check the Filtered Grid box at the top of the
dialog, the Filter dialog displays first, allowing you to define the criteria that the grid displays.

Grid View

A grid view consists of the columns that display on a grid, how the columns are arranged, and the
orientation of the grid. Each grid has a default view; however, the grid view can be customized on
the Grid View dialog. Each column can be either displayed or hidden, and you can control the
number and order of years shown. A line showing totals can be displayed on any applicable grid.
You are also able to rotate the grid to a vertical orientation so each object fills a column instead
of a row. In addition, if Interim Periods is activated for the company, you can select the interim
period types and options to display.

To access the Grid View dialog for the grid which is currently active, do any of the following:

& Select Edit > Grid View.

E m Click the Grid View button on the toolbar.
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m Right-click on the title bar of the active grid. (This does not work if the grid is fully
maximized - filling the entire screen.)

Seftings l Interim Periods |

Dizplay Tearz
[lAccount [Short) ”~ * Present. past
[wlAzzount Description " Past...present
TP Ref - Annual
[[1Unad;. Balance - Period g

w|Unadj. Balance - Period ¥TD
M Unadj. Balance - Annual
[IMet &JE's - Period

[witet &4JE's - Period vTD
et AJE": - Annual

[CAdj. Balance - Period Mizcellaneous
[wladj. Balance - Period v TD ;
M), Balance - Annwal : !

[IMet RJE's - Peniod Orientation: |Harzantal
[IHet RJE's - Period v TD
CMet RJE's - Annual ; )
[ IRepart Balance - Period be sethn.gs )
[|Report Balance - Period ¥TD v Save view settings
R eport Balance - Annual

[Lead [™ Use global settings
["Lead Description

[15ublead

[[15ublead Dezcription

[IClazz &5

0K | Cancel Global Settingz... | Restore Settings... Help

The Grid View dialog is tabbed. The Settings tab, as shown above, is always present. The Interim
Periods tab is present only if Interim Periods is activated for the company.

All of the possible display items are listed in the Display group box. Check each item that you
want displayed in the grid. Indicate which years to display in the Years group box and whether the
display should be from the present to the past or from the past to the present. Indicate if totals
should be shown and the orientation of the grid in the Miscellaneous group box. If you check
Transactions in the Display group box, a Transaction column displays in the account grid. By
double-clicking the number in the Transactions column, you can drill down to the transactions
that comprise the balance. (The Transactions check box displays only if the company has
transactions enabled.)

Check Save view settings to save the settings made to this grid. Check Use global settings to
have global settings apply to this grid.

Click Global Settings to open the Global View dialog and select the global presentation of years,
totals, orientation, and interim period types that apply to all grids in the company. (Display
columns are too specific to make global.) Each grid with Use global settings checked displays
according to the global settings.

Click Restore Settings to open the Restore Settings dialog.

Select the appropriate option to return the grid settings to one of the following:
® The Last saved settings, if Save view settings is checked.
® Global settings as established on the Global Grid View dialog.

® Display default settings for the columns displayed on the grid.
m System defaults for all aspects of the view columns and other settings.
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The other tab on the Grid View dialog is available only if Interim Periods is activated for the
company. The Grid View/Interim Periods tab allows you to select the periods (current, current
and preceding, and all periods in year) to display based on the period types (monthly, quarterly)
that are active for the company. As with the Grid View/Settings tab, you can also access the
Global Grid View and Restore Settings dialogs from here.

Accounts - View @

Settings  Intenim Periods ]

Perod type selection
v Annual

v Manthly (Al manths)]
[~ Quarterly

-

Interim period kype options

|Mnnth|_l,J ﬂ

" Current maonth only

" Curent and preceding month

" Current and all preceding months
e Al months in pear

" Specific months

] | Cancel Global Settings... | Restore Settings.. Help

Grid Filter

When a company is first opened, the grid filters are preset to All, so that any grid you view
displays all objects in the grid (e.g., the Accounts grid displays all the company's accounts, the
Leads grid displays all the company's leads). However, most grids can be filtered using the Grid
Filter dialog, allowing you to view items that meet a specific criteria.

To use the Grid Filter dialog for the active grid, select Edit > Grid Filter, click the Grid Filter
button on the toolbar, or check Filtered Grid on the Grids dialog before selecting the type of
===| grid. Using any of these methods, the Grid Filter dialog displays for the active/selected grid.
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The criteria by which a grid can be filtered differs from grid to grid depending on the type of data
the grid presents. In the example, the Filter dialog for the Accounts grid is shown.

Accounts - Filter E]

Fit Lead
ilter
4
? i" 'T 2300 Accounts receivable -
BRI U S 3200 Property, plant and e Ceri]

™ Classification... 3300 Accumulated depreci. ﬁ

3500 Other assets
~

4100 Accounts pavable m
f+ Lead.. 4400 Qther current liabilities
™ Sublead... AO00 Loanz payable - long-
 TarLine. . 5500 Commaon stock %
i B/S Only
" 1/5 Only
~
- | I |
™ Molead or Sublead | J |
" MoTax Line

Feset

The Accounts Filter has been chosen as an example because of the amount of information it
contains and the level of filtering available. However, regardless of what grid you are filtering,
you must select the filtering criteria and click OK.

On the Accounts Filter dialog, by using the Filter group box and the Account Segment Filter
boxes, up to three levels of Account filtering are possible:

® One Filter item with no Account Segment selections
® One Filter item and one Account Segment item
® One Filter item and two Account Segments items

Account Segment Filters

Each Account Segment Filter line consists of two elements:

® A drop-down list box from which you select the account segment, as defined in the Account
Number Structure dialog in Creating a New Company on page 12, on which you want to
filter the grid.

® An edit box in which you enter the specific account segment numbers on which you want to
filter the grid.

The default entry in the list box is None and the associated edit box is blank. When you select a
valid account segment from the drop-down list, the edit box is filled with zeroes. You can then
enter the appropriate numbers over the zeroes in the edit box.

The second Account Segment Filter line becomes available when an entry has been completed in
the first line. If you want to filter on a second Account Segment, it is completed in the same
manner as the first.
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When selecting filtering criteria, keep the following in mind:

m |f you are filtering only by account segments, leave the default of All in the Filter group
box.

® |f you are filtering only by an item in the Filter group box and do not want to use account
segment filters, the account segment filters must be set to None. If necessary, click the
Reset button to return both account segment filters to None.

When you click OK, the grid displays only those objects which meet all of the criteria indicated on
the Grid Filter dialog.

Title Bar of a Filtered Grid

The title bar of a filtered grid displays all the filtering criteria, with each item separated by a
comma, for example:

Accounts (Lead 2000-Cash, Account number=200001-00", Branch="003")
If the resulting information is too long for the title bar, it is truncated and followed by an ellipsis
(...).
Grid Zoom

The Grid Zoom button on the toolbar allows you to automatically create a filtered grid from
another grid. For instance, if you highlight one Lead schedule on a Leads grid, you can click the
Grid Zoom button to create an Accounts grid filtered on that Lead.

B Leads _ O] x|
P cY cY G4
Lead | Lead Description | Accuuntsl Class | Unadi Het AJE's | Adi B
_|| 2000 Caszh 3 a1 1,003,956 0 1.0
L1 2100 Investments - temporany iy 2,550,000 0 25
| 2300 Aocounts receivable I om 10,497 388 180,093 0.3
|| 2500 Inventories 7 0o 11145518 175,000 0.4
|| 2600 Frepaid expenses and other I om 434,402 1 4
| 2300 Irvestments-affiliates I om I ]
| 3000 Irreestinents-long-term 0 150 0 I} =
mini e e - - oy

The zoom capabilities apply to many grids. For instance, you can zoom from a Classifications grid
to a Leads grid filtered on a Classification or from a Tax Line grid to an Accounts grid filtered on a

Tax Line.
T Accounts [Lead 2100 - Investments - temporary] [ =]
- cY | cY cY |
Account Account Descrption | Unadi Net AIEs | Adi Balance
001-2100010-001 J Short-term investments ER0.000 1] gA0,000
1 001-2100010-002 | Shart-term investments E50,000 I B50.000
007-2100010-003 | Short-term investments 1,250,000 1] 1,250,000

If you zoom to an Accounts grid, you can filter the resulting grid using Grid Filter on page 50. For
grids other than Accounts, no additional filters are available at the zoom level.
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The Grid Zoom button works regardless of which columns are visible. However, if the appropriate
detail column is currently visible, such as the Accounts column on the Leads grid, you can simply
double-click a cell in that column in order to zoom to the appropriate grid. If the Accounts column
is not visible on the Leads grid, you can customize the grid view to display it. See the Grid View
on page 48 section in this chapter.

Adding New Objects

To add a new object (such as an account or a lead) to an active grid, do one of the following:

B Press Add on the toolbar.
B Select Edit > Add.
® Press Ctrl + A.
® Press the plus sign (+) key on the numeric keypad.
You are prompted for the ID of the new object, such as the account number or the lead ID. The

object is created as soon as the ID is entered. You can then enter the rest of the information for
that object in the appropriate cells.

Editing Cells on Grids

To enter or update information contained in a cell on a grid, you must be in Edit mode. Click
inside the cell to select it. When a cell is available for editing, the Edit bar in the upper left
corner of the workspace becomes available.

x| «|[2,693,010.57

After selecting the cell, do one of the following to enter data:

® Start typing the new value.
® Press F2.

& Press Enter.

& Double-click the cell.

To exit a cell and save the new value, do one of the following:

® Press Enter.
® Press Tab or Shift + Tab.
ﬂ & Click the check mark button on the Edit bar.

To discard the changes, do one of the following:

® Press Esc.
® Click another cell without pressing Enter in the current cell.
il ® Click Close on the Edit bar.
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Assigning Objects
Numerous relationships can be assigned, such as accounts to subleads or leads, subleads to leads,

leads to classifications, and accounts to tax lines.

One way to assign objects is to select the appropriate cell on the active grid and enter Edit mode.
See Editing Cells on Grids on page 53 for more information. For instance, on an Accounts grid,
display the Lead column and, with the cursor in any cell in that column, press F2 or double-click.
The assignment dialog appears, allowing you to select a lead from the drop-down list.

Another method is to highlight the cell and use Copy and Paste. See the next section, Editing
Cells and Assignments with Copy and Paste.

Using the floating picklist and the Assign button on the toolbar or selecting Edit > Assign are also
methods used to assign objects. See Floating Picklist, below, for more information.

Editing Cells and Assignments with Copy and Paste

ProSystem fx Trial Balance allows you to paste into grids. After the contents of one cell are copied
to the Clipboard, you can paste those contents into one or multiple cells.

For instance, you can copy a balance from an Accounts grid and paste it into a Journal Entry grid.
Or you can copy the tax line ID for one account on an Accounts grid and paste it to 20 other
accounts on that same grid.

Floating Picklist

The floating picklist allows easy access to the ID and description of all objects in the database.
The controls at the top of the picklist enable you to view different objects. This feature is
especially useful when making multiple assignments.

For example, in the following Accounts grid, there are many accounts that have not been assigned
to a lead. The object's Lead column is empty.

"[* Accounts g@@

¥ Hide unused accounts ¥ Tatals at top
A 0 A t Description . CY Beg. ‘ CY Met Trang| CY Met Trang| CY Met Trans| CY Unadj. ‘ o
Transactions Balance Dr Cr Balance

T otal 0.00 62,165.48 B2,165.43 0.00 0.o0

001-2000010-001 | (1) Cash in bank 2 12.500.02 3013836 23.457.39 E.E80.57 159.180.99
|| 0071-2000050-003 | Cash in bank - Payroll i} 4.716.23 0.0o 0.00 0.0a 4.716.23
| 0071-2000030-000 | Petty cash 1} 150.00 0.00 0.00 0.0a 150.00
|| 0071-2100070-003 | Shark-temn investments i} 48,000.00 0.0o 0.00 0.0a 48,000.00
|| 007-2300070-000 | Accounts receivable - trad a 221.819.94 0.00 0.00 0.00 221.819.94
| 0071-2300050-000 | Maotes receivabls - ads i} 77.000.00 0.00 0.00 0.0a 77.000.00
| 0071-2400070-001 | Allowance for bad debts 1 -30,000.00 0.00 1.252.00 -1,262.00 -31.252.00
|| 0071-2500070-000 Inventory a 254,376.00 0.00 0.00 0.0a 254,376.00
|| 0071-2500075-000 | Allwwance for inventary ob i} -17.500.00 000 0.on 0.00 -17 .500.00
|| O071-2600070-001 | Prepaid insurance 1} 643212 0.00 0.00 0.00 6.432.12
|| 001-2600050-000  Prepaid suppliss i} 1.750.12 0.00 0.00 0.0a 1.750.12
|| 0071-2600075-001 | Other prepaid items i} 2.625.05 0.0o 0.00 0.0a 2.625.05
|| 001-3200070-000 Office fumiture and equip 1} 93.146.30 0.00 0.00 0.0a 93.146.30
|| 0071-3200020-000 | Compubers 1 20.700.00 2.000.00 0.00 2.000.00 22.700.00
|| 0071-3200030-000 Motor vehicles 1} 3.300.00 0.00 0.00 0.00 3.300.00
| 001-3200040-000  Leasshold improvements i} 32.000.00 0.00 0.00 0.0a 32.000.00
|| 0071-3300020-000 | Accumulated depreciation 1 -75,081.90 0.0o 4,800.00 -4,800.00 -79.881.90
|| 007-3500015-000 | Motes receivable - employ 1} 875.00 0.00 0.00 0.00 875.00
|| 0071-3500020-001 | Cash value - Executive off i} 5.750.00 0.00 0.00 0.0a 5.750.00 3
< e 2E0NN2E nnd LI P 1 S n 2 nnn nn nnn nnn nnn 2NN nn )
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To make multiple assignments, highlight the accounts that should be assigned to the same lead.
Then click the Picklist button, or select Work > Picklists, to open the Picklist. Select Leads from
the Picklist drop-down box. All available leads display with the Accounts grid open behind the
Picklists window.

e % ___EEK

I ik sed ocof (NN - | [ A1
Account j 2000 oCah . . |5 ‘ Sublead T.a“ >
2100 Irwestments - temporary Line
| | Total 2300 Accounl_s receivable
|| oo1-2000010-0m || 2500 Inventories 100.00
| woranoooz | 50 [ e e e .0
001-2000010-003 2300 Investments - affiiates 100.00
001-2000080-001 3000 Irwestments - lang terrm 20001 100.00
3200 Property, plant and equipment 20001 100.00
3300 Accunulated depreciation & amartization
3400 Deferred charges and intanaibles 333312 ::gggg
3500 Other assets : :
4000 Loanz payable - temporany 2000.2 100.00
4100 Accounts pavable 2000.2 100.00
d01-2100010-001 || 4200 Income taves 100.00
1 4300 Accrued liabilities
|| 00200010002 45 Other current liabiltiss 5=
|| 001-2100010-003 | 4500 Emploves benefit plans 115.40
| | 001-2300010-001 4500 Deferred cradits 2300.2 103.00
|| oo1-2300010-002 || 4800 Interbranch pavables 23002 10300
[ oo-zz000i0.003 | 200 e ggﬁg:t';n';”” term 23002 103.00
| | 001-2300020-001 5400 Prefered stock 2300.3 103.00
| | 001-2300020-002 5500 Comrmon stack 2300.3 103.00
|| 001-2300020-003 || 5600 Additional paid-in capital 2300.3 103.00
[ | vor-zaoooso01 | 2700 Retaned saifings 23001 103.00
|| 001-2300050-002 § £app Accumnulated other comprehensive income 23001 103.00
001-2300050-003 RO0O0 G e 23001 103.00 | %

Select the lead to which the highlighted accounts should be assigned. Double-click on the selected
lead. The highlighted accounts are assigned to the selected lead.

The Picklist remains open and you can continue to highlight accounts and assign leads. This
process also works in reverse: you can open the Leads grid, open the Picklist, select accounts, and
assign accounts to a highlighted Lead. (You can assign more than one account to a lead. The
number of assigned accounts displays in the Accounts column of the Leads grid.)

‘;[{I Tip: You can also assign multiple groups to accounts using the floating picklist.

Current Year Selection

The Current Year Selection feature allows you to focus on any year for which a company has data.
By changing the year desighated as the "Current Year," you can work with the current and all
previous and future years with ease. (If Interim Periods is active for a company, a current period
type and period number can also be selected.)

Note: ProSystem fx Trial Balance can retain up to 11 years of data for a company.

The description of a year is based on its relationship to the designated Current Year. For example,
if ProSystem fx Trial Balance holds data for the years 2009 through 2014 for a company and 2013
is designated as the Current Year, then the following descriptions apply:

® 2013 is the Current Year
® 2014 is the Next Year
m 2015 is the Next Year 2

Chapter 2 - Guide to Features « 55



Years designations appear in the Description column of the Years grid.

2012 is the Prior Year
2011 is Year 3
2010 is Year 4
2009 is Year 5

-

=]
E

Years

Select Cumrent Year,. Current year selection default. 2013

| 22

>

Yoar Label | Desciiption | PgRN9| FCR9 | Cte™ | MEleer | | Ettort
| 2015 Next Year 2 m/mAs 12118 . 0.00 0.00
| 2014 Next Year m/m4 1223114 0.00 0.00 0.00
| 2013 Current Year /A3 1213 0.00 0.00 0.00
- 2012 Priot Year m/mAaz 123Nz 0.00 0.00 0.00
- 2m Year 3 0/ 1273111 0.00 0.00 0.00
. 2mo Year 4 /A0 1230 0.00 0.00 0.00
1 2008 Year 5 m//09 12731709 0.00 0.00 0.00

21008 Yeal B 01/01/08  12/31/08 0.00 0.00 0.00

You can change the current year selection on the Current Year Selection dialog. Either select
Options > Current Year Selection from the menu bar or click the Select Current Year button on
the Years grid. If Interim Periods is not activated for the company, the Current Year Selection

dialog displays.

You can change the Current Year settings by doing one of the following:

Current Year Selection

Current Year - Temporary

[for this session only};

2015 Mext Year 2

2014 Mext Year
Current ‘Year

2m2 Prior Year

2011 Year 3

2010 Year 4

2009 Year 5

21008 Year b

K

Cancel

4

Help

Current Year - Default
[subsequent sessions]:

2013 v

® Current Year - Temporary. Double-click the year for this session. This changes the current
year for this session of ProSystem fx Trial Balance only. Once the company is closed, the
current year reverts to the default selection when the company is opened again.

Current Year - Default. Select the year you want from the Current Year - Default
drop-down list. This sets the selected year as the default current year for this and all
subsequent sessions. This selection can be overridden for the current session only by changing
the Current Year - Temporary setting as explained in the paragraph above.
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Current Year and Period Selection

If Interim Periods is activated for a company, when you select Options > Current Year and
Period Selection from the menu bar or click the Select Current Year button on the Years grid,
the Current Year and Period Selection dialog displays.

Current Year and Period Selection @

Current year and period selection [tempaorany]
Tear |y w | Period type: M athly - | Period no: ([ -

Current default zettings

Year Ct Period type:  Annual Period nio.:

] Cancel Save Az Defaul... Help

In the Current year and period selection (temporary) group box, select the year and period type
from their respective drop-down lists. The period type can be Annual; however, if the type is
anything other than Annual (i.e., Monthly, Quarterly, or Semiannually), a period nhumber must also
be selected from the Period no. drop-down list. The year and period selection made here is
temporary. If you want this selection to replace the existing default (which appears in the Current
default settings group box), click the Save As Default button.

For detailed information about the Years grid and the associated Years dialog, refer to Chapter 4,
Interim Periods.

Journal Entries

ProSystem fx Trial Balance supports five types of journal entries (Adjusting [AJE], Passed Adjusting

[PAJE], Reclass [RJE], Tax [TJE], and Eliminating [EJE]), each with its own grid. A variety of

workpapers are also available to summarize journal entries (see the Trial Balance Help).

Regardless of the type of journal, the procedures to add, edit, or delete journal entries are the

same. All journal entries can be processed for annual and interim periods except Tax Journal

Entries, which are applicable to the annual period only. The Journal Entries dialog is accessed by
ﬁl selecting Work > Journal Entries or by clicking the Journal Entries button.

Journal Entries

| £ Adjusting | C Cancel

[ Fassedidisting | Helo
[ Beclss |
& T |
| £ Eliminating |
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Click the appropriate button to access the desired Journal Entries grid. What follows is an example
of the Adjusting JEs grid with the Expand Summary Grid box selected.

5 Adjusting JEs = lfE ==
Year |V v | Period type: | Manthly Period no: |M12 »| W/ and Reports... | ¥ Expand Summary Grid
Mo. Description ‘ Account ‘ Account Description Debit | Credit ‘ WP Ref | Status | Rec
1 To adjust cazh to reconciliation 001-20000710-001 [r] Cazh in bank. 100.00 0k %
1 001-6200064-001 Office expense 100.00
2 To adjust Depreciation Expense 001-6200030-001 Depreciation R00.00 ak
| 001-3300020-001 Accumulated depreciatio R00.00
| 2 To adjust withholding accounts at month end. 001-41000171-001 Fica tax withheld 48615 ak
| 001-4100012-001 Federal income tax withh 1.884.56
| 001-4100013-001 State income tax withhel 28412
001-6200013-001 Payroll T axes 2.654.83

The default display for each Journal Entry grid includes the journal entry number (No.),
description, workpaper reference (WP Ref), and the status. The Expand Summary Grid option, if
checked, displays the additional details for each of the journal entries listed. The Year drop-down
allows you to view journal entries entered in prior years. If Interim Periods is activated for this
company in the year selected, the Period type and Period no. drop-down lists are also available to
view journal entries from specific interim periods in the selected year.

Adding Journal Entries

To add a journal entry, open the appropriate Journal Entries grid and press the Add JE button,
select Edit > Add AJE, EJE, PAJE, TJE, or RJE, press the plus sign (+) key on the numeric
keypad, or press Ctrl + A. You can also use the Edit > Insert Journal Entry Line option to place a
new line directly above the selected line within an existing journal entry. The Details grid opens
for Tax Journal Entries.

1.
2.

Add a description of the journal entry and a workpaper reference in the appropriate boxes.

Where applicable, click the Recurring button to open a dialog where you can specify the
journal entry detail to recur in subsequent periods in the year and/or roll forward to the

following year.

Select either Without Amounts or With Amounts (from the Use of Amounts drop-down list)
to indicate if the amounts will also be carried forward with the detail. (When you are ready
to create the recurring journal entries, refer to Creating Recurring Journal Entries on page

61.)

Place the cursor in the Account/Tax Line or Description column and press F2 to access the
associated picklist. The available accounts/tax lines vary depending on the type of journal

entry you are adding.

Select the appropriate account from the picklist.
Enter the debit and credit amounts in their respective columns. Unless this is a Tax or
Eliminating journal entry, debit and credit amounts must balance.

If you are adding a Tax journal entry and the debits and credits are not balanced for M1 tax
lines only, you can double-click in the Difference column to indicate if this is a temporary

or permanent imbalance.

To delete a line in the journal entry detail, select Edit > Delete Journal Entry Line and

confirm that you want to delete the line.
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8. To add additional journal entries use the Add AJE, EJE, PAJE, TJE, or RJE button at the
bottom of the screen. The Previous and Next buttons are available to navigate the list of
existing journal entries.

9. When you exit from the Details grid, the journal entry you have added appears on the Journal
Entries grid.

Passed Adjusting Journal Entries

The following Passed Adjusting Journal Entries Details grid contains additional functions to allow
the recording of a PAJE as an AJE and to gather information for preparing the Summary of Audit
Differences workpaper.

Description: T4 record adjuztment for out of period iabilitizz discovered during cut-off testing,
WiPel:  [4175 Effect Eror
- i Income statement o Actual
Recurming... " Balance sheet " Judgrental
f+ Baoth Iv Rewversing " Projected
Mext pear: |_-?',5IJEI.EID Knowe error:;
Future vears: | 0.00 | nesamined:
Account Account Description Delnt Credit
007-62000710-002 f Seling expenzes 2,000.00
001-6200020-003  Shipping expenzes 3,600.00
001-6200070-002  Occupancy and other tax a00.00
O01-6200100-002  Adminiztiative expenses 1,500.00
001-410001 04002 [1] Accounts payable 4,000.00
001-41000010-003  Accounts payable 3.500.00
? 7
add PAJE Prewvious Memt Cloze

The grid contains the Journal Entry Description and W/P Ref fields, and the Recurring button,
similar to the other Journal Entry Detail grids; however, it also includes an Effect and an Error
section which are completed as indicated below:

m Effect. This section is used to document whether a PAJE affects Income Statement accounts
only, Balance Sheet accounts only, or both. In addition, you must indicate if the PAJE has a
reversing impact (such as, the entry represents an adjustment which would be reflected in
normal operations in the next period). If this is a reversing entry, enter the amount that
impacts the next year and future years in the appropriate fields.

® Error. This section is used to document the nature and source of the PAJE. Select Actual if
this entry is the result of a detected error, Judgmental if this entry is the result of an
adjustment to an estimate, or Projected if this entry is the result of a sampling application.
If this is a Projected error, enter the Known error and Unexamined amounts in the
appropriate fields.

The PAJE account and amount information is entered in the same way as it is on any other Journal
Entry Details grid.
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Changing Journal Entry Types

Other than Tax Journal Entries, which have Tax Lines assigned to them, ProSystem fx Trial
Balance allows you to change the type of existing journal entries. (Tax Journal Entries that
contain only account assignments can also be changed.) To change a Journal Entry type, highlight
the entry and select Edit > Change JE Type.

Note: The Journal Entry type cannot be changed if you are using the expanded summary grid.

The Change JE Type dialog displays.

Change JE Type - AJE 4 (%]

Change taor
-
* Passed Adusting JE
Cancel
" Reclazz JE 4
" TazJE Help
: |

" Complete Change [Transfer all details bo the new JE and delete the ariginal JE)

[+ Partial Change [For each detail, bype the amaount ta tranzfer in the New JE column.)

Account .l\'-'l.[:[:l:_ll.lr_lt ‘ Original AJE ‘ Hew PAJE ‘ Revised AJ
Dezcription

001-2300010-002  Accounts receivabl 15.266.26 dr 5,206.25 dr 10,000.00 .
001-2300010-003 | Accounts receivabl | 14,898.35 o 14,898.36
001-6000010-002  Sales 15,266,265 or .00 15,266,265,
001-5000010-003 | Sales 14,898 36 or 0.00 14,898.36
101 -600001 0-001 Salez 10.245.87 dr .00 10,245.87
001-2300010-001  Accounts receiabl 10,245.87 or 0.0 1024587 =
znl‘-\.l nnn F 9FE 7F Ar [ = | ={ = ".I; i

The journal entry types you can change to depend on the type of journal entry you are changing
and the type of company involved (Eliminating JE applies only to consolidated companies). Check
the type of journal entry you are changing to and indicate whether this is a complete or partial
change.

® Complete Change. Select this option to post the entire journal entry as a different type.

After the transfer, the Details grid for the new journal entry opens, allowing you to confirm
that the correct detail lines have been recorded. Once transferred, this entry is no longer
displayed on the original Journal Entry grid.

Partial Change. Select this option to change only part of an entry. If you select this option,

the lower portion of the dialog becomes available, allowing you to change all or part of an
amount by entering it in the New column. After you have made your changes, use the

Revised column to verify the amounts entered.
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Creating Recurring Journal Entries

When you are ready to start processing work for the next period, create any recurring entries for
the period by selecting Work > Interim Items > Create Interim Recurring J/Es. This opens a
dialog where you select the period types for which you want to create the recurring journal
entries. If recurring entries are created without amounts, after they have been created, access
the Journal Entry Details grid for the journal entry and enter the correct amounts.

Deleting Journal Entries

To delete a Journal Entry, highlight the entry or entries you want to delete and select Edit >
Delete JE.

Note: When you delete entries, you can leave openings in the number sequence. Journal
entries are not renumbered automatically. For example, if you have five journal entries and
you delete number 3, journal entries 4 and 5 are not automatically renumbered. To renumber
journal entries, select Edit > Renumber JEs. If you have established Journal Entry DDE links to
other programs, you must re-establish those links after renumbering.

Renumbering Journal Entries

In cases where you have deleted a journal entry and want to renumber all or some of your entries,
you can use the ProSystem fx Trial Balance renumber feature. Highlight the entry or entries you
want to renumber and select Edit > Renumber JEs. A warning message displays reminding you
that if you have established Journal Entry DDE links to other programs, you must re-establish those

links after renumbering.

Note: The Renumbering Journal Entries option is not available if you are using the expanded
summary grid.

Ratios/Data Elements

ProSystem fx Trial Balance automatically creates and calculates a series of analytical ratios for
each company based upon the industry assigned to the company. The industry is selected at the
time the company is created; the industry can later be changed on the Company Information
dialog by selecting Setup > Company Information. A listing of industry-specific ratios is located
in the Glossary of the ProSystem fx Trial Balance Help file, which can be found under Help >
Glossary, and clicking ProSystem fx Trial Balance Control File Industry Standards, and then

selecting the industry you want to view.

Data elements are the components used in ratio formulas. ProSystem fx Trial Balance
automatically establishes a default set of data elements based on the assigned industry.
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Data Elements Grid

The following Data Elements grid displays the tag (ID), description, source, number of links,
current year constant, and current year report balance. If the interim periods option is selected
for the company, the constant and balance columns display according to the period type and

number selected (for example, 3rd Quarter 2013).

a' Data Elements

CY Report ~

Tag Deschnption Source Links CY Constant B
alance

Al Accumulated Depreciation Subleads 1 A2, -2.630.305
|| AOCI Accumulated other comprehe Leads 1 {Er 12,000
|| AR Accounts Receivable Leads 1 A8, 10,317,795
| | CaA Current Azgets Clagzifications 1 M 25,016 672
|| CASH Cazh Leads 1 M 898,956
| | CL Current Liabilities Clazsifications 1 A 7,824,496
|| COST Cost of Sales Leads 1 M A2, 47 574,484
| | C5 Cash Sales Constant - § M -2.000.001 M4,
|| DAYS Humber of Days System M A 1] M AB
|| DMSH Dividends Per Share Conzstant - M 2 M, 1200 M
|| IBIT Income Before Interest and Ta  Accounts s M -9.402 505
| | IE Interest Expensze Accounts 3 M 168,037
|| N Ibrventary Leads 1 A 10.970.518
|10 Ihicome from Operations Leads 4 M A2, -8.870.120
|| MPSH M arket Price Per Share Constant - M 2 M 30,00 M
|| NI Met Income Account Types R {Er 5,984,468
|| MSH Murnber of Common Shares 0 Constant - M 0 M 1,228,100 M,
|| FI Fretax |ncome Leads E M -5,088 468
|| FREQ Froperty and E quipment Subleads 5 M AR 4 827 478
|| OA Guick Azsetz Leads 2 A 3,508,956
|| RE Retained E armings Accaunts e M A2, 10,432,239
|| SHE Sharehalders' E quity Accaunt Types ER A2, 18,382,495
|| TA Total Aszets Account Types A, {Er 27.825.520
|| Tax T ax rate Conzstant - M 2 M J3.80 M,
| TC Total Coszts Account Types * M B5, 706,202
L | TL Tatal Liahilities Accaunt Types L MAA -9.443 025
| | TR Tatal Revenue Account Types A A -F1.691.270

TS Total Sales Leads 1 A8, -71.140.395 b
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Add/Delete/Modify Data Elements

You can add new data elements through the Edit > Add Data Element command, and delete
existing data elements through Edit > Delete Data Element. Modify existing data elements by
double-clicking on the cell in the Source column to open the Data Element dialog.

Data Element CL
Source Source of values for constants
" Accounts [v Annual [manual entry]
i~ Account lwpes [v onthly |Manual ety j
" Clazzifications [v Monthly T |Manual ety j
" Leads [ Cluarkerly |Manual entry ﬂ
i Subleads v QuarterdyYTD |Manual entry ﬂ
i~ Conztant - currency [rounded) [v Semiannual |Manual entry ﬂ
i+ Conztant - humernic or percentage [v Semiannual ¥TD |Manual ety ﬂ

Decimal places: |—2|:
aFk. ‘ Cancel | Help |

Here you can select the source for the data element. If you select one of the constants (a constant
can be either a rounded currency amount or a numeric or percentage with a specified decimal
place), the Source of values for constants portion of the dialog becomes available.

If Interim Periods is not active for the company, Annual is the only selection available, and Manual
entry is the only entry method. If Interim Periods is active, you can select each box that is
appropriate for the period types active for the company. Once you have checked a period type or
period type YTD (year-to-date), the associated drop-down box becomes available. Select from the
drop-down list the method by which the value in the Constant column should be calculated. These
methods are:

® Manual entry. Allows you to make manual entries in the Constant column for the selected
period.

® Prorated from annual (by days). Calculates the period value based on the annual value by
days. The cell is not editable.

® Prorated from annual (by periods). Calculates the period value based on the annual value
by periods. The cell is not editable.

® Same as annual. Sets the same value for the period as that entered for annual. The cell is
not editable.

® Sum of periods-to-date. Calculates the period value as a sum of all the periods-to-date.
This option is available only for the year-to-date period types. The cell is not editable.

Links

To add or delete source accounts, classifications, leads, or subleads in the data element,
double-click the cell in the Links column of the Data Elements grid. This opens the appropriate
grid where you can add or delete the sources using the Edit > Add and Edit > Delete commands.
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To modify a source, double-click the item you want to edit and enter the updated information in
the Edit field box in the upper left of the workspace.

Update with Industry Standards

Select Setup > Update with Industry Standards to reset all the ratios/data elements for the
company with industry standards. The update process replaces the ratio formula for all ratios that
have tags that have the same name as those found in the industry standards control file.
Therefore, if you have modified a standard formula and want to retain it, change the name of the
tag to one not used in the control file. Prior to updating, you receive a message alerting you to
the possible loss of added or modified tags.

Ratios Grid

The Ratios grid displays the tag, description, formula, current year value, and the formula status
of the ratios defined for the company. Although it is not part of the default display, you can
update the grid view to include a Format column (as in the following example) which defines the
format of the ratio values (for example, N2 means a numeric value with two decimal places, %2,
a percentage with two decimal places, $2, currency with two decimal places).

HiaH -
#2% Ratios

Tag Description Formula Format CY Value Fon ™
ADTC Average Days to Collect DS ATS-CS)AAR: PerAR)/2.000]) M2 4867 OK
L | ADTS Average Days to Sell DAYSACOST A[IMY:Fx+NY)/2.000)) M2 8583 0K
| | ATR Acid Test R atio -Qa/CL M2 0.45 0K
|| AZS Altman £ Scare 3 A0IBIT ATAMTS T+ B0 (SHETLI . 2[CA+CL)/ TA . 4RE/TA] M2 E11 0K
| | CETA Creditors' Equity ta Tatal Azset -TLATA M2 034 0Ok
|| CRAT Current R atio -CA/CL N2 320 0K
|| DE Dehbt to Equity TL/SHE N2 051 0K
| | DPR Dividend Pawout R atio [(MSHADIWSH]AMNIF-100.000 %2 246.26% 0K
| | DSIR Days Sales in Receivables -AR/TS-C5)/DAYS] N2 5447 0OK
| DY Dividend Yield [DI¥SH/MPSHF100.000 %2 40.00%  OK
|| FALTL Fixed Aszets to L-T Liabilties | -[PREQ+AD)/TL-CL] N2 136 OK
|| FATE Fixed Aszets to Equity [PREQ+4D)/SHE N2 012 0K
L | GPM Gross Profit Margin [[TS+COST)/TS)100.00 22 3313% 0K
LT Inventomy Turnowver COST AN P+ M)2.000] N2 425 0K
| | LTDE Long Term Debt to Equity [TL-CL]/SHE N2 003 0k
| | MIS Met Income ta Sales [MI/TS]1 00,000 %2 a41% 0K
| |oc Operating Cycle DAYSACOST (MY Fx+INV)/2.000)-DAY'S A[TS-CS)[AR:F<+AR)/2.00 N2 13456 0K
| | OPTS Operating Profit to Sales [10/TS]100.00 %2 12.47% 0K
| | PER Price Eamnings Ratio MPSHAMIMEH] N2 B16  OK
| | PTIS Pretax Income to Sales [PLATS]*100.000 22 1278% 0k
| | REC Return on Equity Capital [MI/([SHE:F<+5HE]/2.000]*100.000 %2 36.53%  OK
|1 RT Receivable Tumowver AT5-C5)/[aR: Fx+aR)/2.000) M2 760 0K v
£ >

Ratio Formulas

A ratio formula consists of tags, numerals, and operators (+, -, *, /). Formulas assume that current
year report balances are being used, unless otherwise specified. If Interim Periods is active for the
company, you can select to display a period type. If an interim period type is selected, the
formula assumes that current year and current period report balances are being used unless
otherwise specified. For formulas using the prior year, when an interim period is selected, the
formula uses the immediately preceding interim period.
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Other than the default balance of current year report balance, you can use the following balances
in a ratio formula:

® PY. Prior year balance

UB. Unadjusted balance

AB. Adjusted balance

RB. Report balance

FRB. Final report balance (Consolidated databases only)
TXB. Tax balance

BB. Budget balance

Add/Delete/Modify Ratios

Use the Edit > Add and Edit > Delete commands to add and delete ratios. To modify a ratio,
double-click the cell and make the change in the Edit field in the upper left of the workspace.

To update a formula or format, double-click the cell in the Formula or Format column to open
the Ratio dialog.

Ratio DPR - Dividend Payout Ratio

R atio farmula
|-[[[NSH*DIUSH]£NI]"1 o0

[ E=clude ratio from analytical workpapers

R atio calculation options Faormat
v [ " Currency
[ [ " Numeric:
B i+ Percentage
e [ Decimal places:
f'“ I I 2 ;
. B

Helpful hintz on ratioz

P iz a "wild card” parameter that refers to a prior penod. Use it for the
following: Annual or Interim ' TD = prior year [e.g. INV:Fx = INV:FY]
Interim = immediately preceding period [e.g. NV Fx= = INW:Cv.CP[-1]]

Annualized Options:

By Period - Each period within a penod type iz equal e 12 mos, 4 qrs, 2
halves]

By Days - Exact number of days far a penod [e.g. June=30, Aug.=31, Feb =28]

Mone - Mot applicable to the ratio.
(] | Cancel | Help |

Check Exclude ratio from analytical workpapers if the ratio should not be included. If Interim
Periods is not activated for the company, the Ratio calculation options section is not available and
all calculations are annual. If Interim Periods is activated, select the annualization option (by
periods, by days, or none) and the interim period types to be used in the calculation.
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Whether or not Interim Periods is activated, select the format for the ratio: Currency, Numeric, or
Percentage, and enter the number of places for the decimal. Decimal places can be specified for
any of the three format choices. Numbers are rounded based on the number of decimal places
specified.

Ratio Groups Grid

Ratio groups are used to place ratios in specific categories, such as Operating or Asset utilization
for organizing ratios in workpapers. All ratios must be assigned to a ratio group to appear in a
workpaper.

The following Ratio Groups grid includes the ratio group ID (tag), description, and the number of
ratios assigned to the group.

_-_'Hatiu Groups
Tag Deszcription H of
Ratios

Al | 25zt utilization 7
_ | C5LTS Capital structure and long-term G
| MCA Movement of current azsets 4
|| MM b arket measures K]
_Ja [ ther 1]
_Jjoc Jngoing concern 1
_Jar O perating performance 4
_| Rd R eturn on investment 2

STL Short-term liguidity ]

To add a ratio to a ratio group, highlight the group on the grid, and click the Picklist button.
Select Ratios from the drop-down list, and double-click the ratio you want to assign to the group.
The ratio is added and the number in the # of Ratios column increases.

To display the grid of ratios that comprise a ratio group, double-click on the cell in the # of Ratios
column, and a Ratio grid for the group displays. To delete a ratio from a group, highlight the ratio
you would like to remove from the group, then use the Edit > Unassign Ratio from this Ratio
Group command.

Workpapers and Reports

ProSystem fx Trial Balance can produce 200 standard workpapers using preferences to customize
its presentation. These custom selections are saved automatically for subsequent sessions. Multiple
workpapers and reports can be created in each of the following areas:

B Lead and sublead schedules
Trial balance

Material variance

Balance comparison
Vertical fluctuation

Ratios

Budgets

Tax schedules
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® Tax line supporting schedules
® General Ledger

Workpapers are grouped into the following categories: All, Basic, Tax, Analytical, Budgets,
Financial Statements, Transactions and Favorites. Some categories may not be available
depending on the company. For instance, Tax reports are not available if the company’s tax return
type is None, and Transaction reports are not available if the company does not have the
transactions option enabled. The Favorites group is a user-defined group that is created when a
workpaper or report is added to the Favorites group on the Produce Workpapers or Reports dialog.

Access the workpaper dialog by selecting Work > Workpapers and Reports or by clicking the
Workpapers and Reports button on the toolbar. The Workpapers and Reports dialog displays.

You can select to view workpapers and reports in a specific category or select All to view a list of
all available workpapers and reports. (Refer to the Trial Balance Help for descriptions and samples
of all workpapers and reports.)

I

Select workpaper
“Wiorkpaper group

o~
" Basic
" Analyhical
" Budgets
" F/S

~

~

Tranzactions

Available workpapers and reports:

Chart of Accounts

Tranzaction Setup Repart

Tranzaction Journalz

General Ledger - Detall Transactions

General Ledager - Summary by Journals

TE by Accounts Clazsified [Beqg. to Unadjusted, List Trang]
TE by Accounts Unclazsified [Beg. to Unadjusted, List Transg]
TB by Lead: Clazsified [Beginning to Unadjusted Balance]

TB by Lead: Unclaszified [Beginning to Unadjusted Balance] w

Select period and comparnizon

Period zelection

Comparizon period display

T - l—_l Chooze the data to dizplay az a
FPE: comparizon to the period selection.

Period no.; |—4| i Frior year

‘Y'ear-to-date as curent option

-

~
~

O Mone

Froduce. .. Cancel Help

Select a workpaper or report by highlighting it and clicking the Produce button or double-clicking
the workpaper title.

Note: If the interim periods option is activated for the company, before clicking Produce,
select from the bottom of the dialog, as applicable, the period type, period number, and
comparison period, and indicate whether the year-to-date figures should be used for the current

period.
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After clicking Produce, the Produce Workpaper or Report dialog opens. This dialog allows you to
specify parameters regarding what and how data prints on the report. The appearance of the
dialog differs depending on the type of workpaper/report selected. In the example, the Produce
Workpaper or Report dialog for the Sublead Schedules (Complete) Report displays.

Produce Workpaper or Report E3
I ame
Sublead Schedules [Complete]
i Wi,
f?ltgr ijle dads 20001 Fayroll bank, accou _—I
LREate s 20002 Petty cash | —
" Leads.. 23001 Maotes receivable Erint...
" Clazzifications. .. 23002 Accounts receivabl
™ Account bpes. . 2300.3 Other receivables Cancel
~ Al 23004 Allowance for doub
26001 Prepaid insurance Help
E e 26002 Prepaid supplies =
2600.3 Prepaid - other [ Addtaf it
fe Mare than one 28001 Intercompany acco ) QRSCries
" One 32001 tachinery and equ _{ [ Print
e s ot L ¥ Frirt to fit
v Page numbers
[v Sign off box
[ Double space
[ Data path
Copies: 1 |¢
Formnat
v Acot#'s i Full[13] W Descr. columns | 30 |4
[ Hide unused balances
-

Where applicable, you can filter the accounts or leads that appear on the report. You can also
select the Print-to-fit option to prevent printing in strips, print page numbers, include a sign-off
box, print with double-spacing, print the data path as a footer, specify the number of copies to
print, use a short account number, and determine the width of description columns (the minimum
setting is 15). Clear the Descr. columns box if you do not want descriptions to print. To save
selections without viewing or printing, select Save and Close.

Note: Workpaper selections are saved and used for subsequent sessions on most workpapers and
reports.

Before printing, click View to preview the workpaper/report. You can resize the View window (by
moving the sides or by clicking the maximize button) to see more of the preview.

Note: The Preview window always presents the report as single-spaced.

Chapter 2 - Guide to Features « 68



Batch Print

Highlight two or more workpapers or reports in a workpaper group to activate the Batch Print
option. This option allows you to print the selected workpapers or reports in a single print session,
using settings retained from the last time the workpaper was produced and saved, viewed, or
printed. Use the Print setup to specify the number of copies to print, Print quality, default printer,
and fonts.

To select multiple workpapers, highlight the first selection and hold down the Ctrl key, then
select subsequent workpapers.

Printing Grids, Workpapers and Reports

Print options are available when the active window is either a grid or a previewed workpaper. The
following print options are applicable to a grid, workpaper or report. Print to fit is applicable to
workpapers and reports only.

Each of the following methods displays the Print dialog.
® With the desired workpaper or grid open, select File > Print.
@l ® Click the Print button on the toolbar.

® Click Print on the Produce Workpaper or Report dialog.

m Click File > Print Preview to display a print preview of active Grids, Workpapers, Reports,
and Financial Statements in Adobe Acrobat.

Note: When printing in Adobe Acrobat, we recommend you select only the Auto-rotate
and center page option in the Copies and Adjustments group box.

The Print dialog displays.

Frinter: System Prnter [Adobe POF) ok
] o Cancel
FPage farmat Print destination
[w Frint ta Fit * Ta printer Help
v Page Humbers " To PDF file o
W Sign OFf Box r QE il
[~ Double Space " ToRTF file Fant...
[ Data Path
Copies: 1 El:
Frirk quality: |12I:IEI dpi ﬂ

The Print to Fit option makes automatic adjustments to prevent Workpapers and reports from
printing in strips. Print to fit automatically adjusts the point size of fonts and, if necessary, you
are prompted to accept a change to the page orientation.

Note: A message box displays to inform you if the Orientation Change option is necessary. To
suppress this message, select Options/Preferences/ Warn Before Printing in Strips or select the
designated box within the message box.
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You can also indicate if page numbers and/or a sign-off box should print on the report or grid, if it
should print doubled-spaced, how many copies should print, or if you want the data path to print
as a footer.

The following print destinations are available for selection:

® To printer. Spools to the printer configured in the Printer Setup.

® To PDF file. Creates a file in PDF file format. Batch print for workpapers and reports can
also use this option.

m To RTF file. Creates a file in RTF format.

If you have decided not to use Print to fit, you can clear the Print to fit box. You are notified if a
workpaper is too wide for a single page. To make a report fit on one page width, there are a few
options:

® Use Print to fit for Workpapers and Reports.

m Use a smaller font.

® Print in landscape orientation (select Print and then Setup).

]

Use the short account number and reduce the description column widths (the minimum is 15
characters). The account and description columns can be suppressed.

® Use a larger paper size, such as 8.5 x 14 (legal).

Click the Font button to access the Printer Font dialog, where you can select another font.

Click the Setup button to access the Print Setup dialog, where you can select a printer, paper
size, and page orientation (portrait or landscape).

Embedding Workpapers and Reports

ProSystem fx Trial Balance enables you to embed workpapers into one of two applications: Excel
or Word. Once embedded, these documents can be used in a paperless audit, included in a
checklist, stored for later comparison, or used to save print defaults.

From the Microsoft application, you can insert, refresh, or replace a workpaper. The embedded
workpapers cannot be edited in the Microsoft application. To edit a workpaper, you can copy the
original from ProSystem fx Trial Balance (or copy the embedded document from the Microsoft
application) and make changes to the copy. Any links in the embedded document are not copied.

Only one copy of ProSystem fx Trial Balance needs to be open to insert, refresh, or replace
documents. ProSystem fx Trial Balance must be installed, but not necessarily open, to view a
workpaper embedded in any of the container applications.

Inserting a Workpaper

1. Open Word or Excel.
In Word or Excel, select Insert > Object.

3. Select ProSystem fx Trial Balance Workpaper. In Word and Excel, we recommend that
Embed as icon be selected.

4. Click OK. If ProSystem fx Trial Balance is not running, you are prompted to run it. Click the
Run ProSystem fx Trial Balance button.

5. If the company is not already open, open it.
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6. Click the Produce New button on the Insert ProSystem fx Trial Balance Workpaper Object
dialog.

7. Select Work > Workpapers and Reports.

8. Highlight the workpaper you want to insert and click Produce.

9. Click View.

10. Return to the Microsoft application. All open workpapers are displayed in the Currently Open
Workpapers section of the Insert ProSystem fx Trial Balance Workpaper Object dialog.

11. Highlight the workpaper you want to insert and click Insert. The workpaper is now
embedded in the Microsoft application.

Refreshing a Workpaper

Refresh provides the ability to update the workpaper with any changes that have been made since
the workpaper was inserted or last refreshed. This feature is accessible from within an embedded
workpaper. Double-click within the embedded workpaper in the Microsoft application and select
Workpapers > Refresh Existing Workpaper or click the Refresh button. The applicable
ProSystem fx Trial Balance company must be open in order to refresh, and only one workpaper can
be refreshed at a time.

Replacing a Workpaper

1. In the Microsoft application, open the file containing the embedded workpaper.
2. Double-click the workpaper.

3. Select Workpaper > Replace with New Workpaper.

4

If ProSystem fx Trial Balance is not running, you are prompted to run it. (Click the Run
ProSystem fx Trial Balance button.)

If the company is not already open in ProSystem fx Trial Balance, open it.

6. Click the Produce New button on the Insert ProSystem fx Trial Balance Workpaper Object
dialog.

7. Select Work > Workpapers and Reports.

8. Highlight the workpaper you want to insert and click Produce.

9. Click View.

10. Return to the Microsoft application in which you are working. All open workpapers are
displayed in the Currently Open Workpapers section of the Replace ProSystem fx Trial
Balance Workpaper Object dialog.

11. Highlight the workpaper you want and click Replace. The original workpaper is now
replaced with the one selected.

ul

Printing Embedded Workpapers

In Word and Excel, workpapers are printed one at a time. Double-click within the embedded
workpaper, then click the Print button on the Workpapers toolbar to print the workpaper.
Selecting File > Print prints the Word document or Excel spreadsheet, not the embedded
workpaper.
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Cash Flow Analysis

The purpose of the Cash Flow module is to produce an accurate Cash Flow financial statement
which compares the current-year balances for the leads with the balances for previous years (you
select the years to compare). Any differences between the balances for each lead must be
explained to reconcile the statement.

Once the cash flow statement is complete, you can then remove extraneous information and
prepare it for printing. The finished statement is generated and printed via the Financial
Statement wizard. See the Financial Statement Wizard - Creating a New Statement on page 80.

Before beginning this process, the following conditions must be met:

® Diagnostics must be clear: All objects must have their correct assignments (accounts
assigned to leads/subleads, leads to classifications, classifications to account types) and all
four roundoff accounts must be specified. Check the Diagnostics grid to be sure it is empty;
if it is not, correct any reported problems.

& The Trial Balance must be in balance.

® Most of your Journal Entries should already be posted to ensure that the information on the
Cash Flow statement is current.

Cash Flow - Setup

Information related to Cash Flow must be set up before you can access the Cash Flow and Balance
Sheet Reconciliation grids. To begin setting up a cash flow statement, select Setup > Cash Flow
to open the Cash Flow - Setup dialog.

Cash Flow - Setup @

Cash Flow ethod "

* |ndirect " Direct
Cancel

Cazh Flow Lines
Help

L

[ Update wilndusty Standard Lines

[ Reset'ears to 0.00

Cazh Leads A oundoff &ccounts
kMust be identified! Al zelected

Cash Leads. .. R oundoff Accts...
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When Cash Flow is set up for the first time, industry standard cash flow lines are added to the
database automatically. Once the Cash Flow has been set up, you can change this information as
needed. Complete the fields on the dialog as indicated in the instructions below:

m Cash Flow Method. Indicate whether the statement should be Direct or Indirect.

m Update w/Industry Standard Lines. Check this option to choose from a list of common cash
flow lines used in the industry. If you do not select this option, you must create your own
lines. If at some future point you add the industry standard lines, lines you have created are
not deleted.

B Reset Years to 0.00. Check this option to reset a year column that is incorrect. Click the
Years button to select the years to be reset.

® Cash Leads. Click this button to specify which leads represent Cash Leads.

® Roundoff Accounts. Click this button to designate the accounts to be used for rounding.
Four accounts must be selected: Asset, Revenue/Expense, Liability/Equity, and Retained
Earnings. If this information has already been set up, the message All selected displays in
the Roundoff Accounts section. If you have not designated all of the Roundoff Accounts, the
message Must be selected! displays.

Note: If the company you are setting up uses Fund Accounting, the Roundoff Accounts are
designated on the Funds grid. The Roundoff Acct. button is disabled and the message Select on
Funds Grid! displays.

When you have completed the dialog, click OK. The Cash Flow Summary and Balance Sheet
Reconciliation grids are opened and minimized on the desktop. These grids include a Setup button
that can be used to access the Cash Flow - Setup dialog whenever necessary.

Note: If Interim Periods is active for the company, the ending periods on both grids are
determined by the current year and period selection.

Once the Cash Flow setup is complete, you are ready to continue with the Cash Flow Summary
process. The year-to-year differences in the balance sheet must be explained. Because the Cash
Flow Summary and Balance Sheet Reconciliation grids perform interrelated functions in the
reconciliation process, you can begin the process through either grid. In this Guide, we cover
Balance Sheet Reconciliation first (see next section) and then Cash Flow Summary on page 77;
however, if you want, you can start with the Cash Flow Summary first. Either way, the Cash Flow
must be balanced before you print the final statement.

Cash Flow - Balance Sheet Reconciliation

The Balance Sheet (B/S) Reconciliation grid shows the current and prior year report balances, the
difference between them, and the remaining unexplained difference. Use the grid and its
associated Reconcile Lead dialogs to reconcile the components of the year to year changes in
asset, liability, and equity lead schedules.

The Balance Sheet Reconciliation grid can be activated by doing the following:

® Double-clicking the B/S Reconciliation icon in the work area.
m Selecting B/S Reconciliation on the Grid dialog.
® Clicking the Go to B/S Reconciliation button on the Cash Flow Summary grid.
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The B/S Reconciliation grid displays.

% BIS Reconciliation

Go To Cash Flow Surmmary | Setup... |
To reconcile, double click on "Unexplained"
Lead Lead Description E;{ Report PY Report CY Difference Cy I__Inexplamed A
alance Balance Difference

Total 1] 1] 1]

2000 I| Cash 888,956 543,011 333,345 CASH
|| 2100 Investments - kempo 2,620,000 g20.000 1.540.000 CASH
|| 2300 Accounts receivabl 10,317,795 2.121.267 2,196,534 1]
| 2500 Inventaries 10,570,518 11.418516 -447 933 1]
| 2600 Prepaid expenzes a 219,403 310.5Mm 91,098 0
|| 2500 Intercompany receiv 0 0 0 0
|| 2300 Investments - affiliat 1] 1] 1] 1]
| 3000 Ihvestments - long t 0 0 0 0
|| 3200 Froperty, plant and 2197173 2221146 235973 1]
| 3300 Accumulated depre 0 0 0 0
|| 3400 Deferred charges a 0 0 0 0
|| 3500 Other aszets E11.E7G 473575 132,000 i
| 4000 Loans payable - tem -181 867 -181,034 -833 0
| 4100 Accounts payable -5.596,773 -5.045,012 551,767 1]
|| 4200 Income taxes -200,000 325,000 125,000 1]
| 4300 Accrued liabilities -1,075.000 1,270,500 195,500 1]
|| 4400 Other current liabiliti 0 0 0 0
|| 4500 Employes benefit pl -F70.850 -7R0,600 -20,250 i
|| 4600 Defered credits -362.000 -383.000 21,000 i
| 4800 Interbranch payable 0 0 0 0
|| G000 Laanz pagable - lon 437,792 -464.308 26516 1]
|| 5100 Leaze obligations 818,737 974, 629 155,892 1]

R400 Frefermed stock 0 0 0 0 W

The columns and years available in this grid can be customized just like any other grid by using
Grid View.

You cannot add or delete leads on the B/S Reconciliation grid, but you can change lead numbers
and descriptions. Because changes in cash are considered part of the Cash Flow Summary, cash
leads are not reconciled.

Reconcile Lead - Cash Flow Lines

When a cell in the Unexplained Difference column is something other than zero, double-click that
cell to open the Reconcile Lead (Step 1) - Cash Flow Lines dialog.

Use this dialog to identify Cash Flow Lines that are associated with the selected Lead and which
are used to explain the difference.

The upper third of the dialog displays the currently selected lead, year (and, if applicable, period
selections), and the current report balance. Use the Prev Lead and Next Lead buttons and
years/periods drop-down lists to navigate through the leads without moving back and forth
between the grid and this dialog.

The list of Cash Flow Lines at the bottom of the dialog matches the lines on the Cash Flow
Summary grid. You can modify the list by adding, editing, or deleting lines. Use the up and down
arrow buttons to change the order of the lines. Click the Filter button to select another filtering
criteria. Click Select Line to move the highlighted line into the Cash flow lines used in
reconciliation section of the dialog.

‘E
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For each Cash Flow line that appears in the Cash flow lines used in reconciliation section, click
the Reconcile button to access the Reconcile Lead (Step 2) - Value for Cash Flow Line dialog.

Reconcile Lead {Step 2) - Yalue for Cash Flow Line

Current lead and cash flow line Report balance

Lead 2100 - Irvestments - termporary Difference 1,340,000

Cazh Flaw Line OF DEFTAx Deferred income taxes Explained 1]
Unexplained 1,940,000

Reconcile

Reconcile with the cash flow line by manual entry or by azzignment from objects such as leads, accounts, etc.

" Manual entry

o << 1.34000000 |

[ Assignment

Object Agzighed | Source [Uze) Reverse Sign

I

Objects

Leads | [Z.|an Assign Change
2000 Cazh - -
|nvestments - temporary Assign Yalue

2300 Accounts receivable
2500 [mventornies Z
acnn Drmem=id = s mblemr

(H]4 | Cancel ‘ Help ‘

This step must be performed for each cash flow line selected on the Step 1 dialog. The differences
can be explained using a manual entry or by making assignments from one or more database
objects, listed in the Objects section at the bottom of the dialog. Click the Assign Change button
to assign the year-to-year change in value of the object selected. Click the Assign Value button
to assign the value of the object selected. Use the Reverse Sign button as a toggle (Change/Rev
Change or Value/Rev Value) to reverse the current sign.

Whenever the unexplained difference for a lead schedule has reached zero, a large red check
appears next to the zero on both the Step 1 and Step 2 dialogs; however, any changes made on the
Step 2 dialog are not saved until the Step 1 dialog is either closed or Next Lead or Prev Lead is
selected.
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Copy to Years

When a lead schedule has been reconciled in a particular year, the assignhments can be copied to
other years by clicking the Copy to button in the Year and period selection section of the Step 1
dialog. This opens the Copy to Years dialog. If Interim Periods is not activated for the company,
the following dialog appears.

Copy to Years

Cy

Copy From

"B zzignments’ will be copied.

Copy To

Exizting "Aszignments’ and 'Manual Entries’ will be
remaved fram the target vears.

v &l ears

v MYZ
v MY

.

v PFY

v YB3
v vR4

3

Cancel |
_tick_|

Marual Entries' will be copied and set to 0.00. Help

Check the year(s) to which the lead schedule should be copied and click OK.

If Interim Periods is activated for the company, the Copy To dialog displays.

Copy To X
Fitlp bl R
Fram the source perioddvear, ‘Sezignments’ will be Cancel
copied, and 'Manual Entries' will be copied and zet
to 000, Help

Copy from
Cv' 15t Mo
Copy to

Year Period type: Pernod #:
v | |Monthly ] (M2 -]
Vo | |Monthly ] (M3 -]
v | |Morthy  ~|  |EEH~
| = L2 R
| | | 2 I
| = | 2] |
| = [
| EN [ I
| El 2] N
| [z | F [ 17
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The year, period type, and period number of the source displays in the Copy from group box.
Indicate the year, period type, and period number to which you are copying by making selections
from the drop-down lists in the Copy to group box. (The interim period type and period number
are not available in years in which interim periods were not enabled.) Click OK.

Regardless of whether Interim Periods is activated, when you use the Copy to Years or Copy To
dialogs, existing assignments and manual entries for each target year/period are removed and
replaced by the assignments and manual entries in the source year/period. If a cash flow source
was a manual entry, the source is copied to the other years, but the value is set at zero. Manual
entries of the actual value must then be made for each target year/period.

Cash Flow Summary

The Cash Flow Summary grid shows all the cash flow lines, along with their source and value, and
allows cash flow lines to be added, deleted, renamed, and reordered. The columns and years
available in this grid can be customized just like any other grid. In addition, the Totals at Top
option allows you to see at a glance whether your cash flow summary totals are balanced.

4 Cash Flow Summary

Go ToBYS Reconciliation | Setup... | [w Totals at bop
To averride, double click on ' alue"
Fl Cash Caszh Flow Line Description CY Source CY Yalue A
ow Line
L CASH AT EMD OF WEAR [From Caz | Setup 3,508,956
L CASH AT EMD OF WEAR [Calculate | Below 3,508,956
Difference 1]
|| OPERATING ACTIVITIES
| Ml MET INCOME B/S 5,984 468
| Adjustments to reconcile net income:
| DEP Depreciation and amortization B/S 485,112
|| DEFT&x | Defened income taxes B/S 0
| GLPFROF | [Gain] lozs on disposal of property B/S 28,000
| UNDIST | Undistibuted [eamings] loss of affiliat | BAS ]
| AR [Increasze] decreasze in accountz rec | BAS 2,196,534
|| PPEXP [Increasze) decrease in prepaid expe B/S 91,098
L WY [Increase) decrease in inventories B/ 447 9933
| oA [Increasze) deciease in other assets | B/S 120,000
| AP Increase [decreaze] in accounts pay | BAS RR1,767
| ITF Increase [decrease] in income taxkes | BAS 125,000
| OTP Inzreaze [decrease] in deferred tawe  BAS 0
| PLAR Provizion for lozzes on accountz rec | BAS 0
| STLF Increase [decreaze] in shart termn loa | BAS 833
|| AEXP Increase [decreasze) in accrued expe . BYS 195,500
|| EMPBEN | Increase [decreass] in accrued empl | BAS 20,250
|| DEFLIA Increase [decreaze) in deferred liabili | BAS -21.,000
| OCA [Increasze] decrease in other curent | BAS 0
| oL Increase [decreaze] in other liabilities | B/AS 0
L Total Adjuztrents Subkatal 1,085,976
Met Cazh Provided (Used) By Operat . Subtotal 4,893,452 v

The Cash Flow Summary grid can be activated by doing any of the following:

® Double-clicking the Cash Flow Summary icon in the work area.
m Selecting Cash Flow on the Grid dialog.
m Selecting Go To Cash Flow Summary on the B/S Reconciliation grid.
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Double-click a cell in the Source or Value column to access a reconciliation dialog.

STLP - Increase {(decrease) in short term loans payable @

Year |C * | Perniod bupe: Period:

STLP - Increase [decreaze] in short term loans payable

07 Manual entry [overide]  Walue: | 0.00
™ From B/S reconciliation Detailz. .. | Go To B/S Beconciliation
Subtotal; a3
kd anual adjustrment: | Q.00
Tatal: g33
> Walue: 0

Prev Line | Mest Line |

b |

The dialog displays the source and the value for the line in the year specified, and the period
specified, if applicable. If the line draws its value from the Balance Sheet reconciliation, you can
manually adjust it or override it entirely. You can also click the Details button to display the
assigned objects. For cash flow lines that do not draw their values from the balance sheet
reconciliation, a manual entry is the only available option. The Prev Line and Next Line buttons
and the Year, Period type, and Period number combo boxes allow easy navigation through the
lines without moving back to the grid.

Once all leads are reconciled, all lines are adjusted, and the totals at the top of the Cash Flow
Summary are equal, with a difference of zero, you are ready to generate the actual statement of
cash flows through the Financial Statement Manager.

Financial Statements

ProSystem fx Trial Balance includes an integrated financial statements module with the following
features:

B Financial Statement wizards to guide you through creating, copying, or modifying
statements.

m Ability to print financial statements as is, with custom formatting, or used as the starting
point for your own customized financial statements.

® WYSIWYG on-screen formatting, including TrueType proportional fonts.

B Predefined and user-defined column sets, including interim periods, yearly balances,
variances, budgets, and totals.

® The ability to produce both relational and fixed report data (for companies with the interim
periods feature activated).

& Multiple columns for consolidations, combinations, and funds.
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m Customizable financial statement rows assigned to leads, subleads, or accounts with
customizable subtotals and totals.

® Customizable page headers, page footers, column headers, and text lines.

® The ability to link financial statements to a Windows word processing or spreadsheet
program.

® The ability to produce supplemental schedules on the account level.

Financial Statement Manager

Through the Financial Statement Manager, you can create a new financial statement, copy an
existing statement (in order to make changes on the copy and retain the original), modify an
existing statement, open an existing statement to customize its appearance, print a statement, or
delete a statement.

The Financial Statement Manager can be accessed by selecting Work > Financial Statements or
by clicking the F/S button on the toolbar. The Financial Statement Manager dialog displays.

Financial 5tatement Manager @

=
[

Einancial Statements:
B SER Corart & Peveding 3 Qoaters (o] B |
5 mamnetales,
153 [SER - et Peceding 301s. (elaive] . Heb
15400 AR IJSER-Cur. and Preceding 3 Otrs. with Var. [Rel]

MNew... Copy... Maodify.... Delete |

Financial statements that have already been created display in the Financial Statements list box.
Highlight the statement you want to create to select it. If no financial statements have been
created, the list box will be empty.

The buttons on the dialog initiate the following functions:

& The New button opens the Financial Statement Wizard (see the following Financial
Statement Wizard - Creating a New Statement section), allowing you to create a new
statement.

m The Copy button opens the Financial Statement Copy Wizard (see Financial Statements Copy
and Modify Wizards on page 99), allowing you to copy the selected statement. You can then
make changes to the copy and retain the original statement in its unchanged form.

m The Modify button opens the Financial Statement Modify Wizard (see Financial Statements
Copy and Modify Wizards on page 99), allowing you to make changes to the selected
statement. Unlike when using the Copy Wizard, when you use the Modify Wizard, the
modified statement overrides the original. The statement is changed, no copy is made, and
after you have modified the statement, there is no way to view the statement as it was
before the modification.

® The Open button displays the selected financial statement in the workspace, ready for
printing or custom formatting (see The Formatting Mode Edit Toolbar on page 86).

Chapter 2 - Guide to Features « 79



® The Print button opens the Print dialog (see the Printing Financial Statements on page 102
section) and allows you to print the selected statement.

& The Delete button deletes the selected statement.

Financial Statement Wizard - Creating a New Statement

To create a new financial statement, click the New button on the Financial Statement Manager
dialog. This invokes step 1 of the Financial Statement Wizard. In step 1, you designate the type,
ID, and name of the financial statement you are going to create.

-

I X
The Financial Statement ‘wizard generates statementz which vou can
customize or use ag is.

Choose the type of statement you wigh to create, and give it a name
and |0

Financial statement tupe
* Balance sheet [ Caszh Aows

[ |ncome staterment " Other

Statement |0 BS1

Statement name: |Ba|anu:e Sheet

Cancel | | Mexst » | | Help

Note: The Back button is always available on the wizard, allowing you to go back to a previous
step and make additional changes before creating the statement.

Select the type of financial statement you are creating: Balance Sheet, Income Statement, Cash
Flow, or Other (custom). ProSystem fx Trial Balance assigns a default statement ID and name, but
you can overwrite them with ones of your own. (IDs must be eight alphanumeric characters or
less.) Click Next to access step 2 of the wizard.

In step 2, you specify the level of detail required on the statement: Data source (Lead Schedule or
Chart of Accounts), and balance sheet type (classified or unclassified). You can also use the option
Close net income to retained earnings on the balance sheet.
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If you check Produce Supplemental Schedules, the lower section of the dialog becomes
available and you can select account or sublead level and the appropriate lead schedules for the

supplemental statement.

Financial Statement Wizard

Choose a data source to zelect the level of detail pow wizh to dizplay.
Data source
f+ Leadschedule " Chart of accounts

Balance sheet type
* Classified ™ Unclazsified

[v Close net income to retained eamings [all periodsz]

[ Produce supplemental schedules [

~
~

Cancel | < Back | Mext » | | Help |

X]

Click Next to access step 3 of the wizard.

Thiz gcreen letz you contral the placement and appearance of the texst for
different line item types.

& Link Descriptions inka Statement

" Copy Descrptions into Statement

LINE T¥PE INDENT AMOUNT CARITALIZATION

b ajor Title

Section Title

Detail Line

Subtotal Line

LT
Ll Ll Lefbed 1]

Total Line

Cancel | < Back | Memt » ‘ | Help |
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In step 3, you control the appearance and format of the different types of lines that are generated
(major title, section title, detail line, subtotal line, and total line). You can link or copy line
descriptions into the statement.

® Linking descriptions causes the descriptions to maintain the formatting details from their
source. If you select this option, no capitalization options are available.

m Copying descriptions causes text, not formatting, to be copied (fonts are preserved when
copied/linked to Word), and allows you to make capitalization changes to the descriptions.

Regardless of whether you select to link or copy, the indenting option is always available. Enter
the distance (number of characters) from the left edge of the statement that each line type should
appear. (The major title cannot be indented.)

Click Next to access step 4 of the wizard.

Financial Statement Wizard E

Chooze a colurin et from the list or press "Design’’ to make Desi
your o, Adjuzt the vear and period ag neceszar. SR~

Colurnn zet
"Mame" lizt filkered by zelected financial statement type - Balance sheet

M arne: |EurrentYear Report Balance ﬂ
Specifics: |5YS: CY

Financial statement year and period selection
Year |CY | Period type: J Period: | J

Calurmn descriptions, using selected vear and period:

Col 1: Description
Col 2. Balance: Cv Report

[ Hide zero balances

Cancel ‘ < Back | Help |

In step 4, you can choose the Hide zero balances box to suppress the display or print of zero
balances or select Column sets for the new financial statement. Pre-configured column sets (and
any customized column sets previously created) applicable to the type of financial statement you
are designing (Balance Sheet, Income Statement, Cash Flow, or Other) are listed in the Name
drop-down list. When you select a column set from the list, information displays in the Specifics

field:

®m |f the selected column set is customized, the Specifics field displays the words
"USER-DEFINED."

m If the selected column set is a pre-configured set, the Specifics field displays the parameters
of the set. For example, it displays CY, PY, % Variance for a report that displays a current
year balance, a prior year balance, and the percentage of variation between the two. These
parameters are preceded by SYS:, indicating it is a system-defined column set.

Select the year and, when Interim Periods is activated for the company, the period type and
number (for example, 2008 Quarterly Q3), which the report should reflect. The Column
descriptions list box displays descriptions of the columns in the selected set. If you select a
different year/period, the descriptions will change accordingly, where appropriate.
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If you want to design your own column set, click the Design button to open the Design Column Set
dialog. See Financial Statements - Column Sets on page 90 for detailed information on creating
your own column sets.

After the column set has been selected or designed, click Finish to create the financial
statement. It displays in the workspace, along with any supporting schedules. The statement is
ready to be printed, customized, or to serve as a source for links to other Windows programs. An
example of a completed financial statement follows.

Balance Sheet

Description i F A
Feport Balatice Feport Balatice
CY PY

Assels

Current assets
Cash $ 282,058 % 340011
Investments - temporary 2,620,000 aE0,000
Acecounts receivahle 10,317,795 2,121,261
Inventories 10,970,518 11,48 516
Prepaid expenses and other 219,403 310,501
Intercompany receivables - -
Inrestments - affiliates
Total Cutrent assets 25016,672 21,079 2809

Propexty, plant and equipment
Property, plant and equipment 2,197,173 2,221,144
Accunnilated depreciation & amortization - -

Total Property, plant and equipment 2197173 2,221,144

Long term imvestments
Investiments - long tetm

=l e e f=le b o e Je Ta e T o o Joe [ o o e [o [ o

W

When a financial statement is open in the workspace, you will notice some differences from the
standard grid interface:

® Each row is defined by a letter to the far left of the row. These are called row definitions.
The row definitions are:

% D - Direct Entry. The row allows entry of text or numbers.
# A - Assignment. The row allows assignment of different types of data to a row.

% F - Formula. The row represents a formula to which figures in other rows can be
added, subtracted, or used in percentage calculations.

# L - Lines. Lines (single or double) display in designated columns in the row.
# B - Blank. A blank row displays.
# P - Page Break. When printing, the page ends at this row.

® The commands on the Edit menu and the buttons on the Edit toolbar are different, and you
are able to toggle between two editing modes: Formula or Formatting.

Each of these features provides the means to format the statement prior to printing. The following
sections detail how to format the statement.
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Financial Statements - Moving Between Editing Modes

When a financial statement is open in the workspace, you will always be in either the Formula or
Formatting edit modes:

® Formula. Allows you to display and edit the formulas that calculate data in the financial

statement.

B Formatting. Allows you to change the appearance of the entire statement or selected cells

on the statement.

To move between modes, click the Formula button on the toolbar. This button functions as a
ﬂ toggle between the formula and formatting modes. You can also check or uncheck Formula Mode
on the Edit menu to switch between the two modes.

Financial Statements - Formula Mode

Formula mode allows you to display and edit the formula rows in the financial statements. A
formula can be one of two types:

® Sum formula. Gives a total for all the rows in a section, or just a selection of rows in a

section, depending on how the formula is defined.

® Percentage formula. Calculates a percentage based on the rows selected as numerator and

denominator.

While you are in Formula mode, an additional column displays on the far left of the statement (as
shown in this example) indicating how the row is used in the formula selected.

Balance Sheet (Formula Mode)

Deszctiption il ik -
Feport Balance Feport Balance

D CY PY

IL

D | Asseis

& | Current assets
+ Add & Cash 288,95 & 540,011
+ fdd & Irrvestiments - temporary 2,620,000 BE0,000
+ Add & Avccounts receivable 10,317,725 2,121,261
+ Add & Inventories 10,970,518 11,418,516
+ fudd & Prepaid expenses and other 219,403 310,501
+ Add & Intercompaty receivables - -
+ Add & Itrvestments - affiliates

IL
= Sum

I

& | Property, plant and equipment

& Property, plant and equipment 2,197.173 2,221,146

& Acrumulated depreciation & amortization - -

IL

F Total Property, plant and equipmernt 2,197,173 2,221,148

IL

& | Long term investments

& Itrrestments - long term

L w
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The Formula Mode Edit Toolbar
When you are in Formula mode, the Edit toolbar (at the upper left side of the desktop) appears.

The buttons allow you to perform the following functions:

IEI Toggle between Formatting and Formula modes.

Add highlighted rows to a sum formula.

Subtract highlighted rows from a sum formula.

Exclude highlighted rows from a formula.

Make highlighted rows the numerator in a percentage formula.
Make highlighted rows the denominator in a percentage formula.
Display the previous formula on the financial statement.

Display the next formula on the financial statement.

Display the rows that are components of the selected formula row. (You must have a formula
row selected for this option to be available.)

Convert a non-formula row into a sum or percentage formula row.

= O EEEERE M E

These functions are also available through the Edit menu when in formula mode.

To create a formula, do the following:

—_

Prior to creating the formula, have in mind the rows that will be part of the formula, how
the formula will be calculated, and the row that will display the result.

In formatting mode, highlight the row that will display the result of the formula. Select
Edit > Row Definition.

N

3. Select Formula as the type of row. In the Formula group box that displays in the upper right
of the dialog, select whether this is a sum or percentage formula. Click OK.

4. If you want a cell (or cells) in the formula row to display descriptive text (such as the word
"TOTAL"), highlight the cell(s), select Edit > Cell Value, and override the existing definition
of the cell by selecting Text and entering the desired data. Click OK.

ﬂ 5. Switch to formula mode by clicking the Formula Mode button.
Designate the rows for inclusion in the formula by highlighting each row and selecting the
appropriate Edit option: Add to Formula, Subtract from Formula, Make Numerator, or Make
Denominator.

7. When you are finished, the formula row now contains data that reflects the results of the
formula.

You can also use this procedure to edit existing formulas.

To leave formula mode, clear the Formula Mode box on the Edit menu, or click the Formula
Mode button. You then return to Formatting Mode.
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Financial Statements - Formatting Mode

Formatting mode allows you to make any of the following changes to the appearance of a
financial statement:

® Change the placement or definition of rows.
® Resize the width of columns.

m Change the formatting of an individual cell (or selected group of cells), including cell value,
font, font color, and formatting (alignment, style, wrapping features, and whether a cell
should extend over multiple columns).

® Change the overall appearance of the financial statement, including margin sizes,
header/footer information, and standard font.

These features are covered in the following sections.

The Formatting Mode Edit Toolbar
While you are in Formatting mode, the Edit toolbar appears at the upper left side of the desktop.

Attributes you can select from this toolbar include font selection, font size, bolding, italicizing,
underlining, and justification. The buttons and drop-down lists on the toolbar are identical in look
and function to standard Windows formatting buttons/lists.

|TimesNewFi-:uman ﬂ |1Uﬂ | B | I | u ||§|

Financial Statements - Formatting Rows

To make a change to a row, select a cell within the row you want to change, then select the
appropriate option from the Edit menu:

® Row Definition. Opens a dialog where you can review the current settings of the selected
row and make changes to the display of the row and the row definition. (See the following
section, Row Definitions.)

Insert Row. Inserts a blank row above the row currently highlighted.

Add Row. Adds a new blank row below the row currently highlighted.

Delete Row. Deletes the selected row.

Move Row Up. Switches the places of the selected row and the row directly above it.
Move Row Down. Switches the places of the selected row and the row directly below it.

Row Definitions

Several types of rows are available in a financial statement. The type of each row is identified by
a letter that appears in the button at the left of each row (see the Financial Statements on page
78 section).

To view or modify the definition for a row, double-click the letter at the left of the row, or
highlight one or more cells in a row and select Edit > Row Definition.
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The Row Definition dialog displays. What follows is an example of the Row Definition dialog for a
row defined as A (Assignment). The appearance of the dialog differs depending on the type of row
for which it displays.

Row: Definition @

Tupe of row Azzigned to row [calculates sum of balances)

0 (ot iy Clazz 001 Current aszets

%

Agzignment
Farmula

Line

Blank, rov

Page break SO I Picklist  w |

[ Aszign to individual FAS rows

i e

-
[v Eeep with nest row Avalable termsz
[ 100% row in % cols |Elassiﬁ-::atiuns ﬂ All
[ Mewver hide o Current assets
. 025 Praperty, plant and equiprient
Nest | Previous | 050 Long term investments
07/ |rwvestrents in affiiates
Cloze | | 100 Other azsets W

el Azzign ta Fow |

The current row definition displays in the Type of row display box and, depending on the row
type, associated information displays in the upper-right display box. For Direct Entry, Blank Row,
and Page Break lines, no further information is displayed. For Line rows, you select the type of
line and in which columns the line displays. For Formula rows, you can select the type of formula
(sum or percentage) and click the Enter Formula Mode button to switch from formatting to
formula mode.

For Assignment rows, the current assignment displays in the Assigned to Row list box. Use Sort to
filter these items using the Default list, Description, or ID. You can update the assignment by
selecting a new one from the Available items box. The Assign to individual F/S rows button allows
you to insert an item in a financial statement as an individual row. The Assign Item Details button
lists accounts assigned to a Lead or Sublead.

A row designated as a Column Header prints on every page of the statement. Keep with Next Row
ensures that the selected row and the next one are not separated by page breaks when printing.
100% Row in % Cols designates the row as a 100% row. The row values are considered to be 100%
and other values are compared to this figure, with their relative percentages displayed. Never
Hide allows designated Assignment rows to be excluded when the Hide Zero Balances feature is
used; however, Never Hide does not apply to column headers.

While the Row Definition dialog is open, the Next and Previous buttons allow you to navigate
through the statement by highlighting the next (or previous) row on the statement and updating
the dialog with the definition for that row. This allows you to make changes to any number of
rows without leaving the dialog.
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Financial Statements - Resizing Columns

The Edit menu includes two formatting options for column size. To make changes to column sizes,
select a cell within the column you want to change, then select the appropriate option:

m Select Edit > Column Width to open a dialog where you can designate the width (in
characters) of the column.

® Select Edit > Column Auto Fit to resize the column according to its widest entry.

Columns can also be resized by dragging the column boundaries at the top of the financial
statement while holding down the left-mouse button.

Financial Statements - Formatting Cells

Cell formats can be modified for any cell or range of cells that you highlight. Various formatting
attributes can be changed, including alignment, numeric style, numeric value, wrapping,
indenting, negative style, zero style, and to extend the information of one cell to display over
multiple columns (which is generally a requirement for many standard financial statements).

To format a cell or range of cells, highlight the desired cells on the financial statement, select
Edit > Cell Format or click the right-mouse button and select Cell Format from the pop-up menu.
The Format dialog displays.

Note: If the range of cells selected includes formats which are not shared by all the cells in the
range, those formats are not initialized (do not appear on the Format dialog) and are affected
only if you actually make a change to that formatting attribute.

Format
Alignment MHumeric ztyle MHumeric value
& Left [ Currency [$] v Actual
! Center [~ Percent [%] " Reverse sign
" Right W Thousands [,] " Abszolute value
fithin cell Megative style Zero style
[ wirap " .5h5 0, 0.00, ete.
[v Left indent " BE5- * - [Hyphen]
Chars [3 &+ [555] " [Blark]

Eutend over multiple colurmns
[v Extend cell over multiple columns bo its ight

(¥ Select tatal number of columnz HE
" Usze masimum number of columns

(] | Cancel | Help

Make your formatting selections from the options on the dialog. Click OK. The selected cells are
then reformatted in accordance with your choices.

Cell fonts can be formatted in the same way. After you have highlighted a cell or range of cells,
select Edit > Cell Font or right-click the selection and select Cell Font from the pop-up menu.
The Font dialog displays.
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As with the Format dialog, the Font dialog is initialized only with font attributes that are shared
by all highlighted cells. This allows you to change the point size, for example, of a range of cells
that have different fonts or styles.

Note: The Font color feature does not apply to page headers or footers. Financial statements
copied or modified using the Copy and Modify Wizard in Trial Balance retain the colors of the
copied or modified statements; however, financial statements that are copied and pasted do
not retain the colors of the financial statements.

Cell Values

Cell values can be edited in a manner similar to cells on a spreadsheet. There are several ways to
edit a cell value. First, you must highlight a cell. You can then do one of the following:

® Start entering the new value.

Press F2.

Press Enter.

Double-click the cell.

Select Edit > Cell Value.

Right click to select Cell Value from the pop-up menu.

The Cell Value dialog displays differently depending on the type of row in which the cell resides
(Assignment, Formula or Direct Entry) and if the cell already has a value assigned.

In Direct Entry rows, all cell values are entered directly. They can be entered as either numbers or
text (the text can include numbers), regardless of the column type.

In Assignment and Formula rows, where values are already assigned, you can also override
numbers in the Cell Value dialog.

Cell Yalue x|

W alue from assignmentsz

38.143.00

Override walue
[V Deverride with..

" Mumber | 0.00

o+ Teut [

Row definition aszignment details

Azsignments Cell Yalues
Lead 2000 Cash
Acct 1000 (1] Cash 38,143.00
TOTAL 38.143.00

0k | Cancel Help
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You can override with a number or text (the text can include numbers). Check the Override with
box, make the appropriate selection, and enter the data in the associated field. The Row
Definition Assignment details box displays the hierarchy of the selected cell value. The Financial
Statement Details workpaper provides a record of cells that have been overridden in the Financial
Statement. The Financial Statement Details workpaper can be accessed by selecting Edit >
Workpaper Details or by right-clicking the title bar of the financial statement.

Financial Statements - Formatting the Overall Statement

While in Formatting mode, you can make changes to the overall appearance of a financial
statement by selecting some of the additional options in the Edit menu. These options include:

® F/S Options. Allows you to change the name and ID of the statement. (The ID is used in links
to other applications.) You can also change the margin sizes (within established ranges) and
the starting page number of the statement (this is useful if you want a series of statements to
have continuous page numbering). The Hide Zero Balances option allows you to suppress the
display and print of zero balances. You can also designate the number of decimal places used
in the %Variance and % of Elements columns.

® Header/Footer. Allows you to assign headers and footers to your statement, including preset
field codes which the system updates automatically (for example, the current date in a
particular format, such as MM/DD/YY).

® Standard Font. Allows you to change the font, font style, and font size in which the
statement prints.

Financial Statements - Column Sets

Each financial statement is associated with a column set. ProSystem fx Trial Balance includes a
large number of predefined system column sets. You can apply one of these predefined sets on the
4th step of the Financial Statement wizard (see Financial Statements Copy and Modify Wizards on
page 99). To design your own customized column sets, click the Design button on the 4th step.

To change the column set for an existing statement, click the Design button on the 2nd step of
the Financial Statement Copy or Modify Wizard (see Financial Statements Copy and Modify
Wizards on page 99).
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Regardless of whether you are creating a new financial statement or modifying the column set of
an existing one, when you click the Design button, the Design Column Set dialog displays.

Design Column Set g

Column Set
& "Marne" ligt filtered by selected financial lvpe - Balance sheat

Add...
" Select type to filker "Mame" list below | J Edit...
M ame: |F|elative Four Quarters with Variances ﬂ Copy...

Specifics: |USEH DEFINED Delete

Financial statement twpes applicable to zelected column zet:

[+" Balance sheet [ Cashflows [© Income statement [ Other Help

Financial statement year and period selection

Year: Period type: | J Period: | J

Column descriptions, uzing the selected year and period:

Cal 1: Description

Col 2 Balance: Cv.0.CP Report
Col 3 Balance: Cv.0.CP[-1] Report
Col 4: Formula:  +Col2 -Col3

Col 5 Balance: Cv.0.CP[-2] Report
Col & Formula: +Cal3 Col&

Cal ¥: Balance: Cv.0.CP[-3] Repaort
Col & Formula: +ColS -Cal?

Note: Customized column sets can be applied to more than one financial statement, which
provides you with great flexibility when designing and generating your statements. However,
use caution when editing a column set that is used by more than one financial statement. Any
changes made to a customized column set affect every financial statement which uses that
particular column set. To avoid inadvertent changes to financial statements resulting from
changes to customized column sets, copy and rename the column set, make changes only to the
copy, and apply the updated set only to those statements that should use it. The original
column set (and the statements using it) are unaffected by changes made to the copied set.

Copying a column set and copying a financial statement are not the same thing. When you copy a
financial statement, it uses the same column set as the original statement unless you copy and
rename the column set that applies to the copied statement.

When multiple statements share a single customized column set, we recommend a thorough
review of all financial statements using that column set if the column set is changed. Do this
before generating any client reports.

The name and filter criteria (All Types, Balance sheet, Cash flows, Income statement, or Other)
reflect what was selected on the previous dialog. You can select another filter and/or name from
the drop-down lists.

Descriptions of the columns for the selected year/period display in the Column descriptions, using
the selected year/period list box.

Click the appropriate button (Add, Edit, Copy, or Delete) to initiate the desired action.
Remember, only user-defined column sets can be edited or deleted. If you want to change a
pre-configured system-defined column set, you must highlight it, copy it, and make changes to
the copied set.
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Clicking Add, Edit, or Copy opens the Add/Edit/Copy Column Set dialog. (The example shown is
for the Add New Column Set dialog; the Edit and Copy dialogs are the same, except they display
the name of the existing set in the Name field.)

Add Hewr Column Set E]

Column zet identification

M ame: |

Specifics: |L|SEH DEFIMED

Applicable financial statement types

Selected financial statement type:  Income statement

[ Balance sheet | Cashflows v Income statement [ Other

| Cancel Colurnns. .. Help

Information about the column set previously selected displays on the dialog. Enter a new unique
name for the column set in the Name field. Check the boxes in the Applicable financial statement
types group box indicating to which financial statement types the column set applies.

After you have completed the dialog, click the Columns button to access the Columns dialog,
where you define the column types you want to include in the column set. The type and amount of
information that displays on the Columns dialog differs depending on the column type.

If you are adding a new column set with no existing columns, when you first open the Columns
dialog it displays with a single Description column.

If you are editing/copying an existing column set, any existing columns display in the Columns list
box in the order they appear in the financial statement.
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When you highlight a column, information about that column displays in the Column information
group box in the bottom section of the dialog.

Columns

Columns

Col 1: Description &dd
Delete

(2]

Calurnn [nformation

Columin Type: |Description = |

] | Cancel | Help

To delete a column, highlight it and click Delete. To change the order of the columns, highlight a
column and use the up and down arrow buttons to move it elsewhere in the list. To add a new
column, highlight the column above where you want the new column to appear and click Add,
you can then select the new column and edit it as desired.

To edit a new or existing column, highlight it and then complete the Column information group
box as appropriate for the Column type selected. There are eight column types to select from:

Description
Text
Balance

% of Element
Formula
Average

% Variance
ID

Other than Text, Description, and ID columns, each column type requires additional
specifications, and the display in Column information changes and must be updated accordingly.

If you select Text or Description for the column type, no further information is necessary. The
other column types and the information they require are covered on the following pages.
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Balance Columns

The dialog for Balance columns displays when you select Balance from the Column type
drop-down list. Balance columns can be either relative or fixed:

m Relative. Uses relative values for the period selected in the Columns dialog. Values can
change to reflect current data that corresponds to whichever period is selected (for
example, Current or Preceding).

® Fixed. Uses fixed values for the period; for example, Q1 is always the first quarter.

Columns
Colurmns

ol 1: Description
: Balance: Cv.0.CP Beport

Add
ol 3: Balance: F Report
Col 4 % of Element CASH Delete
Col b Formula: +Cold +Cal2

Col b: Awerage: Columns 2.3

Column Information

Calumn type: |Balance j

Balance type: |F§BF'DT’E j

Balance column year and period selection

“aar [CY ¥ | Period type: |Quarterly ~ | Period: |Current -

Foous Feriod options
Type: |Overal| entity j * Felative
" Fixed

(0] | Cancel Help

Select the year, period type, and period from their drop-down lists. Regardless of whether you are
adding a relative or a fixed-balance column, Year always lists relative terms: CY for the current
year, PY for the prior year, and Y3 for the year before the prior year. However, Period type and
Period list different values depending on whether Relative (the default) or Fixed is selected in the
Period options group box:

When Relative is selected in Period options, the types available in the Period type drop-down list
are Annual, Semiannual, Quarterly, Monthly, or Any Interim. (Annual is not available for any YTD
balance type.) The associated periods available in the Period drop-down list are Current and all
preceding periods. For example, if Quarterly is selected as the period type, the associated periods
are Current, Preceding, Preceding 3, and Preceding 4.

Note: Any Interim columns allow you to create financial statements that apply to any interim
period. If you select Any Interim as the period type, the only periods available are Current and
Preceding.
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When Fixed is selected in Period options, the types available in the Period type drop-down list are
the same as those for Relative, except for Any Interim which is not available. The associated
periods available in the Period drop-down list are the system-defined period labels. For example,
for the Quarterly period type, the associated periods are Q1, Q2, Q3, and Q4.

Columns can also be focused on a particular included company (in consolidated databases), on a
fund (in fund databases), or on a group. When one of these choices is made from the Type
drop-down list in the Focus group box, click Choose to make the appropriate company, fund, or
group selection.

% of Element Columns

The dialog for % of Element columns displays when you select % of Element from the Column type
drop-down list.

Columns
Columns

Cal1: Description Add
Col Z: Balance: Cy.0.CF Repaort

Col 3: Balance: FY Report Delete

Col 4: % of Element. CASH

Col 5 Formula: +Caold +Cal?

Col B: Average: Columns 2.3

Column Infarmation

Column Tywpe:

% of Element j

Colurmn whose percents are to be calculated:

‘CD| 1. Description j

Howe to calculate

" Lse 100% row in financial statement

& i Jse Data Element as 100% value: Choose...

CASH Cash

0] 4 Cancel Help

% of Element columns calculate the percentage of values in another column relative to the
particular row of the financial statement (the 100% row) or relative to a data element, such as
sales. Select the column whose percentages are to be calculated from the drop-down list.

Indicate what shall be used as the 100% value in the calculation: the 100% row in the financial
statement or a data element. If you select to use a data element, click Choose to select the
appropriate element.
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Formula Columns

The dialog for Formula columns displays when you select Formula from the Column Type
drop-down list.

Columns
Columns

Col1;
Col 2
Col 3:
Col 4:

Cal 6

Description

Balance: Cv 0.CF Report
Balance: Fv' Report

% of Element. CASH
Farmula: +Cald +Cal?
Awerage: Columns 2.3

Colurnn Information

Calumn Type: |Fc|rmu|a j

Col 1: Description i‘ & &

Col 2: Balance: CY.Q.CP Ref o e

Col 3: Balance: PY Report LA

Col 4: % of Element: CASH o e

Col 5: Formula: +Col4 +Col2 ] ¢+ €
(0]

Adld

Delete

-
" Don'tinclude
& Don'tinclude

" Don'tinclude
-

Cancel Help

Formula columns add and subtract the values of other columns. Select the appropriate option for
each available column: Add (+), Subtract (-), or Don't include.
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Average Columns

The dialog for Average columns displays when you select Average from the Column Type
drop-down list.

Columns

Colurmng

Col1: Description Al
Col 2. Balance: Cv.0.CF Report =
Col 3. Balance: Py Report

Col4: % of Element CASH Delete
Col 5 Formula: +Cold +Col2

‘Col B Aeerage: Columns 2.3

Column Infarmation

Colurnn Type: |Averau:_:|e j

Col 1: Description i‘ r

Col 2: Balance: CY.Q.CP Report v Include in Average
Col 3: Balance: PY Report I Include in Average
Col 4: % of Element: CASH [ Include in Average
Col 5: Formula: +Col4 +Col2 =] T Include in Average

(0] Cancel Help

Average columns calculate the average of two or more columns. For each column to be included
in the average, check the associated Include in Average box.
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% Variance Columns

The dialog for
drop-down list

Columns

Colurmns

% Variance columns displays when you select % Variance from the Column type

.

Caol1:
Col 2
Col 3
Col 4

Calumn Infarmation
Column Type:
Choose the column cantaining the base values:

Base Column: |CDI2: Balance: Cv.0.CP Report j

Choaose the column whose walues are to be compared to the base values:
Comparative Column:

Description Add
Balance: Cv.0.CF Repon
Balance: P Report
% of Element: CASH

Delete

Faormula; +Cold +Cal?

‘ariance: Col? and Col3

5 Watiance j

Col 3: Balance: PY Report j

0] Cancel Help

% Variance columns calculate the percentage of variance between two columns. Choose the base
and comparative columns from the drop-down lists.

After Creating/Modifying the Column Set

When you have finished creating/updating the column set, click OK to return to the
Add/Copy/Edit Column Set dialog. Click Yes to save the changes. Click Finish to display the
statement in the workspace.

1 Warning!

If you edit a column set that applies to more than one financial statement, we

strongly recommend a thorough review of all financial statements using that column set. Do
this before generating client reports to ensure that inadvertent changes have not been made as

a result of

the column set modification.
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Financial Statements Copy and Modify Wizards

The Financial Statements module includes wizards for copying and modifying existing financial
statements. These wizards function in essentially the same manner, except the Copy wizard
creates a copy of an existing statement. You can then make changes to the copy, leaving the
original statement unchanged. The Modify wizard changes an existing statement. No copy is made
and, after you have modified the statement, there is no way to view the statement as it was
before modification. The modified statement overrides the original.

You can copy and change the original statement any number of times, creating multiple copies of
the same statement. This is useful when you want to produce copies of the same statement, each
using a different column set or some other formatting difference. Because financial statements do
not roll forward, the copy feature is also helpful for copying financial statements from year to
year and from interim period to interim period.

Copying a financial statement and copying a column set are not the same thing. When you copy a
financial statement, the copied statement uses the same column set as the original statement
unless you copy and rename the column set that applied to the copied statement. If you do not
want the copied financial statement to use the same column set as the original statement, you
must copy and rename the column set, make editing changes to the copy, and apply the updated
set to the copied statement. This ensures that the original column set (and the financial
statements using it) remains unaffected by the changes made to the copied set.

To start the Copy or Modify Wizard, select Work > Financial Statements to open the Financial
Statements Manager dialog. Highlight the statement you want to copy or modify. Click the Copy
or the Modify button as appropriate.

Note: You do not have to open the Financial Statement Manager if the financial statement is
already open in the workspace. Instead, select Edit > Copy Wizard or Edit > Modify Wizard to
start the appropriate wizard.
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Either method opens step 1 of the wizard.

Financial S5tatement Modify Wizard x|

Financial ztatement identification
D 15123456 Financial ztatement twpe - Income statement

I arne; |In|:|:|me Statement

Colurmn zet uzed far financial statement

M arne: | J

Cpecifics: |5Y5; '

Colurmn zet optionz
o |Jse existing column set
" Allows column set to be changed

Column header options
" Use default page and column headers
&+ |Jze existing page and calumn headers

Cancel Help

If you are using the Copy wizard, the ID field displays a system default. If you are using the Modify
wizard, the ID field displays the existing ID of the statement. In both cases the Name field displays
the name of the statement being copied/modified. Enter new ID and Name information, if
necessary.

The Column set used for financial statement group box displays the name and specifics of the
column set associated with the financial statement. These cannot be edited. Select if you are
going to use the existing column set of the financial statement or change it. The Column set
options and the Column header options work together:

m |f you select the Use existing column set option, all the controls in the Column header
options group box are available; however, you cannot copy or edit the column set used by
the financial statement.

m |f you select the Allow column set to be changed option, the Use default page and column
headers option is automatically selected. You can copy or edit the column set used by the
financial statement.
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After selecting the column options, click Next to open step 2 of the wizard.

Financial S5tatement Wizard @
Choose a column zet from the list or prezs "Design' to make Diesi
vour own, Adiust the vear and period a: necessany. s s
Column zet
"Marme' lizt filkered by selected financial statement type - Balance sheet

M arne: | Current vear/Current Period Report Balance ﬂ

Specifics: |55 Cv.CP

Financial statement year and peniod selection
“ear: |EY v | Period type: |[ZEGIATIN ~ | Period: |h-112 -

Column descriptions, using selected year and period:

Col 1: Description
Col 2 Balance: Cv' M12 Report

| Hide zero balances

Cancel | < Back | | Einigh | Help

The options available in step 2 of the wizard differ depending on the selections made in step 1:

® If you selected Use existing column set in step 1, the Name and Specifics fields of the
Column set group box in step 2 are disabled. In this mode, you keep the existing column set
and simply change the year and/or period selection to which the column set points.

m |f you selected Allow column set to be changed in step 1, the Name field of the Column set
group box in step 2 is active. In this mode, you can change the column set of the financial
statement and, if required, change the year and/or period selection to which the column set
points.

The Hide Zero Balances option, when checked, suppresses the display and print of zero balances of
Assignment rows on Financial Statements.

If you have selected Allow column set to be changed, you can click the Design button to
create/update the column set (see Financial Statements - Column Sets on page 90 for detailed
procedures on designing a column set).

When you have selected the desired column set or have designed your own, click Finish and the
copied/modified financial statement appears in the workspace, available for further editing, like
any other financial statement.
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Printing Financial Statements

Financial statements can be printed in much the same way as grids and workpapers. However,
while the font and certain formatting attributes are designated at print time for grids and
workpapers, the font and format are set within the financial statements themselves.

Note: Like grids and workpapers, financial statements can also print in strips. To have
ProSystem fx Trial Balance warn you if a financial statement is going to print in strips, be sure
to select Options > Warn Before Printing in Strips.

If the financial statement you want to print is not open, select Work > Financial Statements to
open the Financial Statement Manager dialog, select the statement you want to print, and click
the Print button. The Print dialog displays.

To print a financial statement while the financial statement is open on the ProSystem fx Trial
Balance desktop, select File > Print or click the Print button on the toolbar. The Print dialog

@I displays.
Print e S |

Privter: Syzterm Printer [HP Lazer)et 9050
PCL 5]

. L Cancel
Print deztination
* To printer Help
" To PDF file
= Setup...

" TaRTF file
Copies; 1 ::|
Print qualit: | 500 dpi ﬂ

e

Select a Print destination option to send the statement to a printer, PDF file, or RTF file and click
OK.

If you receive the warning that the statement will print in strips and you do not want this type of
output, click Cancel. You can reduce the column widths, use a smaller font, and/or print in
landscape (click Setup on the Print dialog and choose the landscape orientation) to reduce the
size of the statement.

Creating Links to Other Windows Applications

One of ProSystem fx Trial Balance's powerful features is its ability to create Windows DDE
(Dynamic Data Exchange) links to other Windows applications using the Copy, Copy Multiple Links,
and Paste functions of the Edit Menu. This allows you to establish links to most objects on grids, as
well as to entire financial statements. You can establish individual cell links or, by copying
multiple links, establish a link between an entire statement and the target program.
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For example, you can link a financial statement to a spreadsheet program (such as Microsoft
Excel) and format the statement in the spreadsheet program. ProSystem fx Trial Balance does not
override the formatting in the other program, so if you continue to update the data in the
statement, which in turn updates the spreadsheet through the DDE link, established formatting in
the spreadsheet does not change.

Note: Fonts copied/linked from ProSystem fx Trial Balance to Microsoft Word are preserved;
however, font colors specified in the Edit > Font cell option are not retained.

This section covers how to set up your Clipboard in preparation for linking, how to establish a DDE
link between a statement and another Windows program, and how to establish single links.

Clipboard/Link Format Preferences

Before copying data from ProSystem fx Trial Balance to the Clipboard, to be pasted into another
Windows application, you can specify the format that the data should take when copied to the
Clipboard. This flexibility gives you control over the appearance of ProSystem fx Trial Balance
data when pasted in another application.

Note: Any changes made to these preferences do not affect data currently in the Clipboard or
established links. The new changes are in effect for all links established after the preferences
are updated. You have to recopy and paste existing links if you want them to include the new
formatting.

To establish the formats for new links, select Options > Clipboard > Link Format Preferences.
The Clipboard/Link Format Preferences dialog displays.

The dialog consists of three separate sections, each independent of the other. The sections contain
check boxes or radio buttons which allow you to select specific formatting options. These are:

B Grids and Clipboard. Select the formatting preferences for the appearance of numbers in
grids. You can select one or more of the options under Numeric Style, but for Numeric
Value, Negative Style, and Zero Style, you can make only one selection.

® Workpapers and Clipboard. Select Unformatted Values to ensure that formatting (such as
using $ signs) does not affect how the target application interprets numeric values. Select
Formatted as in Preview if you want all numeric styles set in your previewed workpaper to
be copied to the Clipboard and pasted to the target application.

® Fin. Statements and Clipboard. Select Unformatted Values to ensure that formatting (such
as using $ signs) does not affect how the target application interprets numeric values. Select
Formatted as in Statement if you want all numeric styles set in your financial statement to
be copied to the Clipboard and pasted to the target application.
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The following is an example of the Clipboard/Link Format Preferences dialog.

f X

These preferences affect the way data iz copied to the Windows clipboard for "Paste"
and "Pazte Link' to other applications.

Re-copy to the clipboard AFTER making changes below,
These preferences do not affect EXISTING links. To alter the style of an EXISTING
link, re-copy and re-paste the link.

Grids and Clipboard YWiorkpapers and Clipboard
Mumeric Style Mumeric Y alue e il i
¥ | Euitsncy [5) & Actual " Unformatted ¥ alues
™ Percent [%) ~ Reverse Sign * Formatted az in Preview
[w Thougzandsz [] " Abzolute Yalue [varies with workpape]
Hetallve Sl Lol Fin. Statements and Clipboard
o e " Unformatted ¥ alues
" BE5- " - [Hyphen)
(555 © [Blank] * Formatted az in Statement

[waries with ztatement]
(] Cancel | Help |

Once you have established your link format preferences, all new links contain the specified
formatting.

Establishing Multiple Links

All links to data in ProSystem fx Trial Balance, whether those links were created using grids or
financial statements, are made to single pieces of data. Maximum flexibility is possible when each
piece of data is independently linked, regardless of the application to which it is being linked. To
facilitate the creation of multiple, individual links, ProSystem fx Trial Balance includes the ability
to create multiple links through a single process. This process allows multiple linking to Microsoft
Word, Microsoft Excel, Lotus 123, or Quattro Pro.

To establish multiple links, do the following:

1. Open (or create) the Financial Statement you want to link to another Windows application.
Highlight the portion of the statement you want to copy (or select the entire statement by
clicking the blank cell in the upper left of the grid).

2. Select Edit > Copy Multiple Links and choose the target program: Microsoft Word, Microsoft
Excel, Lotus 123, or Quattro Pro.
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3. Open the target program and select Edit > Paste. Each cell in the target application is linked
to the respective cell in the Financial Statement in ProSystem fx Trial Balance.

4. Format the statement as you want and save it in the target program. The next time you open
the file, the DDE links are refreshed.

Note: In the target programs, there is an option to have links auto refresh when the file
is opened. If this option is not on, you are prompted to refresh the links when you open
the file.

Copying Single Links

In cases where you want to establish a link between a single piece of data (the contents of one
: cell) in ProSystem fx Trial Balance and a target application, first copy the cell to the Clipboard
from ProSystem fx Trial Balance. This is done through Edit > Copy or by clicking the Copy button
on the toolbar. Then select Paste > Link in the target Windows application. The second step varies
depending on the application. In an application, including those in Microsoft Office, select Edit >
Paste Special, and then choose Paste Link on the Paste Special dialog. The result is a link to a
ProSystem fx Trial Balance database.

Paste Special EHE |

Source:  Unknown

Lok ]
= . Cancel |
" Paste: Unfarmatted T ext
= Paste Link:

Rezult
Inzerts the contents of the Clipboard az text without ang

_,@ farmatting.

Faste Link creates a shartcut o the source file. Changes
ko the zource file will be reflected in pour document.

Most other applications that allow links to their data use full path names to identify the data
source. While this has some minor advantages, it creates problems when those paths change. To
prevent those kinds of problems, ProSystem fx Trial Balance takes a unique approach. When you
are updating links from the ProSystem fx Trial Balance database, the source of the data is always
the ProSystem fx Trial Balance database that is currently open, regardless of whether it is in the
same directory it was in when the link was first established. This is a tremendous advantage,
particularly when large numbers of links are involved.

For instance, a single spreadsheet template that links to data at the lead level can be reused with
any database that follows the same lead schedule convention - no new links need to be created.

When a link is created to a cell on a grid, the link is to the underlying data (for example, the lead
balance or the account description), not to the grid itself. The grid window can be closed and the
link is not affected. However, the link is based on the object's ID, so if a lead ID changes from
2012 to 2013, any links to an attribute of lead 2012 become invalid.
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When a link is created to a cell on a financial statement, the link is to the underlying cell, not to
the window. The financial statement window can be closed and the link is not affected, although
if the underlying financial statement itself is deleted through the Financial Statement Manager,
the link becomes invalid.

In addition to Paste Link, it is also possible simply to Paste to a Windows application without a
DDE link. That merely copies the information to the target application; no link is established.

Note: Microsoft Word 6.0 has a limitation of updating 126 DDE links per document. The error
message "Word Cannot Obtain Data” displays if you attempt to update more than 126 links at
one time. To overcome this limitation, open a new Word document and continue linking from
ProSystem fx Trial Balance.

Available system resources can also affect the number of available DDE links. To increase
available system resources, close all applications other than ProSystem fx Trial Balance and Word
when linking.

Note: When creating DDE links from ProSystem fx Trial Balance to Lotus 123, an earlier release
of Lotus 123 is required.

DDE Linking with Interim Period Data

When DDE links are established for interim period grid data, the Year link is always relative (most
recently defined year), whereas the period links are specific to a particular period. For example,
a 2012 3rd Quarter spreadsheet becomes a 2013 3rd Quarter spreadsheet. ProSystem fx Trial
Balance includes Change Interim Period macros for Word and Excel that allow you to create a new
document or spreadsheet for the next interim period while retaining the formatting of the
original.

Please refer to Macros in the Help file for step-by-step procedures on using the Change Interim
Period macro. However, be sure the following conditions are valid before using the macro:

® Word is running under Microsoft Office 97 Service Pack 2 (or later).

® The template (called ChgPrd.dot for Word documents and ChgPrd.xlt for Excel spreadsheets)
is in your program files directory, which is usually Program Files > Microsoft Office >
Templates. (If the macro is not there, be sure to copy it from the AV32 subdirectory of the
ProSystem fx Trial Balance Install directory.)

® You are linking to the document from a ProSystem fx Trial Balance grid (such as the Leads
grid or the Accounts grid) and not from a financial statement created through the Financial
Statement Wizard.

® You have already linked the grid's first period data to the document and have formatted the
document with the required bolding, underlining, font sizes, and italicizing.

Financial Statement links are always specific for both year and period and cannot be changed
using this macro.
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Creating an XML Export File

The Create XML Export File option allows the export of ProSystem fx Trial Balance data to an XML
file. This option assigns XML tags to exported data as it creates the export file.

To create an XML Export File, do the following:

1. Open the applicable ProSystem fx Trial Balance database.
2. Select Work > Create XML Export file.

The XML File Created box displays to confirm the creation of the XML export file. The box also
displays the path where the file is stored. The XML export file is stored in the ProSystem fx Trial
Balance database directory for the selected company.

Notes:

® ProSystem fx Trial Balance does not create an XML file if there are invalid characters
present. XML recognizes only printable ASCII characters and all others are considered invalid.
See the ProSystem fx Trial Balance Help file for a list of printable ASCII characters.

® Trial Balance does not create an XML file if Beginning/Ending dates are not defined for all
years.

Creating a GIFI File

Canadian corporations are required to include a General Index of Financial Information (GIFI)
when they file a T2 Corporation Income Tax Return with Revenue Canada. The GIFI is a list of
financial statement items where each item has a unique four-digit code pre-defined by Revenue
Canada.

In ProSystem fx Trial Balance, GIFI codes are assigned on the Leads and Subleads grids. After
codes are assigned, a GIFI file can be created and then be imported to a tax software package for
preparation of the tax return. The tax software must be certified by Revenue Canada. See detailed
instructions for creating a GIFI file in the ProSystem fx Trial Balance online Help.

Tax Capabilities

ProSystem fx Trial Balance includes Corporation, S Corporation, Partnership, and Exempt
Organization tax lines, tax journal entries, and a large variety of tax workpapers. You can also
create interface files to link data to several of the leading tax software packages including
ProSystem fx Tax, CLR/Fast-Tax, GoSystem Tax, and Lacerte.

Tax Information Setup

If you are linking the data to a tax return, complete the Tax Information dialog.

1. Select Setup > Tax Information to display the Tax Information dialog.
2. Enter the following information:
# Federal Tax ID
# Tax year dates, ProSystem fx Trial Balance year, date of incorporation
# The accounting basis used by the company: Cash or Accrual
# The tax service used (for example, ProSystem fx Tax)
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# The company's Client ID with the tax service
Tax Information &J

Tax Return
" Mone " Partnership

(* Corporation  © Exempt Cancel
" S-Corporation

Help
Federal Tax |0 |34-444EI11EI 4

Dates [mmddduy] Baziz

Tawvearn Eeginning:ED‘l,-'m,-"l‘l (* Accrual
211 ~| Endng 1273171 " Lash

Tral Balance Year: 2011 -

[for baw pear 20711]

Date of Incorporation: | 1005441

Tax Service
Service: |F'ru:uSystem fu Tam ﬂ
Client |D: |

Tax Lines Grid

The Tax Lines grid is created when you specify a tax return type in the Tax Information dialog
and displays all Tax Lines included in the current client database. The default grid view setting of
the Tax Lines grid includes Tax Line, Tax Line Description, Tax Input (override), Form, Form Line,
Send to, Accounts, Report Balance, Net US TJEs, and US Tax Balance for the current year.

Tax Lines can be master lines (for example, 357.00), or subscript tax lines (for example, 357.05).
The master lines are determined by the system; therefore, you cannot create, modify, or delete
master lines. You can create, modify, and delete subscript tax lines.

Add or delete subscripted lines through the Edit menu. When you add a tax line, ProSystem fx Trial
Balance defaults to the next available subscript for the tax line currently selected. Modify an
existing line by double-clicking the item to be updated and making the change.
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Tax Journal Entries

Tax Journal Entries display on the Journal Entry Details grid. The Journal Entry Details grid allows
you to edit, add, and navigate the JE list. Open the Tax Journal Entry grid and then double-click
the journal entry for which you want detail. The Details grid displays.

& -1
# Details (TJE 1) =13
Description: | To reclass Officers’ compensation and salaies and wages to the appopriate tax lnes)

WE ref.: G185 Recuming.. | [ Unbalanced intentionally
Thig is a recuming entry.

Account or Tax | Account or Tax Line - - M1 Sch M3

Line Desc. ebik | Credi Workpaper Diiference
269,20 Officers' Compensation 230,000.00 MAA Temporary
200,20 Sch E - Officer's Compen 415,000.00 MAA M4
303.00 Salaries & Wages 3.525.850.00 Mt Temporary
Q01-6200010-001 Seling expenses 500,000.00 M Temporary
001-6200010-002 Seling expenzes 500,000.00 M Temporary
001-6200010-003 Seling expenses 775,000.00 MAA Temporary
001-6200020-001 Shipping expenses 400,000.00 MAA Temporary
001-6200020-002 Shipping expenses E00.000.00 M, Temporary
001-6200020-003 Shipping expenses 295,850.00 M Temporary
001-6200100-001 Administrative expenses 300,000.00 M Temporary
001-6200100-002 Administrative expenses 400,000.00 MAA Temporary
001-6200100-003 Adrministrative expenses 300,000.00 M Temporary
? ?

I Add TJE | Frexious | Mext | Close ‘

The grid view includes columns for the Account or Tax Line, Account or Tax Line Description,
Debit, Credit and Difference. The difference column allows you to identify amounts recorded to
Schedule M1 tax lines as they relate to Temporary or Permanent differences.

Journal entries must be in balance; if not, the Journal Entries grid Status column shows the entry
as Incomplete and the Diagnostic grid also reports the problem. Tax journal entries can be marked
as Unbalanced intentionally to accommodate the cases where unbalanced entries may be
required. If the Unbalanced intentionally box is checked, the Journal Entries grid and Diagnostic
grid do not reflect a problem with the entry. Until you check the box, the tax journal entries are
treated the same as all other entries.

Tax Workpapers

Several Tax Workpapers are available in ProSystem fx Trial Balance. See the Trial Balance online
Help for information on the specific workpapers available.
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Linking to ProSystem fx Tax

Dynalink and Quiklink offer links from ProSystem fx Trial Balance to the ProSystem fx Tax system.

Dynalink to ProSystem fx Tax

Dynalink is the recommended method for importing tax data into ProSystem fx Tax from
ProSystem fx Trial Balance. When Dynalink is used, there is no need to create a tax interface file
through ProSystem fx Trial Balance. Instead, Dynalink processing is invoked by selecting File >
Import in ProSystem fx Tax software. For details on Dynalink, see Chapter 6 - Updating with
Quiklink on page 162. The chapter includes the process for setting up and using Dynalink.

Note: For tax years 1995 and earlier, ProSystem fx Trial Balance is not supported by Dynalink.

Quiklink Updates

After Dynalink has been used to bridge ProSystem fx Trial Balance data to a return in ProSystem fx
Tax, the Quiklink Update feature can be used to streamline the update process as trial balance
data changes.

When a ProSystem fx Trial Balance database and the corresponding return in ProSystem fx Tax are
both open on the same workstation, changes to the ProSystem fx Trial Balance database can be
made to flow automatically to the return, without the need to Dynalink again.

For this feature to be enabled, two conditions must be met:

1. Dynalink must already have been run at least once between that ProSystem fx Trial Balance
database and the return.

2. Activate Quiklink Updates must have been selected on the Work menu in ProSystem fx Trial
Balance.

If client data is changed while Quiklink Updates is inactive, Dynalink must be rerun before
Quiklink Updates are again available for that data.

For details on using Quiklink, see Chapter 6 - Updating with Quiklink on page 162.

Quiklink to ProSystem fx Tax

Euik
Link

Similarly, after Dynalink has been used to bridge ProSystem fx Trial Balance data to ProSystem fx
Tax, Quiklink can also be used to make contextual jumps from a tax line grid in ProSystem fx Trial
Balance to the corresponding interview form field in ProSystem fx Tax.

When a ProSystem fx Trial Balance database and the corresponding return in ProSystem fx Tax are
both open on the same workstation, highlight a tax line on the Tax Lines grid in ProSystem fx Trial
Balance. Select Quiklink to ProSystem fx Tax on the Work menu or click the Quiklink to
ProSystem fx Tax button.

You can jump contextually in the other direction as well. A corresponding feature in ProSystem fx
Tax allows contextual jumps from interview form fields to the corresponding tax line in
ProSystem fx Trial Balance. See Chapter 6 - Updating with Quiklink on page 162, for details.
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Consolidated Databases

The first step to performing a consolidation is to create a new consolidated database (see Creating
a New Company on page 12). Since the parent company'’s database exists independently of the
consolidated database, it can be chosen at this time, provided it was already created. Some
company-level information is copied from the parent, which is also established as the first
included company. Other than that, creating a new consolidated database is no different than
creating any other new company. Select File > New Company to create a new consolidated
database.

Complete the New Company and Company Information dialogs to create the new company.
Information about the parent company and any subsidiaries appears on the Included Companies
grid.

Companies can be added to or deleted from the grid. Once the ID is specified on the grid, you can
set the rest of the information in the Included Company dialog. You can access this dialog by
double-clicking the Name, Short Name, or Path on the grid.

Included Company A E

—Path —Mame
Path... INewercD, Ihe
c:havizionhayBhdatalnewco Found at Path:
Reqular DB Meweco, Inc
— Short Mame
INEWCD
Found at Path:
—Tears Mewn

“'ears Already Conzolidated:
Mone

(] I Cancel Help

Once all the included companies are set up, you can then select Setup > Consolidate.

Select the consolidation method, by account or by lead/sublead. ProSystem fx Trial Balance
supports consolidation at either the account level or the lead/sublead level. If you consolidate by
lead/sublead, one account is created for each populated lead or sublead in each included
company. This helps to control the size of the Chart of Accounts for large consolidations.

In subsequent years, you can either start over by creating a new consolidated database, or you can
roll forward each database, including the consolidated database, and consolidate just the current
year information.

Chapter 2 - Guide to Features « 111



Once the first consolidation has been completed, you can focus a grid on a particular included
company. For instance, to focus a leads grid, you would make that grid the active grid, then
select Edit > Grid Filter or click the Grid Filter button on the toolbar. While the focus is in
effect, the balances shown include only balances for that company.

Leads - Filter E |

‘E

—Filter

= All 0K I
" Account Type. .. Cancel |
{~ Clazsification. _.

" B/S Only Help |
125 Only

" Mo Classification

Included Company
Focus on Included Company

("~ Current Global Focus
[Owerall Entity]
{*iIncluded Company...;

You can also set a focus for all grids by selecting Options > Global Focus on Included Company.

Additional options are available to workpapers in consolidated databases. The same Lead
Schedules workpaper shown in the Workpapers section has an additional option to focus on one or
more included companies.

There are also some additional workpapers available in consolidated databases, such as the
Consolidating Trial Balance by Leads.

Columns in financial statements can also be focused on specific included companies.

Combined Databases

Combined databases are similar to consolidated databases.

A consolidation is intended primarily for entities with included companies (parent and subsidiaries)
that file their own tax returns or that are bridged individually to tax software packages and
consolidated for tax purposes within those packages.

A combination is intended for entities with included units (divisions and branches) that do not file
their own tax returns and are not bridged individually to tax software packages.

In other words, you consolidate ProSystem fx Trial Balance databases for financial statement
purposes only, whereas you combine ProSystem fx Trial Balance databases for both financial
statement purposes and tax purposes.
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Aside from the naming conventions, consolidation and combination companies differ:

® No parent company is requested when creating a new combined database.

B Tax line assighments are combined but not consolidated.

® Eliminating journal entries are available only in consolidated databases.

Funds Databases

Fund capabilities are built into ProSystem fx Trial Balance. These capabilities include the

following features:

® 40-character account numbers
Account segment filtering

Funds and fund types

Focusing grids on specific funds

Special features in workpapers

Special features in financial statements

A database is designated as a funds database when it is created. When the following New Company
Information dialog displays during new company creation, check the Funds box in Client options.

Note that industry standard funds are available.

-

Mew Company Informaticn

Client number: 1234

|test

LCompany name:

Industo:

Client optionz
[w Funds

-
-
[ Interim peniods

Induztry standards
W Funds/fund types
W Clazzifications
v Leads/subleads

v Data elements/ratios

T ax return type
(e Mone

Corporation

Partherzhip

K

Cancel

Help

slil g

Tax year and dates

T ax vear: J
Beginning:

Ending:

~
5 Corporation
~
~

Exempt

—

If you request industry standards, the Funds grid is populated with Industry Specific funds, each

assigned to a fund type.

Fund Fund Description [I;und .T-"'.pe Accounts Aszzet Roundoff Acct Liab/Equity Rouw
escrphion
001 Unrestricted fund Current 1]
| | 002 Restricted fund Current a
| | 003 E ndowment fund E ndowment 1]
| | 004 Loan fund Laoat 1]
| | 008 Aty fund Annuity and life inco 0
| | 008 Life income fund Annuity and life inco 0
| | 007 Unexpended Flant 0
| | 008 Renewals and replacements Plant 0
| | 009 Retirement of indebtedness Plant a
| | ;o Investment in plant Plant 0
011 Agency Agency 0
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In a funds database, every account must be assigned to a fund. The assignment process can be
automated by assigning an account to a fund during the append process. It can also be simplified
through the use of account segments. You can first define an account segment for funds, and then
filter the accounts grid on that account segment for funds. You would then assign the resulting
accounts to the relevant fund.

The focus capabilities for funds are essentially the same as the focus capabilities for
consolidations and combinations on grids, workpapers, and Financial Statements.

There are also some additional workpapers available in funds databases, such as the Combining
Funds Trial Balance by Leads.

Columns in financial statements can be focused on specific funds. See Financial Statements -
Column Sets on page 90.

You can also remove funds at a later time by using the Company Information dialog. Fund data
that is already present is not deleted. If funds are enabled again at a later time, the data is
available again.

Budget Balances

Any company can include budget balances for as many years as there are available.

The option to include budget balances is present when the company is first created, although it
can also be enabled through the Company Information dialog from the Setup menu at any time.
When budget balances are enabled, the Budget 1 and Budget 2 columns are available for display
in all applicable grids.

Additional workpapers are also available for databases which use budget balances.

If budget balances are disabled from the Company Information dialog at a later time, budget data
that is already present is not deleted. If budget balances are re-enabled at a later time, the data is
available again.
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Chapter 3

TRANSACTIONS

Introduction

Transactions are detailed journal entries which finalize the beginning balances of an unadjusted
balance. ProSystem fx Trial Balance's Transactions feature allows the importing of preliminary
unadjusted balances from a general ledger or other package and uses transactions to finalize the
beginning balances. You can also use this feature to perform client write-up and accounting
service engagements for your small business clients. Use of this feature is optional, and it can be
enabled on a company and/or yearly basis.

The Transactions feature is available on the individual-company level only, and is not available
for the following:

® Combination companies
® Consolidation companies
® Companies that use Funds

In each of these cases, the Transactions option is disabled.

Flow of Information

When the Transactions option is selected for a company, the flow of information in ProSystem fx
Trial Balance is:

Beginning Balance
L
Transactions
&
Unadjusted Trial Balance
L
Adjusting Journal Entries

v

Adjusted Trial Balance
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Enabling Transactions

New Companies

1. As transactions are optional, you must specifically choose to enable them. When creating a
new company, this can be done by checking Transactions in the Client options section of
the New Company Information dialog.

New Company Infarmaticn lﬁ
Client number  [£5-9876543
Caompany name: |,.f_-._\." Quickstart Sample Cancel
Industry: | Commercial j Help

Client options Industry standards T ax return type Taw year and dates
[ = " None
= Taw year,
[~ Budgets W Classifications {* Corporation o 20 Ly
[v Transactions W Leads/subleads " 5 Corporation | | Beginning: IDUDUH
[ Integim periods W Data elements/ratios " Partnership Ending: T AT
" Exempt

2. When you complete the Company Information dialog, click the Transaction Setup button.
When you are setting up transactions for a new company, the Transaction Setup dialog
displays (see Working with Transaction Journals on page 119).

Existing Companies

1. For existing companies, enable the transactions option by selecting Setup > Company
Information and selecting the Transactions option in the Client options section. This
enables transactions for the latest defined year.

Company: Information @

|dentification information

Tax Information...
Client number.  |55-3376543

Account Shucture.

Company harme: |.fW Quickstart S ample

Short name: |avquick

Street address: ‘1 234 Maple Avenus

Tranzaction Setup...

City, state, ZIP: | Arywhere ’E [12345
General infarmation Rounding Client options
Industry: |Commercia| j (+ Mone [ Funds

: ) " Whaole units [~ Budgets
v wernde report dates on workpapers, reports, and 1z  Thousands v [ -
Engagement date: | " Millions [ Interim periods

QK | Cancel | Help

2. Click the Transaction Setup button. When you are enabling transactions for an existing
company, the Source for Beginning Balance dialog displays as detailed in the following
section.
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Beginning Balances

When you enable transactions for an existing company, ProSystem fx Trial Balance requests the
source of the beginning balance:

Source for Beginning Balance @

Y'ou are enabling Transactions far the |atest defined
year of thiz company. Please select the source for
the CY beginning balances.

* P Report Balance
Py Adjusted B alance

" O Unadjusted Balance
" 000

Ok | Canicel Help

1. Select the beginning balance source from the following options:

# PY Report Balance. Select this option to use the report balances from the prior year.
Selecting this option means that the existing unadjusted balances for the current year
are deleted and are recalculated using the prior year information. All journal entries
remain unaffected by this.

# PY Adjusted Balance. Select this option to use the adjusted balances from the prior
year. Selecting this option means that the existing unadjusted balances for the current
year are deleted and are recalculated using the prior year information. All journal
entries remain unaffected by this.

Note: PY options are not available when no prior year has been established for
the company.

# CY Unadjusted Balance. Select this option to use the unadjusted balances from the
current year.

# 0.00. Select this option to delete the existing unadjusted balances and replace them
with a zero value.

Once you have selected the source of the beginning balance, current year beginning balance
settings can be refreshed, imported, or reset to zero. See Current Year Beginning Balances
Settings on page 126.

Note: ProSystem fx Trial Balance can import beginning balances for a company, but it
does not support the import of transaction detail or totals. See Importing Account
Balances on page 20 for additional information on importing beginning balance data.

2. Once you have enabled transactions, you can continue with the setup process by clicking the
Transaction Setup button again on the Company Information dialog. This opens the
Transaction Setup dialog (see Working with Transaction Journals on page 119).
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Enabling Transactions for a Specific Prior Period

To enable the Transactions feature for a prior year, double-click in the Transactions column of
the Years grid for the year you want to enable (or select Setup > Years and click the Transactions
tab). Be sure the year in the Year drop-down box is the one you want to enable, then check Use
transactions in selected year.

Enabling Transactions for a New Year during Roll Forward

You can enable Transactions for a new year for companies that have Transactions enabled when
rolling forward by checking the box on the Roll Forward dialog. See Transactions and Roll
Forward on page 125 for additional information.

Years Grid for Transactions

When Transactions have been enabled for a company, the Years grid displays.

This version of the grid differs from the Years grid for a company without transactions:

® Transactions column is added. This column is available only if transactions are enabled for
the company. The latest defined year defaults to Yes and any years prior default to No.
Click the column to change the current selection. You are prompted for the new setting.

® Allow Refresh column is added. If this option is set to Yes, any changes in a prior year can
be carried forward to the current year.

m Current Year Effect, Next Year Effect, and Future Years Effect columns can be displayed by
selecting them on the Grid View dialog.

In addition to these changes, columns for Beginning Balance and Net Transactions appear on the
Accounts grid when transactions are enabled.

Note: If a retained earnings account is not specified when Transactions are enabled for an
existing company, a message displays prompting you to do so.

Disabling Transactions

To disable the Transactions feature for all years within a company, clear the Transactions box on
the Company Information dialog. If you deselect the feature for the entire company, a warning
message displays.

-
I x|
',‘j You are disabling Transactions For all wears within this company, IF wou want to disable Transactions For specific
L

wears, use the Years grid, If Transactions are disabled, all transaction lines will be DELETED and the calculated
unadjusted balances will become the actual unadjusted balances,

Are wou sure you want to disable Transactions For all periods?

Yes Mo
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To disable the Transactions feature for a specific year, double-click in the Transactions column of
the Years grid for the year you want to disable, or select Setup > Years and click the
Transactions tab. Be sure the year in the Year drop-down box is the one you want to disable, then
clear the Use transactions in selected year box.

Transactions data for disabled years is used to calculate the actual unadjusted trial balances and is
then deleted.

Working with Transaction Journals

ProSystem fx Trial Balance creates the following transaction journals automatically:

& Cash Disbursements
® Cash Receipts
& General Journal

Using the Transaction Setup dialog, you can add, modify and delete transaction journals. You can
access this dialog by doing the following:

m Selecting Transaction from the Setup menu.
® Clicking the Setup button on the Transaction Journals grid.
m Clicking the Transaction Setup button on the Company Information dialog.

The Transaction Setup dialog displays. Select from the following options when working with the
Transaction Setup dialog:

f R

Tranzaction journals:

Cazh Dizburzements

CR Cazh Receipts
Gl General Journal
Add.. Delete Madify... | i Defaults...|

Cloze | Help |

® Add. Click this button to add a new custom transaction journal. See Adding or Modifying
Custom Transaction Journals in the next section for additional information.

m Delete. Click this button to delete the selected transaction journal. (Journals that have
transaction entries cannot be deleted.)
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® Modify. Click this button to modify the selected transaction journal. See Adding or
Modifying Custom Transaction Journals, below for additional information on using the
Transaction Journal Setup dialog.

® Entry Defaults. Click this button to open the Transaction Journal Entry Defaults dialog to
set up data entry defaults for new transactions and to determine how features are
implemented. See Transaction Journal Entry Defaults on page 121 for additional
information.

Adding or Modifying Custom Transaction Journals

In addition to the default transaction journals provided by ProSystem fx Trial Balance, you can
define your own custom journals or update existing ones using the Transaction Journal Setup
dialog (select Setup > Transaction).

To add or modify a custom transaction journal, click the Add or Modify button on the Transaction
Setup dialog. The Transaction Journal Setup dialog displays.

( x|
Journal ID: Ii

Journal description: |

[ Separate bansactions with a blank line

[ Suppress reference no.

| Cancel | Help

Enter or update the fields on the dialog as follows:

m Journal ID. Enter an ID for the transaction journal. This is a unique ID that has a limit of five
alphanumeric characters. The ID is used on each line of the general ledger report to identify
from which journal an entry or total is carried.

® Journal Description. Enter a description for the transaction journal. This is a unique
description that has a limit of twenty-five alphanumeric characters.

m Separate Transactions with a Blank Line. Check this box to print the transaction journals
with a blank line separating each transaction.

m Suppress Reference No. Check this box to disable the Reference No. column on the grid
view and make it not a required field. If entries have been made in a journal when you
select this option, all existing reference numbers are saved, and can be retrieved at a later
time by deselecting this option.

Chapter 3 - Transactions « 120



Transaction Journal Entry Defaults

ProSystem fx Trial Balance allows you to set up defaults for new transactions entered into the
journals. These defaults apply only to new transactions and do not affect existing ones. Also, any
selections you make do not change the way data is displayed on the Transactions grid.

To setup transaction journal defaults, click the Entry Defaults button on the Transaction Journals
grid or the Transaction Setup dialog. The Transaction Journal Entry Defaults dialog displays.

Transaction Journal Entry Defaults

These defaults affect the way data is displayed in the
tranzactions journals.

These defaults do not affect existing ransactions.

The quick kevs, shown in [ ], can be used to termpararily overide
a default zetting for an individual tranzaction.

Date Reference number

* Repeat previous [F3) * |ncrement numeric [F5)

[ Last day of period [F4) [ Repeat previous [FE)
" Blank

Mizcelaneous
[ Bepeat account [F7)
[ Repeat description [F3]

Mate: [f you waould like ta repeat the date, reference number, and
description fram an entry, zelect the FI key while the cursor is an
the specified entry.

k. | Cancel Help

Select from the following options:

m Date

# Repeat Previous. Select this option to automatically use the previously keyed date
when creating a new entry.

# Last Day of Period. Select this option to automatically use the last day of the period
when creating a new entry. (For companies that do not have interim periods
activated, this date corresponds to the last day of the year.)

m Reference Number

# Increment Numeric. Select this option to automatically use the next incremental
number from the previous entry reference number.

# Repeat Previous. Select this option to automatically use the previously keyed
number when creating a new entry.

# Blank. Select this option to leave the reference number initially blank when creating
a new entry. You can then enter your own number.
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® Miscellaneous

# Repeat Account. Select this option to automatically repeat the account number from
the previous entry.

# Repeat Description. Select this option to automatically repeat the previously keyed
description.

Accessing the Transactions Grid

The Transactions grid can be accessed using one of four methods:

; ® Select Transaction Journals from the Work menu.
[rR] ® Click the Transactions button on the toolbar.
® Click the Transactions icon on the Grids dialog.
® Open the minimized Transaction grid.

The following grid displays. (If Interim Periods is not enabled for the company, the Period type
and Period no. drop-down boxes do not display.)

[TR] Transactions (Accounts Payable) [o = [
Year | 2011 -
Joumal: !Accounts Payable ﬂ Sortby: | Date hd
Begn: 01/01411  End: 12/31/11 [ Post transactions when entered v Totals at top
Date FRef. No. D ipti | Description Posted| Dr Amount | Cr Amount
_ | Tatal 5.862.90 5.862.90
_ | mAaom 1 001-6100040-001  Purchases B & W Wholesale Mo 5,564.79
_ | 01Asm 2 001-6100040-001  Purchases K & B Distributars Mo 298.11
_Loisarn OFFSET  001-4100010-001 (1) Accounts papablz Tatal January Purchases on Accts Payahle Mo F.86290
0141511 I 3 Inc.
Post... WP and Reports... Entry Defaults... Setup... Move to Journal..

Adding Transactions to the Transactions Grid

Transaction data is entered directly on the Transactions grid. You can enter new data on the grid
by clicking Ctrl + A or pressing the plus sign (+) key on the numeric keypad to access the last row
on the grid and begin entering data. Prior to making transaction entries, use the Entry Defaults

button to establish repetitive information as the default (see Transaction Journal Entry Defaults
on page 121 for more information).

Data is displayed/entered on the grid. As with most grids, you can change and/or filter the data
displayed.
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The drop-down boxes at the top of the grid display the following:

m Year. Select the year to display. All years within a company are listed, even if the
transactions have not been enabled for a specific year. Selecting a year which does not
contain transaction data results in the grid fields being disabled.

® Period type. If the interim periods option is active for the company, select the period type
from the drop-down list. If Interim Periods is not active, this list is not available.

® Period no. If the interim periods option is active for the company, select the period number
from the drop-down list. (For example, if Period type is Quarterly, select period number Q1,
Q2, Q3, or Q4 for the first, second, third, or fourth quarter.) If Interim Periods is not active,
this list is not available.

® Journal. Select the individual transaction journal type to display on the grid.

m Sort by. Select the field on which the grid is sorted. You can select from Order Entered,
Date, Ref No., Account, or Description.

® Begin/End. Displays the beginning and ending dates of the selected year or period.

® Post transactions when entered. Check this box to post entries immediately after you
enter them. If you do not check this box, you have two other methods of posting
transactions. Refer to Posting Transactions on page 124 for more information.

The columns on the grid display the following:

m Date. Enter the date for the entry.

m Ref No. Enter a reference number for the entry. This field is limited to ten alphanumeric
characters and is required, unless suppressed on the Transaction Journals Setup dialog.

® Account. Enter the account number against which the entered transaction amount is
recorded. You can also press F2 to access the accounts picklist and select the account from
the list.

m Account Description. Displays the description associated with the selected account number.
This does not display as a default column; it must be selected on the Grid View dialog.

® Description. Enter a description of the entry.
® Recur. To make this a recurring entry, do the following:
a. Double-click the cell to open the Recurring Transactions dialog. Recur is not a default
column; you must select to display it on the Grid View dialog.
Recurring Tranzaction

Recuring entries
Period type of recuring entries:

td onthly -
[v Al following periods in selected pear
Usze of amounts: [Without amounts
Jze of dates: |Last day of each following period j

[+ Roll forveard
Decurences: Al periods -

Uze of amounts: |without amaounts =

|Jze of dates: |Last day of each fallowing period ﬂ

QK ‘ Cancel ‘ Help ‘
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b. In the Recurring Transaction dialog, select the period type of the recurring entry.

c. Check the All following periods in selected year box if the transaction should recur
in every remaining period of the year.

d. Indicate if the entry should recur with or without amounts and if it should recur on the
last day of the periods or the comparable date in the following periods.

e. Check if the entry should roll forward to the next year, when it should occur (if
Interim Periods is not enabled, Create entry is the only option), if it should be with or
without amounts, and on what dates it should recur during the next year. To create
recurring transactions see Creating Recurring Transactions in the next section.

® Posted. Indicates if the entry has been posted.
Dr Amount. Enter the debit value.
& Cr Amount. Enter the credit value.

Note: You can enter 0.00 in any amount field.

m Post. Click this button to post entries for the active journal or all journals.

® W/P and Reports. Click this button to generate workpapers and reports for the selected
company. See Workpapers and Reports on page 66 for additional information.

® Entry Defaults. Click this option to change the entry default settings. See Transaction
Journal Entry Defaults on page 121 for additional information.

m Setup. Click this button to create, modify, and delete transaction journals. See Working
with Transaction Journals on page 119 for additional information.

B Move to Journal. Click this button to move a transaction line to another transaction
journal.

Creating Recurring Transactions

To start processing work for the next period, select Work > Interim Items > Create Interim
Recurring Transactions. Enter the date up through which the recurring transactions should be
created and click OK. If the recurring transactions are created without amounts, access the
Transactions grid and enter the correct amounts.

Deleting Transactions

Deleted transactions are backed out of all balances. To delete a transaction, highlight the lines in
the Transactions grid and select Edit > Delete Transaction Line. You are prompted to confirm
the deletion.

Posting Transactions

Transactions can be posted in one of three methods:

® Check the Post transactions when entered box on the Transactions grid.
m Select Work > Post All CY Transactions. A message displays listing how many transactions
are posted.
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m Click the Post button on the Transactions Journal grid. The Post Transactions dialog opens,
allowing you to select from two options:

# Post [Active Journal]. Select this option to post all transaction entries to the
currently selected journal. It does not post entries in other transaction journals.

# Post All Journals. Select this option to post all transaction entries from all journals
established for the company.

Unposting a Transaction
To unpost a transaction (reverse it without leaving a paper trail), do the following:

1. Open the Transactions grid and select the appropriate journal from the Journal drop-down
list.

2. Verify that the Post transactions when entered box is not checked.

3. On the transaction line that you want to unpost, double-click in the Dr Amount or
Cr Amount column. The edit field at the top of the workspace now becomes available.

4. Click the green check mark button beside the edit field. The Posted column displays No.

5. Continue the process to unpost all the necessary transactions. If you want, you can now
delete the unposted transactions by highlighting them and selecting Edit > Delete
Transaction Line.

Move to Journal

Use the Move to Journal option on the Transaction grid to move transaction journal line(s) to
other transaction journal types.

1. Open the Transactions grid, select the journal line(s) to be moved and click the Move to
Journal button. To select more than one transaction journal line to move, hold down the
Ctrl key, and then click the lines you want.

2. Click OK and the Move to Journal dialog displays a list of available Transaction Journal

types.
3. Select the applicable journal type and click OK to change the journal type.

Transactions and Roll Forward

Before the roll forward process can take place, the Roll Forward dialog must be completed. This
dialog consists of five tabs, each of them accessing an individual dialog which contains
information about a specific part of the process. Not all of these dialogs concern the Transaction
option. This chapter covers just the fields that are specific to Transactions; the entire Roll
Forward dialog is covered in detail in Chapter 5 - Administration & Maintenance on page 150.

Note: You must define a Retained Earnings account before attempting to use the Roll Forward
feature for a company that uses Transactions.

To access the Roll Forward dialog, select Setup > Roll Forward. The dialog with the General tab
displays. Click the Transactions tab to access this dialog.
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Complete the fields on the dialog as follows:

® Transactions Processing for new CY

# Use transactions in selected year. If the Transactions option has been selected for
the company, this box is checked and the other controls on the dialog are enabled.

# Allow refresh of beginning balances. Check this box to have the system allow a
refresh of beginning balances for the new year.

The Previous year for transaction processing is by default the year prior to the new CY.

Other fields (not specific to the Transactions option) on other tabs within this dialog require
completion before roll forward can take place. Refer to Chapter 5 for detailed information on
rolling forward.

Current Year Beginning Balances Settings

Current Year Beginning Balances can be refreshed, imported, or reset to zero using the CY
Beginning Balances dialog. Select Setup > CY Beginning Balances to open this dialog.

CY Beginning Balances

Cy' Beqginning Balances can be Refreshed,
Imported or Reset.

R efrezh From Prior Y'ear Balances

W Allow Refresh From Py

Befresh Mow | Balances: |PYv Feport ﬂ

Irpart

Import Account B alances... |

Reszet to 0.00

Reget Accounts: |F|e-.-'enue & Expenze ﬂ

Cancel | Help |

Select from the following options:

m Refresh From Prior Year Balances.

# Allow Refresh From PY. Select this option to allow the new CY beginning balances to
be refreshed. Deselecting this option prevents changes made in previous years from
affecting the current year. The CY amounts can be changed manually or by importing
data in to them.

# Refresh Now. Click this button to refresh all balances and close this dialog.

# Balances. Select which prior year balances will be used to refresh the CY beginning
balances.
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Import.

% Import Account Balances. Click this button to import beginning balances for the
latest defined year within the company from an external file. Clicking this button
begins the import process. See Importing Account Balances on page 20 for more
information on the import process.

Reset to 0.00.
# Reset. Click this button to reset the selected accounts to 0.
# Account. Select which accounts will be reset.

Transaction Workpapers and Reports

Several workpapers and reports are available with the Transactions feature:

Transaction Setup Report.

Transaction Journals. (This report can be sorted by date, reference number, account, or
description.)

General Ledger - Detail Transactions.
General Ledger - Summary by Journals.

Trial Balance by Accounts Classified (Beginning Balance to Unadjusted Balance, List
Transactions).

Trial Balance by Accounts Unclassified (Beginning Balance to Unadjusted Balance, List
Transactions).

Trial Balance by Accounts Unclassified (Beginning Balance to Report Balance, List Details).
Trial Balance by Leads Classified (Beginning Balance to Unadjusted Balance).
Trial Balance by Leads Unclassified (Beginning Balance to Unadjusted Balance).

Transaction workpapers are produced and printed in the same manner as any other workpaper. See
Workpapers and Reports on page 66 for additional information.
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Chapter 4

INTERIM PERIODS

Introduction

Interim periods are accounting periods of less than one year which divide the year into a specific
number of equal parts. ProSystem fx Trial Balance allows you to assign one or more of the
following interim period types to a company:

& Monthly
® Quarterly
& Semiannual

Once you have activated interim periods for a company, you are then able to select the types of
interim periods the company uses and determines, on a year-by-year basis, whether the interim
periods feature is enabled and, if so, how the system processes and displays data for the selected
types.

By using the interim periods feature, you can import, calculate, and display interim data for a
company and prepare workpapers and reports which reflect interim, as well as annual, figures.

How Interim Period Data is Calculated

ProSystem fx Trial Balance calculates interim period data based on three factors:

® The source of original, stored data: either detail transactions or unadjusted trial balance.
® The interim periods processing option selected, which can be one of the following:

# Transactions. Beginning balances of an unadjusted balance are finalized by detailed
journal entries.

# Unadjusted Trial Balance. The information for the discrete period is imported or the
data is entered.

# Unadjusted Trial Balance YTD. The original imported/entered data for the period is
year-to-date (YTD) data. ProSystem fx Trial Balance calculates the nominal accounts
and retained earnings by performing a comparison between consecutive periods.

For any of the three methods, larger periods can be built from smaller periods (for
example, quarterly balances can be calculated from monthly balances).
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® The calculation method selected for each period type: original data or calculated based on
original data in another period.

Each of these options can be selected during the enabling of interim periods, as covered in the
next section. They can also be added later by updating information on the Years dialog.

Fiscal Years

In addition to the calculation options previously listed, ProSystem fx Trial Balance uses fiscal year
information to process interim period data. This information, which includes the beginning and
ending dates of the fiscal year, must be established in ProSystem fx Trial Balance before interim
period processing can begin. ProSystem fx Trial Balance recognizes three types of fiscal years:

m Regular. A fiscal year of twelve months, regardless of the beginning and ending dates. A
fiscal year beginning January 1 and ending December 31 is a regular fiscal year, as is a fiscal
year beginning April 1 and ending March 31.

m Short. Any fiscal year of less than 12 months. Generally, this occurs when a company is
changing the dates of its fiscal year. A short fiscal year refers to the time between the
ending date of the old regular fiscal year and the beginning date of the new regular fiscal
year.

® Prior Comparison. A previous fiscal year used to compare with the same period in the
current fiscal year.

Fiscal year information is entered using the Years/Annual Dates dialog, which is covered in the
next section.

Note: All companies in a Consolidation or Combination company must select the same type of
fiscal year.

Enabling Interim Periods

Before you can enable the desired interim period types, you must indicate that the company in
question uses interim periods. If you are setting up a new company, start with step 1 in the
following procedure. If you are assigning interim periods to an existing company, start with
step 3.

1. When entering data on the New Company Information dialog, check the Interim periods
box in the Client options section.

I

Clignt rumber:  |123456

Jid.

Compary name: |New Interim Period Compary Cancel
Industry: |D:|I|eges and Universities j Help
Client options Industry standards T ax return type Tax year and dates
*
[™ Funds ] + Mone _ e Iﬁ
[ Budgsts v Classifications " Corparation i
[ Transactions v Leads/subleads " 5 Corporation Beginning:
v Interim perods [v [rata elements/ratios " Partnership Ending: '7
" Ewxempt
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When you have completed all of the necessary fields, click OK and the Company Information

dialog displays.

[ Semiannual
|ntenim Peniods. ..

|nterim peniodz supplementary data -
Interim Diates. ..

Select the supplementary data items
wou want ko process for thiz comparmy.

I_
[ Workpaper references [WE Befz)

Fizcal vears... |
|nterim Optiofs. .. |

Hep |

5. Complete the fields on the dialog as follows:
L

2. If you are setting up a new company, the Company Information dialog displays with the
Interim periods check box already checked. Continue with step 4.
Identification information .
Tax Information. . |
Client number:  |123456
- - Account Structure. |
Company name; |New Intenm Penod Company
Short name: |NEWIF‘ |
Street address: ‘555 Arwwhere St |
City, state, ZIP: |¥our Tawn IH 30505 [T ‘
General information Rounding Client options
Incuastry: |Enlleges and Urniversities ﬂ i* Mone [ Funds
~ Overid ' dat " t i/ " Whole unitz [ Budgets
YEIMIJE Meport dates on Warkpapers, reparts, an 2.  Thousands |_ Toemeeetmg
Engagement date: | " Milions [v Intenm penods
QK | Cancel ‘ Help
3. If you are setting up interim periods for an existing company, access the Company
Information dialog (Setup > Company Information) and check the Interim periods box.
From this point, the procedure is the same for both new and existing companies.
4. Click the Interim Periods Setup button to access the Interim Periods Setup dialog.
Intenm Penods Setup
Interim perniod types
pr WP 0K
Select the interim periu_:u:l hupes youl
want to process for this company. Cancel
[ Monthly
W Quarterly

Interim period types. Check one or more of the interim period types listed: Monthly,

Quarterly (default), and/or Semiannual. For each box checked, ProSystem fx Trial

Balance processes data for that period type.
L3

Interim periods supplementary data. If desired, check one or both of the boxes:
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L

*

L

*

= Budgets. Check this box to store and process budgets data (if applicable) for

interim periods.

= Workpaper references (WP Refs). Check this box to enter workpaper
references data for interim periods.

6. Click the appropriate button to access the desired tab of the Years dialog to set up how
interim period data is calculated.

Fiscal Years
Interim Periods
Interim Dates
Interim Options

7. Click the Fiscal Years button to open the Years dialog. The Annual Dates tab displays.

Years

)

*rear information

t'ear label: 2011

Report date:

Ovwerridden on Company Information dialog

Fizcal pear
REQUIRED FOR INTERIM PERIODS
v

Fizcal year: 2011 ﬁ

E nding month: |December -
‘Year wpe: Fieqular -

Annual Dates llnterim F'eriods] |nterim Date3] |nterim Dptinns] Transactinr‘m] Special Items]

Annual dates

Beqinning:

Ending:

Fizcal pear dates edit options

Check the bos(es] below to edit the
beginning and/or ending dates.

™ Edit beginning date
[ Edit ending date

Vear 2010 ~ ok | Cancel #pply

Help

You can change the year on which you are working by making a selection from the Year
drop-down box at the bottom of the dialog. This box is available from all of the tabs.

As you go through the process of entering or updating interim period data, complete the
tabbed dialogs that are necessary for the type of interim period processing the company
requires.

As you complete the necessary fields on each tab, you can do any of the following:
Click OK to save the changes and exit the dialog.

Click Apply to apply the changes you have made without exiting the dialog (this
button is available only when changes have been made).

Select another year from the Year drop-down box and update the settings for that

®

¥

L3

year.

Click the next tab you want to access.

Steps 8 through 11 cover each of the interim period tabs on the Years dialog.
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8. Complete the information on the Annual Dates tab of the Years dialog as follows:

# Year label. This field reflects its corresponding field in the Label column of the Years
grid.

# Report date. Enter specific report dates for each applicable year. This field is
available only if the Override report dates on reports, workpapers, and f/s box is
not checked on the Company Information dialog.

# Fiscal year. You must complete this section of the dialog if Interim Periods is enabled
for the selected year.

# Assign fiscal year to selected year. Check this box to assign a fiscal year to the
ProSystem fx Trial Balance year selected in the Year drop-down box at the bottom of
the dialog. In years where Interim Periods is active, this option is mandatory, so the
box is checked and disabled. For years where Interim Periods is not active, you have
the option of selecting it.

% Fiscal year. Select a fiscal year. This field displays in the corresponding field in the
Fiscal Year column on the Years grid. The system default is the same year as the tax
year default.

# Ending month. Select a month from the drop-down list. This field reflects its
corresponding field in the Ending Month column on the Years grid. The system
default is December.

# Year type. Select from Regular (default), Short, or Prior Comparison. The same
fiscal year can be assigned with each one of these year types.

# Annual dates. The Beginning and Ending dates respectively reflect their
corresponding fields in the Beginning Date and Ending Date columns on the Years grid.
If the Assign fiscal year to selected year box is checked, these fields default to the
beginning and ending dates of the fiscal year and can only be overridden by checking
the appropriate boxes in the Fiscal year dates edit options.
If the Assign fiscal year to selected year box is not checked, you can edit the
Beginning and Ending fields directly.

# Fiscal year dates edit options. Check the appropriate box to edit the Beginning or
Ending dates in the Annual dates group box when the Assign fiscal year to selected
year option is checked.
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9. Click the Interim Periods tab of the Years dialog to display the following dialog:

Years l—é_&-J

Annual Dates  Intenm Penads ] | nterinn Date&] Interim Dptions] Tran&actions] Special Item&]

[v ize interim periods in selected veart  FISCAL YEAR REQUIRED

Proceszing for the selected pear:

Manthly Quarkerly
{& Allow import/data entry of manthly data " Allow importAdata entry of quartery data
" Mot applicable to this year {* Calculate autamatically from manthly data

" Mot applicable bo this year

Anral

" Allow impart/data entry of annual data

* Calculate autornatically frorn rmaonthly data
" Calculate automnatically from quarterly data
~

BT

“ear: [20m1 ﬂ ok | Cancel Apply Help

Complete the information on the fields:

# Check Use interim periods in selected year to activate interim periods for the year
selected in the Year drop-down box at the bottom of the dialog.

Note: This option is not available until a fiscal year is assigned to the selected
ProSystem fx Trial Balance year.

# Indicate how data for each selected period type (monthly, quarterly, semiannual,
and/or annual) is processed:

= Allow import/data entry of data. Select this option to have the system store
original data for this period type.

+ Calculate automatically from data. Select this option to have the system
automatically calculate balances for this period type from the balances of
another period type. (For example, quarterly balances can be calculated from
monthly data; semiannual balances can be calculated from monthly or
quarterly data.)

= Not applicable to this year. This box defaults to being checked if Use interim
periods in selected year is checked, but the period type is not active for the
company.
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10. Click the Interim Dates tab of the Years dialog to display this dialog.

Years &‘J

Annual Dates] Interim Periods  Irberim D ates | Internim Dptionsl Transactions] Special Items]

Fizcal year: 201 Beginning date: 01/01/11
Ending manth: December Ending date: 1243111
Interim period tupe: b anthiy

Intenm Period  Beginning Date Ending Date Report Date

M1 | p1/01/11 01731411

M2 | 02/0/11 |02/29/11

M3 | 03/0111 | 03/3/11

M4 | 04/01411 | 04/30/11 j 11
M5 | 05/01/11 |05/31/11 211
ME | 0B/01/11 | DB/30/11

M7 | 07/01411 | 07/31/11

M8 | 08/01/11 |08/31/11

M3 | 08/01/11 | 09/30/11

M10 | 10401411 1073411

M11 [ 11/0111 [ 11/3011

12 | 1240111 [12/3111

Year |2011 - ok, | Cancel Apply Help

The Interim Dates list box consists of four columns:

# Interim Period. The standard abbreviation for the interim period type. It always
displays the period type with the most amount of periods. The data in this column is
non-editable.

# Beginning Date and Ending Date. Populated with the default interim period dates for
the fiscal year. This data can be edited.

Note: If inconsistent or non-consecutive dates are entered in the Beginning Date
and/or Ending Date columns, the system generates a diagnostic, but you are not
prevented from entering the dates.

% Report Date. Defaults to the period's ending date. This can be edited if the Override
report dates on reports, workpapers, and f/s box is not checked on the Company
Information dialog.
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11. Click the Interim Options tab of the Years dialog to display the following dialog:

Years &J

Annual Dates | Interim F'eriu:u:l&] Interim Dates  Interim Options l Tran&actions] Special Item&]

Intenm financial statements ophion
[ Biint the word "Unaudited" in interim financial statement default headers

Interin periods processing option

I Use yearto-date comparizons to calculate nominal accounts
Select thiz option to import period data as pear-to-date balances. For the zecond and following
penods, nominal accounts [revenues and expenses) will be calculated by comparing
year-to-date data of consecutive periodz, and the retained earnings trial balance amount will
automatically be adjusted by the net income of previous periods.

“ear: [20m1 ﬂ ok | Cancel Apply Help

Complete the dialog as follows:

# Interim financial statements option. Check the Print the word "Unaudited” in
interim financial statement default headers box to have the system automatically
include the word "Unaudited” in default headers for interim financial statements. The
default is for this box to be unchecked.

Note: If you select this option, and produce one or more financial statements
using the default, and then subsequently clear the option, the financial
statements created with "Unaudited” in the headers will retain it.

# Interim period processing option. The following option is not applicable to
Consolidation or Combination companies, or to any fiscal years for which the
Transactions option is active:

+ Use year-to-date comparisons to calculate nominal accounts. Check this
box to be able to import book year-to-date unadjusted trial balance data for
each period. You also have the option to calculate the nominal account
(revenues and expenses) unadjusted trial balances for each period by
comparing the year-to-date balances of consecutive periods.

12. The two remaining tabs on the dialog (Transactions and Special Items) are not specific to
interim periods. However, you can click the Transactions tab to enable transactions in the
selected year (if the company is set up to use transactions). You can also click the Special
Items tab to designate the effects of PAJEs.

13. When you have completed all of the information required, click OK to save the changes and
exit the dialog.

If you are creating a new company, you can continue with the creation process (as covered in
Creating a New Company on page 12), enabling other options, such as Transactions.
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Once the company has been created/updated, you are ready to import balances, calculate and
display data, and produce and print interim period data on workpapers, reports, and statements.

Differences between the standard ProSystem fx Trial Balance interface and the interface when
Interim Periods is activated are covered in the next section.

Interim Period Features of ProSystem fx Trial Balance

In general, the ProSystem fx Trial Balance user interface is the same regardless of whether or not
Interim Periods is enabled for a company. However, some features change in the way they display
and/or process data to accommodate interim periods. This section focuses on the changes that
occur when Interim Periods is active.

Note: This section presents only the changes that result in a dialog, grid, or process when the
interim periods option is activated for a company. Many of the functions mentioned here are
also covered in more detail in Chapter 2 - Guide to Features on page 44.

Interim Period Abbreviations and Numbers

To designate interim period type and period numbers, ProSystem fx Trial Balance uses the
following conventions:

® Monthly periods are designated as 1st Mo., 2nd Mo.,...12th Mo. (In column headings, Mo 1,
Mo 2,...Mo 12.)

® Quarterly periods are designated as 1st Qr., 2nd Qr., 3rd Qr., and 4th Qr. (In column
headings, Qr 1, Qr 2, Qr 3, Qr 4.)

® Semiannual periods are designated as 1st Half, 2nd Half. (In column headings, Half 1,
Half 2.)

® In drop-down lists, monthly abbreviations are M1, M2, M3,... M12; quarterly abbreviations
are Q1, Q2, Q3, and Q4; and semiannual abbreviations are H1 and H2.

ProSystem fx Trial Balance Title Bar for Interim Period Display

When Interim Periods is active for a company, the title bar of the ProSystem fx Trial Balance
desktop displays the current year and period selection.

i ProSystem fx Trial Balance - Interim Discrete (2011 1st Mo
Eile  Edit Zetup Work Options Mdindow  Help

]
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Current Year and Period Selection

If Interim Periods is activated for a company, when you select Options > Current Year and
Period Selection from the menu bar or click the Select Current Year button on the Years grid,

the Current Year and Period Selection dialog displays.

-

Current Year and Period Selection

o

Current year and period zelection [temporary]
Aear {2011 - | Period type:

Current default zettings

Year 2011

[T
::::‘a-:ﬁ!ﬁ"?‘..-.&'-!- [

Period type:  Manthly Period no.:

2k, Cancel Save Az Defaul...

Period no: [ p4q Li

M1

Help

In the Current year and period selection (temporary) group box, select the year and period type
from their respective drop-down lists. The period type can be Annual; however, if the type is
anything other than Annual (such as Monthly, Quarterly, or Semiannual), you must also select a
period no. The year and period selection made here is temporary. If you want this selection to
replace the existing default (which appears in the Current default settings group box), click Save

As Default.

Grid Display of Interim Period Data

When Interim Periods is active, the Grid View dialog (Edit > Grid View) displays two tabs:
Settings and Interim Periods. The dialog opens on the Settings tab, which lists all possible display

items in a scrolling list of check boxes.

Accounts - View - - l_J,.éE_
Settings l Interim F'eliods]
Dizplay Years
WiEcoount i {¢" Present..past
—JAccount [Short) " Past. present
[w]Aczount Description 1
WP Ref - Annual RN

[w]Uradj. Balance - Periad
[Unad). Balance - Perod YTD
[wlUnadj. Balance - &nnual
[CMet AJE's - Period

[CIMet AJE's - Penod YTD
[(IMet AJE's - Annual

["1&d;. Balance - Period

[T1Ad]. Balahce - Periad YTD

m

Mizcellaneous
v Show totals

[(]&d;. Balance - Anual rientation: |Harizorkal
[IMet RJE's - Period
[“Met RJE's - Period ¥ TD Snsciies

[CIMet RJE's - &nnual
[T1Report Balance - Period
[1Report Balance - Perod YTD
[T1Report Balance - Annual
[Lead

[[JLead Description
[M5ublead

["15ublead Description

v Save view settings

I Use global zettings

.

Cancel Global Settings... | Bestare Settings... Help
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Check each item you want displayed in the grid. For example, if you select Unadjusted
Balance-Period, the grid displays columns containing the corresponding data for the period type
active for the company. The period numbers displayed (current, current and preceding, and all
periods in the year) are selected on the Interim Periods tab of the Grid View dialog.

Accounts - View

v Annual

Settings  Interim Periods l

Ferind type zelection

¥ Monthly [Specific months)
[v Quartery [Specific quarters)
¥ Semiannual [Current half only)

Interim period twpe options

|E!uarter|_l,l

[

" Current quarter anly

" Current and preceding quarter

" Current and all preceding quarters
Al quarters in year

* Specific quarters

g
3
4
(1] Cancel | ﬁlubalSettings...| Restore Setting&...‘ Help |

Select one or more options in the Period type selection group box. Then for each selection made,
select that type in the drop-down box of the Interim period type options group box, and indicate
which periods should display (current, current and preceding). If you select Specific [period], a
listing displays in the lower box from which at least one period must be selected.

Note: The Interim Periods tab is not available on grids that do not contain period-specific
columns (for example, Tax Lines, Tax Journal Entry Details).

For more information about the Grid View, including setting global defaults, see Grid View on

page 48.
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Years Grid - Interim Periods

When the interim periods option is selected for a company, the Years grid displays. The grid's
default is for the current year to have interim periods active.

[ Note: In this example, the company does not have the transactions option enabled.

Vears = | e 5
‘ Select Current Year... I Current pear selection default: 2011
o Beginning| Ending Interim Fizcal Ending
¥ eae] abrl D escrption Date Date Periods Year Month
20 Current ear 01011 123111 e 20mM Dec
2010 Prior v'ear mamA0 | 1243140 Tes 200 Dec

Current Year Effect, Next Year Effect, and Future Years Effect columns are also available and
can be displayed by checking the appropriate boxes on the Grid View dialog. When the
transactions option is selected, the grid also includes Transactions and Allow Refresh columns.

To edit data in the various columns of the Years grid, press Enter, F2, or double-click within a
cell. This opens the Years dialog to the appropriate tab. Data is edited on the following tabs of the

Years dialog:

Column Edited On

Annual Dates

Year Label

Beginning Date

Annual Dates

Ending Date

Annual Dates

Interim Periods

Interim Periods

Fiscal Year

Annual Dates

Ending Month

Annual Dates

Transactions

Transactions

Allow Refresh

Transactions

Current Year Effect

Special Items

Next Year Effect

Special Items

Future Years Effect

Special Items
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Accounts Grid - Interim Periods

When Interim Periods is activated, the Accounts grid changes to include the following information.

Workpaper References

When Workpaper references (W/P Refs) is checked on the Interim Period Setup dialog, the WP
Ref column on the Accounts grid can be included for both annual and interim periods. Workpaper
references cannot be imported. They must be entered onto the grid.

Budgets

When Budgets is checked on the Interim Period Setup dialog, a Budget column on the Accounts
grid can be included for both annual and interim periods. Budget data can be imported or entered
directly onto the grid.

Retained Earnings Unadjusted Trial Balance

To view how the Retained Earnings Unadjusted Trial Balance is calculated, double-click in the
Unadjusted Balance cell of the Retained Earnings account to open the following dialog:

Retained Earnings Unadjusted T/B I

— Retained earning: unadjusted TAB calculation
nadjusted T/B ¥TD for period: -38.055.00
Fluz: Unadjusted net income of previous periods: -4 BES.00
IInadjusted T/B for period caloulation: A2 72000

Help |

Note: This dialog can also be accessed by selecting Work > Interim Items > Retained
Earnings Unadj. T/B Calculation if you have the current period selection set to an applicable
period.

The fields on the dialog display the following information. None of the fields can be edited on this
dialog.
® Unadjusted T/B YTD for period.

® Plus: Unadjusted net income of previous periods. This figure is added to the Unadjusted
T/B YTD amount.

® Unadjusted T/B for period calculation. Displays the sum of the two fields above. This
figure displays on the Accounts grid.

Note: You can also double-click in the Retained Earnings Unadjusted Balance YTD column to
display a similar dialog for the unadjusted trial balance year-to-date calculation.
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Journal Entries - Interim Periods

When Interim Periods is active, you have the option of entering separate sets of journal entries for
each period for which the Allow import/data entry option has been selected on the
Years/Interim Periods dialog. Each period's set of journal entries is numbered sequentially,
starting with 1. Workpapers that display specific numbers and amounts for AJEs and/or RJEs (for
example, Lead Schedules - Complete) are focused upon a single period's data and, therefore,
distinctions do not need to be made between the journal entries of different periods.

& 2 djusting IEs [E=8EERFx5)
Year: |2D11 j Period type: | onithly _] Period no.: lM1 ﬂ W /P and Reports.. | Expand Summary Grid
No. Description ‘ Account Account Description Debit Credit WP Ref
1 To record depreciation expenze for the month for furniture and BOOE Depreciation Expenze 265.00
_ 2051 Accumulated Depreciatio 55.00
A 2061 Accurulated Depreciatio 170.00
i 2 To adjust accrued interest papable to scheduled amount at end of — B100 Interest Expenze 338.00
amao Other Current Liabilities 338.00
3 To adjust account: pavable at rmonth end ko agree with list of B0 Other Operating Expenze BR0.00
2800 Accounts Payable BR0.00

The Journal Entries grid can be expanded to display the detail of journal entries listed by checking
the Expand Summary Grid box. This grid also includes drop-down lists for Year, Period Type, and
Period No. (such as 2013, Quarterly, Q3).The Journal Entry Details grid that follows displays the
year and period of the journal entry in the title bar. You can edit existing journal entries and use
the Previous and Next buttons to navigate the list of journal entries. The Add AJE allows you to
add a new journal entry.

57 Details (AIE 1) - CV ML

Dezcrnption; iTo record depreciation expense for the manth far furniture and equipment and

for leazehold improvements

WP ref Hecun_ingﬂ
Account Account Description Debit Credit
[ BO0G Depreciation Expenze 265,00
2051 Accumulated D epreciation, Fu 95,00
2081 Accumulated D epreciation, Le 170.00
? ?
Add AJE Prewious | Mext | Cloze |

To designate a journal entry as recurring in the remaining periods of the year, click the Recurring
button, which opens a dialog where you can indicate when the journal entry should recur and if it
should recur with or without amounts.

For complete details on entering journal entries, refer to Adding Journal Entries on page 58.
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Transactions - Interim Periods

Like the Journal Entries grid, the Transactions grid includes drop-down lists for selection of year,
period type, and period number. For complete details, refer to Chapter 3 - Transactions on page

115.

@ Transactions (Accounts Payable)

Year | 201 -

Period type: |Monthly Pt

Period no.: |M12 *

[=ll= ==

Journal: |Accuunls Papable j Sort by: | Order Ertered -
Begin: 1201411 End: 12/31411 ™ Post franzactions when entered W Totals at top
Date | Ref. No. Account Description Recur Fosled| Dr Amount | Cr Amount

Total
12/01411 23
1243111 OFFSET

001 -6100040-001
001 -41 0007 0-001

B &' Wholesale
Total Dec Purchases on Accts Payable

Recur/m  Yes
Reour/m  Yes

604325
5,492.00

£.04325

E.04225

1201411 24 0M-6100040-001 K & B Distributors Recur/m  “Yes 545.25
[T | 25 Mo Inc.
Post ‘ WP and Flaports...| Entry Defaults.. | Setup... Moaove to Journal...

Data Elements - Interim Periods

When Interim Periods is active, the Data Element Source dialog includes options for period types.
Double-click the Source column of the Data Elements grid to open the following dialog:

[ X
Source Source of walues for constants
i Accounts v Antual [manual entry)
™ Account tpes [v Baonthly |Manual ety j
" Clazzsifications [v Monthly T |Manual ety j
" Leads v Quiarkerly |Manual entiy j
i Subleads v Cuartery¥'TD |Manual entry j
i Constant - currency [rounded) I | J
f* Constant - numeric or percentage I | J
Decimal places: |—2|:
Ok | Cancel | Help ‘

If you select a constant (rounded currency amount, numeric, or percentage) as the source, the
Source of values for constants portion of the dialog becomes available. You can check the
appropriate boxes for the period types active for the company.

Once you have checked a period type or period type YTD (year-to-date), the associated drop-down
box becomes available. Select from the drop-down list the method by which the value in the

Constant column should be calculated:

® Manual entry. Allows you to make manual entries in the Constant column for the selected
period. (This is the default selection.)

® Prorated from annual (by days). Calculates the period value based on the annual value by
days. The cell is not editable.

Chapter 4 - Interim Periods « 142



® Prorated from annual (by periods). Calculates the period value based on the annual value
by periods. The cell is not editable.

® Same as annual. Sets the same value for the period as that entered for annual. The cell is
not editable.

® Sum of periods-to-date. Calculates the period value as a sum of all the periods-to-date.
This option is available only for the year-to-date period types. The cell is not editable.

Ratio Formulas - Interim Periods

When Interim Periods is activated for a company, the associated ratio formulas can include
annualized options and interim period types. Open the Ratio dialog by double-clicking the Formula
or Format column on the Ratios grid.

Ratio ADTC - Average Days to Collect @

R atio farmula
|-[D.-’-‘-.YS AITS+C5)A AR +aR: P12

[ Ewxclude ratio from analytical workpapers

Fiatio calculation options — Format
Calculate interim types
v  Anrual [w  bonthly " Currency
[w Intenm [zelect topes] [w Fanthly vTD f# Mumeric
Annualization options: [w Cuarterly [ Percentage
" By pernodz [w Cluarterly %'TD Decimal places:
" Bydays [ | 1 @
v Mone [

Helpful hintz on ratios

F iz & "wild card'' parameter that refers to a prior period. Usze it for the
following: Annual or Interim Y TOD = prior pear [e.g. [MW: P = [NV P
Interim = immediately preceding period [2.g. INY:Fx = [NV Cy.CP[-1]]

Annualized Ophions:

By Period - Each period within a period type iz equal [i.e. 12 moz, 4 qrs, 2
halves]

By Days - Exact number of days for a peniod [e.g. June=30, Aug.=31, Feb.=23]

Maone - Mot applicable to the ratio.
(] 4 | Cancel | Help |

Select the annualization option (by periods, by days, or none) and the interim period types to be
used in the calculation.

For complete details on data elements and ratios, refer to Ratios/Data Elements on page 61.
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Balance Sheet Reconciliation/Cash Flow Summary

When Interim Periods is active, step 1 of the Reconcile Lead dialog reflects the year and period of
the report balance.

Reconcile Lead (Step 1) - Cash Flow Lines l"ig-,l
Current lead
Lead 3300 - Accumulated depreciation Fres Lead | Mext Lead |
Year and period gelection Feport balance

Cy 9th Mo -4 B32.00

i —_| Copy ba...
- | : _J PY Year End -2,055.00
Period type: M orithily - Difference -2.577.00
: i Explained 257700
Estiningm |M3 j' Unexplained 0.00 /

Cazh flow lines uzed in reconciliation

Cash Flow Line How Fecaoncilad Source [1ze] m
OP DEP Depreciation and amortizatior] Sssighment 257700 Femave
2577.00
Auvallable cash flow ines
B/S Only Eelect.Llne
&1 &1 Met Income [Lozs] . .w
D epreciation and amortization Edit Line...
aF DEFTAX  Provizion for deferred income tases e
ap GLFROFP  [Gainl lozz on dispozal of property Delete Line
aF IMDIST Indistributed [2armings] logs of affiliate ' 3
aF FLAR Provizion for lozzes on accounts receivable bl

Cloze Help
|

Select the year and period from the drop-down lists in the Year and period selection group box.
Interim periods balances are reconciled in the same manner as annual balances. Refer to Cash
Flow Summary on page 77 for complete details.

When a lead schedule has been reconciled in a particular year/period, the assignments can be
copied to other years/periods by clicking the Copy to button on the Step 1 dialog. The Copy to
dialog displays.

The year, period, and period number of the source display in the Copy from group box. Indicate
the years, period types, and period numbers to which you are copying by making selections from
the drop-down lists in the Copy to group box. The period type and period number are not enabled
for years in which Interim Periods is not active. Click OK.

Existing assighments and manual entries in the target years/periods are removed and replaced by
the assignments and manual entries in the source year/period. If a cash flow source was a manual
entry, the source is copied to the other years, but the value is set at zero. Manual entries of the
actual value must then be made in the target years/periods.
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Converting Interim Period Data

Company databases which contain interim period data can be converted from two accounting
packages: GoSystem Audit (32-bit) and ACE (16-bit). The process of converting interim periods
databases follows the same steps as converting annual databases (refer to Converting Databases
from Other Trial Balance Packages on page 17) with the following differences:

® The interim periods database being converted must be using an interim period type that is
supported by ProSystem fx Trial Balance (monthly, quarterly, or semiannual).

® During the conversion process, when the new company is created, the Interim Periods option
will be selected.

& When the Company Information dialog displays during the conversion process, you can select
not to convert the interim period data by clearing the Interim Periods option.

® The Fiscal Year check box defaults to being checked for any year that contains a supported
interim period type. ProSystem fx Trial Balance derives the fiscal year by subtracting 12
months from the fiscal year end. For example, if the fiscal year in GoSystem is June 1, 2013
to May 31, 2014, the fiscal year in ProSystem fx Trial Balance is 2013 and the ending month
is May.

The fiscal year type is Regular.

ProSystem fx Trial Balance designates a balance as unadjusted as the starting point.

Interim dates are converted.

Calculation options default to allowing import for the period type being imported and
calculating annual data automatically from the period type being imported.

If you attempt to convert an interim period type that is not supported by ProSystem fx Trial
Balance (for example, thirdly, bi-monthly, 4 weeks), ProSystem fx Trial Balance displays a
warning message during the conversion process. If you elect to continue the conversion,
ProSystem fx Trial Balance sets up the new company as annual with no interim periods.

Importing/Appending Interim Period Data

Interim period balances can be imported, using an ASCII file, from any accounting package that
contains interim period data. The procedure for importing (or appending) interim period data from
an ASCII file follows essentially the same procedure as importing annual balances (refer to
Importing ASCII Account Balances in Chapter 1), until you reach step 3 of the ASCII Import wizard.

Chapter 4 - Interim Periods « 145



Step 3 of the ASCII Import wizard displays.

ASCIl Import - Step 3 of 3 X

Thiz screen lets you choose the bppe of data that each column represents.
Chck on a column to select it, and then choose its data type from the list below.

Column D ata

Impaort Colurnn & |L|nal:|| Balance J

Year w3 Period Type: Period Mo.:

[ Allow Separate DR/CR Columns

Wiew of Data in File

lAccount [Account Description

20000 CASH IN BANE-X.L.EBE

20005 CASH IN BANE-PAYREOLL ACCOUNT
zooog CASH IN BANE-D.A.E

Z00l0 DPETTY CAZH

1000 SHORT-TEPM INVESTMENTE

4

Help ‘ Cancel | < Back ‘ Finizh |

In this step of the wizard, you identify the contents of each column of data and, if applicable,
designate the year (and period) for which data is being imported. Initially, each column contains
the <lgnore> label. Click within a column to select it, and then select the column data type from
the Import Column As drop-down list (for example, Account, Account Description, Unadj.
Balance).

If you select a balance type from the Import column as drop-down list, a Year drop-down box also
displays. When Interim Periods is active for the company in the selected year, Period type and
Period no. drop-down boxes also display.

The selections available in each of the drop-down lists are based on the options enabled for the
company (Budget, Transactions, Interim Periods) and the years/periods for which they are active.
The first balance column is automatically selected as the Current year (period). If additional
columns are labeled as balances, the items available in the drop-down lists automatically reflect
prior years/periods.

After step 3 of the wizard has been completed, the import (append) process continues in the same
manner as importing for annual balances.

Workpapers and Reports - Interim Periods

Where applicable, workpapers and reports can be produced to contain interim period data. The
Trial Balance help file includes samples of all workpapers and reports and indicates whether the
report can be produced using interim period data and, if so, what interim period comparison data
can be used.
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Select Work > Workpapers and Reports to open the Workpapers and Reports dialog.

Workpapers and Reporis @

Select waorkpaper
‘wWorkpaper group Axailable work papers and reports:

i Al Chart of &ccounts -
~ Tawx Transaction Setup Report
o Bego Transaction Journals
 Analytical General Ledger - Detail Trangactions
- General Ledger - Surmmary by Journals
~ F/S TE by Accounts Claszzified [Beq. to Unadjusted, Lizt Tranz)
~ TB by dccounts Unclazsified [Beg. to Unadjusted, List Trang]
& TrEmeetme TE by Leads Clazsified [Beqginning to Unadjusted Balance]
TB by Leads Unclazsified [Beginning to Unadjusted Balance] w

Select period and comparnizon

Period zelection Comparizon period display
TR L. I—_| Chooge the data to dizplay az a
Efnd Lpe. comparnizon to the penod selection.
. f* Prior pear

Period no.:

~

. e

Y'ear-to-date as current option
= i

" Mone

Produce. .. | Cancel Help

The dialog includes a section called Select period and comparison where the period type, period
number, comparison period, and whether the year-to-date figures should be used for the current
period can be selected.

If an interim period type is selected in Period selection, the Use YTD figures as current data box
becomes available. The Comparison period display group box is available only if the selected
workpaper or report includes a comparison column and the appropriate types of data are available
for it.

Producing, viewing, and printing the workpaper or report is otherwise the same for annual or
interim period data. Refer to Workpapers and Reports in Chapter 2 for detailed information.

Financial Statements for Interim Period Data

When Interim Periods is active, the ProSystem fx Trial Balance financial statements module can
produce both relational and specific report data. Financial statements are covered in detail
starting in Chapter 2 including where interim periods data can be selected.

Roll Forward Interim Period Data

The roll forward process for interim period data includes completion of a tabbed dialog very
similar to the Years dialog covered earlier in this chapter. Roll forward always uses the latest
defined ProSystem fx Trial Balance year as the Current Year and it rolls forward to a new Current
Year. When Interim Periods is active, a fiscal year always is applied to the new Current Year and
the fiscal year type defaults to Regular. Refer to Roll Forward on page 150 for a full explanation
of the roll forward process and dialog.
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DDE Linking

When DDE links are established for interim period grid data, the Year link is always relative (most
recently defined year), whereas the period links are specific to a particular period. For example,
a 2012 3rd Quarter spreadsheet becomes a 2013 3rd Quarter spreadsheet. The period type and
number is specific and does not change.

ProSystem fx Trial Balance includes "Change Interim Period" macros for Word and Excel, which
allows you to create a new document or spreadsheet for the next interim period while retaining
the formatting of the original.

Refer to Macros in the Help file for step-by-step procedures on using the "Change Interim Period”
macro. However, please be sure the following conditions are valid before using the macro:

® Word is running under Microsoft Office 97 Service Pack 2 (or later).

® The template (called ChgPrd.dot for Word documents and ChgPrd.xlt for Excel spreadsheets)
is in your program files directory, which is usually Program Files > Microsoft Office >
Templates.

® You are linking to the document from a ProSystem fx Trial Balance grid (such as the Leads
grid and the Accounts grid) and not from a financial statement created through the Financial
Statement Wizard.

® You have already linked the grid's first period data to the document and have formatted the
document with the required bolding, underlining, font sizes, and italicizing.

Financial Statement links are always specific for both year and period and cannot be changed
using this macro.

Merge ProSystem fx Trial Balance Companies

If you have used separate ProSystem fx Trial Balance companies and/or separate years within a
single company to perform interim period processing, the Merge ProSystem fx Trial Balance
Companies feature allows you to combine all databases into one or all years of a database into one
year.

To merge ProSystem fx Trial Balance companies, do the following:

1. Create and set up the target company (the company that receives the merged information)
with the correct interim period information including fiscal years, and interim period types.

2. With the target company open, select Setup > Interim Periods > Merge ProSystem fx Trial
Balance Companies.
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The Merge ProSystem fx Trial Balance Companies dialog displays.

Merge ProSystem fx Trial Balance Companies

Ilze thiz feature if interim periods were previously entered in different ProSpstem f Trial
B alance companies or in different years within one ProSpetem f4 Trial Balance company.

Periodz to be merged

Saurce T arget in this cormpary

Tear to be merged: |CY -

Source period Target period
Directary... | Year
o havizionhsamphintenimtenp Period type:

Period number: 1452

Apply

LCancel Add

Click the Add button. The Source period group box becomes available.
Click Directory. Select the directory in which the company to be merged resides.

After the directory has been selected, the Year to be merged drop-down list is populated
with all the years present in the company specified. Select the desired year from the list.

Select the target year, period type, and period number for the associated drop-down lists in

the Target period group box.

Click Apply. The source and target information appear in the appropriate columns of the

Periods to be merged list box.

Continue this process until all of the companies (or years) have been selected for merging.

# To cancel adding a particular company/year, click Cancel Add. The Source period
and Target period group boxes are disabled until you click Add again.

# To remove an item from the Periods to be merged list box, highlight the item and

click Delete.

# If a source year is already in the merge list and you try to add it again, a message
requests confirmation that the source year should be added again.

When the merge listing is complete, click Merge. ProSystem fx Trial Balance merges the

source years into the target company.

Note: Transactions are not merged. If a source balance contains transactions, the
transactions are not merged. You have to enter the transactions in the target company

after the merge process has taken place.
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Chapter 5

ADMINISTRATION & MAINTENANCE

Roll Forward

With ProSystem fx Trial Balance, the process of rolling data forward in preparation for subsequent
year engagements is easy. ProSystem fx Trial Balance can store up to eleven years of data,
including the details of all journal entries.

E Note: Back up company data before beginning the roll-forward process. See Backup and
Restore on page 156.

To initiate a roll forward, select Setup > Roll Forward to display the Roll Forward dialog.
Roll Forward =

General l | nterim Perinds] | nterim Date3] Interinn Dptinm] Tramactinns]

Current Will be Py v

Tay pear: 2Ma “ear Jabel 2011 012

Beginning: 01/01/11 | 01./07.72

Trial balance vear: 2011
[for tax wear 2010 ]

Engagement date: December 31, 2010 |December 31, 2012 Ending: 12431411 | 1203142

Fizcal pear Fizcal pear dates edit options

v e, HI_':.GU”qED FDH INTERIM FERIODS Check, the bosles) below to edit the
- =L Ll beginning and/or ending dates.

Fizcal year: l2EI12 3:

[ Edit beginning date

Ending manth: December - ™ Edit snding date
rear type: Fegular

|mitialize with

[T Close pric b ircome b 3 “BEFORE™ pou rall forward, be sure
you have a recent backup. If not,

Mew O unadj. balance: 0.00 b press Cancel and create one now.

Mew C7 budget 1: 0.00

"BEFORE” wou roll forward, be sure to review the prion year
annual amaunts. “ou may need to change the annwal
calculation options to get vour desired result.

Year |Mew CY Ok | Cancel Help
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Note: If there are any unprocessed changes for this company, a message displays asking if you
want to review the changes prior to initiating the roll forward. Click Yes to open the Changes
Pending Action dialog (see Reviewing Pending Changes on page 38) or No to continue with the
roll forward without reviewing the changes. If you click No, the roll-forward process
continues without the pending changes being applied.

The Roll Forward dialog consists of five tabs: General, Interim Periods, Interim Dates, Interim
Options, and Transactions. Each tab accesses an individual dialog. The Interim Periods, Interim
Dates, and Interim Options tabs are not enabled if the Interim Periods option has not been selected
for the company. The Transactions tab is always active.

When you first access the Roll Forward dialog, the General dialog displays. You can access the
other dialogs by clicking the appropriate tab. Each dialog is covered in this chapter.

Completing the Roll Forward/General Dialog

This dialog displays when Setup > Roll Forward is accessed. (Refer to the sample shown in
section above.) Complete the fields on the dialog as follows:

® Current/Will be. Select from the appropriate Will be drop-down list the Tax year and
ProSystem fx Trial Balance year for the new year created by the roll-forward process, and
enter a new Report (engagement) date.

® PY/CY. Enter the Year label and Beginning and Ending dates for the new year. If the Assign
fiscal to new CY box is not checked, the system defaults to using dates that are one year
later than those used in the current year. If it is checked, these dates default to the
beginning and ending dates of the fiscal year and its ending month. Select one or both of the
Fiscal year dates edit options to override the system default dates.

® Fiscal year. You must complete this section of the dialog if Interim Periods is active for the
selected year.

# Assign fiscal year to new CY. Check this box to assign a fiscal year to the new
Current Year. This option is mandatory in years where Interim Periods is active, so the
box is checked and disabled.

# Fiscal year. Select a fiscal year. This field reflects its corresponding field in the
Fiscal Year column on the Years grid. The system default is the same year as the tax
year default.

# Ending month. Select a month from the Ending month drop-down list. This field
reflects its corresponding field in the Ending Month column on the Years grid. The
system default is December (that is, using a calendar year).

% Year type. This defaults to Regular. If you want to change it to Short or Prior
Comparison, you must do so on the Years dialog after the roll forward is complete.

m Fiscal year dates edit options. Check the appropriate box to edit the Beginning or Ending
dates in the PY/CY group box when the Assign fiscal year to new CY option is checked.
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| |nitialize with

# Close prior period's net income to retained earnings. Check this box to calculate
the net income and roll it forward to the new year's retained earnings account using
one of the selected Roll Forward types to the new current year unadjusted balance
column.

Note: This option is not applicable to consolidated, combined databases, or
databases with funds. Also, if transactions are selected, this option is checked
and enabled.

# New CY...balance. Select the value to be used to initialize the new year balance
(either unadjusted balance, if the Transactions option is not active, or beginning
balance, if the Transactions option is active).

# New CY budget 1. If budgets have been enabled for the company, select the value
that is used to initialize the new year Budget 1 balance.

The Year drop-down box at the bottom of the dialog reflects the New CY year. You cannot change
this setting.

When you have completed the necessary fields on this dialog, click the tab for the next dialog you
want to access. If you have completed updating Roll Forward information, click OK to save your
changes and initiate the roll forward process.

Completing the Roll Forward/Interim Periods Dialog

Roll Forward

General  Interim Periods l Internim Dates] Interirm Dptions] Tranzactions l

[V Use interim periods in the new CY FISCAL YEAR REQUIRED

Frocesszing for the new C';

Fanthly (uarterly
e Allow irmport/data enty of monthly data " Allowe import/data entry of quarterly data
" Mot applicable to this wear (% Calculate autormaticaly from monthly data

" Mat applicable to this year

Annual

" Allow import/data ety of annual data

¥ Calculate automatically frarm maonthly data
" Calculate autormatically from quarterly data
~

S T B

Year: 0k Cancel Help

The dialog shown above is available only if interim periods has been selected for the company. If
you want interim periods to be used in the roll forward, check Use interim periods in selected
year. If this box is not checked, no other options on the dialog are enabled.
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Complete the fields on the dialog as follows:

& Monthly
# Allow import/data entry of monthly data. This option is chosen if the Monthly period
type is active for the company. When this option is selected, the system stores
original data for monthly interim periods.
# Not applicable to this year. This option is the default if the Monthly period type is
not active for the company.
You can check this option if the Monthly period type has been selected for the
company but you do not want it to be active for the selected year.
® Quarterly
# Allow import/data entry of quarterly data. This option is the default if the
Quarterly period type is active for the company. When this option is selected, the
system stores original data for quarterly interim periods. No automatic calculations
are made.
# Calculate automatically from monthly data. Choose this option to have the system
automatically calculate quarterly balances from monthly data.
# Not applicable to this year. This option is the default if the Quarterly period type is
not active for the company.
You can check this option if the Quarterly period type has been selected for the
company but you do not want it to be active for the selected year.
® Semiannual
# Allow import/data entry of semiannual data. This option is the default if the
Semiannual period type is active for the company. When this option is selected, the
system stores original data for semiannual interim periods. No automatic calculations
are made.
# Calculate automatically from monthly data. Choose this option to have the system
automatically calculate semiannual balances from monthly data.
# Calculate automatically from quarterly data. Choose this option to have the system
automatically calculate semiannual balances from quarterly data.
Not applicable to this year. This option is the default if the semiannual period type
is not active for the company.
You can check this option if the Semiannual period type has been selected for the
company but you do not want it to be active for the selected year.
® Annual
# Allow import/data entry of annual data. This option is the default if Use interim
periods in the new CY is checked. When this option is selected, the system stores
original data for annual periods. No automatic calculations are made.
# Calculate automatically from monthly data. Choose this option to have the system
automatically calculate annual balances from monthly data.
# Calculate automatically from quarterly data. Choose this option to have the system
automatically calculate annual balances from quarterly data.
# Calculate automatically from semiannual data. Choose this option to have the
system automatically calculate annual balances from semiannual data.
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When you have completed the necessary fields on this dialog, click the tab for the next dialog you
want to access. If you have completed updating Roll Forward information, click OK to save your
changes and initiate the roll-forward process.

Completing the Roll Forward/Interim Dates Dialog

Roll Forward l-i-,'

General] Irkerim Perinds  Interim D ates l |nterim Elpticm] Transactiuns]

Fizcal pear: 2012 Beqinning date; 01/01/412
Ending month: December E nding date: 124312
|nterim period twpe: Monthiy

Interim Period  Beginning Date  Ending Date Fieport Date
M1 (010112 [o1/am2 “Hanuary 31, 2012
M2 [ozaiaz [02/28/12 [Februamw 28, 202
M3 0301412 (037112 March 31,2012

M4 [0d/0112 (04430112 lapi 30,2012

M5 0501712 053142 Map31.2012

ME [0B/01/12  [06/30712 une 30,2012

M7 (o712 [opaAz ul 31,202

Ma [0/0112  [oe/anA2 lugust 31,2012
M3 [09/01412  [09/30M12  [September 30, 2012
M10 [10/01412  [10/3A2 [Octaber 31,2012
M11 (11201412 11730112 MNovember 30, 2012
W12 12401412 REEE December 31, 2012

0k | Cancel Help

ear

The dialog shown above displays the dates applicable to an interim period type for the new year.
If only one interim period type is active for the year, then that type automatically displays. If
more than one type is active, then the system displays the type with the larger number of periods.

The Interim Dates list box consists of four columns:

® Interim Period. The standard abbreviation for the interim period type. The data in this
column is non-editable.

® Beginning Date and Ending Date. Populated with the default interim period dates for the
fiscal year. This data can be edited.

Note: If inconsistent or non-consecutive dates are entered in the Beginning Date
and/or Ending Date columns, the system generates a diagnostic, but you are not
prevented from entering the dates.

m Report Date. Enter the report date for each period.

When you have completed the necessary fields on this dialog, click the tab for the next dialog you
want to access. If you have completed updating Roll Forward information, click the OK button to
save your changes and initiate the roll forward process.
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Completing the Roll Forward/Interim Options Dialog

The Roll Forward dialog, Interim Options tab, presents the interim period processing options for
the new year. Complete the fields on the dialog as follows:

® Interim financial statements option. Check the Print the word "Unaudited” in interim
financial statement default headers box to have the system automatically include the
word Unaudited in default headers for interim financial statements.

Note: If you select this option, and produce one or more financial statements using the
default, and then subsequently deselect the option, the financial statements created
with Unaudited in the headers will retain it.

® [nterim periods processing options. The following option is not applicable to Consolidation
or Combination companies, or to any fiscal years for which the Transactions option is active.
Each of the options defaults to not being checked.

# Use year-to-date comparisons to calculate nominal accounts. Check this box to be
able to import book year-to-date unadjusted trial balance data for each period. This
also calculates the nominal account (revenues and expenses) unadjusted trial balances
for each period by comparing the year-to-date balances of consecutive periods.

When you have completed the necessary fields on this dialog, click the tab for the next dialog you
want to access. If you have completed updating Roll Forward information, click OK to save your
changes and initiate the roll forward process.

Completing the Roll Forward/Transactions Dialog

Roll Forward l‘i‘]

General] Interim F'elinds] Interim Dates | Interim Options  Transactions

Tranzactions processing for new CY:

[¥ {se tramsactions in selected pear

W Allow refresk of beginring balances

Fresvious year: 2011

Ok | Cancel Help
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The tab to access this dialog is enabled only if the Transactions processing option has been
selected for the company. Complete the fields on the dialog as follows:

® Transactions processing for new CY

# Use transactions in new CY. If the Transactions option has been selected for the
company, this box is checked and the other controls on the dialog are enabled.

# Allow refresh of beginning balances. Check this box to have the system allow a
refresh of beginning balances for the new year.

# Previous year. Displays the year to be used as the previous year for transaction
processing. The default is the year prior to the new CY.

When you have completed the necessary fields on this dialog, click the tab for the next dialog you
want to access. If you have completed updating Roll Forward information, click OK to save your
changes and initiate the roll forward process.

Backup and Restore

It is important to periodically back up company data for storage and safeguarding purposes and to
transfer data from or to a network server or other computer. There are also several processes
performed within ProSystem fx Trial Balance which warn you to be sure you have a current
backup before you continue (such as rolling forward or converting a database from an earlier
version of the program). In addition, unplanned events such as hard disk crashes or network
failures can leave you with no recourse if you do not have a recent backup of company data.

ProSystem fx Trial Balance provides an integrated method for backing up data, featuring
compression in the standard ZIP format. Zipped company data can be restored using the
ProSystem fx Trial Balance Restore feature. Both the Backup and Restore functions can be
accessed from the File menu. Backup is also available from the Open Company dialog. You can
create the backup on the hard disk and then copy it to a floppy disk or create the backup directly
on the floppy.

We strongly recommend using the File > Backup Company Data command to create backups.
Because ProSystem fx Trial Balance databases can easily exceed the capacity of high-density
diskettes (1.2 or 1.44 MB), using the DOS copy command or the Windows copy feature can result in
an incomplete database. When you back up to a ZIP file, that file almost always fits onto a single
diskette.

Note: If you do make backups using the DOS backup or copy commands (not recommended),
watch carefully for error messages. If a diskette runs out of space during a DOS copy, an
Insufficient disk space message displays and the copy process ends, resulting in an incomplete
database. If this goes unnoticed and the incomplete data is subsequently accessed in
ProSystem fx Trial Balance, errors occur due to missing data files.
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Backing Up Company Data

1. Select File > Backup Company Data. The Backup Company Data dialog displays. (You can
also access this dialog by selecting File > Open Company, highlighting the company you
want to backup, and clicking the Backup button.)

Backup Company Data _ |

Choose the company to be backed up and the name of the . zip file.

Compary directan

Directory... c:havisionhzamphtranz

Tranzaction Corporation, [ne.

" |nclude ProSystemn fx Trial B alance data files

&+ |nclude all files in directany

-

Zip file

File must be selected|

Cancel Help

Note: The name and location of the currently open company (or the company you
highlighted on the Open Company dialog) displays in the Company Directory section of
the dialog.

2. If the company you want to back up is not already displayed on the dialog, click Directory
to open the Company Directory dialog where you identify the drive, directory, and the file
name of the company you want to back up, and then click OK.

3. Select one of the two following options for the type of files you are backing up:

# Include ProSystem fx Trial Balance data files only backs up only ProSystem fx Trial
Balance files and no other files in the company directory (such as worksheets).

# Include all files in directory backs up all the files in the company directory.

4. Check the Delete existing company after creating backup box if you want the company to
be deleted after the backup is complete.

5. Click File in the Zip file section of the dialog.
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The Backup File dialog displays.

Backup File
File name: Directories: 0k
*z7ip c:havizionhaamphyenture
Canzel
EER =] [ Gl |
[= avizion Help
[= zamp
= venture

Lizt files of type: Dirives:
|Zip Filess [*.zip) MEREE -]

6. Navigate to the drive and directory where the backup file will be created. All of the existing
ZIP files in the selected directory display in the list box on the left side of the dialog.

Note: You cannot create a new directory using this dialog. If you want to place the
backup file in a new directory, you must create it before you begin the backup process.
7. ldentify the name of the backup file in one of the following ways:

% |If you want to copy over an existing ZIP file, highlight the file from the list box and
that file name appears in the File name field of the dialog.

# If you want to create a new backup file, place the cursor in the File name field and
enter a complete file name with the ZIP extension (for example, abcco.zip).

8. Click OK to return to the Backup Company Data dialog.

9. Click OK to back up the company data. If the company is currently open, it will be closed as
the backup process begins.

10. When the backup is complete, a confirmation message displays. Click OK.

Restoring Company Data
Use the following procedure to restore company data that has previously been backed up.

1. Select File > Restore Company Data. The Restore Company Data dialog displays.

Restore Company Data

Chooze a previouzsly backed up compaty and the directary where it
zhould be expanded.

Zip file

File... File must be selected.

Caormpany directaory

Directary... | Directory must be selected.

[~ Delete all files from directory before restoring

V¥ Open company after restoring

Cancel Help
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2. Click the File button in the Zip file section of the dialog. The Restore File dialog displays.

Restore File
File name: Directaries:  o:havisionhzamphabt3 o
. Company name:
2R Created: C |
ancel
backup.zip J [= o J
[ avision Help
[=r samp
= aht3
Ligt files of tupe: Dirives:
|Zip Files [*.2ip) MEREE -]

3. Navigate to the drive and directory containing the ZIP file that you want to restore.
. Highlight the pertinent ZIP file in the list. The name displays in the File name field.
5. Click OK to return to the Restore Company Data dialog. The name and path of the file you
selected in step 4 displays next to the File button.
6. Click the Directory button in the Company Directory section of the dialog. The Restore
Company Path dialog displays.
Hestore Company Path

Directony:

|c::\avi$ion\samp\aht3

= &

[ awizion
[= samp
= ahi3

Cancel

Help

did

Drives:
| o3 hd

7. Navigate to the drive and directory where you want to restore the company data.
# If you want to create a new directory, enter the complete path in the Directory field
(for example, c:\avision\samp\abcco).
# |f you want to restore the company to an existing directory, double-click the
directory in the Directories list box so that the full path displays in the Directory
field.

8. Click OK.

Note: If you have selected to restore the company over an existing database, a
confirmation message displays. Click Cancel to return to the Restore Company Path
dialog to identify another directory (repeating steps 7 and 8), or click OK to overwrite
the existing company.
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9. On the Restore Company Data dialog, check one, both, or none of the following options:

% Check Delete all files from directory before restoring if you are restoring the
company over an existing company and you want to delete the existing files in the
directory.

# Check Open company after restoring to open the company after the restore process
is complete.

10. Click OK to restore the company data. If you have selected to open the company after
restoring, the company opens in the workspace when the process is complete.

Note: You can also restore a company database using the File > Open Company
command. Click Browse on the Open Company dialog, select Company backups as the
browse criteria, and use the subsequent dialogs to identify the ZIP file you are restoring
and the directory where the company is to be restored. After the restore process, the
company opens in the workspace.

Deleting Company Databases

To delete a company's database, do the following:

1. Select File > Open Company.
2. Select the company you want to delete from the list of existing companies and click
Remove. The Remove Company dialog displays.

Remove Company, E

* Remove Comparny frarm Cliest List Orly b5

" Remaove Compary fram Client List and Cancel

Delete C Fil
elete Compary Files T

il

3. Choose from the following options:

# Remove Company from Client List Only. This option removes the company from the
list displayed in the Open Company dialog, but does not delete the database files
associated with the company. The company can be added to your client list again at a
later time.

# Remove Company from Client List and Delete Company Files. This option removes
the company from the client list and permanently deletes the company database files.

4. Click OK.

Maintenance Options

Selecting Options > Maintenance allows you to perform four maintenance processes: Rebuild
bitmaps/caches, Rebuild key files, Rebuild diagnostics, or Rebuild-All.

These processes are transparent to the user and generally increase the time required to open a
database. However, the additional time is required only the first time the database is opened.

Generally, running these processes resolves any ProSystem fx Trial Balance database problems.

Chapter 5 - Administration & Maintenance « 160



Rebuild Bitmaps/Caches

Sometimes information stored in the bitmap or cache files for a database is not synchronized,
(such as the total value of accounts assigned to a lead is not in agreement with the total for the
lead displayed on the lead grid). This maintenance option rebuilds the balances of most objects in
the database and should resolve the problem.

Rebuild Key Files

Sometimes object links are not synchronized. For example, you can see each object having the
same number of accounts assigned and all the balances for each object can be the same. This
maintenance option rebuilds the key files and should resolve the problem.

Rebuild Diagnostics

Occasionally, problems reported on the Diagnostics grid may not be correct. This maintenance
option revalidates every data object to verify the contents of the Diagnostics grid.

Rebuild - All

Use this option to select all of the above-mentioned rebuild options for a company database. If the
database is open, select the Rebuild - All option and the process will begin. If the database is
closed, selecting Rebuild - All, displays the Rebuild - All dialog for you to select the applicable
database.
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Chapter 6

UPDATING WITH QUIKLINK

Introduction

The Quiklink feature provides you with enhanced linkages between the trial balance data in
ProSystem fx Trial Balance and the corresponding tax return data in ProSystem fx Tax Preparation.
Once ProSystem fx Trial Balance client data has been imported into a Tax Preparation return using
Dynalink, Quiklink becomes available. It enables you to jump between ProSystem fx Trial Balance
and the tax return and also to update the tax return when you update an item in ProSystem fx
Trial Balance.

The Quiklink feature allows you to transfer automatically from an interview form box in the tax
return to the corresponding tax code line on the Tax Lines grid in ProSystem fx Trial Balance.
Also, you can transfer automatically from a tax code line on the Tax Lines grid in ProSystem fx
Trial Balance to the corresponding interview form box in the tax return. You do either of these by
selecting the item to be reviewed or changed (such as an interview form box in the tax return),
_ and then clicking the Quiklink toolbar button, or using the matching menu selection File >
ﬁl Import > Quiklink in Tax, or Work > Quiklink to ProSystem fx Tax in Trial Balance.

If you Quiklink from Tax Preparation to ProSystem fx Trial Balance, once a tax code line is
highlighted, you can use the Trial Balance Zoom feature to edit account balances. You can also
use the TJEs window to modify Tax Journal Entries. When your changes are completed, you can
reopen the Tax Lines grid to see the changes reflected there automatically. Click the Quiklink
button to return to the tax return and automatically see the changes made on the interview form.

This chapter covers the preliminary Dynalink procedures that must be performed before Quiklink
can be activated, as well as information on using the Quiklink feature in ProSystem fx Trial
Balance.

Setting Up Dynalink

Dynalink is the ProSystem fx Tax Preparation module that allows you to easily import ProSystem fx
Trial Balance tax data into a tax return. Once the data has been imported, you can use Quiklink to
update your return quickly and to toggle between Trial Balance and Tax Preparation.

E Note: ProSystem fx Trial Balance only reports those clients that have a client number of 12
characters or less to Dynalink. Verify that the client number is an appropriate size (Setup >
Company Information) before beginning the Dynalink process.
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Configure Accounting Bridges

The first step to set up Dynalink is to configure Accounting Bridges in ProSystem fx Tax. This can
be done through Configure Applications in Office Manager or through Options > Interface
Options in Tax. Regardless of which method you choose, the Accounting Bridges dialog displays.

Accounting Bridges

Select name

Configure your accounting systems for procezsing with Dynalink and Cluiklink,

Configured  List created

X

ProSuzstem by Engagement

ProSustem By white-Up
GoSystemn Audit

FroSystem fx Trial Balance/CEEAM Y

Configure. ..

(9/28/07

A emowve Configuration

Cloze

|
Rehesh Client List |
|
|
|

Help

Accounting Bridges tells ProSystem fx Tax which package you are using and where it is installed.
Highlight ProSystem fx Trial Balance (this may appear as ProSystem fx Trial Balance/CBEAM)
and click Configure. The Configure Accounting System dialog displays.

Configure Accounting System

Accounting syslem palk

Quihrk, aphoen

Chooze which comespanding nileriew
formn bas ko link b on the bax retun,

* From the frat 154 ine highichied
" Fromthe last 1z line highighied

Bromse. ..

Cancel

Help

In the Accounting system path section, designate the drive and directory location for ProSystem fx
Trial Balance (or use the Browse button to locate it). In the Quiklink option section, select the

appropriate option:

B From the first tax line highlighted. This setting causes you to be returned to the same
place in the tax return where you started when you clicked the Quiklink button.

® From the last tax line highlighted. This option allows you to move to the location in Tax
Preparation represented by the last tax line highlighted in ProSystem fx Trial Balance.

After making your selections, click OK. You return to the Accounting Bridges dialog. Click the
Create Client List button to create a list of ProSystem fx Trial Balance clients from which you

can choose when you use Dynalink.
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Once the list has been created, the Create Client List button changes to Refresh Client List.
Remember that prior to going through the Dynalink process with new clients from ProSystem fx
Trial Balance, you need to return to this dialog and refresh the client list. The dialog displays the
date the list was last updated in the List created column.

Using Dynalink

When you have configured Accounting Bridges and updated/refreshed the client list, you can
proceed to import your data. In Tax, select File > Import > Dynalink. The Dynalink dialog
displays.

Dynalink @

Client information [accounting system) |

Select Client...

Client code: Empl. 1D no:
Client name;

Fizcal year: begin and end

i i Optians...
Rieturn infarmation phiars

Clent 1D Empl. 1D no: Cancel
Client name:

T ax product; |

T ax product; Help

T ax vear: Office group:

1. Click the Select Client button to select ProSystem fx Trial Balance as the accounting
system.

Select the tax product and then click OK to access the Select Client dialog.

3. Select the appropriate client from the list and click OK. The Dynalink dialog displays again
with the client information fields populated.

4. Once the client information has been populated, click the Select Return button to
determine how to import the data.

5. You can choose to import the data into a new, existing, or Pro Forma return. The data
required on this dialog changes depending on the type of return selected. When you have
entered the necessary return information, click OK. The Dynalink dialog displays again, this
time with both client and return information populated.

5 |
[ Note: If you have created a Pro Forma for your prior year return, we recommend using
the Pro Forma option. Importing to a Pro Forma avoids duplicate lines in the return.

6. If you are importing into an existing return or a Pro Forma return, be sure the client name
and Employer Identification Number match in both the client and return information sections
of the dialog.

7. Before initiating the Dynalink process, verify that the correct options have been set by
clicking the Options button.
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The G/L Bridge and Dynalink - Options dialog displays.

G/L. Bridge and Dynalink - Options E

General l Evisting Retums |

Import optiohz

[ dmport identification information [name, address, etc.§

[ Impart beginning balance sheet data
[ Import beginning imventory data [COGS)
[ Impart beginning &84, D48, UTI data [S Corporation]

[ Import state and city tawes data [C Corporation, 5 Corporation)]

Schedule M-3 optionz [C Corparation, 5 Corporation, Partnership)
Schedule -3 impart options
[ Impart Schedule M-3 book amaounts
[ DO MNOT impart Schedule M-3 differences

Schedule k-3 data removal options

Chooze a method for remaoving existing k-3 amounts when the import
no lohger containg comesponding M-2 data for a tax line.
[temporary difference, permanent difference, book)

+ Bemove existing M-3 values based on the M-3 import ophions selected
" Remove existing M-3 values from all -3 fields

MOTE: Existing walues for tax ines that no longer have balances in
the accounting syztem will have to be removed manually.

Ok | Cancel | Savegefault| Help

Under the General tab in the Schedule M-3 options (C Corporation, S Corporation,
Partnership) section, make one of the following selections:

% |f you are importing M-3 balances, check the Import Schedule M-3 book amounts
box.

# If you are not importing M-3 balances, check DO NOT import Schedule M-3
differences box.

On the same tab in the Schedule M-3 data removal options section, choose one of the
following:

# |f you need to remove specific M-3 amounts, choose the Remove existing M-3 values
based on the M-3 import options selected radio box.

# If you want to remove all M-3 amounts, choose the Remove existing M-3 values from
all M-3 fields radio box.

Note: The data options on the Existing Returns tab are not applicable when importing
into a new tax return or importing in to Pro Forma.
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10. Verify that all of the options checked or selected are correct and this is how you want to
import the data. Change anything that needs to be changed. Click Save As Default if you
want to save these options as the default each time you use Dynalink.

11. Click OK to return to the Dynalink dialog.

12. Click Import to begin the Dynalink process. The data displays on the interview forms of the
selected return. To view the imported data on government forms, you first need to calculate
the return.

Requirements for Quiklink Processing and Updates

Once you have established the initial Dynalink connection between a ProSystem fx Trial Balance
company and a Tax Preparation tax return, you can use the Quiklink feature. Prior to using
Quiklink, be sure the following conditions have been met:

® The tax year is 1996 or later.

® The client data has already been imported into the tax return using Dynalink.

® The ProSystem fx Trial Balance Tax Service ID (Setup > Tax Information) matches the tax
return ID, including the version suffix (V1 and V2).

® The Quiklink Processing Option is activated in ProSystem fx Trial Balance. The menu
selection Work > Activate Quiklink Updates should be checked. (If the Quiklink Updates
option is not activated, the first time a change is made to the trial balance data,
ProSystem fx Trial Balance prompts you to have it automatically activated.)

® The linking option is appropriate. In Tax Preparation, select Options > Interface Options >
Accounting Bridges, highlight ProSystem fx Trial Balance and click Configure. As you
move between ProSystem fx Trial Balance and Tax Preparation, the location of the cursor in
Tax Preparation is based on the option selected.

® The company is open in ProSystem fx Trial Balance and the associated tax return is open in
Tax Preparation.

Notes:

# If a Dynalinked return is open in Tax Preparation, choosing Quiklink automatically
opens ProSystem fx Trial Balance to the appropriate company.

# If the Quiklink Updates option is activated in ProSystem fx Trial Balance, but the tax
return is not open, the first time a change is made to the trial balance data,
ProSystem fx Trial Balance prompts you to open the return and click Retry. If you
click Cancel, the Quiklink Updates option is disabled.

We also recommend the following:

® Open only one session of ProSystem fx Trial Balance and one session of Tax Preparation and
keep them both open while using the Quiklink option.

Note: ProSystem fx Trial Balance displays a warning message alerting you if changes are
about to be made when the corresponding tax return is not open. If the changes are
made and saved anyway, the next time that the trial balance is opened, ProSystem fx
Trial Balance displays a message telling you that Dynalink needs to be reprocessed.
Dynalink will need to be reprocessed in order to reestablish the integrity of the linkages.
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® Add the Quiklink button to the toolbar in Tax Preparation. Select Options > Customize
Toolbar to do so. Having this button available on the toolbar makes your Quiklink processing
far more convenient because it is not necessary for you to use the File > Import > Quiklink
command each time you want to make a Quiklink jump to ProSystem fx Trial Balance. (In
ProSystem fx Trial Balance, the Quiklink button automatically displays on the toolbar.)

® If you make a large number of changes to the client's data in ProSystem fx Trial Balance
after Dynalink processing, leave the Work > Activate Quiklink Updates option unchecked
and Dynalink the data to the return again.

Examples of Processing with Quiklink

The rest of this chapter presents some examples of Quiklink processing methods.

m The first example demonstrates the Quiklink process when you start from Tax Preparation,
Quiklink to ProSystem fx Trial Balance, enter the required trial balance data changes, and
then Quiklink back to Tax Preparation.

® The second example demonstrates the process when you start in ProSystem fx Trial Balance,
enter the required trial balance data changes and Quiklink to Tax Preparation.

In each example, you must modify some tax journal entries in a trial balance that have already
been processed through Dynalink.

The following conditions apply:

® The Quiklink Updates option is activated in ProSystem fx Trial Balance.

® ProSystem fx Trial Balance is configured in Tax Preparation for Dynalink and Quiklink
processing.

® The Quiklink Option is set to From the last tax line highlighted.
® The Quiklink button is available on the Tax Preparation toolbar.

Note: When closing Quiklink after use, the changes you made are saved automatically; no
warning message displays.

Quiklink Updates - Tax Preparation to ProSystem fx Trial Balance

In this first example, which uses the Newco sample company, you start by reviewing the tax
return. During the review, you determine that the Goodwill Amortization and Life Insurance
Premium entries require some changes. ProSystem fx Trial Balance is not currently open.

1. Open the tax return in Tax Preparation.
2. Navigate to Federal Interview Form L-3 (Schedule M-1).
3. Place the cursor in the Goodwill amortization field as shown in the example.
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Notice the amount of the amortization is 5000.00 and the amount for Life Insurance

Premiums is 100000.00.

T4 2011 Tax Preparation - 11CHewcon] (Newea, Inc. ) = =
File Edit Wiew Fomns Calc Beview Mapsge Options G Window Help
D& e B2 @A HE AR BrEe?Hva@EQ: ¢k
Farms List =& =
Fed Interview ] Fed Govemment | State | w |

5| Farm L-3 Sheet 2

Taxable Income NOT Recorded on Books this Year
Gain (loss) on disposition of assets - override
Other.

41

43

Expenses Recorded on Books NOT Deducted in this Return
Amortization - override FE TP PO PP PP PP PP
Depraciation - override P PSP P P TP PP PPREPUPPPPPRPO
Depletion - override (NOT applicable to 1120-RIC and 1120-REIT)

Contributions in excess of imitations - override
Adjustment for employment credits - override @
Passive loss adjustment - override @

Meals and entertainment adjustment -override

Federal underpayment penalty - override @ .
State underpayment penalty - averride
City underpayment penalty - override

Other.

5 Goodwill amortization

5:5000.00

2 Life Ingsurance Premiums

&3 100000.00

Income Recorded on Books NOT Included in this Return
Tax-exempt interest - override

Gain (loss) on disposition of assets - override
Other.

T2

4

Deductions on this Return NOT Charged Against Book Income
Amortization - override

BADE B 61 Calc

4. Click the Quiklink button.

5. The ProSystem fx Trial Balance program, the company, and the company's Tax Lines grid
open automatically. Tax line 720.10 is selected on the following grid.

$10) Carparation Tax Lines [=lf =]
[ Hide unused tax lines
Tax Line Tax Line Description | Form llr_?:": ‘ ]l-]a\:‘ell:lipd:l | S$:3?lu Accounts Zugglfn?:m ZUl]?JIE?Sl Ll ZDgglgr?clax 2
__| B98.00 Cap. logs imit/caryforward-Tas [ 24d oy Yes o 0 a
_| 700,00 Net Income Per Books 1 )] iy Yes 0 1] 1] 1]
_| 70500 Federal Income Tax 1 0z - Yes 5 2,854,000 0 2,854,000
_ | 705.m Fedeial Income T ax Division 001 k1 0z 3 ‘Yes 1 930,000 1] 350,000
_| f10.00 Ewcess Cap Lose over Cap Gaing b1 03 o es o 1) 0 a
_ | 71500 Inc Subj ta Tax not on Books k1 04 - Yes 1] 1] 30,045 30,045
_ | 71508 Gain on gale of agsets 1 04 3 Yes o 0 0 0
_ | 71510 Fecapture SEC.179 & 280F 1 04 : Ve 1} 1] 750 750
_| 71580 Gain[Losg| Digpozition - Aszets k1 04 o es Ju] 1} 29,295 29,295
_| 72000 Exp on Books nat in Return k1 05 - Yes 1] 1] 505,000 505,000
_ L 72008 Mon-qualifping contributions k1 05 - es Ju] o 0 1]
_ 172010 I Goodwill smortization M1 05 : Yes 1] 1] 5.000 5,000
_| 7200 Depreciation k1 05a o es Ju] o 0 1]
_ | 7enBs Contributions Carrpover k1 056 oy Yes 1] a 0 1}
| 72085 Travel and Entertainment 1 05 ov Yes 1] 1] ] 1]
_ | Faner Penalties M1 05 : Yes 0 1] 1] 1]
| 72080 Life Inzurance Premiurns 1 05 3 Yes 1] 1] 100,000 100,000
_ | 72083 Jab Credit Salary Reduction k1 05 oy Yes 1] a 0 1}
| 7enss Paszsive Activity Loss Adj hd1 05 v es 1] a 0 a
_| 72086 Drepletion M1 05 o Yes 0 1] 1] 1]
_| 72093 Bad Debt b1 05 - Yes i} 1] 350,000 350,000
_| 72500 Inc on Books not in Fetum M1 07 ¢ Yes 0 1] 1] 1]

From the Tax Lines grid, you can zoom to edit account data. You can open either the AJEs or
the TJEs windows to edit your journal entries. Any changes you make are automatically
transferred to the tax return. (To review Grid Zoom, see Grid Zoom on page 52 and read
more about Journal Entries, see Journal Entries on page 57.)
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6. Click the Grids button and click the TJEs button.

7. Highlight the TJE for amortization of goodwill and click the Zoom button. Change both

amounts from 5000 to 6000. Press Enter after entering each updated amount.

$5 Details (TIET

=10 He 5

This iz a recurring entry.

Description: | To reverse amortization of goodwill
/P ref 3450 Recuring... [ Unbalanzed intentionally

Account or Tax | Account or Tax Line - a M1 Sch M3
Line Desc. Debit Credit Workpaper Difference
2010 G oodwall amortization £.000.00 Permanent MHia
007 -6200100-007 Administrative expenszes E.000.00 MR, Temporary
? P
Add TJE Previous Mext LCloge |

8. After changing both amounts, close the Details grid for this tax journal entry.

Q|

2 Details {TJE 6)

9. Highlight the TJE for Life Insurance Premiums and click Zoom. Change the first debit amount
to 100500 and the first credit amount to 10500.

B=E

Description: | To record life insurance premiums not deductible for tax return purposes.
WP ref. B325 Recuring... [ Unbalanced intentionally
Thisz iz a recuring entry.
Account or Tax | Account or Tax Line 3 q M1 Sch M3
Line Desc. D Lzl Workpaper Difference

72090 Life Insurance Premiums 100,500.00 Permanent M A0
007-6200010-001 Seling expenzes 10,500.00 Mo, Temporary
007-6200010-002 Seling expenzes 15,000.00 M i Temporary
007-6200010-003 Seling expenzes 26,000.00 M A Temporary
007 -6200020-001 Shipping expenzes 7.500.00 M i Temporary
107-6200020-002 Shipping expenzes 12,500.00 M A Temporary
0071-6200020-003 Shipping expenzes 25.,000.00 [ Temporary
007-6200100-001 Administrative expenzes 15,000.00 M A Temporary
001-6200100-002 Adminiztrative expenses 20,000.00 I A, Temporary
007-6200100-003 Administrative expenzes 20,000.00 M A Temporary
72000 Exp on Books not in Ret R0,000.00 Permanent [WEES

? ?

Add TJE Prewvious MHest LClose

Note: When you are using a Schedule M-3 tax code, the Sch M3 Difference column needs
to specify if the Schedule M-3 difference is temporary or permanent. An expanded M-3
tax line displays as Temporary. You can change it to Permanent. Tax lines that are not
M-3 expanded will have an N/A.

10. Close the Details grid for this tax journal entry.

Chapter 6 - Updating with Quiklink « 169



Euik
Link

11.

Highlight the tax line 720.90 and click the Quiklink button on the toolbar to return to Tax
Preparation, Interview Form L-3. The focus is on Life Insurance Premiums because the
Quiklink option was set to From the last tax line highlighted. Note that the amount for Life
Insurance Premiums is now 100500, and the amount for Goodwill Amortization is now 6000.

m 2011 Tax Preparation - 11C:MNewe o1 (Mewco, Inc, )
File Edit View Formns Calc  Rewiew Manage Options G/l Window Help

D bl (& & [ m2

B Z @ HE QR

1#1
=2

=T T

He?4veaEgz: &

Farms List

Fed Interview

} Fed Govamment | State | ReunGom |

|5 Form L-3 Sheet 2

Taxable Income NOT Recorded on Books this Year
Gain (loss) on disposition of assets - override
Other

41

43

Expenses Recorded on Books NOT Deducted in this Return
Amartization - override

Depreciation - override
Depletion - override (NOT applicable to 11 20-RIC and 11 20-REIT)

Corthibutionsinexcess T iMtationS OVEIITR: v s mmms s o s s s e S e e e s

Adiustrent for employmert credits - override @

Passive loss adjustment -override @ L

Meals and entertainment adjustment - override
Federal underpayment penalty - override @
State underpayment penalty - override

Oltyiunderpay ment Denslty ~OVEITIHe . s s s e s i s S § s S s

Qther

a0 Goodwill amortization

516000.00

;2 Life Ingurance Premiums

63 100500.00

Income Recorded on Books NOT Included in this Return
Taxexempt intere st - override

Gain (loss) on disposition of assets - override
Other:

72

74

Deductions on this Return NOT Charged Against Book Income

Amortization - override

o
a

PP Q=51 Cale

Note: If you add new repeater data such as Other Deductions or Other Assets, use
Options > Reset Input in Tax Preparation to see the new items on the interview form.
You need to recalculate the return to see the impact on government forms.

If the Quiklink option had been set to First tax line highlighted, you would have returned to
Interview Form L-3 with the focus on Goodwill Amortization, because that box was the focus when
you initiated the Quiklink jump from Tax Preparation.
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This example demonstrates the ease with which you can make last minute changes using the
enhanced linkages provided by Quiklink.

E Note: If ProSystem fx Trial Balance Accounting Bridges are configured on both the firm level
in Office Manager and the user level in Tax Preparation, the following dialog displays when you
Quiklink from Tax Preparation to Trial Balance. Your selection is active while the return
session is active. Choose which configuration you want to use and click OK.

Quiklink System Path Choice |

Twa zpztem paths are canfigured for the
Accaunting syster: PraSostem B Trial Balance/CEEAM

Pleaze chooze which path to uze for
[uiklink proceszing

% Usze Office Manager configuration

i~ Usze Tax Prep configuration

Quiklink Updates - ProSystem fx Trial Balance to Tax Preparation

In this second example that follows, you review the trial balance data in ProSystem fx Trial
Balance. During the review you determine that the amount of Goodwill Amortization and Life
Insurance Premium entries require some changes.

# Details (TJE 7)

Drescription:

W P ref

Tareverse amartization of goaduill.

3450 Recuring... [~ Unbalanced intentionally

This iz & recurming entry.

Accuur_lt of Tax | Account or Tax Line Dehit ‘ Credit | T
Line Desc.
72010 Goodwill amortization 5.000.00 Parmanent
001-6200100-001 Adminiztrative expenses 5.,000.00 M
7 ?
Add TJE Prexious Hext Cloze
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Before we begin, remember these points:

® Tax Preparation must be open

® The client's tax return must be open

® The trial balance must have been processed at least once through Dynalink
® Quiklink updates must be activated

-_

Open the company's Tax Lines grid in ProSystem fx Trial Balance.
Click the Grids button and then click the TJEs button.

Highlight Life Insurance Premiums and click the Zoom button. Change the first debit amount
to 100000 and the first credit amount to 10000 as shown.

# Details (TJE 6) (=1E3

w

tipiu]

Dezcription: | To record life insurance premiums not deductible for tax return purposes.
WP el 6325 Recurring... [ Unbalanced intentionally
This iz a recuring entry.
Account or Tax | Account or Tax Line Dehit | Credit ‘ Difference ”
Line Desc.

720,90 Life Inzurance Premiumns 100.000.00 Permanent

0071-6200070-001 Selling expenses 10,000.00 MAn

0016200010002 | Selling expenses M

0071-6200070-003 Selling expenses 25.000.00 MAn

001-6200020-001 Shipping expenzes 750000 M

001 -6200020-002 Shipping expenzes 1250000 M

001-6200020-003 Shipping expenzes 25.,000.00 M

001 -62001 0-001 Administrative expenses 15,000.00 M

001 -62001 D0-002 Administrative expenses 20,000.00 M

001 -62001 D0-003 Administrative expenses 20,000.00 M

72000 Exp on Books nat in Fiet 50,000.00 Permanent

? ? s

Add TJE | Previous | NHext | Cloze |

Close the Details grid for this tax journal entry.

5. Highlight the Goodwill Amortization TJE and click the Zoom button. Change both amounts
Q| from 6000 to 5000.

6. Close the Details grid for this tax journal entry.

% 7. Highlight tax code 720.10 and click the Quiklink button to make a Quiklink jump to Tax
Preparation.
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Since the Quiklink option is set to From the last tax line highlighted, the return opens at
Interview Form L-3 with the focus in the Goodwill Amortization line.

(L4 2011 Tex Preparation - 11C:Meweo/1 (Newco, Inc. ) (==
File Edit Miew Forms Calc Review Mapage Qptions Gfl Window Help
heER&wme BEa BEEL B BEHS?H vEEG: & &
Forms List = |68 |
Fedlmenisn |  FedGovemment | State | AeumGop |
8] Forrm L-3 Sheet 2 ===
Taxable Income NOT Recorded on Books this Year i
Gain (loss) on disposition of assets - override 40 2929 L
Other.
4 42
43 44

Expenses Recorded on Books NOT Deducted in this Return

Amortization - override 50

Depreciation - override s1
Depletion - override (NOT applicable to 1120-RIC and 1120-REIT) .. .. ... N 52
Cortributions in excess of limitations - override . .. o 53
Adjustrment for employment credits - ovarricde @ 54
Passive loss adjustrment - override @ e | 58
Meals and entertainment adjustment - override 55
Federal underpayment peralty - ovarrice @ b4
State underpayment penalty - override 58
City underpayrment penalty - override 59
Other.
o0 Goodwill amortization 55000.00
2 Life Insurance Premiums . 100000.00

Income Recorded on Books NOT Included in this Return

Tax-exempt intere st - override 70
Gain (loss) on dispositionof assets- override I 7
Other.
72 73
T 75

Deductions on this Return NOT Charged Against Book Income
Amortization - override | &0 ‘ ‘ -

PP Q=61 Calc

Notice that the amount for Goodwill Amortization is now 5000 and the amount for Life
Insurance Premiums is now 100000.

Note: Remember that if you add new repeater data in ProSystem fx Trial Balance such
as Other Deductions or Other Assets, you need to use Options > Reset Input in Tax
Preparation to see the new items on the interview form. You need to recalculate the
return to see the impact on government forms.
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