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General Ledger Reports

EE
it } General Ledger Reports

& \While the art of book-keeping depends on the ability t9. Financial Reports

“= accurately record your business transactions, the art %is category includes the all important Balance She:
=3 keeping your business finances on track relies on theand Profit & Loss Account which help you plan and

...ra HH - -
2 ab”'t.y o understand and analyse what the book keeF)manage your business activities. These reports also
== ing figures are telling you.

# allow you to present and communicate your business
= Two reports play a crucial role in enabling you to affairs to the outside world.

= interpret the overall picture — tli#alance Sheeand
== theProfit & Loss Account. It is these two financial _
i3 statements which summarise the effects of every transl€Se reports explain how the Balance Sheet and Pr
/4 action on the business as a whole. & Loss accounts have been structured; provide docus

m, . . . _ Mmentary evidence of postings to those accounts; and
In addition, Bottom Line produces a suite of supple sehow that the accounts balance.

<= mentary reports which document how these figures ar
"= derived. 3. VAT Reports

2 Chapters @ndChapter 1dhave already introduced the If you are VAT registered, the final category of reports
“® reports which detail those transactions entered via th@rovide the information you need to comply with Cus-
" Sales LedgeandPurchase Ledgaespectively. In this 10MS and Excise guidelines.

_? chapter we go on to look at the reports associated with
@ the General Ledger.

3;' The General Ledger reports can be divided into three
¥ categories....
gt
)
L

2. General Reports

Chapter 16 - 2



one of two ways..

/4 Reports menu...

<= [

49
¥r J Opening General Ledger Reports S
& To produce a General Ledger report, you should first

“® ensure that all relevant transactions (sales, purchases !}'md Ledgen . @ @

=3 and Journals) have been posted to the General Ledger. R .

"': Having done this, you can choose the required report|m={§=|

3 EITHER, click the General
= Ledger icon to display its
== menu then choose the
+= relevant report from the

.{a Balance 3heel...

Frofit & Loss..

General Ledger ...

V0ie

_.__ List of Aecaunls,..
™ Account History...
'3 Trial Balance ...
| URT Account,..

< s | URT Return...
A

o URAT EC Sales List...
e

Subgidiary Balamce Sheet ...

Subsidiary Profil & Loss ...

Transactlion Lisl...
Balched Journals...

L

General Ledger Reports

..OR, double click the General Ledger Reports icon to open its
window then double click the icon for the report you want to see.

0] | General Ledger Reports 1]
..:':.

Balance Sheer

Hedzen E-::E =
=
G Trsngkiticn Ligt Emlhid Jineriials
firtats 505 " T
A e O | N
List OF swioimis Aot Hisfouny Triad Balance
sl y e
VAT | =
WAT Account VAT Rilurn WAT EC Sales Ligk

(215 =
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EE | General Ledger Reports
General Ledger Report Options

'.,! , g P P Report Dptions @

‘& After selecting your report, you are greeted b

3 the Report Options panel which allows you to|| Report date: 13-Aug=-1997

=% modify the report’s contents...

=3 TheReport Options pands fully described in (I ANl departments  Department | No Depart.. |

=2 Chapter 5 together with the facilities that enaljje [] show zero balance accounts [] Show Commas
== you to modify the appearance of the report

& before it is printed. (] Show Detail (<] Show Pence

i, [ Show last year's figures (] Customer Invoice
= (] Show this period [] Delivery Notes
= O show budget O Copy Invaice

:,'} ] Show unreconciled only L] Pre=Printed Form
> Totalling : | Normal w | (] Headed Faper

= Margins: Top |0.00 ||n Bottom Ell] in
z )
™

W

-

:-“ Thefollowing pagesdescribe the General Ledger
g reports. ..

’j Chapter 16 - 4
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General Ledger Reports

The Balance Sheet is the financial statement which
balances théssetsof the business against the claims

over those assetkigbilities

andCapital) on a particu-

lar date. It was first introduced iDhapter 1

date on which a Balance Sheet is produced is of imp
tance since the value of what the business owns in
relation to what it owes constantly changes from one

transaction to the next.
As described in Chapter

e R L T R T T L T T T T TITY:

Chapter 16 - 5

The Balance Sheet and Capital for a limited company — there are many

other possible permutations.

Notice that you can embellish the standard report
format with the inclusion of your business logo — turn
to thePreferences sectian Chapter 19 for more

details.
Balance Sheets may be produced at any time and the
Og:_hoose Balance Sheet from the (General) Report ment

or double click on its icon in the General Ledger Report
window. Set th&keport OptionsPage Setupptions

andfontsas described in Chapter 5 and print the report
as required.

2, it is yourAccounts
Structurewhich controls
the way in which the
information from the
Balance Sheet accounts
is presented on the
report...

UsingSummary ac-
counts you are able to

condense a range of
individual accounts to
produce a single entry on
the Balance Sheet. Onl
Summary accounts and
individual but un-sum-
marised accounts appear
on this report. The
accounts which make up
each summarised entry
can be seen on a separate
report — theSubsidiary
Balance Sheet

The clarity of the report
is further enhanced by
usingTitles andTotals.
The Balance Sheet items
are laid out on the repor
according to the report-
ing positions that you
have assigned to them.

The example shown here
illustrates one way in
which the accounts have
been structured to show,
the Assets, Liabilities

Rock Solid Limited

Balance Sheet

o | 30-Heags 19407

FIXED ASSETS

Tarapiig Aty
Iniwirrmants

TOTAL AXED KRRETS
CUMMENT ASSETS

Sk

Cadpdors: dus in Yoar 1

Cash

Totsd Curtersl ity
CURRENT LIABILITIES

Crpcifions dus in Yadu 1

Torlal Curtersl L iaisbted
MET CURRENT ASSETE

TOTAL ASEETS LESE CURRENT LIABILIMES

LIABILITIES

Credion dui cval 1 Vaar

Ly Tairs Lintameg
MET ARRETE

Pl R R

Srann Capdal

Ehaun Prameum Amconl
Fataingd Proti
Pagi & Lade

TOTAL CAFTTAL & RESERVES

180T Period @ 1906 Period @

T 31 £ B8 40
Bl 4 &7 o544 0B

106,255 78 2002 58
> D54 TT IATE TR
151,817 24 124 202 15
2147745 12530 51
AL ] 1 3
VRS WG4 14 Fell 5 22
(055, 104 14 il s

41,5987 32 G REeT

148,343 10 144 057 75
BIm0 R 0 A 51

15 e et} (37,88 51

143,002 18 197.269.24
126 00 126 60
297500 217500
nraar i £.5900 48
bk 5T TS

143,002 18 197206 24

| —

|
This year’s figures

Last year’s figures

for this period

Pags fal 1




g

% following options are appropriate for the Balance

% Sheet...

-3 Show last For comparative purposes, you can

=4 year’s figuresinclude the figures for the same period in

L the previous financial year. The example
- illustrates this option.
-4, Show pence If you prefer to present your Balance
L Sheet with values to the nearest pound
- then check this box to de-select it. This
- option may result in some rounding
- errors in the totals.
«-= Headed When you check this option the program
== paper assumes that you are using stationery
5 with your company name already sup-
) plied. It therefore does not print it.
T
i
o
8,
'j'j‘
L

General Ledger Reports

:-3 Report Options for Balance Sheets Margins (TopWhen you use headed stationery you
‘% Jse ofReport Optiongs discussed in Chapter 5. The @nd Bottom) may want to adjust the top and bottom

margins in order to leave enough space
for pre-printed information appearing at
either the top or bottom of the page. Yo
may try out a test print on the required
paper before making final adjustments t
margins.

Chapter 16 - 6
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General Ledger Reports

behind the main report.

The actual contents of the report show the account

Subsidiary Balance Sheet

The purpose of this report is to list the individual ac-
counts that make up the summarised entries appearings with the main Balance Sheet, you are able to print
on the main Balance Sheet. In other words, the Sub-the report on plain paper with the additional embellish-
sidiary Balance Sheet provides the background detailment of your business logo. Alternatively, you can
print the report on your business letterhead.

For comparative purposes, you can also include last
descriptions printed on the left and, depending on theyear’s figures for the same period — as shown in this

Report Options for Subsidiary Balance Sheets

reporting position you have chosen, the current periogexample.

balance amounts in one
of three columns — Left
Centre or Right.

Choose Subsidiary
Balance Sheet from the
(General) Report menu
or double click on the
Subsidiary BS icon in
the General Ledger
Report window. Set the
Report OptionsPage
Setupoptions andonts
as described in Chapter
and print the report as
required.

5

Rock Solid Limited

Subsidiary Balance Sheet Dase | 30-Sep- 1967
1807 Parled @ 100§ Paricd @
Tangible Asseis
Fismstti & Ffbrtar A0 11 T a0
IEquipsrraadl 580 20 S84 23
ko Viehern S &5 00 LR edal
L= Deperaciaton 5 D e} Xy Dl 3T)
71842 B8ORS 20
Investmenis
Shares A7) AT 2 2R
38 433 47 &3 G4 IH
Stocka
Blacks - Wabi e 1685 77 /3073
Wioeli in Piogress: LR T 1,848 D0
24 058 T S4TE TS
Debicre due |m Year 1
Salas Ledgm Conircd 151,807 24 124 02 18
Darbleers: Sirmenga Aaooosnt 0 G [ale o
Sia® Loan LiRE i 000
O Dot fife it [ife it
Prapangranty & Assuesl ing 000 000
151,817 24 128 802 15
Cash
Cumanl Atcceant 0.0 a0 A AT T
High Inderest koo 15,174 73 B 050 D
Pety Cash 2182 L |
21,477 45 2 550 54
Credilars dus in Year 1
Puechass Ladger Cionienld 47 24 B LA
Cradfons. Surspasnss oo Q00 HEE ]
AP I Provisons 2 s
AT Ao FEREIEH 10 5048 T
Corporason Tax Proweien 2584815 2R
Winpic] Sakary AT4N T Qoo
e T & M 10,54 13 i L35 5
Dirgscior Loain Acooaanl 2 05T 50 22383 0%
Fihee? Tarrn Fad Prc s 14,310 47 DRET ]
Short Tarm HP intanes 4400 ¥ .ET a
CEny Cradls Q0 0o
155 nid 14 BE Gl 32
Credilars dus over 1 Taar
Ling Tarm b Purchusss L TR E RIEEEE
Long Tarm HPF Indarest 5,00 253 (X R
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General Ledger Reports Chapter 16 - 8

Profit & Loss Account Capital component on the Balance Sheet.

The Profit & Loss Account provides the background The individual accounts which make up each summa-
detail behind the Profit (or Loss) figure which appears/iSed entry can be seen on a separate report — the
under the Capital section on the Balance Sheet. It wagubsidiary P &L

L8

first introduced inChapter 1 Choose Profit & Loss from the (General) Report menu
As with Balance Sheet, you use the building blocks ©f double click on its icon in the General Ledger Report
provided by Bottom Line —Accounts, Titles, Sum- ~ Window. Set th&xeport OptionsPage Setupptions

maries andTotals — to customise the way the report iihdiontsas described in Chapter 5 and print the report

presented. A typical Profit & Loss Account would as required.
normally comprise three sections where...

The first section —
often called the Rock Solid Limited
Trading Account
— summarises the Profit & Loss Account Dute - 30:8ep1967
total sales revenue
10T Pediod 0 Budgel 1908 Perlod 9
followed by the ThaBerss  Todma Aenst Mase  ThaPecs Toams
costs which can be
. . REVEMUES
directly attributed Fee 41050 4HOASIASE &S50 oo BETOE  HIEIH B
. Pl 2 Rlaitariain 100 B0 12,550 44 120 BT B
to the generation DHhar Incoma IMEIT A0S 20,300 74 109 60414 DRASARD
Of those Sa|eS. Ireersirrasani oo a8 5 2xr T 260 0 [k~ BE 71 ok ]
The excess Of Tatal hcama 7,188 08 20 45 0 52 T GR 100 52 80G 02 SO0 BT
revenue over direct o ooy noere
costs represents Wt s 10 Ba0d b T8, 191,18 123 G785 14 35341 66
. Dadremty Costs 40 48 26137 136 29 18 LalE i {1 L i)
the Gross Profit [irsct Exparaas 433798 3553531 30, 18 04 R ATTATE  FASANET
c . Ciract Labcor Coss WA M 200814 £ 300 68 112 STEOTTT NS A2
WhICh IS avallable Submonbadons 0 O B, 707 [ ol dTE AF o2 Lalle -]
to cover your e Carert S0 WALD  mANEE prod 000 Rwosd  qusean
additional business
eXpenseS The Diraci Cosfs 343 60 41 ) TE) A 32T 'R 102 &) 2 BT 20T 455 10
overheads are Groas Prefite 08T B4 185 Tro 6D 17500 40 LT IRE4AE 151 T
summarised in the EXPENSES
second part of the Precuctig o s EATGO  M0S0deE 4302 37 128 BETETE  MMIAZEs
Caabes & Marbabng Cosds 12194 1380265 30 0R BE odd B0 13 2 F20 B
report and are ATt O T TARROT  THOG P 83,250 03 083 453307 4044515
[ StmbdriParante Cimilh $0%1 B0 0435 7 B.56 40 108 BlE0)  BSMEE
dedUCtEd from the Fnance Ciids i B A04415 amoar g} JTg 13 1504 T2
Gr_OSS F;rtor::lt tg Total Overheads 11 5l 3T 134 Sid B4 154 507 T2 (¥ ] 1200 13 )|
arrive a e er-
ating PrOflt p Ciparating Prafil 5508 2T T P4 EGL g 145 430 13 Lt -
The third and final Tt AR Ry BASade 60 .60 AN 1250000
section summa- Profit alier Tax GO0 S0 22 FMET OB TT 105 (12086 8T  SBETETE
gse(j ar:jy taX and Astained Profil Tar Taar B, 700 4 frda Litd F4 K1 Frd 105 [ 12 0 6T} &0 5T T
Ividend payments
which need to be
deducted from the
Operating Profit.
This leaves you
with the retained
Profit which then
passes to the




g General Ledger Reports

-7% Report Options for Profit & Loss reports Bottom Line calculates the portion of
‘® Use ofReport Optiongs discussed in Chapter 5. These each budget that has been earned to de
& options are appropriate for the Profit & Loss report... and lists them to the right of the current

eriod figures. It then shows the actual
=3 Departments The use of Departments in reports is P g

_ figures as a ratio of the calculated budg
_-: described irChapter 2where you will amount to date. This facility is illustratec
= see how to create a Profit & Loss ac- in theexamnle

S count for a particular department. exampt i

Y To create a departmental report click theShow pence If you prefer t(_) present your Profit &

= All departments box to de-select it then Loss report with valu_es to the nearest -
- choos% the department from the pop-u pound then check this box to de-select |
| e aep pop-up This option may result in some rounding
ot menu to its right. errors in the totals.

':'} Show last  You can include the figures for the sameHeaded When you check this option the progran
'*_=" year's figuresperiod in the previous financial year.  paper assumes that you are using stationery
I':a The exampleillustrates this Option. with your company name a|ready sup-
= Show this  You may prefer to omit the current plied. It therefore does not print it.

@ period period's figures — to concentrate only Margins (TopWhen you use headed stationery you
et on the figures for the year to date. To d@nd Bottom) may want to adjust the top and bottom
_? this check this box to de-select it. margins in order to leave enough space
" Show Budgetlf you are using thénnual Budget for pre-printed information appearing at
'_3' facility described in Chapter 14 you can either the top or bottom of the page. Yo
."E include the cumulative budget figures may try out a test print on the required
gl included up to the end of the current paper before making final adjustments t

i) period. When you select this option, margins.

"'ﬂ Chapter 16 - 9
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Subsidiary Profit & Loss

The purpose of this report is to list the individual ac- _ ) _
counts that make up the summarised entries which N common with the main Profit & Loss Account, you
appear on the main Profit & Loss Account. In other &€ able to print the report with the standard header and

words, the Subsidiary Profit & Loss Account provides footer information. The standard header can be further

the background detail behind the main report. embellished by the inclusion of your business logo.

) ._Alternatively, you can print the report on your business
The actual contents of the report are laid out accord'n%tterhead ¥y P P y

to the pre-defined format, with the account descriptions _ ) ,
printed on the left followed by the balance amounts. FOF comparative purposes, you can include last year’s

. figures for the same period and, if appropriate, the
Choose Subsidiary Balance Sheet from the (General))udget amounts to date as shown in our example below
Report menu or double click on the Subsidiary P&L

: i the G | Ledaer R ind Set th You can also choose whether or not to include the
icon in the General Ledger Report window. Setthe 515006 amounts for the current period in addition to
Report OptionsPage Setupptions andontsas de-

; : ) _ the accumulated figures to date.
scribed in Chapter 5 and print the report as required. g

Report Options for Subsidiary Profit & Loss
report

Finally, if your accounts
structure includes depart-

Rock Solid Limited ments, you are able to
decide whether to show the
Subsidiary Profit & Loss Account bals 2587 | summarised accounts for

pP—— —— T all departments or for an

This Paricd T i A Fatia This Period mwase | individual department.
Feas
Sabes « Dapt 1 D00 50 P84 5D 200,004 78 1.0 18,548 35 1BG.E5050
Sabess - Dapt 2 BATEO0  17T0.E5 06 174,885 4T 057 1705300 SDABT TH
Sabes - Dapt 3 1IWAK0D 36600 a5 B 35 07 04T E117E0D
EOA1050  a0B510. A3 e 50 1] S00AT04  A0DIR4 0T
Aeuale of Malarials : .
Flogais - Dapd 1 L0 MM #.X02 4T Fo] MR AT
Flonaig - Dapd 3 LATE00 4158860 ciFITE 112 NEZ 8080
ACeADD  BASXE R 72,5051 120 TR BS1287

T N —
W

Establishment Cosle

Cgraciation - Fusfag 100 43 Flg 1 Ly ALY 4 &3 ] 1 u] s -
Pt 1828 00 L] S50a 3T 1.0 s 0 S 00
Flates 14O 1M1 65 IRAEE ] 1.1 800 Lo ]
M, Lighi & Porwsi B4 50 3404 b Lo 1.73 B00 Lo e
=T T Fa s 248 b i el TR O
Corairiti [ spaidaik 17 &T 0 W50 &r 1303 5 O
2501 A0 0425 47 8,503 40 1. i iy #5540 55

Finanoe Codild
Blank Crarges 243 T i) B 111 18 &5 AT
Loan inlerest & Charges 1= e LT ey 3000 LRt
HPF@ancs Laits il 21081 275 43 28T 02 L Pt 145313
Bl Dabis il o) il b LiLes) ey udd Qi
PiLoss on Asset Disposal = (e s Pt Qe el e QuDd
HE 3,748 45 338007 bl ITE A 1,84 72

Taxation

Corporation Tax 3,152 22 550 plen) Pl 12,500 00 12, 500 0
3,152 22 BS540 ol ULy 12,500 00 12,500 00

Paga 408 4




General Ledger Reports

-3 The General Ledger Transaction: Here, Bottom Line creates a synopsis o

& The General Ledger report provides a detailed listing of the transaction. T?etfrl]rstl p;rt of tE'S "
“= the un-cleared debits and credits that have been posted synopsis represents the ledger where

=3 to the General Ledger account and shows their effect on transac_tlon was entereq —the presix
.7® the account balances. means it was entered via the Sales

- Ledger;PL thePurchase Ledger; adds

“+= Choose General Ledger from the (General) Report used to identify a General Ledger Journ
*= menu or double click on the General Ledger icon in the entry. The prefix is followed by the

= General Ledger Report window. Set theport Op- internal transaction number assigned to
“= tions Page Setupptions andonts as described in

: s : each posting where appropriate. The
-= Chapter 5 and print the report as required. remainder of the synopsis describes the

w2 As illustratedoverleaf the report lists thBlumber and type of transaction — for example,

= Description of each General Ledger account together invoice, credit note, payment and so on
<= with its Balance Brought Forward amount (or starting followed by references which you en-
“i= balance). Initially this figure represents the opening tered with the transaction.

= balance for the account but once you haeared the  Debit or The last two columns shown the actual
~= transactionshe figure is the balance carried forward. Credit: amount debited or credited to the ac-

" The report continues with a list of transactions currently count.

_? associated with the account. Each transaction is re- Finally, the report observes the conven-
ww corded like this... tional book-keeping practice of ‘balanc-
;;' Date: The date entered on the transaction. ing’ the account. It does this by figuring

w Period: The accounting period in which the thedEn(;hn_g Bz_atlance_t(hor cu:jreg_ttli)allance)
g transaction took effect. and entering it as either a debit balance
jLi ] or a credit balance.

L Chapter 16 - ||
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General Ledger Reports

Report Options for General Ledger

Use ofReport Optiongs discussed in Chapter 5. The

following options are appropriate for the General

Ledger report...
Departments

The use of Departments for reporting is described in
Chapter zand there you will see that it is possible to

Chapter 16 - 12

Clearing Transactions

Bottom Line stores the details of each
transaction posted to the General Ledger
until you decide to remove them and carry forwarg
the account balances. This is donel®aring the
Transaction List

create a structure which allows you to create General
Ledger reports for a particular department.

In order to create a departmental report click the All
departments box to de-select it then choose the depart-

ment from the pop-up

menu to its right.

Show zero balance
accounts

Rock Solid Limited

General Ledger

Cala - JW0-GaptomT

General Ledger reports| == s fae | P Tramseenen - e
can become quite largg| "™ | Fren s RRe Err ateey e
SO you WOUId usua”y 1130 I uepanast Dalars [esught Fofwaid i L]
want to exclude those Ercing Batanca i
accounts which are 11200 | Mekce Yeltiches vyl At 1
inactive. If you un- — <1 - —
) . V1330 1 ma Chrpr scalaor Ilalarca [kought I'errarnd Sl N SE
check this option then M-E5epiBaT | & | J167 Sept Equipment Deqrecaton W7 2
. Wi-Eap 10T ] 1187 SepE Fanitue Depescalon b A
those accounts which ™ _r_‘__,rrr-"—-a,,ﬁ__h‘___ }-SapibaT | @ Jrﬂﬂmmwucm ag;m
have zero balances and ol L
no transactions will be
excluded from the — e - —
—..._‘__-_‘_-___._._-_._._._-—-— -
report. 20800 | VAT Acosut Blabaron Brought Foreaed W
PETR ] PLI0ES IFracd © 55853 i
B-Hap 1T ] PLIGHA Irescs DD Rk
O-Eap i} [ FL 1080 irraaas 3343 B ER ]
1p-FapTRaT ¥ SLER Daley bwvecs 16529
10-Sap 1087 ] S B00 Sl aieon 108 3
-Fap 1EaT ] SLE0T Sales bnwecn TP 6
Fo-Eapria¥ L] P10 et 1A u fur]
c-Fap paT ] PLADER Irvoscey Va1 200080 LR
H-Eaprear F PO It O3 1808 148
0-Fap 1EaT ] PLASA Irpvnscsy GEOCORS2 18
FO0-EapriE ¥ a P 108 I 194841 LT
e c-Eap 1T @ PLADS Iryscy 1A 0
“"1-...___.._.--""'""‘-._-_-‘-'"""--..._______ F0-Sap10Gr ] PLIOAT Coac Mcta 10765 i alai]
_‘-‘-'""-—-_.—-—'_'_'—._-_._.—._‘-H““"'-h_—-"""
............................................ —T e _—
Crpiraton Tas Blakanis Evoughl Foraed 10, T 08
M)-Fap 1eaT | LK) Ravmios Aug Tas R ]
M -Eap ey & BN i Prostan |- a=R
Ending Baisncn LA
TOTAL BRLANCE BFWD AERANES | AFAES
TOTAL TRARGACTIONS STRTE TN ST T
TOTAL EMOIMNG BALANCE S ART 40 | B AR 4D

Paga
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General Ledger Reports

Chapter 16 - 13

Transaction List Date: The date entered on each transaction.

The Transaction List is the General Ledger’s audit traif,¢10d: The accounting period in which the transac-

recording every posting made to the General Ledger 100 100K effect.

accounts — either indirectly via Sales or Purchase  Description:  The first line tells you the nature of the
Ledger or directly via the Journal facility. transaction and its reference number. For transactions

i ) emanating from the Sales Ledger or Purchase Ledger,
Choose Transaction List from the (General) Report e description is prefixed by the letters SL or PL

menu or double click on its icon in the General Ledgefespectively.
Report window. Set theeport OptionsPage Setup
options andontsas described in Chapter 5 and print
the report as required.

follows...

Each subsequent line then itemises the transaction as

Account: The number of the account to which each

Each transaction, listed in chronological order, is re-

. . posting was made.
corded in the following way...

Rock Solid Limited Dute - 30 SapiT
Transaction List
D Foagi a2 Dy garqisea doie by Dhesien el
BSap 1T B 5L Fedespd
Cissant Attxnsl 16100 L= ]
Bmles Lsdgs Confroi 1di00 B2 a8
LE= ke B 5L Rsguepd S0 ¢
Cimsa Aiasd 1810 106 ¥
Gales Ladgei Confrgl 149080 052 21
BB ET ] PL Paysain Jg 34
Cirsgnd TEY00 i gl
Furcinass Lecger Conipd ol ] &2 T}
BSap T B FL Paymant £ 35
G Aivnsd 1610 B050 (3
Furchass Ladgar okl BP0 BLOEN3 50
PSR 19ET B PL D Inwoion 150057
WAT daocairs A 1021
Eagsariairi - Chapd 1 [0 10 O
Furchass Ledger Conbod i} 122 %
B-Sap 1T B FLHE Invoicn SR 1310 1R
TadsotaTiiracabiing Rl B
W’Jl\—_i
30-Zap T # BL00 S (it
WAT Aeooound ] W T
Fraies - Dl Brkiny E 308 &0
Dhar Incorma - Dapl & LAl 4T B
Gades Laag Conaroi 14100 430
X FapiEET B o 167
Blansd syl Dy i ircdfuns
Danprmcanbne o Equiprmae! 71400 ERET
Bl Euiasl Duan{d et
Livisk (Mg acition TR0 T3 T
Saapd Furneiurg Deprenason
Dapracatir of Furrdin b bl 13 A3
Sawpl Furniburs Diapracaien
Lovis Db aisdie 110 lirdt)
Sapl Wabichs Dage ol
Coprascui® 0f Viaharies T LRl
Sy vakids Degrecaliion
Lo D e0uii0n 1130 148
) Fap ! FET W ol 1
Ietgarst 157 AF - JBRAT
High Infgrged Actosnd (] [Ty ]
Indgaarst 187 GT . FARGT
I=ta1 e Flacasvabia L2300 F6 as
ST RSA T LTS TR
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Debit or Credit: The
amount debited or
credited to each
account.

The total credit en-
tries and total debit
entries are shown at
the end of the report.
Since every debit
posted to the General
Ledger is always
accompanied by a
corresponding credit,
the two totals should,
of course, be equal...



General Ledger Reports

Clearing the Transaction List Before you clear [hiasl

As you enter more and more transactions, sothe transactions | General Rccount Details... %0
. ) ’ i Mew Account... BT
the Transaction List and the General Ledger YOu should print a
report grow and grow! To prevent these documents COPY Of the Trans g e oot Book...

assuming unwieldy proportions, you are able to action Listand @ | gnter Journal... #®J
remove the current transactions for every account and i@l Balance. Prior Period Journal...
carry forward the current account balances. You may also

Post from Sales Ledger

want to print a
The program only demands that you clear the Trans- copy of Fhe Gen-
actions at the end of your financial year. Since it .
o eral Ledger at this

forms a useful auditing document, you may only stage before the m
want to clear the Transaction List at certain times of transactions Edit Departments...
the year — for example, at the end of each period or disappear for good

each VAT quarter. It is for this reason that YOU '

decide the most suitable point in your accounting ~ ©ONce you have printed the reports choose Clear

Fost from Purchase Ledger.

Chapter 16 - 14



g General Ledger Reports
ir J Batched journals Hand picking Journals
~® The last chapter describes how you can prepare  You can select a specific journal like this...

“= Journals You will have noticed that you can print tho

R Aock Solid |
=3 documents immediately or click the Batch button to
«=3 gueue them for printing later. This facility enables yo [ - E % :!Tﬂl'
== to concentrate on preparing a batch of journals withoy P e [T, (T
i4 continually breaking off to print each one. TR
% Once these journals have been placed in the queue, i
== are able to preview and print the whole batch togethe Gevenal Ledgen . @ %
<= or you can access the queue and print individual doc Recosciiatin Repar it
/% ments as necessary.
-, Printing the whole batch Double click Journals from the Bottom Line desktop.
'fa » Choose Batched Journals from the (General) Repgii Journals Hi=
B menu or double click on their icon in the General E: ::; mm;:u;ﬂlm
L::" Ledger Report window. 166 3% Audit ﬁqju,_::m '
ég « If there are un-printed documents, the print preview | 1ea o - 253 /% =
- opens all of them as a continuous report. T Journal | PriecFeviod | Combo | 7

» Scroll through the complete batch if you need to These journals have already been printed.

w , ,
= check what will be printed. ) ) . o
otice that your recent journals are listed in this win-

o Journals that have alr(-?ady be_en p_nnted will be echuA;éOqN. To open a Journal double click its icon.
= from the batch. Each journal is printed on a separate

“ig Page.

Ll

Chapter 16 - |5
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General Ledger Reports Chapter 16 - 16

Preview and Print Batched Journals Alc No: The number of the account to which each

Set theReport OptionsPage Setupptions andontsas ~ 2MouNt was posted.

described in Chapter 5 and print the report as requiredccount:  The name of the account affected.

At the top of each page, details are printed which fu"yDebit or Credit: The amount debited or credited to
identify the journal. This information includes the ~ ©2¢h account

Journal Number; the subject, the period to be affectedcomment:  The description that you have assigned to

and the date entered on the transaction. each entry. For Prior Period journals, this entry is left
. o . . blank since the program automatically assigns a stand-
The header information is then followed by an itemiseg,y comment — Prior Period Adjustment Period xx —

breakdown of the actual transaction... so that this type of posting can be readily identified on
the Transaction List and General Ledger report.

Rock Solid Limited 1098 Pericd 1
Prior Period Journal No. 166 Jounal Cate 19.5ap-55
Subject: "85 Audil Adjustment
Aocour Ot Crisclt
0800 Petained Prodts £ 358 00
00  Comporation Tax Provision 5,258 00
5,358 00 5,358 00
\\ Rock Solid Limited 1098 Period 0
Joumal No. 167 Journal Dabe' 30-Sap-96
Subjeci: Sept Depreciation
AsGoU it Cradl  Comiman]
71400 Dspraciaton of Equiprmant @rear Sapl Eqiapradl Dapiaoiaion
TG0 Depracaton of Furrisis 108 52 Sagd Furnitura D piaciason
1300 Cepracation of Vehioes 518 48 Sepl Vahichs Degraciaton
11300 Less Deprecation 185325 Lews Sepl Depraciation
1,600 25 1,883 25
\ Rock Solid Limited 1996 Perlod §
Joumal Mo. 168 Journal Date: 30-Sep-58
Subject: Interest 15/7/66 - 28/9/06
Aocount Caiaf Credl  Cosmmagn
VEE00 High Interas ooount 35 88 Il piclived 150706 « 2008/80
52200 Inderest Anceivabie 6683  Imlerest received 157/96 - 2EVEE

6 84 Lo




General Ledger Reports

Clearing Batched Journals » Choose Delete Item from the Edit menu.
Bottom Line does not remove journals If you are in the process of deleting one or more
automatically. This means that they will journals which have not yet been printed you will $ec

simply increase in number unless you take action to this warning...
cull them from time to time.

Ir

To remove one or more journals... 0 some of the journals have not been
» Open the journal window as descritzzbve printed.

_ _ Are you sure gou want to delete hem?
 Select the one or more journals to be deleted like

this: [ Delete AN | [Cancel | | Printed only |

L=

«Click an individual journal to select it, to select
additional journals hold down the Shift key while you

click them. Click Delete All to ignore the warning
Click Printed Only to retain un-printed journals
ZE Journals [ . .
B 164 Septarber Paprel —| We recommend that you keep printed copies of
&8 165 Hire Furchase Paymeng | journals for auditing purposes but you are able to
et Sﬁf‘;ﬂ:‘fjﬁ;”“ delete un-printed journals.
168 Interest 055796 - 234/9./96 [
Journal | Prior Peried | CashBook |0 ==

To select all the journals choose Select All from the
Edit menu.

Chapter 16 - |7
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General Ledger Reports Chapter 16 - 18
List of Accounts Description:  The name that you have given the item.
This report lists all the items — Accounts, Titles, A/C Type: The purpose of the item.

Summaries and Totals — which make up your accourfismmary Range: For each Summary account, the
structure. It also shows how those items have been Program prints the number of the last account to be
incorporated into the structure to provide the format fdpcluded in the summary’s range.

your Balance Sheet and Profit & Loss account. Balance Type: This specifies whether the item nor-

Choose List of accounts from the (General) Report mally has a debit balance or credit balance.

menu or double click on its icon in the General LedgePosition: This refers to the reporting position that has
Report window. Set th@eport OptionsPage Setup ~ Peen assigned to the item.

options andontsas described in Chapter 5 and print Department:  This column displays department labels.
the report as re-

quired. Rock Solid Limited Dt 2050057

Each item is listed in Accounts Listing

numeric order ac- AKC cose Dascrgtion ACTpe  Pange Balance ype  Boslion  Deparimed!

cording to its ac- IP— — -

count number oA/C

Code The remain- 1000 FIXED ASBETS Tita Lt

: : 0800 Tarngbin hibets Summany 11488 Counboit Canine

ing details are as 11060 Fumiture & Fitegs A Dot Leh

follows... 11100 Erapmant At kit Lah
11200 st Vishichas Acesun Dokt L
11300 Lt apraciation Aceiin Dokt L
11500 Invnsimanis Summary 12400 Dokt Caniing
1600 ki ] Aociin Dkt Lafi
12500 TOTAL ANED ASSETS Tetal - 2 Dot Fgh
13O0 CURRENT ASSETS Titha Lafi
13100 Slocks Summary  1XEEE Gkt Laf
13400 Stoacks - Raw Matsrials Accoun kit Laf
13500 Wiork in Progiass Aoooauni Cukbit Lafl
14000 Datdors dus in Faar | Summary 14589 Dkt Lt
14100 Salas Ladger Sontrol Aceount Gkt LM
14200 Csblos Suspenss Accoun! Apcount Dbt Lan
14305 SEA Liodn Apdtun Gkt Laf
1200 Other Deblors A Cubt Lafl
14560 Prapayments & Acsiued ing Accsunt Dot L
loree] Gt Summary 1R Counkent iLafl
L3l Curan] Ascdunl Acesinl Dot L
18200 gy Irbind i Acsunt Aceiin Dokt L
B0 Painy Cash Ao Coaeet Laft

W
T Finarsan Catss STy TE Conkoet Lafl
] Bark Changpia Apiin Dot Lafi
) ] Logn imefedl & Chergos Apgginn Lokt Lol
TR0 HPFARNOE Laicis bieragl Apeiin Dkt Lafi
] Basd Duls Apsoin Lkt Lafi
TEOO FiLoas on Assed Disposal Apoiin Dbt Lafi
B0 Total Cranibads Tatal - 1 Dot Caniie
gl Ciparating Praty Tenal - PEL Crindn Figh
B0 TarSon UMy & Dokt gk
4100 Corpiraticon Tax Apsgind Lokt Fight
ASECD Prfit pfer T Tital - PEL Croddt Fight
L] Rataingd Frodi for Yaar Tial - PEL Croddt Fight
Page: 4ol 4
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General Ledger Reports

Account History

The Account History report provides an historical review of your business finances and, as such, plays a vital |

in enabling you to extrapolate future trends and prepare cash flow forecasts.
The report includes a periodic breakdown of the General Ledger account balances.

Choose Account History from the (General) Report menu or double click on its icon in the General Ledger Re

Chapter 16 - 19

window. Set thékeport OptionsPage Setupptions andontsas described in Chapter 5 and print the report as

required.

When you first select an Account History, the program is pre-set to minimise the size of the report by displayin
only the balances of Summary accounts and individual but un-summarised accounts for the current financial y

However, you can modify the information available from the Report Options panel...

Rock Solid Limited

Dala  30-Sep 19T

e

Bank Charges 00 w00 148 41 V00
Licaani Indsrast B Choaages. 2000 Qe LRl I
HPFinarcs Laasn inlergs o V60 B 60 164 G
] s 1Rl e a6 (e

Pl ces. on At Dispasanl ong el LRl 000
Tikal Dt hdads E.‘-‘at{l'-' !I-I-H{E A1 X B0 B 3
EM!"-JF‘I‘-J-I‘-I: Ii[l!dﬂ!i- 87313 LB 117 564 1,575 B
Timemlis Q03 1%} [ifial i)
Carpats wtites Thin 18 a} %50} [l il ]
Papi afer Taw 15 Hi- &-‘-‘H 13 lﬁlﬁ' G 1,5 B2
Fastainad Profl Ror Yaan EOSEE) BTN IRNITH  15NER

Tl

1#ig- 10T 1
Rociownl ] ) ] & 1|| Hl [ L] 10 11 12
ASSETS
FINED ASSETS
Targptia Afdats €147 02 53 Ao BT E5 34T 55 . T T A 58 T8a M il [iTa 1] i1}
Furesture & Frega 185 ™ 1,800 T 1,85 T 1,850 T &4 i 11 4 G 11 il [iTa ] il
Egispe=ant X34 7T 34,010 80 370 & AT H TASEE 20 TASIE 30 i1 [T ] i1
Wi lee VPt E1,4042 00 51,842 50 51,842 50 51,842 20 51,442 00 51,442 00 ila i} [iTa ] i1}
el Do eacnilocem B BT AT T AT S R0E TR (RAO08 Oy il [iTa 5] il
Ll il i L] Dl 7.5 24183 T4 38 42347 34 425 47 i1 i L= [T
St i1 i) i 2759800 24183 78 A3 4% 47 38 405 47 ila i i1 ] 114 i}
TOTAL RXED ASEETS 53007 02 5B BT B2 B2 T B, 182 &7 108 Culs 03 104 355 TR 0o oy [l
CURRENT ASSETS
Bicasiy i) [lel el e) &8k 0 AMETT 24058 7T 0 i L] Qe
Bk - Pk Mlaberuis i1 i) il [l 8] 1,895 100 18,381 77 10,881 77 ila i il ] 114 i
Wicedi in Progeess Ol Gl el ) & T M 4251 0D 4 185 0D 0 [Tl ] i1
Cwbiors dus n Ve 1 1,950 84 0, 338 34 B, 002 89,881 74 152 528 81 1708 14 0 i ] Qe
Balss Lasiger Comirl B4 500 84 5, 338 34 T o Bl G T4 14T 528 A1 188 718 14 11s i i ] 114 e
Dhebiors Burspenss Aooount Ol Gl o1 ) il =i =] 1= [T ] i1
Etar® Lown i) Lled L) elie} =i (iR ] L= il ] Qi
Divese Dopinires Ol [l el [eli 8] o 02 il ] 11s i il ] i1k
Ol <1 e} =i =]

. A =] 1l 1 ]

oo =] L) 1] ]

210 [ [l ] (el

=) =] 1l 1 ]

oo =] oo 1] ]

11,588 37 1l 1] [l 1L x]

7870 74 1= v 1l ] [ ]

54 0 A8 33 [ila 1] i i} i1 +]
54 0 A.062 3N [il= ] T il
{1640 154 11007 6 = 1] il 1]
J"‘ 119640 5} 11007 @ = 1] 1 G [t
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& Show last  Check this option to show the account

<&, year’s figuresbalances from the previous financial yearaccumu-
- as well. lated

= Show Detail You can display the balances for every

General Ledger account in your structure

by checking this box. * Monthly

~= Show Pence If you leave this box unchecked then the

k)

o numbers will exclude the pennies. You
i) may also notice some rounding errors in
o the totals.

A
L)

L

General Ledger Reports

__-! Report Options for Account History report Totalling

‘& Departments The use of Departments for reporting is In addition to modifying the amount of information
5 described irChapter Zand there you will included in the report, you can present the actual ac-
&L ] see that it is possible to create a structumunt balances one of three ways...

il W_h'Ch allows you to create an Account . Normal This option presents the periodic

= - History report for a particular depart- amounts in the same way as they are
S ment. stored in the actual accounts, namely...
= In order to create a departmental report For Balance Sheet accounts. each

e click the All departments box to de-select amount is shown as the cumulative tota
L, it then choose the department from the ,

ey pOP-UP menu to its right. Whereas, for Profit & Loss accounts,

each amount represents the periodic
total.

Using this the amounts for Profit & Loss
accounts are also shown as cumulative
figures as well as the Balance Sheet
accounts.

If you want to see the periodic variation
throughout your accounts, choose this
option to show both the Balance Sheet
and Profit & Loss figures as period
amounts.

Chapter 16 - 20



General Ledger Reports

Keeping your bearings Recycling all this information

The Account History report can cover a The Account History report includes a lo

very large area. In order to keep track of of information which you may want to us
“3 | where you are, don't forget that you can use the | | elsewhere — particularly in a spreadsheet. Turn
=2 | horizontal split badescribed in Chapter 5 to freezel | the section omxporting informatiorin Chapter 19.
= | the calendar across the top of the report as you s¢rd|l
vertically. You can also freeze the descriptions onfthe
& | left of the report as you scroll from left to right by
using thevertical split bar

VUi

leeddi

C

L

Chapter 16 - 21



& The purpose of the Trial Balance is to extract the bal-

=™ |ist them in two columns —Debit andCredit.

2 As you will recall from previous chapters, Bottom Line
=2 uses double entry accounting to ensure that every
*5 transaction posted to the General Ledger has two eq
= but opposite sides — a debit entry and a correspondi
== credit entry. Consequently the total debit entries sho
+= on the Trial Balance must always equal the total cred
1% entries.

= This report performs two important functions...
=
e Balance Sheet and Profit & Loss Account.

It allows you to rapidly check and prove that the
accounts do, in fact, balance.

What the Trial Balance does not prove, however, is th
i You have entered all relevant transactions or posted
- those transactions to the correct accounts! To verify
this, you need to turn to the General Ledger report
‘“ described a few pages back. These two reports are
¥ designed to work hand in hand — the General Ledge

"|

“2 ances from every General Ledger posting account an

i 2) . .
It summarises the balance amounts reported on they, 5 ancing transactions from the Sales or Purchasé

General Ledger Reports

rised account of the effect of those transactions on
account balances.

-f! Trial Balance each account and the Trial Balance providing a sumn

th

Choose Trial Balance from the (General) Report mer
or double click on its icon in the General Ledger Rep«

window. Set théreport OptionsPage Setupptions

li;(,j[l]dfonts as described in Chapter 5 and print the repo
ﬁl& shown on theext page.

\ 5

1 Unbalanced accounts
Bottom Line goes to great lengths to ensu
that you always post transactions to the

General Ledger which balance. It does this either

Ledger for you — or by insisting that you manually
balance all Journals posted directly into the Gene
Ledger.

ah fact, your only opportunity to unbalance the ac-
counts occurs when editing the opening balances
during the initial setting up period. Even then, Bof
tom Line steadfastly refuses to close the initial pet
until you have manually balanced the accounts an
[ printed a Trial Balance to prove it.

providing a detailed listing of the individual postings t(

r

e

b

174

al

o]
d

=4

Chapter 16 - 22
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General Ledger Reports

Example of Trial Balance

Chapter 16 - 23

Rock Solid Limited Date - 30-S0p- 1997
Trial Balance 1997 Period 9

Mpcount Code | Description Dby Cred)
1100 Furniture & Fimngs 4,544,711
1110 Equipmani 755820
11208 Walar Viahiches 51,482 00
11304 L Despristiation S8 000 00
11600 Shares 34,420 47
13400 Stacks - Aaw Matériaks 16,861 77
13500 Vil in Progrsss 4,185 00
1410 Sales Ledgar Conlrol 161,617 24
14200 Dablois Suspansd AsOoun] 000
14300 SLal Loan 000
14480 Oiier Dabiors 0000
14500 Praguriants & Acciiied ine 000
16100 Curman Aocoun 6, 200 60
G200 High Inlares] Account 1517473
16800 Petty Cash 21482
20600 Puichass Laciger Contiol AT 624 B0
20600 Credtons Susparse Account 00
20700 Aciuials & Provisaons 00
2080 VAT Account 25151 87
2000 Corporaiion Tax Prosigion 25,848 156
21000 Uripaid Salary 474173
21100 Inssorme Tax /Ml 100838 13 L=

N \/\_/\_____________,.—"

TE10D Dapraciaion - Furnfurg 68811
TEA) Rl 6,329 60
THRA) Batés 1,241 B5
TBRS) Haal, Light & Fowe Fhd Ol
TG0 Cleaning F45 00
THRFD Domieslic Expansan [
TE200 Bank Chargas T2
THA) Lonn Inlerest & Charges e
THa) HR Findnde Laada [nheraat 237543
THG Bad Dwbds 0000
T PiLoss on Aseed Dispoan 0000
84100 Corpralian Th 8,558 94
TOTALS 85,885 20 B95 885 40

Page: 2ol 2




g General Ledger Reports
¥r J VAT Account Detailed VAT Accounts

-® The VAT Account report is designed to provide a The Normal report provides the summary figures rel

“3 monthly summary and breakdown of the VAT amountsing to VAT for the selected months. You can also pre
=3 charged on your purchases and sales. It serves as arPare a fully detailed report of every transaction whicl
<% important audit document when accounting for VAT. ~makes up the figures in the summary.

“= Choose VAT Account from the (General) Report menuCreate the detailed report like this:

== or double click on its icon in the General Ledger RepoktOpen the VAT Account report in the usual way.

Eﬂ* window. You will see this dialogue allowing youto | the Report Options panel click Show Detail to
‘= select the month(s) to include in the report...

- select the option and click OK.
-
m, AT Account Eﬂ m
=
g
=]
=
=
= Use the pop-up menu to select the last month to be

o included on the report.

T Set theReport OptionsPage Setupptions andontsas
& described in Chapter 5 to produce the report as shown

“o¢ ON thenext page

A detailed report is illustrated on thext page but one

The detailed report information is exported automati-
cally to a text file each time you clear a VAT quarter.
This is explained in the section headed! of aVAT
Periodin Chapter 18.

Print Jul 1997 to | Sep 1997 w |

Chapter 16 - 24
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General Ledger Reports Chapter 16 - 25
Layout of the VAT Account tomers — on the right hand side of the report. This
The contents of the VAT Account are laid out like panel also shows the difference between the total outpu

this. .. tax and input tax as being the amount owing to Cus-

. . . toms & Excise.
The left side of the report summarises the input tax —

or the VAT amounts that you have been charged by
your suppliers. The first set of figures show, for each
month selected for inclusion in the report, the VAT
amounts charged on your business acquisitions and Adjustments for earlier months
their total value. These monthly figures exclude the If there have been any Inputs (or Output
VAT amount charged on purchases from other EC omitted from a reviou)s/ uparter Bottorr:1
member states which are shown separately (as VAT due. . napre q !

: " : . Line includes them in the first month of the curren
and deductible on acquisitions). The final figure shows . . :
the total VAT amount charged on all your business quarter. Notice that errors or omissions relating tc

. ) : previous quarters which exceed a certain value mpst
acquisitions (including purchases from other EC memi o :
ber states). be notified to Customs & Excise and there are proce-

dures for dealing with them. At the time of writing
The same format is then used to detail your output tax this manual, that value is £2000.

— or the VAT amounts that you charged to your cus-

12}
N—r

Rock Solid Limited

The Leng Barn, 15 Merlin Lane, Lockingien, BA12 4JL
Telephone : OX¥0 83434
Fax Ne. ¢ 0230 EEI4A4 VAT REG MO 673 2650 55

These are the actual vat inputs and outputs
recorded for each month of the quarter.

VAT Account
Period fram 1-Jal-88 1o 30-Sep-98
VAT deductible = Input tax VAT payable = Dutput tax
WAT Chur esd on purchinhes E Vlfmdn Saes E
iy 2857 04 July W67 a2
Aligiis 1,552 23 Higgie W A8 47
Saphembar —_ 205.5% Sapharnil — 0081 12
4 744 BA a4
WAT deductits on VAT due on
BOgusEonsg — 23843 e Tl b #3843
Tolal lax deductible & T8 86 Tolal tax payable 30,454 B2
Less total tax deduclible a4, 744 B
Payable te Custome & Excles 25, T0% o8

These figures relate to EC acquisi-
tions.
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General Ledger Reports

Detailed VAT Report
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Chapter 16 - 26

Rock Solid Ltd
Purchase VAT Transactions List for Aug 1997
eyl VAT
Dt Tian Pt Puatgiaricon Dol Amgerd G Aduas Amgard QL Adde Lot
18- Avg- 1T 13-Auig- 1907 3T Prinbnglelalongy 10 G TR00 16 gl i u] 28
V- Augg- VT 13- Aug- 1947 MR Equipmaent Manierancs ATED O LIk ] a4 Fal it ] 380 23
15 Mgy VT 13- hug- 1997 X8 Corsiftancy Fess 500 0 THUD BT 50 20800 54T 50
20- AL 1T 18- Auig- 19657 HE0  PrrbngAEoney &0 03 THA00 CE ol e 57 &
20 A vie? 18- Aug- 156 T MR Dwdrenty Coghs LTy k] 1.4 D L]
20 VT 2 S @aT M50 Equipmani Ranisl Wi O TUBID 34 B3 rat ] 22813
PR-AUQ-TERT 13- Aug-199T 051 Bank Chages 21.25 TP 000 0B HS
f-Auge vt FR-hugaT W2 Omcn Expandas ¥ 00 TR & T3 H0D T
ZT =ML VT T Aug- 1987 Oweechaiga Wiz Dr [} ] TR0 o0g rat e ] 0%
£ AL TIET 0 Kug- 1997 0531 Frinbngistaboney 11,70 7500 205 2000 137
ST M-Aug 1T W Twsddme M TR0 Lo gl ] T
B-Sepe 180T 0 A 1997 XL Dorrastic Evpersss 15 80 TETOD Q.00 20800 1510
B-Eap- 15GT T AUg-19aT M55  Posisge 1708 TH5I0 0 0g 2060 17 0
-Seap- 1007 H-Aug- 19T W Wehioe Codhh &0 A1 T i B 47T
B-Sep- 00T W Aug 150T W Travel Cows G A el Qong il ot ] B3
B0 15GT 3 Aug 1997 M58  Adpusimanis for VAT Code 1 [l o = 11 20800 J.1
Tolaig LIE 1314 48 T
Dale  B-Sap- 197
Display this report as describedo pages back .
T
This report is divided up into sections which sum the
. . ki VAT Cowds  Fat VAT Ratuin - EC
Sales and Purchase transactions subject to VAT for each
Lk 15 1 175 Yos Mo
month TS0 0 A1 25 : 1750 Wirs L]
H H H H H H H 50D 00 BT 50 1750 Yo Ma
The |n.format|on laid outin this report is des[gned . e e 1 s Yer b
especially for accounting or Customs & Excise audits. 800 140 1 W80 Yes Mo
. . . TES O 3413 1 17 50 Vs e
It contains every transaction or adjustment that has 2128 oo 0 0@ ves Mo
been made to the books which goes to make up the au P S S
totals in the VAT Return. 1.7 205 1 TS Ve Ne
ol L A=ra 1 1780 Yos Mar
. 15 10 0 o 000 A ] 40
The columns are as follows: s soe o fen vee e
Date: The date when the transaction or adjustment P e T S
was made. 0 7.1 i 17 50 Vi Mo

Tax Point: The date when the tax was due or payable.

Reference: The Invoice Number or other reference
given to the transaction.

Detail: A description of the transaction or adjustment.

NET & VAT. The next four columns make up the NET
figures and VAT figures for each transaction. The
General Ledger Account number is shown against
each set of figures - to provide a trail to where the
values ended up.

Gross: This is the gross figure for each transaction.

Return: Usually the figures which are included in the
VAT Return are the same as the above NET and VAT
values. However, if you are taking advantage of the

1315 &3

VAT Cash Accounting option then these columns show
the NET and VAT figures that end up in the VAT Return
(once payments are made).

Code: This is the code used to identify the VAT rate.
Rate: The actual rate applied to sales or purchases.

VAT Return: This simple Yes or No indicates whether
or not the entry has been included in the VAT return.

EC: This simple Yes or No indicates whether or not
the entry has been included in the EC Sales List.



g General Ledger Reports
2z J VAT Return

& This report, as its name suggests, provides the infornfahoose VAT Return from the (General) Report menu
“® tion you will require when completing your VAT Re-  double click on its icon in the General Ledger Report
=3 turns. window. You will see this dialogue allowing you to
- select the month(s) that you want included in the re-
= Playing safe... port...

S Before completing a VAT Return, you

should check the accuracy of the recorq e(u UAT Return Eﬂ 2

VAT Amounts. You can do this if you have

reconciled th&/AT accountas described in Chapter Print Jul 1997 to | Sep 1997 w |
17 and by checking theetailedVAT Reporton the

| Cancel |

previous page.
- Use the pop-up menu to select the last month to be
included on the report.

Set theReport OptionsPage Setupptions andonts as
Clearing VAT amounts described in Chapter 5 and preview the report...
Immediately you have prepared a final VAT
Return you should clear that quarter’s

figures from the accounts. It is important that this|is

done before more transactions are added to the ligt.

Turn to the section headé&chd of aVAT Periodin
Chapter 18.

DOBBUY
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Report Options for aVAT Return
Pre-Printed Form

You have the option of printing the details directly ont¢

the pre-printed forms provided by Customs & EXxcise.
Alternatively, you can print the information on plain
paper (as illustrated by our example) then manually
copy the details onto the official form.

Printer Alignment

Printers alignment can differ according
the type of printer you are using. The usge
of pre-printed VAT returns has been tested for use
with Apple LaserWriter printers. Before using youy
one and only VAT Return in the printer check the
alignment first with plain paper and match that up
with the final form.

Responsibility for correct amounts

Bottom Line enters the values in the
above VAT Return according to the infor
mation that you have supplied\WT Details VAT
Amounts Customer Recorg$Supplier Recordand
of courseSales invoiceandPurchase invoices

It is your responsibility to ensure the accuracy of
that information and the correct interpretation of VAT
regulations and special circumstances. The program
is able to prepare reports and reconciliations of the
figures but Customs and Excise will not accept a
misunderstanding between you and your software
an excuse for an incorrect VAT Return.

174

as

Rock Solid Limited

VAT Return
Details for your VAT Return: Jul 1997 - Sep 1997

30-Sap- 1997

| WAT dipd in TS perkod on s=ales and ol oulpuls

30216141 )

VAT i in Biis pericd on scguisitions flem oiher
| BC Member Sistes

238143

| Talel VAT due (The sum of boxes 1 amd 2]

304541 84)

4744188 i

)

| VAT raclaimid i thig a3 an chikos ard gifas inputs
I':m:lurl:lln |='|.:'r=ﬂr?‘m g} Eg_l e

2570998

Tolal value of sakes and &l offssr oulputs excluding
ang VAT Inglude wour Box @8 Tigure

174403100 i)

Tatal vakie of purchases &0d all olFed INElE axcluding
any WAT Inelude your box 9 Tigure

54307100 i)

Tolal value of &l llﬁllﬂ of
daduding any VAT %o othar EC Member Slates

and relsed services,

1362100 i)

Teal walui Hillﬂﬁuhllﬁlﬂ Gf
ciindin WAT ol EC Member Sisles

and relalod sarviGes. N

oo

Please Note:
i) These valuss are derived salaly from the Sales Ledker,

the relevant values,

i1} These values are derived solely from the Purchase Ledper,

If you have entered any 5ales or Purchase transactions drectly into the General L
a5 Journals or Prior Period Journal s then vou should mod Fy the above returns Lo nel ude
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2z J EC Sales List

~® The EC Sales List is required by Customs & Excise to itemise sales of goods to other EC countries.

_‘5 Choose VAT EC Sales List from the (General) Report menu or double click on its icon in the General Ledg
"‘_3 Report window. This dialogue allows you to select the month(s) that you want included in the report...

M
_J
=%

S
= .
~a, || URT EC Sales List 2]

- Select the last month in the period covered by this
report.

Print Jul 1997 to | Sep 1997 |
= Branch Identifier 000

Calendar Quarter |5 Year (19097

B |[Cancel | || K !l
== Actual Quarters

et The quarter entered here is the actual qua
R of the year and has no relation to your bug

1¢

—

== Enter the branch Identifier as Enter the quarter and , .
-3 shown on your EC Sales year which is appli- ness’accounting year.
— feturn. cable for this return.

-

L Set theReport OptionsPage Setupptions andontsas
; described in Chapter 5 and preview the report...

lﬂ Chapter 16 - 29
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Report Options for aVAT EC Sales List
Pre-Printed Form

You have the option of printing the details directly ont
the pre-printed forms provided by Customs & EXxcise.

Alternatively, you can print the information on plain
paper (as illustrated by our example) then manually
copy the details onto the official form.

Printer Alignment

As with VAT Returns it is important to teg
printer alignment before printing directly
onto the official returns.
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Clearing EC sales figures

Immediately you have prepared an EC
Sales List return you should clear that

(@]

that this is done before more transactions are add
to the list.

Turn to the section headédearing avAT Periodin
Chapter 18.

guarter’s figures from the accounts. It is important

ed

next chapter =

Value Added Tax
EC Sales List

For the periad
01 07 97 to 30 09 47

Rock Sodkd Limited
The Long Bam

15 Medlin Lane
Lackinglon BATZ 6L

Branchimbadiarny
VAT Registralion Numbar kb iy
GB|6,7,3|2,6,3,2|9,5/| [0,0
Lanlirilar
Chuar
9 7|3
For
Qificial
Use
DOR
anly

Eguwm;f Customer's VAT Registration Number Total value :l supplies o
' FIH.IIEI:'SISIEIEIEI'IIIBIE'IEI 1 1 1 | 1 I | 1 IEI'IIIE DID
2 IIT III'QIEIEI?IAI'IIgIEIE'I:BI 1 | 1 | 1 I | | IEIId'I?I I:::II':::I
3D|E2|E|?|1|B|3|E|E|E| | | 1 | | | | L | | Iﬁll::]l':I I:II':I
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