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Overview of General Ledger:

Main Admin
Financial Set Ups
Security

Custom Queries

Financial Admin Config

= = <= BACK

This is the Menu for Administration.

1. Main Administration — This menu contains optidmssetting up customers, vendor, items, etc.

2. Financial Set Ups — This is the Main Menu of Ops$ that are used for the financial setups.

3. Security — This is where you set up Securityfife®o

4. Administration Configuration - this is whereuyset up the links to the Information Portal and
Data Imports.

The Financial side of Finportal (Accounts ReceieaBlccounts Payable and General Ledger) can
handle multiple companies. The Distribution siééaalts to Company 1, but we will be changing that

as quickly as we can.
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Financial Setups

Define Currencies — Create and Update Currencies

Enter a code and description. Press Create Cyrteraefine the Code.

Display Currencies

. -
( (-\ ) Currency Code __ | Currency Descriptrnn:

DL Dallar
LB Pounds

Create Currency

Update the Currencies if you want to change the @rdiescription or delete the code.

In the Company Table you define a default curresaxye for each company.
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Define Currencies — Create and Update Currency Rate

This is where you define the conversion rates betwirrencies and the base currency for a company.

Create and Update GL Accounts

This is where you create your GL accounts (chadogbunts). Select the correct options: Account
Category, normal balance and enter the account euaridl description. Press Create Account to
create the account.

To update GL accounts, enter your selection catand press Search. If you are searching by
description, only enter a few characters, for exampv for any account with inventory in the
description.
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The accounts that match your criteria will be dagpeld. Click on the account code to get to theildeta

You can change anything except the company theuat@® linked to. You can delete the account if
there are no transactions linked to that GL accolfntou make an account inactive you can not post
transactions to that accounts.
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Create and Update Bank Accounts

This option is used to define Bank Accounts andd@ards.
To create Banks /CC accounts:

Need to be linked to a company

Need a currency code.

Assign the Bank a number.

Enter the bank Name

Enter or select a GL Number, this is used whanrgaeive payments or payment vendor
invoices.

The system takes the last check # used +1 arghaghat to the next check being printed.
The beginning balance is used when you use thie fegonciliation.

ogkrwbR

No

The other fields are optional. We will be usingrthin the future to allow you to use blank chedckt
for printing your checks.

When you update Bank/Credit Card accounts theviiktlisplay. Click on the bank number to display
the detail.
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You can update the information and delete the agabyou have not linked transaction to it.

Default GL Accounts

This is where you define the Default Company GL&was. Click on the Company to update the
information.
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These accounts are used as the default accoutdan, Purchasing, Accounts Receivable and
Accounts Payable.

If you don't enter an account, the financial tratisa will be in the Unpost Transactions in Review
Journal Entries.
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Create and Update Sales/Purchasing GL Account

This is where you define the GL Accounts that aedun Purchasing and Sales. The Sales/Purchasing
Code will be linked to Catalogs. Items are linkedCiatalogs.

Only Use the top section (Domestic GL #).

Update will display a list of Sales/Purchasing Giiups that are defined. Click on the GL Code to
update the information.
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Create and Update Companies

This is where you create a company.

Update Companies displays all the defined compar@isk on the Company # to drill down to the
detail.
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This is where you define the current period thatsied in financial transactions. We have tested th
financials extensively with a fiscal year thathe same as a calendar year. We will next be testith
a fiscal year that is not the same as the caleyetar
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Create and Update Charge Definitions

There is a full description of the Charge Defimisan the Purchasing and Receiving and the Sakés an
Contracts manuals.

Main Administration Menu

Create and Update Customers

This is where you create customers. At the bottommcan add additional Ship To addresses.
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These are the selection criteria for Update Custome

If more than 1 customer match the criteria, you get a list of customers. Click on the customer
number to get to the detalil.

You can update the customer, add more ship to asieseand delete the customer if it has not been
used. Also you can make the customer inactivé cani not be used.
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Create and Update Vendors

This is where where you create vendors. At théobofou can add additional payees. This allows
you to print a check to a payee.

These are the selection criteria for Update Vendor.

If more than 1 vendor match the criteria, you wét a list of vendors. Click on the vendor numtboer
get to the detail.
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You can update the vendir, add more payee addremseslelete the vendor if it has not been used.
Also you can make the Vendor inactive so it canb®otised.

Create and Update System User

This is where you create system users. We widding security profiles to the System User next.

FP_UserManual _AdministrationSetup.doc Page 16



You can select the users to update.

Click on the user to get to the detail. This isewhyou go to change the admin user password.

Update the information, make the user inactiveedetd the user.
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Create and Update Catalogs

Items are grouped into Catalogs. So start by tefinatalogs. Press Create to add a new Catalog.

The Catalog is where you define the links to the&sal Ledger that are used when you buy and sell
products. GL code is the Sales/Purchasing CodéseoAdministration/Financial Setups menu.

Create and Update Catalog Subtypes

Catalog Subtypes are used for subtotaling in IngriReports and the Information Portal.

Create a sub account and select the color forubsal on the inventory valuation report.
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Update Catalog Subtypes displays the list, selatalGg Subtype.

Update the Catalog Subtype.

Create and Update Items

Select the Catalog. Remember this controls theeahedger accounts used in Purchasing and Sales.

Once you create an Item you can change everyehogpt the Product #. Stocking Item controls
whether we track on hand inventory.

Reprice and Positive amounts are not really uséueanoment.
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Select the item or group of items to update.

Here is the list of items matching the select aate Click on the Item # to drill down to the digta

Update the information. An item can be deletatlhfis not been linked.
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Create and Update Country

Create a Country.

You can change or delete the Country.

Create and Update States

To create a state, select the country and thenhadstate.

Select the country, then update or delete the.state
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Create and Update Buyer

Enter the buyer name

Change or delete the buyers.

Create and Update Salesmen

Create a Salesman. The Vendor is optional andgead tor paying commissions to salesmen.

You can update the salesmen.
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Create and Update Unit of Measure

Create the Unit of Measure.

Update displays a list of Units of Measure. Clickthe Unit of Measure to get to the detail.

Change or delete the Unit of Measure.
Security Profiles

Manage Profiles

You can create new Security Profiles and Updatstieg profiles.
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To update or create a security profile, selecth&lmenu options that will be authorized to thaffife.
Security Profile logic will be included in the nexelease. With Security Profiles, menu optiong wil
only display if the user is authorized to that meption.

Manage Application Groups

Leave the Application Groups for future use.
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Configuration

Installation Options

These are the basic settings that are used in ebthe overall application options. This is whgoa
define the Information Portal address.

You can add a google account if you want to trasdge of the Finportal in your organization.
Import Data Options.

This is where we will be adding the data importam.
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Setups for Initial Finportal Startup

These are the steps to follow for setting up yaoa#cial Portal.

Financial Setups

Step 1 Update the Company Information

Administration/Financial setups — Change the défaaripany to your information — Page 11
Step 2 Setup up all your GL Accounts

Administration/Financial setups — Create and Up@dtédccounts — Page 5

Step 3 Set up the Default GL Accounts

Administration/Financial setups — Update the Ddf@ll Account for your company — Page 8
Step 4 Setup up the Sales and Purchasing GL Acgount

Administration/Financial setups — Create and up&ates/Purchasing GL Accounts — Page 10
Step 5 Create and Update Bank Accounts

Administration/Financial setups — Create and Up&atiek Accounts — Page 7

Step 6 Setup necessary Additional Charges, like Tax

Administration/Financial setups — Create and Up@targe Definitions — Page 13

Load up the Master Files

Step 1 Setup your customers

Administration/Main Menu — Create and Update Custiam Page 13

Step 2 Setup up customer ship to addresses

Administration/Main Menu — Update Customers — PHge

Step 3 Setup up your vendors

Administration/Main Menu — Create and Update VesdePage 15

Step 4 Setup Catalogs and Subcatalogs

Administration/Main Menu — Catalogs and Create dpdate Catalog Subtypes — Page 18
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Step 5 Setup Items

Administration/Main Menu — Create and Update Itenfzage 19

Step 6 — Setup up Buyers and Salesmen

Administration/Main Menu — Create and Update Buyerd Salesmen — Page 22

Step 7 — Verify that the Catalogs are linked todbeect Sales/Purchasing GL Number
Administration/Main Menu — Catalog — Page 18

Load up your Transactions

There are 2 approaches to handling this: 1) cieegarnal entry and reverse out the entries, 2)eraa
Step 1 — Load up your on hand Inventory Balances

Inventory Management — Change Inventory (see thentory Management Documentation)
Step 2 — Load up your Open Accounts Receivable

Financial Portal/Accounts Receivable — Debit Memoté debit memos do create financial
transactions that need to be reverse) (see theuAitc®eceivable Documentation)

Step 3 — Load up your Open Accounts Payable

Financial Portal/Accounts Payable — Debit Memo teeeAccounts Payable Documentation)
Validate the Assets, Liabilities and GL Balances

Step 1 — Compare the AR Aging from the legacy sysdad Financial Portal

Step 2 — Compare the AP Aging from the legacy systed Financial Portal

Step 3 — Compare the Inventory Balances from thadg system and Financial Portal

Step 4 — General Ledger Balances — Create a Jdantgl to load you the GL Balances. Compare the
GL balances from the legacy system and FinancigbPo

Enter the Open Transactions
Step 1 — Setup user profiles

Administration/Main Menu — Create and update Systiars — Page 16
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Step 2 — Make sure the Financial period is seectlyr before you start entering any transactions
Administration/Financial Setups — Update comparmage 11

Step 3 — Enter your open customer orders

Step 4 — Enter your open Purchase orders

Step 5 — Enter your open vendor invoices

Step 6 — validate the open transactions

Step 7 — Back up your Database
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