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Conventions Used In This Manual

Every effort has been used to try to make this manual as useful and informative as possible. To accomplish that
goal, several conventions have been used to assist the reader.

. These boxes contain warnings about things the user MUST check or of items
A Caution the user should be aware before proceeding. In many cases, the advice is to
check with the C.P.A. or other tax advisor.

Y Tlp Tips offer special information, considerations, or other insights when undertaking the
task described.

Hyperlink
A hyperlink is shown with an underline as it is shown by default in the program. Hyperlinks may be found in
screen forms or in screen previews of reports.

Access
Menu access to selected items is shown in the two or three ways available (depending on the item). Here is an
example for access to a functional menu element:

Modular Menu Access
Financials | Departments
This represents access to Departments from the Modular menu, irrespective of Reports Group or List.

Standard Menu Access
List | Departments
This represents access to Departments from the Standard menu.

Here is an example of access to a report item:

Module Menu with Reports Group

Financials | Reports | Chart of Accounts | Chart of Accounts List

This represents access to the Chart of Accounts list from the Report Group menu.

Module Menu with Reports List
Financials | Chart of Accounts | Chart of Accounts List
This represents access to the Chart of Accounts list from the Module Menu with Reports List.

Standard Menu
Reports | Financial Statements | Chart of Accounts | Chart of Accounts List

This represents access to the Chart of Accounts List from the Standard (legacy) menu.

In some instances, individual screen buttons are shown in the text, such as the Magnifying Glass [ icon .
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Section 1 — Menu & Overview

Effective use of all BIS® modules depends on the basic accounting structure established through the Financial
Statements options. Be sure to read the Chart of Accounts section carefully before installing BIS® and using
the Financial Statements options.

These Financial Statements can be printed, displayed, exported, or emailed automatically in combined
consolidated (condensed), or individual formats:

B [ncome Statement

®m Balance Sheet

®m Subsidiary Schedules to Financial Statements

m Statement of Cash Flow (detail & summary forms)

Year-to-date totals are shown with percentages. Expenses shown as a percentage of income can be based
on selected revenue accounts.

A comparative period can be included when printing Financial Statements.

Recurring journal entries can be created from the menu.

BIS® comes with an extremely flexible chart of accounts.

The menu enables users to obtain information about, add, change or delete individual accounts.

BIS® will not delete an account that shows a current or year-to-date balance, or has had any transactions
posted to it. This feature maintains the audit trail and the integrity of the accounting information.

The entire chart of accounts or any portion of it can be listed sequentially (by account number). BIS® codes
and account numbers allow assembling special reports by department, branch, job, territory, salesperson,

etc.

Financial statements can be produced for individual departments, branches, or jobs.

Caution Departmentalized Balance Sheets may show an out-of-balance condition
due to the fact that some accounts may not be departmentalized. The fact
that a department may show as unbalanced does not imply that the
company balance sheet is unbalanced.

Income statements (also called profit-or-loss statements) are lists of monthly revenues and expenses by
account number.

BIS” also includes a complete monthly budgeting system.

For the remainder of this manual, the Financial Statements may be abbreviated and referred to as FS.
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Section 2 — Master Records

Chart of Accounts

Please read this section before beginning Installation.

The Chart of Accounts is a listing of all the categories to which a business will record its assets, liabilities,
revenues and expenses. BIS® makes these accounts easy to maintain and offers a visual representation of the
accounts, as seen in the tree structure on the left portion of the screen. BIS® follows generally accepted
accounting principles (GAAP) in financial reporting. When the company disburses or receives money, the
transaction amount(s) must be assigned to one or more of the accounts in the Chart of Accounts. Since BIS”
maintains double-entry books, total debit amounts always equal the total of the credit amounts for each entry.
The financial statements and general ledger show the results of these transactions. The Chart of Accounts can
contain as many accounts as necessary. It is usually better to start building the Chart of Accounts with
frequently used accounts and add new accounts as needed, rather than starting with many accounts that may
not be used.

At the time a company is created, BIS® provides an option of loading a sample Chart of Accounts, although the
Chart of Accounts can also be created from scratch. Many companies find that the simplest procedure is to use
the BIS® sample Chart of Accounts initially, then modify it as the need arises.

Choosing or Creating a Chart of Accounts

BIS® provides three optional sample charts of accounts that are available when BIS® is installed. Users may
choose to use one of the optional sample charts of accounts provided with BIS®, create one from scratch, or
modify the selected BIS® sample chart of accounts.

Each new user should decide what is best to meet the specific needs of the business. Many individuals find that
the simplest procedure is to use the BIS® sample chart of accounts initially, then modify it as the need arises.

If departmentalizing or consolidating financial statements to reflect the operations of the company structure,
the chart of account should use at least five digits, preferably six or more digits as needed. The Chart of
Accounts can have up to 10 digits.

The chart of accounts can contain as many accounts as necessary. It is usually better to start building a chart
of accounts with frequently used accounts and add new accounts as needed, rather than starting with numerous

accounts that may not be used.

New users should read the entire section before choosing or creating a chart of accounts. BIS® handles the chart
of accounts in a powerful and flexible way.

Account types (including Description, Transaction, and Result), the use of account numbers, and other items
involved may not be immediately obvious if BIS® is the first computer accounting package.

The order in which each account is listed is determined by its account number.

b Tlp Review the Appendix to this manual and read the Installation Manual when establishing
a new company’s records.
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Modular Menu Access
Financials | Chart of Accounts

Standard Menu Access
List | Chart of Accounts

The Chart of Accounts is a listing of all the categories to which a business will record its assets, liabilities,
revenues and expenses. BIS® makes these accounts easy to maintain and offers a visual representation of the
accounts, as seen in the tree structure on the left portion of the screen.

Figure: FS-1 = Chart of Accounts e =]
Chart of Accounts screen ;
B o0 oo =
form sample. O 1015 -Petty Cash Al bl
{3 1020 - Cash In Bank = Account Name  |Cash
[0 1030 - Cash In Bank-Savings Total Title Total Cash
%[0 1040 - Cash In Bank-Money Market Account Type Description [=]
=[O 1100 - Accounts Receivable Job Cost Type None

[0 1110 - Accounts Receivable-Trade Cash Flow Option

[0 1120 - Accounts Receivable-Retention Account Alignment Left |z|
[0 1130 - Accounts Receivable-Other
i.[J 1140 - Accounts Receivable Suspense

Blank Lines Befare 05
Description Summary Account | 1001

[0 1200 - Over/Under Bilings
O 1300 - Inventory Parent Consolidation Account
[0 1325 - Mobile Inventory Bank Account [ starts on a New Page
O 1350 - Allowance For Bad Debt []scheduled Account || Inactive Account
= 3 1400 - Other Current Assets
i..[J 1410 - Prepaid Insurance bl Department

Fl 1 &

EJ IEI EJ Budget Balance Classification | Assets
{ Account | I Subaccount | | Insert | [ Delete I Save

Edit

Account

This field is used to record the number of the selected account. The length of the account numbers was
determined at the time the company was created and can only be changed by using the Change Length of Chart
of Accounts option on the Administrator menu. (See the Appendix for further information.) Please note that
the Account title is a hyperlink field as well as the description of the information to be entered.

Figure: FS-2 Chart of Accounts
Reports directly accessible Chart of Accounts Budget
by right-clicking on the Chart of Accounts Tree Structure
field name hyperlink. Departments
What's This?

A Caution 4 Do not use letters, decimal points, hyphens, commas or other symbols within
the account number.

4 Do not begin any account number with a zero.

4 Carefully plan the numbers assigned for the Chart of Accounts, especially if
using departments, branches or jobs.

4 Be careful not to use any account until reasonably sure the account number for
that account is set and not likely to change.

4 Once any activity has been posted to an account, that account number cannot
be changed or deleted until the books for the year are closed. Therefore, to
obtain a copy of any reports without the new account, print those reports
before entering any transactions affecting the new account.

4 The name and schedule code of an account can be changed at any time.

4 Once activity has been posted, no change may be made to the amount in the
account (except by a journal entry) or to the account number.
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If the company will departmentalize or consolidate financial statements, an account number consisting of at
least five digits is recommended. The Chart of Accounts can have up to 10 digits.

A common practice is to assign account numbers as follows:

Account Type Beginning  Ending
Assets 1000 1999
Liabilities 2000 2999
Equity 3000 3999
Income 4000 4999
Cost of Sales 5000 5999
Operating Expenses 6000 9999

The system can expand the account number system by entering a segment for jobs, branches, or departments.
These codes can take up one or more digits at the right of the account number.

Account Name

This field is used to record the name or description of the account. The entry can be any combination of letters
and numbers up to 40 characters in length. The account description should provide a general description of the
transactions that will be applied to the account.

Total Title
This field is used to records the title to be used on the totaling line in financial statements, journals, and other
reports that reference the Chart of Accounts. The field is an alphanumeric field and is limited to 30 characters.

Account Type
This field displays the current account's type and provides a list of account types to select from. Click on the
drop down control to select an option from the list. There are three account types from which to choose.

Description

This account type is used to describe the group of subaccounts it contains. A Description account is assigned
a number merely to control where it will appear in the financial statements. Transactions cannot be posted
to this type of account.

Transaction
This account type shows the debits and credits resulting from activity. These are the only accounts to which
transactions can be posted and are the most common account type.

Result
This account type shows the result of all transaction accounts. Accounts of this type do not show individual
transactions, but show the results of all transactions.

A Caution There should be only one Result account in the entire Chart of Accounts.

Job Cost Type

This field displays the current account's Job Cost type and provides a selection of Job Cost types from which
to choose. Click on the drop down control to select an option from the list. The available Job Cost categories
are Contract, Labor, Material, Subcontract, and Other. When transactions are posted to an account with one of
these types, an option will be provided to apply the transaction amount to a specific job's Job Cost records.
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Cash Flow Option

This field displays the current account's cash flow type and provides a selection of cash flow types to be used
for report purposes. Click on the drop down control to select an option from the list. To print the Statement of
Cash Flow when printing Financial Statements, the formatting options for cash flow must first be entered for
each account that will affect the statement.

Y Tlp Cash flow format options apply to transaction accounts only.

Account Alignment
This field provides a selection of alignment options for the financial statements and reports. Click on the drop
down control to select an option from the list. Alignment options are Left, Right, and Center.

Blank Lines Before

This option provides a selection for the number of blank lines to be printed before the account title in financial
statements. Enter the number of blank lines desired, or use the spin button to cycle up or down through the
selection range.

Description Summary Account
This field displays the Description summary account number of the current account

Parent Consolidation Account

If the selected company is designated as a subsidiary, the financial data can be consolidated into a parent
company. This process can be done whether the company is a true subsidiary, or whether different work sites
are treated as subsidiaries. The consolidation account field tells BIS® to what account in the parent company
the totals of the selected account should be copied. The field is initially blank and grayed out unless the
company is listed as a Subsidiary in System Wide Parameters. If the company is a Subsidiary, the presumed
default Parent Consolidation Account is the same account number as the Subsidiary. The number needs to be
changed only if the Chart of Accounts of the Parent is different, and if so must specifically list the Parent's
account number(s). See the section on Consolidated Maintenance and the Appendix for more information.

v Tlp The mapping of the Transaction accounts in the subsidiary to the transaction accounts
in the parent company must be complete and accurate.

Bank Account
When this option is selected, the account is designated as a bank account. The option is grayed out if the
account is a Description or Result account.

Schedule Account
When this option is selected, the account will not appear on financial statements, although the amount will be
added to the total and subtotal amounts. The option is activated when a checkmark appears in the box.

Starts on a New Page
This option starts a new page for the account in all financial statements and reports. The option is activated
when a checkmark appears in the box.

Inactive Account
This feature provides an option to render the account inactive. Toggle the control on and off by clicking on it.
The option is activated when a checkmark appears in the box.
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Department
This field records the department code assigned to the account. The department codes are maintained in the

Departments form, which can be reached by clicking the data hyperlink. The department code may be typed
or entered using the Find tool. See How to Set Up Payroll Departments to departmentalize payroll files.

Classification

This field displays the current account's classification (assets, liabilities, equity, etc.) and provides a list of
account types from which to select. Click on the drop down control to select an option from the list. The
classification can only be changed for root accounts. All child accounts will be assigned the same classification
as the parent.

Chart of Account Buttons
The Chart of Accounts form has some additional buttons that control the appearance of the accounts.

Expand All
This button expands all branches of the account number tree structure.

Collapse All
This button collapses all branches of the account number tree structure.

Display Account Number

This button toggles the display of account numbers on and off in the Chart of Accounts tree structure
display.

Find/Search
This button opens a Find dialog box based upon contents of the currently active file.

Budget
This option displays and records the monthly budget for the account selected on the tree structure.

Balance
This button calculates and displays the monthly balance for the account selected on the tree structure.

Account
This button adds an account below the one currently selected on the tree structure.

Subaccount
This button adds a Subaccount to the account currently-selected Description account on the tree structure. If
other sub-accounts exist, the new one will be added as the last account.

Insert Account
This button inserts an account above the one currently selected on the tree structure.

Delete Account
This button deletes the currently-selected account on the tree structure.

Save
This button saves the currently-selected database or file.

Close
This button closes the currently opened form and eliminates any data that has been changed since the last save.
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Departments

This master form allows codes to be recorded for different departments within the company. These departments
can be used in the Chart of Accounts department field to designate certain accounts for each department’s
records.

BIS" lets users assign employees to departments and create departmentalized general ledger accounts for tax
and other payroll accounts.

To set up departments

1. Open the PR tab of the System Wide Parameters form. On the Default sub-tab check the categories of
accounts to departmentalize. When one of the boxes is checked, the system provides information about
possible prior department settings. Not all categories of Payroll must be departmentalized. If only Expense
accounts are to be departmentalized, check that box only. Postings to the other categories will be made to
the accounts established in System Wide Parameters.

2. Open the Departments form. Use the Main tab to create new departments and descriptions. Use the save
button to save each department.

3. Open the Chart of Accounts form. Create individual accounts for each department; each must be a
Transaction account. Assign each of these accounts to an existing Department.

4. Open the Departments form and select a department. Use the PR General, PR Federal, and PR State tabs
to enter account numbers for that department. The Find button will display only the accounts assigned to
the selected department. The system will provide a reminder if a critical account is not selected.

5. Open the Employees form. On the Default tab, assign departments to the appropriate employees.
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Modular Menu Access
Financials | Departments

Standard Menu Access

List | Departments

New Record

Initial access from the menu opens the Departments - New form. The form is used to enter new department
information. However, access to a new form when another department record is on the screen only requires
users to press Ctrl+N or use the New [ icon on the toolbar. The system will ask, however, if any changes to

the open record should be

saved.

Figure: FS-3
Departments — New screen
form.

=3 Departments - Mew

pan oo |

| otes |

Department
Description

Scrolling Through Department Records

Department records can be scrolled by using the Navigation buttons on the toolbar at the top of the
screen. Clicking on the First [¥] icon (at the top of the screen) will open the first record of the list, according to
Department. Clicking on the Previous Li]icon (at the top of the screen) will open the immediately prior record
of the list, according to Department. Clicking on the Next [%]icon (at the top of the screen) will open the next
record of the list, according to the Department. Clicking on the Last [l icon (at the top of the screen) will open
the last record of the list, according to the Department.

Editing an Existing Record
The list of existing departments can be examined by clicking on the Magnifying Glass [ icon (at the top of
the screen) or by pressing Ctrl+F, and double clicking on the item of interest. Records can be edited by either

using the Search button feature or by using the mouse or cursor keys to select the record to be edited.

Figure: FS-4
Departments Find/Search
screen form.

i?l Departments.

searchfor ||
Searchin Department
Condition | Begin with

[] case Sensitive

Department Description
i Department 1

£
£

=g Eom(

Clear
Ok

Cancel

I
»II
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To access the information when the record appears on the screen, it is necessary to press the Open [=]icon on
the toolbar at the top of the screen on the toolbar or by pressing Ctrl+O.

Figure: FS-5 £ Departments -1 Department 1 =
Sample Department screen
form that is editable.

PR General ” PR Federal ” PR State H Motes |

Department 1
Description Department 1

Edit

Deleting an Existing Record
Existing records can be deleted, but only if there are no existing transactions dependent on the one selected.

Once the source record is brought to the screen, use the Delete [£] icon (at the top of the screen). The system
will ask, “Do you want to delete this record?” Click on the Yes button to delete it, or click on the No button

to leave the process.

Main Tab
The Main tab is used to record information related to the department.

Figure: FS-6 £ Departments -1 Department1 = G 5
Sample (non-job) Regular
Check screen form.

| PR General ” PR Federal ” PR State ” Notes ‘

Department 1
Description Department 1

Edit

Department
This field records the department code. The entry is an alphanumeric field limited to five characters.

Description
Enter the name or a description of the department that will be associated with the department code. The field

is limited to 30 alphanumeric characters.
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PR General Tab
This tab shows the general accounts assigned to the selected department. These accounts are assigned in the
Chart of Accounts.

¥ Tlp 4 Not all categories of Payroll must be departmentalized.

4 If only Expense accounts are to be departmentalized, check that box only. Postings
to the other categories will be made to the accounts established in System Wide
Parameters.

4 Accounts that are grayed out are preset and cannot be changed here.

Figure: FS-7 =4 Departments -1 Department1 EI@
Departments, PR General

Account tab screen form.

Main | PRGeneral || PR Federal || PR State || Notes |

Cash Account 1020 Cash In Bank
PR Advance Account 1430 Employee Advances

Union Payable Account 2410 Union Payable 1
Union Expense Account Q
Workers' Comp. Payable Account 2300 Worker's Compensation Payable

[#)

Workers' Comp, Expense Account

Edit

Cash Account

This account displays the cash account to be used for posting a payroll check for a departmentalized employee.
The default cash account is set up in the System Wide Parameters, but can be changed on the PR General tab.
Since it is possible to have more than one checking account in the general ledger, make sure the correct account
number is displayed.

For this and the other accounts listed on the form, please note that the account title is a hyperlink field as well
as the description of the information to be entered. Left-clicking on the hyperlink opens the Chart of Accounts
form.

Figure: FS'S . Chart of Accounts

Reports directly accessible Chart of Accounts Budget

by r|ght-c||ck|ng on the Chart of Accounts Tree Structure
field name hyperlink. Departments

What's This?

Control Access

The account number may be entered manually, or the list of GL accounts can be examined by clicking on the
Magnifying Glass -] icon (at the top of the screen) or by pressing Ctrl+F, and double clicking on the selected
GL account, but it must exist in the Chart of Accounts master file. When the Find tool is used, it will
automatically limit its list to those accounts marked as departmentalized.

When an existing GL account is selected, its name appears to the right of the account code.
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Figure: FS-9
Departmental Account
Find/Search screen form
showing only
departmentalized
accounts.

i?l Account

Search for
Search in
Condition

Account

6010
6015
6020
6025
6030
6040
7010

BN

Account
Begin with
D Case Sensitive

Account Name

Other Wages, Salary &Bonus

Payroll Tax Expense-Trade

[=]
(=]

D |}
g

E5c8)

Search

Clear

Cancel

~

Type  Job Cost Cash Flow *

Transaction | Mone
Transaction MNone

Insurance-Workman's Comp-Trade | Transaction Mone

Insurance-Gen, Liability-Trade
Employee Benefits-Trade
Small Tools Expense

Union Expense

I

Transaction Mone
Transaction MNone
Transaction Mone
Transaction Mone

PR Advance Account

This account displays the payroll advance account to be used for posting payroll transactions for a
departmentalized employee. The default PR Advance account is set up in the System Wide Parameters, but can

be changed here.

Union Payable Account

The Union Payable Account field displays the union account to be used for posting the transaction. The default
Union Payable account is set up in the System Wide Parameters, but can be changed here.

Union Expense Account

The Union Expense Account field displays the union account to be used for posting the transaction. The default
Union Expense account is set up in the System Wide Parameters, but can be changed here.

Workers’ Comp. Payable Account

The Workers” Compensation Payable Account field displays the union account to be used for posting the trans-
action. The default Workers’ Compensation Payable account is set up in the System Wide Parameters, but can
be changed here.

Workers’ Comp. Expense Account

The Workers Compensation Expense Account field displays the union account to be used for posting the trans-
action. The default Workers’ Compensation Expense account is set up in the System Wide Parameters, but can
be changed here.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar or press
Ctrl-S to save the changes.
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PR Federal Tab
This tab shows the Federal accounts assigned to the selected department. These accounts are assigned in the
Chart of Accounts.

¥ Tlp 4 Not all categories of Payroll must be departmentalized.

4 If only Expense accounts are to be departmentalized, check that box only. Postings
to the other categories will be made to the accounts established in System Wide
Parameters.

4 Accounts that are grayed out are preset and cannot be changed here.

Figure: FS-10 =4 Departments -1 Department1 EI@
Departments, PR Federal

M ; 1
Account tab screen fOI’m . | Main | PR General | PR Eederal ; | PR State || Notes |
Federal Withholding Account 2210 Payroll Taxes Payable-FIT
Social Security Withholding Account 2220 Payroll Taxes Payable-FICA
Medicare Withholding Account 2220 Payroll Taxes Payable-FICA
Sodial Security Payable Account 2220 Payroll Taxes Payable-FICA
Sodial Security Expense Account Q
Medicare Payable Account 2220 Payroll Taxes Payable-FICA
Medicare Expense Account Q
EUTA Payable Account 2230 Payroll Taxes Payable-FUTA
EUTA Expense Account =y

Edit

Federal Withholding Account

This account displays the Federal Withholding account to be used for posting a payroll check for a
departmentalized employee. The default Federal Withholding account is set up in the System Wide Parameters,
but can be changed on the PR General tab. Since it is possible to have more than account in the general ledger,
make sure the correct account number is displayed.

For this and the other accounts listed on the form, please note that the account title is a hyperlink field as well
as the description of the information to be entered. Left-clicking on the hyperlink opens the Chart of Accounts
form.

Figure: FS'11 . Chart of Accounts
Reports directly accessible Chart of Accounts Budget
by r|ght-c||ck|ng on the Chart of Accounts Tree Structure
field name hyperlink. Departments
What's This?
Control Access

The account number may be entered manually, or the list of GL accounts can be examined by clicking on the
Magnifying Glass -] icon (at the top of the screen) or by pressing Ctrl+F, and double clicking on the selected
GL account, but it must exist in the Chart of Accounts master file. When the Find tool is used, it will
automatically limit its list to those accounts marked as departmentalized.

When an existing GL account is selected, its name appears to the right of the account code.
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Figure: FS-12

i?l Account = @

Departmental Account

Find/Search screen form Search for | [ searcn |
showing only Searchin | Account =
departmentalized o e =
accou nts '___ Case Sensitive

Account Account Name Type  Job Cost Cash Flow *
6010 Other Wages, Salary &Bonus Transaction | Mone

6015
6020
6025
6030
6040
7010

Payroll Tax Expense-Trade

Transaction MNone

Insurance-Workman's Comp-Trade | Transaction Mone

Insurance-Gen, Liability-Trade
Employee Benefits-Trade
Small Tools Expense

Union Expense

m

Transaction Mone
Transaction MNone
Transaction Mone
Transaction Mone

Social Security Withholding Account

This account displays the Social Security Withholding account to be used for posting payroll transactions for
a departmentalized employee. The default Social Security Withholding account is set up in the System Wide
Parameters, but it can be changed here.

Medicare Withholding Account

This account displays the Medicare Withholding account to be used for posting payroll transactions for a
departmentalized employee. The default Medicare Withholding account is set up in the System Wide
Parameters, but it can be changed here.

Social Security Payable Account

The Social Security Payable Account field displays the union account to be used for posting the transaction.
The default Social Security Payable account is set up in the System Wide Parameters, but it can be changed
here.

Social Security Expense Account

The Social Security Expense Account field displays the union account to be used for posting the transaction.
The default Social Security Expense account is set up in the System Wide Parameters, but it can be changed
here.

Medicare Payable Account
The Medicare Payable Account field displays the union account to be used for posting the transaction. The
default Medicare Payable account is set up in the System Wide Parameters, but it can be changed here.

Medicare Expense Account
The Medicare Expense Account field displays the union account to be used for posting the transaction. The
default Medicare Expense account is set up in the System Wide Parameters, but it can be changed here.

FUTA Payable Account
The FUTA Payable Account field displays the union account to be used for posting the transaction. The default
FUTA Payable account is set up in the System Wide Parameters, but it can be changed here.

FUTA Expense Account
The FUTA Expense Account field displays the union account to be used for posting the transaction. The default
FUTA Expense account is set up in the System Wide Parameters, but it can be changed here.
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Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar, or press
Ctrl-S to save the changes.

PR State Tab
Click the Acct [=] button to open the PR State Accounts form and display the default accounts for the selected
state and department.

Flgure: FS-13 =] Departments -1 Department 1 EI@
Departments, PR State - : — -
Main ” PR General || PR Federal | (PR I Notes |
Account tab screen form
used for selecting the e Name Et e
. as —

state(s) required by the T S s
company. :.-'-\R Arkansas =)

| |az |arizona =]

| |ca  |california (&=

CO  |Colorado EJ

| CT | Connecticut gj

: DC  |District of Columbia I;J

| |DE |Delaware =

_|FL  |Florida =

_|ea  |Georgia =

i Hawai =

A |Taws 1 %
K v
Edit

¥ Tlp 4 Not all categories of Payroll must be departmentalized.

4 If only Expense accounts are to be departmentalized, check that box only. Postings
to the other categories will be made to the accounts established in System Wide
Parameters.

4 Accounts that are grayed out are preset and cannot be changed here.

This sub-form shows the State accounts assigned to the selected department. These accounts are assigned in
the Chart of Accounts.

Figure: FS'14 i?l PR State Accounts @
Departments, PR State

A tt b f State Withholding Account 2240 Payroll Taxes Payable-SIT

ccount tab screen form. 5DI Withholding Account 2250 Payrol Taxes Payable-State Disabi
SUTA Payable Account 2280 Payroll Taxes Payable-State Unem
SUTA Expense Account 6015 @ Payroll Tax Expense-Trade

State Withholding Account

This account displays the State Withholding account to be used for posting a payroll check for a
departmentalized employee. The default State Withholding account is set up in the System Wide Parameters,
but can be changed on the PR State tab for each applicable state. Since it is possible to have more than account
in the general ledger, make sure the correct account number is displayed.

The account number may be entered manually, or the list of GL accounts can be examined by clicking on the
Magnifying Glass [ icon (at the top of the screen) or by pressing Ctrl+F, and double clicking on the selected
GL account, but it must exist in the Chart of Accounts master file. When the Find tool is used, it will
automatically limit its list to those accounts marked as departmentalized.
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When an existing GL account is selected, its name appears to the right of the account code.

Figure: FS-15 =] Account ==

pepartmental Account —— a

Find/Search screen form moir [P =

showing only o B =]

departmentalized el

accounts. Account Department Account Name Type ég:t gf::‘ Acct. Classification
6010 |1 Other Wages, Salary &Bonus Transaction [None Direct Cost

6015 1 Payroll Tax Expense-Trade Transaction MNone Direct Cost
6020
6025
6030
5040
7010

Insurance-Workman's Comp-Trade Transaction MNone Direct Cost
Insurance-Gen. Liability Trade Transaction None Direct Cost
Employee Benefits-Trade Transaction |None Direct Cost
Small Toals Expense Transaction MNone Direct Cost
Union Expense Transaction |None Operating Expenses

State Withholding Account

This account displays the State Withholding account to be used for posting payroll transactions for a
departmentalized employee. The default State Withholding account is set up in the System Wide Parameters,
but can be changed here.

SDI Withholding Account

This account displays the State Disability Insurance Withholding account to be used for posting payroll
transactions for a departmentalized employee. The default State Disability Withholding account is set up in the
System Wide Parameters, but can be changed here.

SUTA Payable Account
The SUTA Payable Account field displays the union account to be used for posting the transaction. The default
SUTA Payable account is set up in the System Wide Parameters, but can be changed here.

SUTA Expense Account
The SUTA Expense Account field displays the union account to be used for posting the transaction. The default
SUTA Expense account is set up in the System Wide Parameters, but can be changed here.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar, or press
Ctrl-S to save the changes.
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Notes Tab
The Notes section is a work area for miscellaneous notes and may be used as needed.

Figure: FS-16 3 Department= -1 Department 1 ==
Sample Departments
Notes tab screen form.

Main ” PR General ” PR Federal ” PR State |

Edit

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar or press

Ctrl-S to save the changes.
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Comparative Period Accounts
The Comparative Period form allows users to create a comparative period that can appear on financial
statements with the current period. If a prior year is now in BIS®, the accounts and associated balances can be
used when building the comparative period file.

Y Tlp The file created here can be accessed only through this option; it will be separate from
the accounting periods that may be open in BIS® and will only be used when doing
comparative financial statements. It will not affect any prior periods that exist.

Modular Menu Access

Financials | Comparative Period Accounts

Standard Menu Access
List | Comparative Period Accounts

New Record

Initial access from the menu opens the Comparative Period Accounts form. The form is used to enter new
comparative year information.

Figure: FS-17
Comparative Period
Accounts screen form.

Code

= Comparative Period Accounts - New

—— :
Main !gdit || Notes |

[E=5 EoR =)

Code |
Description
Based on Fiscal Year

Target Fiscal Year

CPA File

{Optional)

This field records the CPA code. The entry is an alphanumeric field limited to ten characters.

Description

Enter the name or a description for the CPA that will be associated with the code. The field is limited to 30

alphanumeric characters.

Based on a Fiscal Year
This field allows a year to be selected as the comparative period. This is selected using the drop-down arrow

to the right.

Target Fiscal Year (Optional)
This field allows a different year to be selected as a Targeted Year. This is selected using the drop-down arrow

to the right.
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F

Figure: FS-18 =1 Comparative Period Accounts - CPA CPA 2018 B=N BN~
Sample comparative o 5|
Period Accounts screen g = s
form' Based on Fiscal Year  2019/01 - 2019/12 Target Fiscal Year 2020001 - 202012
+ P 1000 - Asssts
il O 2000 - Lizbiities Cowpawaiive At RS
+1 [0 3500 - Equities Assets
4 01 4000 - Revenue Account Type Description
0 5000 - Cost of Goods Sold Agct to Compare tp | 1000
# 03 7000 - General & Administrative Expen Assets
i 0 8000 - Other Income Begnning Salance 306, 187.16
[0 9000 - Income Taxes aiary 103,277.61
February -71,100.00
March 15,372.02
el 67,759.63
May 54,073.81
June =7,719.89
Juty 3,791.09
August 29,256.50
September
October
[ Account | Subaccount Insert Delete November -2,438.78
DEE  (ememe) ] 750000
Edit

Edit Tab

Comparative Account

This field displays the currently-selected account number. Account numbers are selected in the Chart of
Accounts tree structure displayed to the left using the mouse.

Account Type
This field displays the account type for the account selected.

Account to Compare to

Select the account from the current period to compare with the account selected from the comparative period.
Since it is possible to have more than one account in the general ledger, make sure the correct account number
is displayed. Please note that the account title is a hyperlink field as well as the description of the information
to be entered. Left-clicking on the hyperlink opens the Chart of Accounts form.

Figure: FS-19 Chart of Accounts
Reports directly accessible Chart of Accounts Budget
by right-clicking on the Chart of Accounts Tree Structure
field name hyperlink. Departments
What's This?

The account number may be entered manually, or the list of GL accounts can be examined by clicking on the
Magnifying Glass [ icon (at the top of the screen) or by pressing Ctrl+F, and double clicking on the selected
GL account, but it must exist in the Chart of Accounts master file. When an existing GL account is selected,
its name appears below the account code.

Beginning and Monthly Balances
This section displays the beginning balance as well as the monthly balances for the selected comparative
account.
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Comparative Period Account Buttons
The Comparative Period Accounts form has some additional buttons that control the selection and appearance
of the accounts.

Account
This button adds an account below the one currently selected on the tree structure.

Subaccount
This button adds a Subaccount to the account currently-selected Description account on the tree structure. If
other sub-accounts exist, the new one will be added as the last account.

Insert Account
This button inserts an account above the one currently selected on the tree structure.

Delete Account
This button deletes the currently-selected account on the tree structure.

Expand All
This button expands all branches of the account number tree structure.

Collapse All
This button collapses all branches of the account number tree structure.

Display Account Number

This button toggles the display of account numbers on and off in the Chart of Accounts tree structure
display.

Verify Balances
This button starts the balance verification process. If the sum of all accounts is zero, BIS® will provide a
message that the accounts are in balance. If not, the system will report out of balance conditions.

Update File Button
This button updates the currently-selected file.

Notes Tab
The Notes section is a work area for miscellaneous notes and may be used as needed.

Save and Close
Be sure to save any changes before closing the form.
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Section 3 — Processing Functions

Consolidated Maintenance

The Consolidation Maintenance feature was designed for those organizations that wish to use BIS® as a multi
company accounting system, where the financial results for all companies can be combined. When a company
is created, the consolidation is set to "None" by default. If working with a parent company and its subsidiaries,
the consolidation must be set for each company to allow for proper maintenance.

This option can also be used to maintain separate financial records for different sites within the same company,
allowing the consolidation of financial data for the company as a whole. In this case, each site would be made
a "subsidiary" and the main company would be the "parent." The same feature can allow for alternative
consolidations, such as for regions, divisions, cities, locations, etc., all using the same source consolidation data
from the subsidiaries.

. A parent company is a holding company. It cannot be used for any type of data
A Caution entry. In BIS®, it exists for the sole purpose of combining the financial records
of the subsidiaries in one location.

To define a company as a parent or subsidiary, see the Appendix.

¥ Tlp 4 All subsidiaries assigned to the same parent company must have the same fiscal year.
4 The mapping of the Transaction accounts in the subsidiary to the transaction accounts
in the parent company must be complete and accurate.

Modular Menu Access
Financials | Consolidated Maintenance

Standard Menu Access
Transactions | Consolidated Maintenance

The following steps are used to create a subsidiary consolidation file:

Complete all work in the subsidiary company including printing reports and completing a backup.
Go to Financials | Consolidated Maintenance | Create Subsidiary Consolidated File.

Using the drop-down arrow, select the month to copy.

Enter or use the Browse button to select a location for the file to be copied.

Check the file name and path.

If everything is correct, click on the Create button to place the file in the designated location.
Follow steps 1-6 for each subsidiary that is to be consolidated.

Nk LN

The following steps are used to consolidate a subsidiary file into the parent company:
Complete the steps above.

Go to Financials | Consolidated Maintenance | Consolidated Subsidiary Files.

Using the drop-down arrow, select the month to copy.

Enter or use the Browse button to select a location for the file to be copied.

Check the file name and path.

If everything is correct, click on the Create button to place the file in the designated location.

AU N
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Create Subsidiary Consolidation File

This option is used to write subsidiary records to a consolidation file that can then be read by a parent company
and incorporated into its records using the Consolidate Subsidiaries Files. The option will not be available
unless the consolidated maintenance feature has been activated and the company designated as a subsidiary
company in the System Wide Parameters. (Similarly, Consolidate Subsidiary Files options will not be available
to a Subsidiary company.)

¥ Tlp 4 All subsidiaries assigned to the same parent company must have the same fiscal year.
4 The mapping of the Transaction accounts in the subsidiary to the transaction accounts
in the parent company must be complete and accurate.

Modular Menu Access
Financials | Consolidated Maintenance | Create Subsidiary Consolidation File

Standard Menu Access
Transactions | Consolidated Maintenance | Create Subsidiary Consolidation File

A Parent company must be designated in System Wide Parameters. If it is not so designated, a warning message
is displayed.

Figure: FS-20 E Builder Information System ==
Information message if the
Parent company has not
been established in the
System Wide Parameters.

? Consolidation Parent Company has not been selected on System Wide Parameters.
‘--/ Do you want to select it now?

If answered “Yes,” the System Wide Parameters Consolidation tab appears. After selecting the ‘“Parent
Company Name” from the list and “Save the System Wide Parameters,” the form reappears and the
consolidation process can continue. A consolidated file cannot be created until a Parent Company is selected.

Figure: FS-21 T ey o P (7 [zl
Create Subsidiary

idati i Subsidiary ID Nuiby 0001
Consolidation Files sample | . .. """

Month to Copy 08-2020 -
screen form. Folder to Copy this Fie | C:\BIS\CONTROL \Consolidation, [ Erowse...
File to Create C:\BIS \CONTROL \Consolidation, 00012020 .08

' Create ,

Enter file information

Subsidiary ID Number

This field displays the subsidiary number of the open company. The ID number is assigned in the System Wide
Parameters at the time a company is designated as a subsidiary and is used throughout the consolidation
maintenance to identify that company's records.
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Month to Copy

This field displays the fiscal period selected for which a consolidation file will be created. The drop-down tool
provides a list of fiscal periods to choose from the company's records. Click on the drop-down control to select
an option from the list.

Folder to Copy this File
This field displays the directory that will contain the consolidation file once it is created. The Browse button
may be used to locate the correct directory.

File to Create

This field displays the path and file name of the consolidation file to be created. The name is used to identify
the contents of the file. The first four digits represent the ID number of the subsidiary, followed by the year and
month. For example, the file name displayed, 00012020.08, contains records for subsidiary company number
1 (0001) for August 2020 (2020.08).

If the folder is not found, the system will ask to create one. A message will be presented with the success of the
file creation.
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Consolidate Subsidiary File

This option is used to update the parent company’s financial records from subsidiary company files. The option
will not be available unless the consolidated maintenance feature has been activated and the company is
designated as the parent company in the System Wide Parameters. (Similarly, the Create Subsidiary
Consolidation File option will not be available to a Parent company.)

A Caution

L Tip

A parent company is a holding company. It cannot be used for any type of data
entry. In BIS®, it exists for the sole purpose of combining the financial records
of the subsidiaries in one location. Only the subsidiary companies can be used
for transaction purposes.

All subsidiaries assigned to the same parent company must have the same fiscal year.
The mapping of the Transaction accounts in the subsidiary to the transaction accounts
in the parent company must be complete and accurate.

Modular Menu Access
Financials | Consolidated Maintenance | Consolidate Subsidiary Files

Standard Menu Access
Transactions | Consolidated Maintenance | Consolidate Subsidiary Files
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Group Tab

The Group tab is used to assign a group number and description for the subsidiaries whose information is to
be consolidated. It also will specify the fiscal period to which the subsidiary information will be posted in the
parent company’s records.

v Tlp This same feature can allow for alternative consolidations, such as for regions, divisions,
cities, locations, etc., all using the same source consolidation data from the subsidiaries.
In such as case, there would be multiple parent companies, each consolidating different
subsidiaries’ data from the appropriate groups.

Figurg: FS-22 - | 23 Consolidate Subsidiary Files - New =[]
Consolidate Subsidiary —
" {Group | i
Files Group tab sample B a—
screen form. Growp L
Descripton Group 1 Consolidation
Up to Calendar Manth to Consobdate 8
Year to Consolidate 2020
“Cunsm:dat_e“
New
Group

Records a group number for the subsidiaries whose information is to be consolidated.

Description
Records a description of the subsidiaries to be consolidated that will be associated with the group number
displayed.

Up to Calendar Month to Consolidate
Enter the month through which the consolidated subsidiary information will be posted in the parent company's
financial records.

Year to Consolidate
Enter the year to which the consolidated subsidiary information will be posted in the parent company's financial
records.

Consolidate Button

This button incorporates the subsidiary data into the parent company’s records. The subsidiary data to be
incorporated is selected on the Subsidiary tab. Summary data for each consolidated account for each subsidiary
will appear in the parent company’s records.
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Subsidiary Tab

The Subsidiary tab is used to select the consolidation files that will be incorporated into the parent company’s
records. All files to be consolidated should be listed here before using the Consolidate button on the Group tab
to begin the consolidation process. The consolidation files are created using the Create Subsidiary Consolidated
File option.

Figurg: FS-23 o =1 Consolidate Subsidiary Files - New =S EeR =
Consolidate Subsidiary subsidiary | |
Files Subsidiary tab screen jgrop | Sobsidiary ot

form Subsidiary ID Company ID Company Name Subsidiary File Location -

LJ
L)

- ] ] e e T T
=

=
m
H

Subsidiary Id

This column records the identification of the subsidiary whose records are to be consolidated. The Id is assigned
in the System Wide Parameters at the time a company is designated as a subsidiary and is used throughout the
consolidation maintenance to identify that company’s records.

Figure: FS-24 =] Consolidate Subsidiary Files - New e e
Consolidate Subsidiary

Files Subsidiary tab screen
form showing the
Subsidiary Id selection.

Group | Subsidiary | notes |

Subsidiary II' Company ID Company Mame Subsidiary Fie Location -

DEMC201S  [Best Construction Company
DEMC2020  |Best Construction Company

TIIIIIIIIIIII

MNew

Company Id
Records the company Id of the subsidiary company whose records are to be consolidated.
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Subsidiary File Location

The Subsidiary File Location column records the directory used to locate the subsidiary consolidation file. The
entry may be typed or selected by clicking the button (in the next column) to browse the directory for the file
location.

Figure: FS-25 = Consolidate Subsidiary Files - 1 Group 1 Consolidation = 2|

Consolidate Subsidiary

Files Subsidiary tab screen
H Subsidiary ID Compary 1D Company Name Subsidiary File Location -

form_showmg the . ‘o001 DEMC2020  Best Constructic C: \BIS\CONTROL\CONSOLIDATIONY, =)

Subsidiary File Location. =

(=

Group | Subsidiary | Notes |

. I T T T I T T T 7

Edit

Notes Tab
The Notes section is a work area for miscellaneous notes and may be used as needed.

Figure: FS-26 =4 Consolidate Subsidiary Files - 1 Group 1 Consolidation (e ]
Consolidate Subsidiary

Files Note tab sample
screen form_ Consolidation of Maufacturing and Construction Divisions.| -

Group ” Subsidiary | Notes |

Edit

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar or press
Ctrl-S to save the changes.
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Journal Entries

This option is used to make bookkeeping entries into the general journal. These entries are automatically posted
to the selected general ledger accounts, or they may be posted to a job. Once posted entries are distributed to
the general ledger accounts in real time.

A journal entry is used for making entries directly to the general ledger that cannot be made with other
transactions (e.g., invoices, cash disbursements, cash receipts, etc.). Once created, journal entries can be
changed or deleted at any time, unless that fiscal month or year has been closed. Journal entries that are created
automatically by executing a build assembly cannot be modified.

One example of a recurring journal entry could be an estimated monthly depreciation expense determined by
the accountant based on a prior year’s actual numbers.

To record a new journal entry:

1. In the Module menu, go to Financials, and select Journal Entries. In the Standard menu, go to the
Transactions menu and select Journal Entries. Transaction information is entered on the Main tab, while
other comments or information can be kept on the Notes tab.

2. Assign a journal entry number. Next, enter the date of the entry. The session date will be entered
automatically, but can be changed if needed. Type a brief description of why the entry is being made.

3. In the spreadsheet grid below, enter one line of detail for each debit or credit entry. In addition to line item
descriptions, extended notes can be recorded in a separate text box by clicking the button in the Description
column. A column is provided for assigning a report code to the line item.

4. Ifthe account selected in the GL Account column is related to a Job Cost type, click on the button in the Job

column to open the Job Cost screen and assign the amount to the correct job.

. Continue to enter as many line items as needed.

6. The net amount posted to the general ledger will appear at the bottom of the screen. The amount must be
balanced to zero sum in order to save the record.

9]

A journal entry can easily be modified or deleted as long as the fiscal month and year have not been closed, and
any Cash portion of the transaction has not been cleared in Bank Reconciliation. (If necessary, the fiscal month
can be reopened in order to modify a record, or the reconciliation can be deleted.) Journal entries created from
a build assembly, however, cannot be modified or deleted.

To modify a journal entry:

1. Select Journal Entries from the Financials items in the Module menu or in the Transactions items in the
Standard menu.

2. Locate the journal entry to be modified by using the Find, Lookup or Navigation buttons.

When the correct record is located, click Open.

4. To modify the record, make the necessary changes and save the record.

98]

BIS® will create journal entries any time that an automatic adjustment is made to the general ledger. For
example, automatic journal entries may be created as a result of:

A build assembly transaction.

An account adjustment created by applying customer deposit.
An adjustment to reflect the cost of goods sold.

Accruing payroll company contributions.

Automatic journal entries can be located in the Journal Entries file. These entries are assigned a number
beginning with "JE" followed by a consecutive number. A description is assigned to allow tracing the entry
back to the related transaction. For example, "Build Assembly # 104" or "Adjust Accounts AD # 200" (an
adjustment related to Apply Deposits record # 200).
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b Tlp Journal entries created by a build assembly cannot be modified or deleted.

Modular Menu Access
Financials | Journal Entries

Standard Menu Access
Transactions | Journal Entries

New Record

Initial access to journal entries from the menu opens the Journal Entries — New form. The form is used to enter
new journal entry information. However, access to a new form when another journal entry record is on the
screen only requires by pressing Ctrl+N or use the New [ icon on the toolbar. The system will ask, however,
if any changes to the open record should be saved.

Figure: FS-27 =3 Journal Entries - Mew E@
Journal Entries — New T
screen form.
JE Mumber
JE Date L

Session Date 08/26/201% | v |

Description

Motes |

GL Account Account Name Debit  Credit Description Report Code Job -

5] 3 [

B

=3
|5 | ~

Cost Code Change Order Cost Type

Total Debits 0.00 Total Credits 0.00 Met Posted 0.00

Scrolling Through Journal Entry Records

Journal Entry records can be scrolled by using the Navigation buttons on the toolbar at the top of the
screen. Clicking on the First li{] icon (at the top of the screen) will open the first record of the list according to
JE Number. Clicking on the Previous L4 icon (at the top of the screen) will open the next record of the list
according to JE Number. Clicking on the Next [2] icon (at the top of the screen) will open the next record of
the list according to the JE Number. Clicking on the Last [ icon (at the top of the screen) will open the last
record of the list according to the JE Number.

Editing an Existing Record

The list of existing journal entries can be checked by clicking on the Magnifying Glass [ icon (at the top of
the screen) or by pressing Ctrl+F, and double clicking on the item of interest. Records can be edited by either
using the Search button feature or by using the mouse or cursor keys to select the record to be edited.
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Figure: FS-28
Journal Entries
Find/Search screen form.

ﬂ Journal Entries

Search for
Searchin
Condition

Fiscal Year

JE Mumber

JE022808  |01/06/2020 |Payroll Check #2029

JE Mumber
Begin with
["] Case Sensitive

[=]
[=]

2020/01-2020/12  [=]

JE Date

Description

0
o
i

Search

Clear

Cancel

IIII
o
| »

JE02280%  01/06/2020 Payroll Check #2030
JE0Z280A  01/06/2020 Payroll Check #2031
JE022808B  01f06/2020 Payroll Check #2032
JE02280C  01/06/2020 Payroll Check #2033
JE02280D  |01/06/2020 Payroll Check #2034
JE0Z280E | 01/06/2020 Payroll Check #2035
JE02280F  01/13/2020 Payroll Check #2036
JE02280G  01/13/2020 Payrol Check #2037
JE02280H  01/13/2020 Payroll Check #2033
iF:I::mTTM{J_?.Un'Jﬂ Pavrall Check #7030

Note that when the journal entry form appears, all of the fields at the top are shaded; new information cannot
be entered and existing information cannot be changed. To access the information when the record appears on
the screen, it is necessary to press the Open [=] icon on the toolbar at the top of the screen on the toolbar or by

pressing Ctrl+O.

Figure: FS-29
Sample Journal Entry
screen form that is
editable.

[=3] Journal Entries - JED22808 - 01/06/2020

[E=H EEE

HMain | MNotes
IE Mumber JED22308
JE Date 01/06/2020
Session Date 05/14/2020
Description Payroll Check #2029
GL Account Account Name Dehit Credit Description ReportCode Job =
¥ 2220 | Payrall Taxes PayableFICA 142.85 PR Check #2029 FICA 55 [—] |
7003 Salaries & Wages-Administratio |  142.85 PR Check #2029 FICA 55 [;]
: 2220 Payrall Taxes PayableFICA 33.41 PR Check %2029 Medicare E]
7003 Salaries & Wages-Administratio 33.41 PR Check #2029 Medicare [;]
2230 Payrall Taxes Payable-FUTA 18.43 PR Check #2029 FUTA E]
| 7003 Salaries & Wages-Administratio 18.43 PR Check #2023 FUTA =]
|| 2260 Payroll Taxes Payable-State Un 79,15 PR Check #2029 SUTA E]
| 7003 Salaries & Wages-Administratio 79.15 PR Check #2023 SUTA  [=]
; 2540 401k Plan Payable 72,00 Tax Deferred Plan E]
4
Job Cost Code Change Order Cost Type
Total Debits 345.84| Total Credits 345.84 Net Posted 0.00
Closed

If the journal entry can be edited or changed, all of its fields will be accessible. Any changes will result in
reversing journal entries being created in the General Ledger Journal. The revised record will be saved with
new entries to the affected journals. If the journal entry cannot be edited or changed, a message will appear on

the screen.
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Deleting an Existing Record

Existing records can be deleted, but only if there are no existing transactions dependent on the one selected.
Once the source record is brought to the screen, use the Delete 1%l icon (at the top of the screen). The system
will ask, “Do you want to delete this transaction?” Click on the Yes button to delete it, or click on the No button
to leave the process. If the journal entry cannot be deleted, a message will appear on the screen.

Figure: FS-30 =] Journal Entries - New oo s
Sample editable Journal Hain | potes |

Entry screen form that is st —

open. JE Date 01/01/2021

Session Date 01/16/2021 [~ |
Description Annual adjustment

GL Account Account Mame Debit Credit Description Report Code  Job -
1020 Cash In Bank 999,999,939 =1 [
M 7001 Salaries & Wages-Officer 999,939.99

oED
00D

=)
&=

m

I« »
Job Cost Code Change Order Cost Type

Mone

Total Debits 999,999.99 |  Total Credits 999,999.99 Net Posted 0.00

Deleting a journal entry will result in reversing journal entries being created in the General Ledger Journal.

Main Tab

This option is used to make bookkeeping entries into the general journal. These entries are automatically posted
to the general ledger accounts that are selected, or they may be posted to a job. Once posted entries are
distributed to the general ledger accounts in real time.

Figure: FS-31 =2 Journal Entries - New [E=H E=E T

Sample editable Journal ain | ot |
Entry screen form.

JE Number 0987
JEDate 01012021 [+
Session Date 01/16/2021 [ v |
Description Annual adjustment
GL Account Account Name Debit Credit Description Report Code  Job .
1020 Cash In Bank 999,999.99 e =1
#7001 Salaries & Wages-Officer 999,999,99 [; [« ([
= (53 (

[@==)

m

Job Cost Code Change Order Cost Type
Mone

Total Debits 999,999.99 |  Total Credits $99,999.99 Net Posted 0.00

As each entry is made, BIS® automatically updates the general ledger and the financial statements. Immediately
after entering one or more journal entries, the results of the transaction can be seen by viewing or printing the
general ledger or any financial statements. All journal entries entered are included in each report.
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JE Number

This field records an identification number for the journal entry. The entry is an alphanumeric field limited to
ten digits. A common practice for journal entry number coding is to begin with the month, followed by a
sequential number. For example, 06-005 would be the fifth journal entry in June, or 06-124 would represent
the 124th journal entry since the beginning of the year, occurring in June.

JE Date

This field is used to record the date of the journal entry transaction. The date may be entered by using the
Calendar tool or entered manually. Either way, the input will be masked in the date format selected on the
System Wide Parameters Miscellaneous tab as mm/dd/yy or mm/dd/yyyy.

Session Date

This field records the session date, which will default to the session date entered at the time of login to BIS®.
The date may be entered by using the Calendar tool or entered manually. Either way, the input will be masked
in the date format selected on the System Wide Parameters Miscellaneous tab as mm/dd/yy or mm/dd/yyyy.

Description
The Description field records a general description for the transaction and is limited to 30 alphanumeric
characters.

Detail Distribution Columns

Two buttons on the toolbar are useful when modifying or editing the grid area on a screen form. The Insert Line
icon £ (or Ctrl+I) adds a blank line to the current grid of the form that is open. The Delete Line =t icon (or
Ctrl+]J) removes the currently highlighted line from the grid of the open record.

GL Account
The GL Account column records the general ledger account number that the line of the journal entry will be
posted.

The GL account number may be entered manually, or the list of accounts can be examined by clicking on the
Find tool (Magnifying Glass ] icon in the column on the right), and double clicking on the selected account
number. The Find tool may be used to select an account number from those recorded in Chart of Accounts .

Account Name
The Account Name column displays the name of the account selected.

Debit
The Debit column records the debit amount to be applied to the account selected for the line item. The amount
is entered as a positive number. A corresponding credit entry must be entered to balance the posting.

Credit
The Credit column records the credit amount to be applied to the account selected for the line item. The amount
is entered as a positive number. A corresponding debit entry must be entered to balance the posting.

Description

The Description column is used to record a brief description for the transaction line item. Entering a concise
description can save time otherwise spent looking for the original document to determine why an entry was
made. The entry is an alphanumeric field limited to 30 characters. To record an extended description for this
item, click the button to open a Notes box, where unlimited information related to the line item may be
stored.
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Report Code

The Report Code column is used to record a report code related to the line item, which can be used for creating
customized reports.

Job
If the account number selected for the line item has been assigned a Job Cost Type, the button in this column
will open the Job Cost screen, where the item can be posted to a specific job, change order, and cost code. If

the line item is for a subcontract not yet entered into the Subcontract module, the new subcontract can be added
from the screen.

The Job Cost screen allows transaction line items to be applied to the Job Cost files. The job cost fields are only
available if the account number selected for the line item is assigned a Job Cost type (other than Labor) in the
Chart of Accounts. To reach the box, click the Job button that appears in the final column of the invoice entry
table.

The specific Job Cost sub-screen that appears depends on the Job Cost Type associated with the GL Account
number entered.

Figure: FS-32 =3 Job Cost Labor - Cost Type (L) Labor [ 7| el
Journal Entriesl Job Cost — @ Budget Change Order [] Mon-billable Cost Journal Entry Date 01/01/2021
Cost Type (L) Labor sub- Employee E0D4 @ Tim Hardaway
Job Number 1000 [&]| Padific view Apartments
screen form. Please note i =
that if the Total Amount of | costcede 05200 [&] Finish Carpentry Hourly
Construction Trade &) 0.00 0.00 0.00
the labor does not equal L al
the journal entry, the Billing Rate/Hr Pay Rate Hours
: Regular 30.00 25.00 10.00 |  Regular Amount 250.00
syStem offers to ad.]USt the Overtime 45.00 37.50 0.00  Overtime Amount 0.00
journa| entry to match the | oouble-time 60.00 50.00 0.00  Double-time Amount 0.00
Other Burden % 3.00 Other Burden Amount 7.50
screen. W/C State ca  [&] worker's Comp. for California Workers' Comp. Amount 34.53
W/C Classification | 5645 [&] capenter
\/C Company Rate 0,00000 Experience modifier 0.0000
Union Code 1000 [&]| Laberer's Union Union Amount 11.88
Union Classification |11 [ ] Journeyman
Company FICA 0.00 Total Amount 303.91
[ Use Per Diem PR Addition
GL Account
Per Diem Rate o # of Days 1| Amount 0.00
e

b Tlp If the Total Amount of the labor does not equal the journal entry, the system offers to
adjust the journal entry to match the screen.

i . = =3 Job Cost - Cost e ateria
Figure: FS-33 =3 Job Cost - Cost Type (M) M [ T
Journal Entries, Job Cost — o
Cost Type (M) Material @) Budget Change Order [ Mon-billable Cost
sub-screen form.
Vendaor 0101 @ Central Coast Building Supply
Job Mumber 1010 @ Truesdale Elementary School
Change Order @
Cost Code 05100 [3' Rough Carpentry

ok | cancel
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Figure: FS-34
Journal Entries, Job Cost —
Cost Type (S) Subcontract | @ Budget

sub-screen form.
Vendor 0101

Job Mumber 1010
Change Order
Cost Code 05100

Subcontract

Change Orders

Revised Subcontract
Accrued Cost
Backcharges

Balance

This Amaount

ﬂ Job Cost - Cost Type (5) Subcontract

Change Order

R =

[T Mon-billable Cost

@ Central Coast Building Supply
@ Truesdale Elementary School

(2]

@ Rough Carpentry

oK ] | Cancel

5,000.00
0.00

5,000.00
0.00
0.00

5,000.00

5,000.00

Budget/Change Order/Non-billable Cost Radio Buttons
If the vendor expense applies to a budget item, select the Budget radio button. If the vendor expense applies
to a Budget Change Order item, select the Change Order radio button. Select Non-billable Cost if the expense

is not to be charged to the customer.

Job Number

Enter or select a Job number to be associated with the journal entry line. The job number may be entered man-

ually or by using the Find tool, the Magnifying Glass [ icon or by pressing Ctrl+F.

Figure: FS-35
Vendor Checks, Job Cost —

= Job Cost - Cost Type (0) Other

Cost Type (O) Other sub- | @ Budgst Sy arler
screen form used for
Equipment and Other gl =

Job Mumber 1010
Change Order
Cost Code 05100

transactions.

(2 |

[ Mon-billable Cost

@ Truesdale Elementary School

B

@ Rough Carpentry

oK l | Cancel

Change Order

If the Change Order radio button was selected, the Change Order field becomes available for entry. Enter or
select a change order number to be associated with the journal entry line. The change order number may be ent-
ered manually or by using the Find tool, the Magnifying Glass [ icon or by pressing Ctrl+F.

Cost Code

Enter or select a Cost Code to be associated with the journal entry line. The cost code number may be entered
manually or by using the Find tool, the Magnifying Glass |4 icon.

The program will offer to allow choosing either a cost code already in the budget (Job Budget), or a cost code
not in the budget (Cost Code). If the selected cost code is not in the budget already, it will be added to the

budget for the job.

Subcontract
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This field will display the Subcontract amount.

Figure: FS-36 =4 Job Cost - Cost Type (5) Subcontract IEI
Job Cost — Cost Type (S)
Subcontract, showing © Budget *) Change Order [T Mon-billable Cost
optional use of Job Budget
cost codes or other Cost Vendor 0101 @ Central Coast Building Supply
Code selection option. The | Jeb Mumber 1010 QJ Truesdale Elementary School
same screen element also | Change Order =Y
applies to the Cost Code | CostCode =Y
Type for (M) Material and
Cost Code

for (O) Other. Cancel

Subcontract 5,000.00

Change Orders 0.00

Revised Subcontract 5,000.00

Accrued Cost 0.00

Backcharges 0.00

Balance 5,000,00

This Amount 5,000.00

Change Orders
This field will display the Change Orders amounts related to the subcontract.

Revised Subcontractl
This field will show the revised subcontract amount.

Accrued Cost
This field will display the accrued costs from other vendor invoices and payments on the subcontract.

Backcharges
If Backcharges have been entered against the subcontract, the total will appear in this field.

Balance
This field will show the unpaid balance of the subcontract.

This Amount
This field will show the amount of the journal entry applicable to the subcontract.

Warning — Overpayment
If the amount of the vendor payment when added to the accrued amount exceeds the size of the subcontract,
the warning will appear on the subscreen.

Save the Record
When the record is complete or satisfactorily completed, either click on the OK button in the sub-form, or click
the Cancel button to do further editing of the entries.

Line/Job Detail Area
This area displays additional detail information pertaining to the journal entry line item selected, including the
job, cost code, change order, and/or cost type from the Job Cost files.

Job
If the focus is on a journal entry line that is job related, this field displays the Job number applicable to that line
item. Please note that Job is a hyperlink field as well as the description of the information to be entered. Left-
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clicking on the hyperlink opens the Jobs — New form to add a new Jobs. Right-clicking on the Jobs hyperlink
opens a selection of reports that can be directly accessed.

Figure: FS-37 =

Reports directly accessible

by right-clicking on the Job Budget

field name hyperlink. Schedule of Values
Subcontract List
Subcontract Repart
What's This?

Cost Code

If the focus is on a journal entry line that is job related, the field displays the Cost Code applicable to that line
item.

Please note that the Cost Code title is a hyperlink field as well as the description of the information to be
entered. Left-clicking on the hyperlink opens the Cost Code Library — New form. Right-clicking the hyperlink
accesses the Cost Code Library report that can be directly opened.

Change Order
If the focus is on a journal entry line that is related to a subcontract change order, this field displays the Change
Order applicable to that line item.

Cost Type
If the focus is on a journal entry line that is related to a job, this field displays the Cost Type applicable to that
line item.

Summary Area
This area displays summary information pertaining to the journal entry, including total debits and credits, and
net posted.

Notes Tab
The Notes section is a work area for miscellaneous notes and may be used as needed.

Figure: FS-38 =) Journal Entries - 0987 - 08/25/2014 [ e

Sample Journal Entries’ o totes |
screen form Notes tab. rag

JE to correct errant entries.\ -

Open

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [d] button on the toolbar, or press
Ctrl-S to save the changes.
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Recurring Journal Entries

Certain transactions may be repeated on a regular basis that rarely vary. To save time and minimize errors in
making these entries, recurring journal entry transactions can be created that simply require posting at regular
intervals.

This section covers the three elements of recurring journal entries’ setup and use: Groups, Recurring JE, and
Post JE. The first two of these elements are needed to set up a recurring journal entry. The last one is needed
to process recurring journal entry.

Once a recurring journal entry has been posted, all of its elements are available in Journal Entries, either to be
left “as 1s,” or to be modified as needed.

Modular Menu Access
Financials | Recurring Journal Entries

Standard Menu Access
Transactions | Recurring Journal Entries

Three steps are required in completing recurring transactions:
1. Setting up the journal entry forms.
2. Grouping the journal entry forms for posting.
3. Posting the journal entries.

In order to use recurring journal entries, it is first necessary to set up records for each journal entry that will
occur on a regular basis. The recurring journal entry forms are similar to regular journal entry forms, except
that they require a Recurring Number (used for grouping) and they do not require journal entry dates (since they
will be used repeatedly).

The recurring JE form is reached by selecting Recurring JE from the Recurring Journal Entries submenu of the
Financials menu in the Module menu style or Transactions menu in the Standard menu style. The form should
be completed like a regular journal entry. Enter one form for each journal entry set that will occur on a recurring
basis. After the journal entry forms have been created, groups must be set up that will be used to post the journal
entries.

Grouping Recurring Journal Entries

After recurring journal entry forms have been recorded, they must be grouped together in order to be posted.
Groups are created according to transaction type (e.g., journal entries, payables or billing). Different types
cannot be grouped together. A group can contain as many journal entry forms as desired, as long as they will
be posted at the same time. Entries to post are selected by group number.

The creation of a group (and its associated forms) DOES NOT generate an accounting journal entry. Only when
the recurring journal entries are posted are the books affected. Posting can be done at any time and forms within
a group can be changed, deleted or regrouped as needed.

To group recurring journal entries:

1. Select Groups from the Recurring Journal Entries submenu of the Financials menu or under Transactions
in the Standard menu.
2. On the Main tab, enter a group number and description that will identify the group of journal entries to
which they are assigned.
. Click on the Recurring tab.
4. Use the Find tool to select all the recurring journal entries that will be posted together, each listed on a
separate line.

98]
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5. Save the record.
To enter another grouping record, click New and repeat Steps 2 through 4.
Once journal entries are grouped together, they may be posted whenever necessary.

Posting Recurring Journal Entries
When a recurring journal entry is posted, BIS® automatically creates regular journal entry records for each
recurring record posted and updates the books to reflect the journal entry.

To post recurring journal entries:

1. Select the Post JE option from the Recurring Journal Entries submenu.

2. Enter the posting date and, if necessary, the number of the first journal entry to be posted.

3. The table displays the recurring groups and the date each was last posted. To post one or more groups, flag
the group(s) by marking the box for that line item. Clicking the Preview button will display all of the
individual recurring journal entries selected for posting, and their associated group number.

4. When the correct groups have been selected, click the Post button.

After posting, the journal entry records created by the recurring procedure can be modified and deleted just like
regular journal entries.

Reversing Recurring Journal Entries
Once recurring journal entries have been posted, the actual journal entry records that have been created can be
located in the journal entry file.

To reverse or modify the transaction created:

1. Select the Journal Entry option from Financials in the Module menu or under Transactions in the Standard
menu.

2. Locate the journal entry transaction created through the recurring posting procedure using the Find, Lookup
or Navigation buttons. Identify the record by the journal entry number, date and description.

3. Select the record.

4. To reverse the journal entry, click Delete. This process will remove the record from the file. To modify the
record, make any changes necessary and click Save.

v Tlp If the journal entry includes an entry to a cash account, and was cleared through the
Bank Reconciliation module, the journal entry cannot be modified or changed without
first deleting the reconciliation that cleared it.
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Recurring JE
This option is used to create journal entries which can be grouped and posted on a recurring basis. A group may

also be posted as a reversing entry. A group may contain as many journal entries or distribution lines as
necessary, as long as they can be posted at the same time.

Modular Menu Access
Financials | Recurring Journal Entries | Recurring JE

Standard Menu Access
Transactions | Recurring Journal Entries | Recurring JE

New Record

Initial access to recurring journal entry from the menu opens the Recurring JE - New form. The form is used
to enter new recurring journal entry information. However, access to a new form when another recurring journal
entry record is on the screen only requires pressing Ctrl+N or use the New L icon on the toolbar. The system
will ask, however, if any changes to the open record should be saved.

Figure: FS-39 =7 Recuring JE - New [E=H EEE =
Recurring Journal Entries, 2
. Main | Notes |

Recurring JE — New screen
Recurring Number

form . Description

GL Account Account Mame Debit Credit Description Report Code Job
y =] L] &)
l- »
Job Cost Code Change Order Cost Type
Total Debits 0.00 | Total Credits 0.00 Net Posted 0.00
New

Scrolling Through Recurring JE Records
Recurring journal entry records can be scrolled by using the Navigation screen. Clicking on the First 4] icon
(at the top of the screen) will open the first record of the list, according to the Recurring Number. Clicking on

Figure: FS-40 =7 Recurring JE - 1 - Monthly Dep = el
Recurring Journal Entries, Han [gois]
. . M Notes
Recurring JE, Main tab
f I Recurring Number ik
screen rorm samp €. Description Monthly Dep
GL Account Account Name Debit Credit Description Report Code Job =
M 1530 | {Less Accum Depr-Computer 0.00 4,172.00
| 1530 {Less Accum Depr-Computer 0.00 378.00 154
{1520 {Less Accum Depr-Leasehold 0.00 873.50 :
7025 Depreciation Expense 5,423.50 0.00 (2]
| Kl I . »
Job Cost Code Change Order Cost Type
Mone
Total Debits 5,423.50  Total Credits 5,423.50 Net Posted 0.00
Closed
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the Previous L] icon (at the top of the screen) will open the immediately previous record of the list, according
to the Recurring Number. Clicking on the Next [icon (at the top of the screen) will open the next record of
the list, according to the Recurring Number. Clicking on the Last [ icon (at the top of the screen) will open
the last record of the list, according to the Recurring Number.

Editing an Existing Record
The list of existing recurring journal entries may be examined by clicking on the Magnifying Glass [icon (at
the top of the screen) or by pressing Ctrl+F, and double clicking on the item of interest. Records cannot be

edited, however.

Figure: FS-41
Recurring JE, Find/Search
screen form.

= Recurring JE = @
search for
Search in Recurring Number lz‘
Condition Begin with lz‘
|| Case Sensitive
Recurring Number Description i
1 Monthly Dep

When the Recurring JE screen form appears, most of the fields at the top are shaded; the information cannot

be entered or changed.

Deleting an Existing Record
Existing records can be deleted. Once the source record is brought to the screen, use the Delete %1 button at the
top of the screen on the toolbar. The system will ask, “Do you want to delete this transaction?”” Click on the Yes
button to void it, or click on the No button to leave the process.

Deleting a recurring journal entry will not change previously posted recurring journal entry.
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Main Tab

This option is used to create journal entries that can be grouped and posted on a recurring basis. A group may
contain as many journal entries or distribution lines as necessary, as long as they are in balance and can be
posted at the same time.

Figure: FS-42 =1 Recurring JE- 1 - Monthly Dep [ e
Recurring Journal Entries, | mmer——

Recurring JE Main tab
sample screen form.

Recurring Number 1
Description Monthly Dep

GL Account Account Name Debit Credit Description Report Code  Job =
1530 {Less Accum Depr-Computer 4.172.00
1530 {Less Accum Depr-Computer 378.00
1520 {Less Accum Depr-Leasehold 873,50
7025 Deprediation Expense 5,423.50

BEE!

T 3

] -
=~

=]
=

Cost Code Change Order Cost Type

Total Debits 5/423.50 | Total Credits 5,423.50 Net Posted 0.00

Closed

Recurring Number
This field records a number which will be used to identify the journal entry when grouping. The field is
alphanumeric limited to ten characters.

Description
This field records a description of the recurring journal entry. A concise description can be helpful when
selecting group recurring journal entries. This is an alphanumeric field limited to 30 characters.

Form Columns

Two buttons on the toolbar are useful when modifying or editing the grid area on a screen form. The Insert Line
icon [E| (or Ctrl+]) adds a blank line to the current grid of the form that is open. The Delete Line [= icon (or
Ctrl+]) removes the currently highlighted line from the grid of the open record.

GL Account
This field records the general ledger account number that will be affected by the journal entry line item. The
Find tool may be used to select an account number from those recorded in the Chart of Accounts.

Account Name
This field displays the general ledger account name based on the selected account number.

Debit
This field records the debit amount to be applied to the account selected for the line item. The amount is entered
as a positive number. A corresponding credit entry must be entered to balance the posting.

Credit
This field records the credit amount to be applied to the account selected for the line item. The amount is
entered as a positive number. A corresponding debit entry must be entered to balance the posting.
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Description

This field is used to record a brief description for the journal entry line item. Entering a concise description can
save time otherwise spent looking for the original document to determine why an entry was made. It is an
alphanumeric field limited to 30 characters. To record an extended description for the item, click the k=) button
to open a Notes box, where unlimited information related to the line item may be stored.

Report Code
The Report Code column is used to record a report code related to the line item, which can be used for creating
customized reports.

Job

If the account number selected for the line item has been assigned a Job Cost Type, the button in this column
will open the Job Cost screen, where the item can be posted to a specific job, change order, and cost code. If
a line item is for a subcontract not yet entered into the Subcontract module, the new subcontract optionally can
be added from the screen.

The Job Cost screen allows journal entry line items to be applied to the Job Cost files. The job cost fields are
only available if the account number selected for the line item is assigned a Job Cost type (other than Labor)
in the Chart of Accounts. To reach the box, click the Job button that appears in the final column of the journal
entry table.

The specific Job Cost sub-screen that appears depends on the Job Cost Type associated with the GL Account
number entered.

Figure: FS-43 =7 Job Cost - Cost Type (M) Material 2
Recurring Journal Entries, -
Job Cost — Cost Type (M) '@ Budget Change Order || Men-billable Cost
Material sub-screen form.

Vendor 0101 @ Central Coast Building Supply

Job Number 1010 @ Truesdale Elementary School

Change Order @

Cost Code 05100 @ Rough Carpentry

)| Cancel |

Figure: FS-44 =] Job Cost - Cost Type (5) Subcontract @
Recurring Journal Entries, -
Job Cost — Cost Type (S) @ Budget Change Crder || Mon-billable Cost
Subcontract sub-screen
form. Vendaor 0101 @ Central Coast Building Supply

Job Number 1010 @ Truesdale Elementary School

Change Order @

Cost Code 05100 l&l Rough Carpentry

[OK” e

Subcontract 5,000.00

Change Orders 0.00

Revised Subcontract 5,000,00

Accrued Cost 0.00

Backcharges 0.00

Balance 5,000,00

This Amaount 100,00
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Figure: FS-45 =7 Job Cost - Cost Type (O) Other |5 | [zl
Recurring Journal Entries, o
Job Cost — Cost Type (O) '@ Budget Change Order || Men-billable Cost

Other sub-screen form

used for Equipment and Vendor 3]

Other transactions. Job Number 1010 l&l Truesdale Elementary School
Change Order [EI
Cost Code 05100 @ Rough Carpentry

l | Cancel

Budget/Change Order/Non-billable Cost Radio Buttons

If the vendor expense applies to a budget item, select the Budget radio button. If the vendor expense applies
to a Budget Change Order item, select the Change Order radio button. Select Non-billable Cost if the expense
is not to be charged to the customer.

Job Number
Enter or select a Job number to be associated with the journal entry line. The job number may be entered man-

ually or by using the Find tool, the Magnifying Glass [ icon or by pressing Ctrl+F.

Change Order

Figure: FS-46 /=4 Jab Cost - Cost Type (5) Subcontract @
Job Cost — Cost Type (S)

Subcontract, showing @) Budget Change Order [ Mon-billable Cost
optional use of Job Budget .

cost codes or other Cost | Vendor s Q] K Cantracting

Code selection option. The | Job MNumber 1010 |3| Truesdale Elementary Schoaol
same screen element also | Change Order =Y

applies to the Cost Code Cost Code 06100 @ Rough Carpentry

Type for (M) Material and
for (O) Other. C

[ o

Subcontract 5,000,00
Change Crders 0.00
Revised Subcontract 5,000,00
Accrued Cost 0.00
Backcharges 0,00
Balance 5,000,00
This Amount 1,000.00

If the Change Order radio button was selected, the Change Order field becomes available for entry. Enter or
select a change order number to be associated with the journal entry line. The change order number may be ent-
ered manually or by using the Find tool, the Magnifying Glass -4 icon or by pressing Ctrl+F.

Cost Code
Enter or select a Cost Code to be associated with the journal entry line. The cost code number may be entered
manually or by using the Find tool, the Magnifying Glass [ icon.

The program allows the choice of either a cost code already in the budget (Job Budget) or a cost code not in
the budget (Cost Code). If the selected cost code is not in the budget already, it will be added to the budget for
this job.

Subcontract
This field will display this Subcontract amount.
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Change Orders
This field will display the Change Orders amounts related to the subcontract.

Revised Subcontract
This field will show the revised subcontract amount.

Accrued Cost
This field will display the accrued costs from other vendor invoices and payments on the subcontract.

Backcharges
If Backcharges have been entered against the subcontract, the total will appear in this field.

Balance
This field will show the unpaid balance of the subcontract.

This Amount
This field will show the amount of the line item applicable to the subcontract.

Warning — Overpayment
If the amount of the invoice, when added to the accrued amount exceeds the size of the subcontract, this
warning will appear on the subscreen.

Save the Record
When the record is complete or satisfactorily completed, either click on the OK button in the sub-form, or click
on the Cancel button to do further editing of the entries.

Line Detail Area
This area displays additional information pertaining to the line item selected, including the account name and
item description. Also, displayed are the job, cost code, change order and/or cost type from the Job Cost files.

Job
If the focus is on a journal entry line that is job related, this field displays the Job number applicable to that line
item.

Please note that Job is a hyperlink field as well as the description of the information to be entered. Left-clicking
on the hyperlink opens the Jobs — New form to add a new Jobs. Right-clicking on the Jobs hyperlink opens a
selection of reports that can be directly accessed.

Figure: FS-47

i . Job List

Reports directly accessible

by right-clicking on the Job Budget

field name hyperlink. Schedule of Values
Subcontract List
Subcontract Report
What's This?

Cost Code

If the focus is on a journal entry line that is job related, this field displays the Cost Code applicable to that line
item.

Please note that the Cost Code title is a hyperlink field as well as the description of the information to be
entered. Left-clicking on the hyperlink opens the Cost Code Library — New form. Right-clicking the hyperlink
accesses the Cost Code Library report that can be directly opened.



Financial Statements FS-45

Change Order
If the focus is on a journal entry line that is related to a subcontract change order, the field displays the Change
Order applicable to that line item.

Cost Type
If the focus is on an invoice line that is related to a job, this field displays the Cost Type applicable to that line
item.

Summary Area
This area displays summary information pertaining to the invoice, including AP account number and name and
invoice.

Total Debits
This field displays the total debits of the journal entry.

Total Credits
This field displays the total credits of the journal entry.

Net Posted

This figure shows a cumulative (running) total of all the items entered. The net posted amount must be zero
when the journal entry is complete, or BIS® will not accept the posting, and adjustments will be required before
saving the record.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar or press
Ctrl-S to save the changes.

Notes Tab
The Notes section is a work area for miscellaneous notes and may be used as needed.

Figure: FS-48 =] Recurring JE - 1 - Monthly Dep E@
Recurring Journal Entries,
Recurring JE Notes tab
sample screen form.

—l 1|
Main | |MNotes ;|

2014 Depreciation JE for CPA -

Open

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar or press
Ctrl-S to save the changes.
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Groups
This form is used to create groupings of recurring journal entries that will be posted together on a regular basis.

Modular Menu Access
Financials | Recurring Journal Entries | Groups

Standard Menu Access
Transactions | Recurring Journal Entries | Groups

New Record

Initial access to recurring journal entry groups from the menu opens the Groups JE - New form. This form is
used to enter new journal entry group information. However, access to a new form when another group record
is on the screen only requires pressing Ctrl+N or using the New [l icon on the toolbar. The system will ask,
however, if any changes to the open record should be saved.

Figure: FS-49
Recurring Journal Entries,
Groups JE — New screen
form.

=3 Groups JE - New

HMain |R_eu.|rring Notes

o) o =]

Group Mumber |

Description

Scrolling Through Recurring JE Records

Recurring group records can be scrolled by using the Navigation buttons on the toolbar at the top of
the screen. Clicking on the First [ icon (at the top of the screen) will open the first record of the list, according
to the Group. Clicking on the Previous Li] icon (at the top of the screen) will open the immediately previous
record of the list, according to the Group. Clicking on the Next Lx]icon (at the top of the screen) will open the
next record of the list, according to the Group. Clicking on the Last [Hicon (at the top of the screen) will open
the last record of the list, according to the Group.

Figure: FS-50 =1 Groups JE-1 Monthly Depreication = E=R =
Recurring Journal Entries, | -
Groups JE, Main tab Hotes

screen form sample. Groeombe, |4
Description Monthly Depreication

n ;| Recurring

Edit
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Editing an Existing Record

The list of existing journal entry groups may be examined by clicking on the Magnifying Glass []icon (at the
top of the screen) or by pressing Ctrl+F, and double clicking on the item of interest. Records cannot be edited,

however.

Figure: FS-51 1 Groups JE
Groups JE, Find/Search

screen form. Search for

Search in Group
Condition Begin with

1 Monthly Depreication

|| Case Sensitive

Group Description

E=0(E=E
&
&

Last Post Date

//

o~

Deleting an Existing Record

Existing records can be deleted. Once the source record is brought to the screen, use the Delete l£] button at the
top of the screen on the toolbar. The system will ask, “Do you want to delete this record?” Click on the Yes
button to void it, or click on the No button to leave the process. Deleting a journal entry group will not change

previously posted recurring journal entry.

Main Tab

The Main section records a group number and description that will identify the group of journal entries to which

they are assigned. The information will be used to select the groups for posting.

Figure: FS-52
Recurring JE, Groups JE,
Recurring tab screen form.

=3 Groups JE-1 Monthly Depreication

Group Mumber 1

Description Monthly Depreication

Edit

Group Number

This field records a number that will be used to identify a group of accounts that will be posted together on a
regular basis. This code may be any combination of letters and numbers, up to three characters in length.

Description

The field records a description of the accounts group, which will be associated with the group number selected.
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Recurring Tab

This section is used for selecting which items are to be grouped together for posting. Two buttons on the toolbar
are useful when modifying or editing the grid area on a screen form. The Insert Line |£l icon (or Ctrl+]) adds
a blank line to the current grid of the form that is open. The Delete Line = icon (or Ctrl+]) removes the
currently highlighted line from the grid of the open record.

Figurg: FS-53 =1 Groups JE-1 Monthly Depreication [l s
Recurring JE, Groups JE, :l"—'—\
. Mair Recurring Note:
Recurring tab screen form | =" =
Recurring Number Description -
Sample- Kl [Z] Monthiy Dep

=

Edit

Recurring Number
This field displays the numbers of the recurring journal entries that are included in the group selected. To add
a recurring journal entry, enter the recurring number manually or by using the Find tool.

Description
This field displays the description associated with the recurring number selected.

Notes Tab

Figure: FS-54 =] Groups JE - 1 - Monthly Depreciation =8 E=E =<
Sample Recurring Payable, | ,— D] Neve- |
Groups JE, Notes tab ] »
sample form.

Equipment Deprediation Group -

Edit

The Notes tab is a work area for miscellaneous notes and may be used as needed.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar or press
Ctrl-S to save the changes.
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Post JE

This screen displays recurring journal entry groups that can be selected for posting. The journal entries posted
here are created by using the Recurring JE form and are grouped in the Groups screen. Once selected, the
journal entries can be posted, which will create one or more journal entries for the recurring transaction.

Modular Menu Access
Financials | Recurring Journal Entries | Post JE

Standard Menu Access
Transactions | Recurring Journal Entries | Post JE

Figure: FS-55 =7 Post JE ===
Recurring Journal Entries,

Posting Date il
Post JE screen form Becinn ]
eginning Number
Sample' Post Flag Group Description Last Post Date -
| 1 Monthly Depreication e

~

Preview Post

Mark the group to load

Posting Date
This field records the posting date for the group of journal entries. The date may be entered manually or by
using the Calendar tool.

Beginning Number
This field records the beginning journal entry number (entries will be numbered sequentially).

Post Flag
The Post Flag column allows groups to be selected for posting. A group is selected for posting if a checkmark
appears in the box. Toggle the checkmark on and off by clicking on the box.

Group
The Group column displays the group numbers available for posting.

Description
The Description column displays the description associated with each group number.

Last Post Date
The Last Post Date column displays the last date that the group of recurring journal entries was posted.
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Preview Button

Opens a window which displays the individual recurring journal entries to be loaded based on the groups

selected.

Figure: FS-56
Recurring Journal Entries,
Post JE, Preview sub
screen sample.

Post Button

=3 Recurring JE to Post = @
{Group Recurring Description
M1 1 Monthly Dep |
I b

This button causes the posting of the recurring journal entries of all selected groups. The program will request

confirmation of the action to post the recurring group entries selected.

Close Button

The Close button closes the active window.
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Section 4 - Financial Reports

This section covers the reports available for Financials. Access to specific reports begins with the Query screen
that enable selection of the particular variation needed. As with other reports in BIS®, reports can generally be
one of 3 types: Summary, Detail, and Extended. Most reports offer the ability to select an “Order By” setting,
and often have several choices of fields for that choice. Additionally, most reports have a variety of Options
allowing certain elements to show or not on the report. Finally, most reports offer a listing of fields that can
allow a refined selection of data. The Report Query will be remembered by User Id until changed.

All report options are listed under the Reports menu, and many reports can be selected by right-clicking on a
data hyperlink to open a pop-up report menu related to that field. Either method opens a report setup form
depending upon the type of report selected.

Reports offer the opportunity to view all records and activity for a company. Reports are an easy way to view
the effects of specific transactions. They are also a good way to get a summary view of either all transactions
of a specific type, all entries for a single account or file.

BIS” reports allow the user to enter the exact specifications of what the report will contain. Make it as detailed
or simple as needed. Narrow or broaden the search criteria to allow as few as one record, or as many as all
records pertaining to the topic.

Once the criteria has been entered into the report form, the report can be viewed on the screen by clicking the
Preview button. A window will open to display the report. This feature is useful for detecting any errors in
setting up the report before actually printing it on paper. Use the scroll bars on the right side and bottom of the
screen to move around the page.

When previewing a report, the usual toolbar will disappear and the preview toolbar appears. After closing the
preview of the report and returning to the Report form, the report can be printed. Select Print, either from the
File menu or by clicking the Print button on the main tool bar. The Print dialogue box will open. Specify
whether to print the entire document or select certain pages to print. Also, select the number of copies desired
and which printer to use.

Reports can be viewed on the screen, printed, and exported. In other editions of BIS®, reports can be exported
and emailed in up to six different formats. Most reports have hyperlinks that enable users to either drill down
to the source record, or by right-clicking, open a list of other reports and functions related to the hyperlink field
selected.

Report Toolbar Controls
There are a number of controls that affect reports and how they are rendered. Initial access comes from the
query screen.

MW= N e |
Figure: FS-57
Report Toolbar

Reports Toolbar

Preview

The Preview icon works with the Report and printing functions, allowing previewing in WYSIWYG (What
You See Is What You Get) mode. As with other screen elements, these report previews can be tiled or layered
with the BIS® MSD (Multiple Screen Display).
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Print (Ctrl-P)
The BIS® Print icon causes the current report to be sent to the print spooler so that it can be printed by the
default or selected printer accessible to the sending computer.

Export Report

The Export Report icon exports the current report in up to six different formats, depending on the edition
of BIS” used. Standard edition users can export in DOS TXT, Microsoft® Excel® WKS, and Adobe” PDF
formats. Professional edition users add Microsoft®” Word"” and the graphical TIFF formats. Finally, Enterprise
edition users can also export in HTML format.

Email Report

The Email Report icon enables Professional and Enterprise edition users to email reports from directly
within BIS®. The available formats for these editions are the same as listed for Export above.

Preview Toolbar Controls
Once a report is opened, and appears on the screen, an additional Preview Toolbar opens.

Table of Contents

The BIS® Table of Contents icon adds a table of contents to the left side of the screen report. Using a
familiar Explorer-style format, each primary record of the report can be directly accessed, eliminating the need
for laborious searching.

Show/Hide Ruler
The Show/Hide Rule icon reveals or hides a ruler guide to the top and side of the report. Users of word
processing and some graphics programs should be familiar with this feature.

Copy Page
The Copy Page icon copies the current page of the report to the Windows® Clipboard.

Find
The BIS® Find icon enables finding or searching for a particular piece of data in the current report.

Display Pages
i The Display Pages icon controls how many pages of the report can appear on a single screen and how they
are arranged. The choices are: 1x1, 1x2, 1x3, 2x1, 2x2, and 2x3.

Zoom in
The Zoom in icon enlarges the screen image by preset percentages.

Zoom Out
The Zoom in icon reduces the screen image by preset percentages.

Zoom Control

The Zoom Control drop-down allows enlarging or reducing the screen image by preset percentages: 25, 50,
75,100, 125, 150, 175, 200, 400, and 800, as well as Page Width and Full Page.

“Navigation” Buttons

[TRENERE > M| The Navigation button icons provides a way of moving through pages of the report. In
sequence, they are: the First Page, the Previous Page, the Next Page, and the Last Page. The numeric
information in the center indicates which page is showing or selected out of the total number of pages in the
report.
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Backward
The Backward icon reverses the order of the pages of the report that appear on the screen.

Forward
The Forward icon resets the order of the pages of the report that appear on the screen.

Deactivate Hyperlink
The Deactivate Hyperlink icon removes the hyperlink function on the pages of the report.

Hyperlink Appearance
The Hyperlink Appearance icon controls how the hyperlinks will appear on the displayed report (and any
report printed from the preview).

Figure: FS-58 ab  Blue Underline
Hyperlink format options | ;' 4.
ab | Black Underline
ab | Black

Blue Italic Underline

|ﬂl
[=g

-1
=

Blue Italic

R
(=]

ab  Bladk Italic Underline

R
=

Black Italic

Refresh
The Refresh icon updates the report with the latest data from the program.

List Reports

The majority of BIS® reports have list reports. This section explains how to set up a list report and define the
search criteria on which to base it. If the criteria specified does not yield any records, BIS® will not allow the
report to be previewed or printed.

My Query
The My Query option enables the user to save multiple sets of query conditions (and is described in greater

detail below).

Report Type
Select the type of report, which generally determines the level of detail contained in the report itself. The
amount and type of detail available vary from report to report.

Order By

Use the drop down menu tool in the Order By option to select which field should be used to list entries. Some
reports can only be ordered by a certain field. If applicable, choose whether the entries will be shown in
ascending or descending order. For example, ascending alphabetical listings display A-Z entries, while a
descending list orders Z-A entries.

Options
The choices given in the Options box allow the report to be further defined. To select any of these options,
check the corresponding box.

Filter

The listing at the bottom of the form defines which records will be included in the report. Data can be selected
for inclusion by the fields displayed in this area. A variety of criteria can be used to make the report as narrow
or broad as necessary.
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First select an operator from the drop down list in the Operator field. Depending on which operator is chosen,
the Beginning and/or Ending fields may need to be filled with data based on the field type. Sometimes a drop-
down menu is made available in these columns so that a selection may be chosen from records on file.

Operators

All Shows all records

= Displays only records with data matching the data in the Beginning column

On Date Run For Date fields only; this dynamic operator uses the system date for the program

Day # of Month For Date fields only; this dynamic operator uses the pres-selected specific day of the

month
First Day of the Month For Date ficlds only; this dynamic operator uses the first day of the current month
Last Day of the Month For Date fields only; this dynamic operator uses the last day of the current month

In Includes all records contain the data entered in the Beginning column
Between Shows records that fall between the records listed in the Beginning and Ending columns
Tag Includes specific records tagged from a drop-down list of records

Includes records that have a value greater than that entered in the Beginning column

Only shows records with a value less than that defined

>= Displays records with a value greater than or equal to the defined data
<= Includes records whose value is less than or equal to the data entered
My Query

The My Query option enables the user to save multiple sets of query conditions including Order By, Field
Operators and their settings, and Options. The initial use of My Query shows no saved Queries. If there are
existing named queries available they can be seen using the drop-down tool. The saved Query, however, can
be applied to any of the available Report Types.

Figure: FS-59
My Query drop-down list
sample.

As with other system reports, each named query selection can be further refined with the other settings.

Refresh Button
If a query has been saved, and new changes are made to the query settings, clicking on the Refresh button
will remove those unsaved changes.

Details Button
A query can be saved by clicking on the Details button. If there are no pre-existing queries, two buttons are
available, Save As and Close.
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Figure: FS-60
My Query List initial use
sample screen form.

Save

=l My Query List - General Journal = !@I

Name: Public  CreatedBy = Sa

Copy
Rename
Delete
Private

Public

Close

—
N

The Save button will save the current settings, but will provide a dialog box asking, “Do you want to overwrite
this query?” Click on Yes to save the current settings under the selected name, or No to not save them under

the current name.

Save As

The Save As button opens the Save As Query sub-form.

Figure: FS-61

My Query List sample
screen form with saved
filters, one public and one
private.

Figure: FS-62

Save As Query List sample
screen form showing the
two optional Scope
selections: Private and
Public.

Name

= My Query List - General Journal = !@
Hame Public CreatedBy =
15th of the Mo. Summary ADMIN
Last Day of the Mo, Summary ] | ADMIN
I :
=] Save As Query - General Journal @
Name
Scone | RPN
Public I Ok Cancel

Use this field to assign a name to the saved query.

Scope

The Scope option allows the user to specify whether the saved query will be kept for private use or be made
available to all users with access rights to the information.

OK

Click on the OK button to accept the name and scope selections.

Cancel

Click on the Cancel button to close the form without saving.
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Copy
The copy button will copy the current saved query to a new name, and allow changing its scope setting. The

newly named query can then be edited and saved again.

Figure: FS-63 = Copy Query - General Journal -7 mEsal
Copy query screen form. G

Mame | 15th of the Mo. Summary

Copy To

MName

Scope | ETENNL]

Private

Rename

The Rename button opens the Rename Query form that allows the query to be saved with a new name.

Figure: FS-64 = o e e B Fo s
Rename Query screen Current Name | 15th of the Mo. Summary
form. Newriame |

-
Delete

The Delete button will delete the selected named query. If the query is a public query, the following dialog box
question will appear, “This is a public query. Are you sure that you want to delete this query?” If the selected
query is not a public query, the system simply asks for a confirmation of the action.

Private
If the query is marked as Private, this button will be grayed out. The user has the option of changing the scope
of the query to Public by using the next button.

Public
If the query is marked as Public, this button will be grayed out. The user has the option of changing the scope
of the query to Private by using the preceding button.

Close
This button closes the My Query List.

Clear Button

The clear button is located on the tool bar normally at the top of the screen. The button applies only to the
report queries. BIS® report query settings are remembered by user from one session to the next. Thus, if a saved
query was last used, the query screen for the same report would open with it preselected. The clear button resets
the query screen to the system default.
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Figure: FS-65
Sample report query form
after apply clear button.

|| Chart of Accounts

R Options
E‘ E] Show Report Criteria
Transaction Accounts
e Il Description Accounts
|z| _ Result Account
_D Job Cost Accounts Only
Order By : Active
Account Number lz‘ _ Inactive
. . X | show Balances
@ Ascending  (7) Descending :D e
rFiscal Year
2014/01 - 2014/12 [+]
Field Operator Beginning Ending
Account Number Al

_ Description

Al
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Financial Statements List

The following is a list of financial statement reports available in BIS®.

®m  Chart of Accounts B Trial Balance
®m  Chart of Accounts List ®  Financial Statements
B Budget ®  Daily
B Tree Structure B Monthly
®  Departments ®  Quarterly
®m  General Journal B Yearly
B Recurring Journal Entries m  Statement of Cash Flows
®  Groups

m  Recurring JE

Menu Access

Financial Ratios

®  Current Ratio

B Quick Ratio

B [nventory Turnover
Comparative Period Accounts
Consolidated Maintenance

Access to reports can be achieved via three different menus: Modules with Reports Group, Modules with

Reports Listed, and Standard.
Reports Access via Modules with Reports Group
Financials | Reports

Reports Access via Modules with Reports Listed
Financials

Standard Menu
Reports | Financial Statements
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Chart of Accounts List

The Chart of Account List provides information about accounts in the company chart of accounts. An up-to-date
printout of the chart of accounts can be retained as a reference. The list is useful for assigning account numbers
while are entering transactions.

Access to Chart of Accounts List
Module Menu with Reports Group
Financials | Reports | Chart of Accounts | Chart of Accounts List

Module Menu with Reports List
Financials | Chart of Accounts | Chart of Accounts List

Standard Menu
Reports | Financial Statements | Chart of Accounts | Chart of Accounts List

Report Types

Summary

The Summary Report Type displays each account number and name, account type, job cost type, classification,
and cash flow.

Detail
The Detail Report Type also includes the total title and all account options.

Order By Options Fields
* Account Number » Show Report Criteria * Account Number
» Description * Transaction Accounts » Description
* Description Accounts
Fiscal Year * Result Account
* Select by drop-down * Job Cost Accounts Only
* Active
+ Inactive

» Show Balances
* (Case Sensitive
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Chart of Accounts — Summary Report

Best Construction Company
Chart of Accounts
Summary Report Fage 1
Account¥  AccountMame AccountType Job CostType Classification CashFlow
1000 Assets Desoription None Assets A
1001 Current Assets Desoription None Assets MIA
1010 Cash Descoription None Assets MiA
1018 Petty Cash Trans action None Assets
1020 Cashlin Bank Trans action None Assets
1030 Cashln Bank-Savings Trans action None Assets
1040 Cashln Bank-Money Market Trans action None Assets
1100 Accounts Receivable Descoription None Assets A
1110 Accounts Receivable-Trade Trans action Contractincome Assets
1120 Accounts R ecevable-Retention Trans action Contractincome Assets
1130 Accounts Receivable-Other Trans action None Assets
1140 Accounts Receivable Suspense Trans acticn None Assets
1200 Ower/Under Billings Trans action None Assets
1300 Inventory Trans action None Assets
1325 Maobile Inventory Trans action None Assets
1350 Allowance For Bad Debt Trans action None Assets
1400 Other CurrentAs sets Desoiption None Assets MA
1410 Prepaid Insurance Trans action None Assets
1420 Prepaid Taxes Trans action None Assets
1430 Employee Advances Trans action None Assets
1440 Current Motes Receivable Trans action None Assets
1500 Fixed Assets Desoription None Assets MA
1510 ReslEstate Trans action None Assets
1518 Leasehold Improvements Trans acticn None Assets
1520 {Less Accum D epr-Leasehold) Trans action None Assets
1525 Computer & Cffice Equipment Trans action None Assets
1530 {Less AccumDepr-Computer & Office | Trans action None Assets
16536 Office Furniture & Fixtures Trans acticn None Assets
1540 {Less AccumDepr-OfcFurn & Fidures) Trans action None Assets
1545 Autes & Trucks Trans action None Assets
1550 {Less Accum D epr-Autos & Trudks) Trans action None Assets
1555 Construction Equipment Trans action None Assets
1580 {Less AccumDepr-Cons ruction Equip) Trans action None Assets
1585 Shop Tools & Equipment Trans acticn None Assets
1570 {Less AccumDepr-Shop Took & Equip) Trans action None Assets
1575 Other Fixed Assets Trans action None Assets
1880 {Less AccumDepr-Cther Fixed Assek ) Trans action None Assets
1800 Cther Assets Descoription None Assets MiA
1810 Other Assets Trans action None Assets
1820 Other Assets-Long TermNotes Trans acticn None Assets
1830 COther Assets-Investments Trans acticn None Ass ets
1840 Cther Assets-Deposit Held Trans action None Assets
1850 Payroll Suspense Trans action None Assets
1999 Accounts Receivable Suspense Trans action None Assets
2000 Liabilities Desaiption None Liabilities MIA
2001 Current Liabilities Desoription None Liakilities MIA
2050 Accrued Salaries, Wages & Bonus Payable Trans acticn None Liabilities

Figure: FS-66

Chart of Accounts Summary Report.




Financial Statements

FS-61

Chart of Accounts — Detail Report

Best Construction Company
Chart of Accounts
Detail Report Fage 1
Account#®  AccountMame AccountType Job CostType Classification
1000 Assets Desoription None Assets
Total Assets {Total Title)
CashFlow MN/A Scheduled Account No Dresaription Summeary Acoount
Underline None Dollar Sign No Department
Alignment  Center Mew Page No
Blank Lines 0 Status Active
1001 Current Assets Desoription None Assets
Total Current Assets {Total Title)
CashFlow MN/A Scheduled Account No Dres oription Summeary Acoount 1001
Underline Mone Dollar Sign Mo Department
Alignment  Left Mew Page No
Blank Lines 0 Status Active
1010 Cash Desoription None Assets
Total Cash {Total Title)
CashFlow MN/A Scheduled Account No Desoription Summary Account 1010
Underline Mone Dollar Sign No Department
Alignment  Left Mew Page No
Blank Lines 0 Status Active
1018 Petty Cash Trans action None Assets
CashFlow Scheduled Account No Dresoription Summary Account 1015
Underline None Dollar Sign No Department
Alignment  Left New Page No
Blank Lines 0 Status Active
1020 Cashlin Bank Trans action None Assets
CashFlow Scheduled Account No Dresoription Summary Account 1020
Underline Mone Dollar Sign Mo Department
Alignment  Left Mew Page Mo
Blank Lines 0 Status Active
1020 Cashln Bank-Savings Trans actiocn None Assets
CashFlow Scheduled Account No Dres oription Summary Account 1030
Underline Mone Dollar Sign No Department
Alignment  Left Mew Page No
Blank Lines 0 Status Active
1040 Cashlin Bank-Money Market Trans action None Assets
CashFlow Scheduled Account Mo Desaiption Summary Account 1040
Underline Mone Dollar Sign No Department
Alignment  Left New Page No
Blank Lines 0 Status Active

Figure: FS-67 Chart of Accounts Detail Report.
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Chart of Accounts Budget
The Chart of Account Budget report lists the monthly budgets recorded for each account in the company chart
of accounts.

Access to Chart of Accounts Budget
Module Menu with Reports Group
Financials | Reports | Chart of Accounts | Budget

Module Menu with Reports List
Financials | Chart of Accounts | Budget

Standard Menu
Reports | Financial Statements | Chart of Accounts | Budget

Report Types

Tabular

The Chart of Accounts Budget Tabular Report displays the account number, account name, beginning balance,
budget amounts for each month, and ending balance in a tabular format.

Columnar

The Chart of Accounts Budget Columnar Report displays the account number, account name, months, beginning
balance for each month, budget amounts for each month, and ending balance for each month in a columnar
format.

Order By Options Fields

* Account Number » Show Report Criteria * Account Number
* Account Name » Job Cost Accounts Only * Account Name

. * Active

* Fiscal Year * Inactive

* Select by drop-down » Line Separation

» Case Sensitive
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Chart of Accounts Budget Report — Tabular Report

Best Construction Company
Chart of Accounts Budget
Tabular Report Page 1
Account# Account Hame Beginning Balance
January February March April May June
duby August September October Nowember December
Ending Balance
1015 Petty Cash 0.00
0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00
0.00
1020 Cash In Bank 0.00
0.00 0.00 0.00 0,00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00
0.00
1030 Cash In Bank-Savings 0.00
0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00
0.00
1040 Cash In Bank-Money Market ]
0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00
0.00
1110 Accounts Receivable-Trade 0.00
0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00
0.00
1120 Accounts Receivable-Retention 0.00
0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0,00 0.00 0.00
0.00
1130 Accounts Receivable-Other 0.00
0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00
0.00
1140 Accounts Receivable Sus pense 0.00
0.00 0.00 0.00 0,00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00
0.00
1200 Owver/Under Billings 000
0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00
0.00

Figure: FS-68 Chart of Accounts Budget Tabular Report.
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Chat of Accounts Budget — Columnar Report

Best Construction Company

Chart of Accounts Budget
Columnar Report Page 1
Beginning Budget Ending
Account# Account Name Menth Balance Amount Balance
1015 PettyCash January 0.00 0.00 0.00
February 0.00 0.00 0.00
March 0.00 0.00 0.0
April 000 000 0.00
fay 0.00 0.00 0.00
June 0.00 0.00 0.00
July 0.00 0.00 0.00
Aungust 0.00 0.00 0.00
September 0.00 0.00 0.00
October 0.00 0.00 0.00
Movemzer 0.00 0.00 0.00
December 0.00 0.00 0.00
1020 Cash In Bank January 0.00 Q.00 0.00
February 0.00 0.00 0.00
March 0.00 0.00 0.0
April 000 000 0.00
fay 0.00 0.00 0.00
June 0.00 0.00 0.00
July 000 000 000
August 0.00 0.00 0.00
September 0.00 0.00 0.00
October 0.00 0.00 0.00
Movember 0.00 0.00 0.00
December 0.00 0.00 0.00
1030 Cash In Bank-Savings January .00 0,00 0.00
February 0.00 0.00 0.00
fdarch 0.00 0.00 0.00
April 000 0.0 0.00
May 0.00 0.00 0.00
June 0.00 0.00 0.00
July 000 000 000
August 0.00 0.00 0.00
September 0.00 0.00 0.00
October 0.00 0.00 0.00
Movember 0.00 0.00 0.00
December 0.00 0.00 0.00

Figure: FS-69 Chart of Accounts Budget Columnar Report.
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Chart of Accounts Tree Structure
The Chart of Account Tree Structure report summarizes the accounts pertaining to the chart of accounts and
their Description account-Transaction account relationships.

Access to Chart of Accounts Tree Structure
Module Menu with Reports Group
Financials | Reports | Chart of Accounts | Tree Structure

Module Menu with Reports List
Financials | Chart of Accounts | Tree Structure

Standard Menu
Reports | Financial Statements | Chart of Accounts | Tree Structure

Report Types
Tree Structure
The Tree Structure Type displays the account number, name and type.

Order By Options Fields
* Account Number » Show Report Criteria * Account Number
Fiscal Year

* Select by drop-down
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Chart of Accounts — Tree Structure Report

Chart of Accounts
Tree Structure Report

Best Construction Company

Page 1

Assets
1000 - Assets (Description)
1001 - CurrentAssets (Des cription)
1010 - Cash {Description)
1015 - Petty Cas h {Transaction)
1020 - Cash InBank {Transaction)
1030 -Cash InBank-Savings {Transaction)
1040 - Cash In Bank-Money Market {Transaction)
1100 - Accounts Receivable (D escription)
1110 - Accounts Receivable-Trade (Transaction) {Contractincome)
1120 - Accounts Receivable-Retention {Transaction) {Contract Income)
1130 - Accounts Receivable-0Other {Transaction)
1140 - Accounts R eceivable Suspense {Trans action)
1200 - Over/Under Billings {Transaction}
1300 - Inventory {Transaction)
1325 - Mobkile Inventery {Transaction)
1350 - Allowance For Bad Debt {Transaction)
1400 - Other CurrentAssets [Description)
1410 - Prepaid Insurance {Transaction)
1420 - Prepaid Taxes {Transaction)
1430 - Employee Advances (Transaction)
1440 - Current N otes Receivable {Trans action)
1500 - Fixed Assets (Description)
1510 - Real Estate (Transaction)
1515 - Leasehold Improvements {Transaction)
1620 - {Less Accum Depr-Leas ehold) {Trans action)
1525 - Computer & Office Equipment {Transaction)
15630 - {Less Accum D epr-Computer & Office ) {Transaction)
1535 - Office Furniture & Fixtures {Transaction)
1540 - {Less Accum Depr-OfcFurn. & Fixtures) {Transacticn)
1645 - Autos & Trucks (Transaction)
1550 - {Less Accum Depr-Autos & Trucks) (Transaction)
1855 - Construction Equipment { Trans action)
1580 - {Less Accum Depr-Construction Equip) {Transaction)
1585 - Shop Tools & Equipment {Trans action)
1570 - {Less AccumDepr-Shop Tools & Equip) {Trans action)
1675 - Other Fixed Assets {Transaction)
1880 - [Less Accum Depr-Other Fixed Assets) (Transaction)
1800 - Other Assets {Description)
1810 - Other Assets {Transaction)
1820 - Other Assets-Long Term Notes {Transaction)
1830 - Other Assets-Inves tments {Transaction}
1840 - Other Assets-Deposits Held {Transaction)
1850 - Payroll Suspense {Transaction)
1999 - Accounts Receivable Suspense {Trans action)
Liabilities
2000- Liabilities (D es cription)

Figure: FS-70 Chart of Accounts Budget Tree Structure Report.
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Departments
The Departments report lists the departments on file.

Access to Departments Report
Module Menu with Reports Group
Financials | Reports | Departments

Module Menu with Reports List
Financials | Departments

Standard Menu
Reports | Financial Statements | Departments

Report Types
Detail
The Detail Report Type shows each department number and name.

Extended

The Extended Report Type uses one page per department and includes the department number, name, Payroll
General accounts, Union accounts, Payroll Federal accounts, Social Security accounts, Payroll State accounts
including SUTA accounts, Workers’ Compensation accounts, FUTA accounts, Medicare accounts, and Notes.

Order By Options Fields
* Department * Show Report Criteria * Department
* Description » Description

Departments — Detail Report

Best Construction Company

Departments
Detail Report Page 1

Department Name

1 Department 1

Figure: FS-71 Departments — Detail Report.
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Departments — Extended Report

Departments
Extended Report

Best Construction Company

Page 1

Department 1, Department 1

Medicare VWh A ccount

Social Security

Payahle Account
Ex pense Account

Department 1

Description Department 1

PR General

Cash A ccount

Advance A ccount

Payahle Account Fayable Account
Ex pense Account Expense Account
PR Federal FUTA
Federm|VWH A coount Payable Account
Social S5ec WH A ccount Expense Account

Medicare

Fayable Account
Expense Account

State Withholding A ccount
50l Withholding Account

SUTA Payable A ccount
SUTA Expense A ccount

Hotes

Figure: FS-72 Departments — Extended Report.
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General Journal

The General Journal is a listing of journal entry records.

Access to General Journal Report
Module Menu with Reports Group
Financials | Reports | General Journal

Module Menu with Reports List

Financials | General Journal

Standard Menu

Reports | Financial Statements | General Journal

Report Types
Summary

The Summary Report shows the date, journal entry number, description, session date, and total debits and

credits.

Detail

The Detail Report also displays line item detail for each journal entry including general ledger account number,

account name, line item description, report code, and debit or credit amount.

Extended

The Extended Report Type also includes the job, cost code, change order and cost type of any entries posted to a

job cost file.

Order By Options
* JE Date « Show Report Criteria
» Session Date * Reversing Entries
* Show JE Notes
Fiscal Year * Show GL Extended Description

* Select by drop-down .

Drill-Down+® Destinations

Exclude Automatic Journal Entries
Show User Id

Figure: FS-73 Edit Journal Entry

Right-click an Journal

Entry # to access other Document Link

available functions.

Properties

Fields

* JE Date

e JE Number

» Session Date
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General Journal — Summary Report

General Journal

Best Construction Company

Summary Report Fage
Oate  JournalEntry# Description Session Debit Credi
0328200 JEQZZBIT Payroll Check#2065 OTABM 00
Journal Entry Total 23300 23300
032800 JEDZZB1E Payroll CheckF2068 OTABM o0
Journal Entry Total 23300 23300
0328200 JEQZZEID Payroll Check#206T OTABM o0
Journal Entry Total 23300 23300
3282 JE0ZZRIA Payroll Check#2068 0TS 23X
Journal Entry Total 13622 13622
0328200 JEDZZE1B FPayroll Check#2063 0TS 20K
Journal Entry Total 116.50 116.50
032800 JEDZZBIC Payroll Check#2070 OTAS 200
Journal Entry Total 165.00 165.00
0328200 JEOZZBID FPayroll Check#2071 OTABMO0
Journal Entry Total 165.00 165.00
0328200 JEDZZBIE FPayroll Check#2072 0TS 20K
Journal Entry Total 165.00 165.00
0328/ x00  JEDZZBIF FPayroll Check#2073 0TSO
Journal Entry Total 165.00 165.00
032800 JEDZZBIG Fayroll Check#20T4 OTHR 2K
Journal Entry Total 165.00 165.00
0328 JEDZZE1H Payrell Check#207T5 OTHE XX
Journal Entry Total 165.00 165.00
03282 JE0ZZR1I Payroll CheckF20T8 OTAS XX
Journal Entry Total 165.00 165.00
032800 JEDZZE1 FPayroll Check#207TT 0TS0
Journal Entry Total 165.00 165.00
0328200 JEDZZBIK Payroll Check#20T8 T8 XX
Journal Entry Total 165.00 165.00
0328 200 JEQZZRIL FPayroll Check#2079 OTAS XX
Journal Entry Total 165.00 165.00
0328/ 200 JEDZZE1M Payroll Check#2080 0TS 20K
Journal Entry Total 165.00 165.00
0328 o0 JEDZZBIN Payroll Check#2081 OTABM o0
Journal Entry Total 165.00 165.00
0328200 JEQZZBIO Fayroll Check#2082 OTABRX
Journal Entry Total 165.00 165.00
0328200 JEQZZRBIP Payroll Check#2083 OTABMO0
Journal Entry Total 165.00 165.00
032820 JEQZZRIO Payroll Check#2084 OTAS XX
Journal Entry Total 163.00 165.00
0328200 JEDZZBIR Payroll Check#2085 0TS0
Journal Entry Total 165.00 165.00
0328 x00  JEDZZBIS Payroll Check#2085 OTAS 200
Journal Entry Total 165.00 165.00
0328 200 JEQZZEIT Fayroll Check#208T OTASM o0
Journal Entry Total 165.00 165.00

Figure: FS-74 General Journal — Summary Report showing reversing entries.
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General Journal — Detail GL Report

Best Construction Company
General Journal
Detail Report Page 1
Oate  JournalEntry# Description Session
GLAccount  Account Name Descripticn Code Debit Credil
03282 JENZZRIT Payroll Check#2065 OTHS 2o
2220 PR Check #2085 FICA 55 12400
T PR Check #2085 FICA 55 124 060
] FR Check#2085 Wedicars 25,00
TO05E PR Check#2085 Medicare 2500
X230 PRCheck#2D85 FUTA 1200
TO05 PRCheck#2D85 FUTA 1200
i} PR Check #2085 SUTA 68 D
TO0E PR Check #2085 SUTA 580
Journal Entry Total 3300 3300
03280 JENZZR1E Payroll Check&2066 0TS
2220 PR Check #2086 FICA 55 12400
TO05 PR Check #2086 FICA 55 124 0
] FR Check=#2086 Medicars 25,00
TO0E FR Check=2056 Wedicars 25,00
2230 PR Check #2086 FUTA 1200
TO05E PR Check#2086 FUTA 1200
it} PR Check #2086 SUTA 5800
TO05E PR Check #2086 SUTA 580
Journal Entry Total 3300 3300
0328 JENZZE1S Payroll Check#2087 OTHS 20
2220 PR Check #2087 FICA LS 124 00
TO0E FR Check #2087 FICASS 124 00
] FR Check=#2087 Wedicars 25,00
TO0E PR Check#2087 Medicare 2500
X230 PRCheck#2D8T FUTA 1200
TO05 PR Check#2D8T FUTA 1200
i} PR Check #2087 SUTA 68 0D
TO0E PR Check #2087 SUTA 68 0D
Journal Entry Total 3300 3300
028 JEDZZRIA Payroll Check#2068 OTHB 2
2220 PR Check #2088 FICA 55 6004
TO05 PR Check #2088 FICA 55 004
] FR Check#2058 Wedicars 14,04
TO0E FR Check=#2058 Wedicars 1404
X230 PRCheck#2DEE FUTA hB1
TO05E PRCheck#2D8E FUTA 581
i} PR Check #2088 SUTA 3253
TO0E PR Check #2088 SUTA 3253
2410 PR Check #2088 Union 2340
el PR Check #2088 Union 2340
Journal Entry Total 13622 13622
03280 JENZZRIB Payroll Check&206% 0TS
2220 PR Check #2083 FICA 55 620
TO05 PR Check #2083 FICA 55 620

Figure: FS-75 General Journal — Detail Report showing reversing entries, JE Notes, GL Extended
Descriptions, including Automatic Journal Entries, and showing User Id.
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General Journal — Extended Report
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Recurring Journal Entries
This report is a listing of the recurring journal entries on file. The report can be used for posting and grouping
recurring journal entries.

Access to Recurring Journal Entries
Module Menu with Reports Group
Financials | Reports | Recurring Journal Entries | Recurring JE

Module Menu with Reports List
Financials | Recurring Journal Entries | Recurring JE

Standard Menu
Reports | Financial Statements | Recurring Journal Entries | Recurring JE

Report Types

Summary

The Recurring Journal Entries Summary Report shows the recurring number, description, and total debits and
credits.

Detail
The Recurring Journal Entries Detail Report also lists the description and recurring number of each recurring
journal entry GL account contained in each group.

Extended
The Recurring Journal Entries Extended Report adds the job, cost code, change order and cost type of any entries
posted to a job cost file.

Order By Options Fields
* Recurring JE » Show Report Criteria * Recurring JE
* Description * Show JE Notes * Description

* Show JE Extended Description
» Case Sensitive

Recurring Journal Entries — Summary Report

Best Construction Company
Recurring Journal Entries

Extended Report Page 1
Journal Entry# Description Dehit Credit
1 Manthly Dep

Journal Entry Total 542350 5423.50

Figure: FS-77 Recurring Journal Entries — Summary Report.
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Recurring Journal Entries — Detail Report

Best Construction Company
Recurring Journal Entries

Detail Report Page 1
Journal Entry# Description

GL Account Description Code Debit Credit
1 Maonthly Dep

1530 4172.00

1530 3re.00

1520 873.50

7025 5,423.50

5020

Journal Entry Total 542350 542350

Figure: FS-78 Recurring Journal Entries — Detail Report.

Recurring Journal Entries — Extended Report

Best Construction Company
Recurring Journal Entries

Extended Report

Page 1

Journal Entry# Description

GL Account Description Code Debit Credit Job Cost Code CIO# Type
| Manthly Dep

1530 4172.00

1530 ar8.00

1520 873.50

7025 5423.50

5020 1010 06100 5

Journal Entry Total 5,423.50 542350

Figure: FS-79 Recurring Journal Entries — Extended Report.
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Recurring JE Groups
This report provides a listing of and information about recurring journal entry groups. The report can be used
for preparing to post recurring entries.

Access to Recurring Journal Entries — Groups
Module Menu with Reports Group
Financials | Reports | Recurring Journal Entries | Groups

Module Menu with Reports List
Financials | Recurring Journal Entries | Groups

Standard Menu
Reports | Financial Statements | Recurring Journal Entries | Groups

Report Types
Summary
The Recurring JE Groups Summary Report shows the group number, description, and date last posted.

Detail
The Recurring JE Groups Detail Report displays summary information and lists the recurring number of each
recurring billing record contained in each group.

Order By Options Fields

*  Group » Show Report Criteria *  Group

* Description * Case Sensitive * Description

» Last Post Date » Last Post Date

Recurring JE Groups — Summary Report

Best Construction Company

Recurring JE Groups
Summary Report Page 1

Group# Description Last Posted

1 Monthly Depreciation {1

Figure: FS-80 Recurring JE Groups — Summary Report.

Recurring JE Groups — Detail Report

Best Construction Company
Recurring JE Groups

Detail Report Page 1
Group# Description Last Posted Recurring#
1 Maonthly Depreciation [

Monthly Depreciation 1

Figure: FS-81 Recurring JE Groups — Detail Report.
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Trial Balance
The trial balance is a snapshot of all account balances for any given month, including the beginning, debit,
credit, and ending balances.

The trial balance report is used to make sure that entries have been made to the correct accounts and that the
entire Chart of Accounts is in balance. When the accounts are in balance, the total ending balance should be
Zero.
The report can be used to check the account balances before preparing the official financial statements. It can
also be used after updating the general ledger beginning balances or after making adjustments to correct an
error.

Access to Trial Balance Report
Module Menu with Reports Group
Financials | Reports | Trial Balance

Module Menu with Reports List
Financials | Trial Balance

Standard Menu
Reports | Financial Statements | Trial Balance

Report Types

Summary

The Summary Report includes the account number and name, beginning balance, debit total, credit total, and
ending balance.

Detail
The Detail Report also provides columns for manual adjustments that should be entered into the General
Journal. Often the report is used by accountants to show end-of-year adjustments needed.

Order By Options Fields

*  GL Account * Show Report Criteria *  Months (mm/yy)
* Suppress Accounts with Zero Balance

Fiscal Year

* Select by drop-down

Drill-Down+® Destinations

Figure: FS-82 Monthly General Ledger Detail Report
Right-click an ending
Balance amount to access
a selection of reports and Monthly General Ledger Extended Report
other available functions. BFY General Ledger Detail Report

Monthly General Ledger Detail and Journal Report

BFY General Ledger Detail and Journal Report
BFY General Ledger Extended Report

Properties
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Trial Balance — Summary Report

Best Construction Company
Trial Balance
Summary Report for August 2000 Page 1
A untE Accnunt Hams Beginning Balanes Debit Credit  Ending Balancs
020 Cash bn Bank A03,535. 74 o.on 8.200.00 197 359 T4
040 Cazh In Bank-Money Maaia -4.400.00 cop 0.00 -4 400 00
min Aooounts Aeceivabbbe-Trade o -l | ooo 0.00 el ]
1z Accounts Recevable-R eention 5180.81 L.oo 000 Sie081
1300 Inve Ricry 403230 &) 820 D0 ooo 44 503 B0
1328 Moibile Imventary 2E500.00 L.oo 0.00 2.500.00
520 [Les s Accum Depr-Lessehold -2.820.50 oo §73.50 -2.554 00
b Lx"] [Las 5 AccumDepr- Compuier & Offios ) 13880 00 ooo £ BA0 OO <18 200.00
2080 Customer Deposits -20,343. 48 10,000.00 0.00 -16, 343 48
Fallv] Accounts Fayable-Trade -S4 T34 B0 oo 44,300 00 -25074 50
=10 Payroll Taxes Paysble-=IT T1482 13 coon 0.00 7145213
220 Payroll Taxes Payable-FICA -24811.52 L.oo .00 34991 83
230 Fayroll Taxes Payable-FUTA -4ME B oo 0,00 -2 018 0a
a0 Fayroll Taxes Payabile-SIT 23 T4TT coon o.oo -2 TATAT
250 Payroll Taxes Payable-State D akility -1,042.08 oo 0.00 -1.042 09
il Fayroll Tases Faysbie Sate nsmployrmen 5,275 00 oo 0,00 SIraen
00 Work er's Compens ation Payable 8812 Dd oo 381 5815 BE
2410 UnienPayable 1 841.19 L.oo 0.0 L4119
2240 401k FlarnFPayazla 9,31 820 c.oo o.00 8,21 88
2850 Cafeteria Plan Payabie -48.00 oo 0.00 A8 00
2580 Savings Flan -2.500.00 C.oo oo -2.500 00
L0 Capitsl Stock -300 000,00 0.oD 0.00 -300,000.00
3520 Retsined Earnings 81,588,231 0.0 .00 1,588 31
2010 Conwact Reverue -89 283.04 oo 11.800.00 S0508304
4700 Aaturns and Allowances p.oo 100.00 0.00 100 .00
010 CostofContracis-Labor ATar.50 50.00 0.00 ATETED
20158 CostafConacis-Maierisl 2,000 00 A520.00 000 3,580 00
8020 Costaf C onire c-Suboontractor S300.00 180000 0.00 £, 700,00
020 In3urance-Workmars Comp-Trade 4896.08 am .00 £ 80989
8035 Urion Benefits - Trade 102,00 C.on 000 o3 00
o1 Salaries & Wages - Offioer 137,450 .00 ooo 0.00 137,450 00
o3 Salaries & Wage -Administration 53,800.00 oo 0.00 56,800 00
Tooa GCeneralLabor 207EOD LoD o.00 21
TOOE Payroll Tax Expense-GAA 0 28 11 oo 0.00 20 288 11
m™arT Emgloyee Benefis -G&A 5498.00 L.oo o.00 542800
T™as Ing ursncg-Wonmans Comp-GAL8 o oo .00 28 85
mie UnicnExpense 101.68 coo 0.00 18168
T Bad Debt Experse 71.100.00 L.on o000 71,100 09
™19 Busimess Fromolion Expens & oLoo oo o.D0 500 00
28 Depreciation Expense 18,270 .50 542350 0.00 21,604 00
maF Entertainmen] Expens e C.ow 35000 .00 2000
™a8 Vahicle MsintFual Exparse 10,250.00 o.oo 0.00 10,250 00
il Mis cellanecus Expense Lo 20000 0.00 20000
iR l] Intergst Inssme 4274300 oo o oa A5 T4308
Tomb 0.00 & 827 .21 .87 [i1]
Credits &T3.088.89 -T24.490.20
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Trial Balance — Detail Report
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Financial Statements

Financial statements can be prepared as of a given day, month, or quarter in the current fiscal year, or for the
entire year, to display summaries of assets and liabilities, income reports and a status report for the fiscal year.
Graphical reports can also be created by selecting the Graphics, Layout option.

Access to Financial Statements
Module Menu with Reports Group
Financials | Reports | Financial Statements

Module Menu with Reports List
Financials | Financial Statements

Standard Menu
Reports | Financial Statements | Financial Statements

The four versions of the Financial Statements have some variations in the Query options available.

When creating a report, define the date, month, or year of the financial statement, the appropriate revenue
account and any indentation for Subaccount lines. Select which reports are to be included in the financial
statement and options regarding the report setup. Also, select any format preferences for the reports. Financial
statements are previewed and printed in the same manner as other reports.

Departmentalized statements are also available. The option must be checked in the Reports section and must
have the appropriate selection made for Department Level. The All option will display those accounts that have
associated departments, Individual will display only those accounts associated with the Department chosen, and
None will display only those accounts that do not have an associated Department.

Access to Financial Statements — Daily
Module Menu with Reports Group
Financials | Reports | Financial Statements | Daily

Module Menu with Reports List
Financials | Financial Statements | Daily

Standard Menu
Reports | Financial Statements | Financial Statements | Daily

Access to Financial Statements — Monthly
Module Menu with Reports Group
Financials | Reports | Financial Statements | Monthly

Module Menu with Reports List
Financials | Financial Statements | Monthly

Standard Menu
Reports | Financial Statements | Financial Statements | Monthly
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Access to Financial Statements — Quarterly
Module Menu with Reports Group
Financials | Reports | Financial Statements | Quarterly

Module Menu with Reports List
Financials | Financial Statements | Quarterly

Standard Menu
Reports | Financial Statements | Financial Statements | Quarterly

Access to Financial Statements — Yearly
Module Menu with Reports Group
Financials | Reports | Financial Statements | Yearly

Module Menu with Reports List
Financials | Financial Statements | Yearly

Standard Menu
Reports | Financial Statements | Financial Statements | Yearly

Financial Statements Query Options

The four financial statements employ similar options in their respective Query screen forms. The information,
provided below, details the options and applicable financial statements. If no specific financial statement is
listed, the option applies to all.

My Query (All)
The My Query option enables the user to save multiple sets of filter conditions. See the section on My Query

at the beginning of this section about Reports.

Date of Financial Statement (Daily)
Enter the date of the financial statement or use the Calendar Tool available from the drop-down icon.

Month of Financial Statement (Monthly)
Enter the month of the financial statement or use the Calendar Tool available from the drop-down icon.

Fiscal Year (Yearly)
Enter the fiscal year date range of the financial statement or use the Calendar Tool available from the drop-
down icon.

Revenue account to base percentages on (Daily and Monthly)

This field is used to select the GL account on which to base the financial statement percentages. Since it is
possible to have more than one revenue account in the general ledger, make sure the correct account number
is displayed. The account title is a hyperlink field as well as the description of the information to be entered.
Left-clicking on the hyperlink opens the Chart of Accounts form.

Figure: FS-85 Chart of Accounts

Reports directly accessible Chart of Accounts Budget

by rlght-dlcklng on the Chart of Accounts Tree Structure
field name hyperlink. Departments

What's This?

Control Access
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The account number may be entered manually, or the list of GL accounts can be examined by clicking on the
Magnifying Glass -] icon (at the top of the screen) or by pressing Ctrl+F, and double clicking on the selected
GL account, but it must exist in the Chart of Accounts master file.

When an existing GL account is selected, its name appears to the right of the account code.

Reports
This section allows selection of the reports to be included. Select one or more reports.

Balance Sheet
A checkmark on this option will include the Balance Sheet. Clicking again will remove the checkmark.

Income Statement
A checkmark on this option will include the Income Statement. Clicking again will remove the checkmark.

Departmentalized Financial Statements
A checkmark on this option will include departmentalized financial statements. Clicking again will remove the
checkmark.

. A departmentalized balance sheet may appear out of balance because one side
A Caution | ofan entry was applied to a department account, while the other side of the
entry was made to a non-department account. This is NOT an error, but
represents the information entered and the requested manner of display in a
report.

Department Level

If the Departmentalized Financial Statements box is checked, the Departmental Level can be selected. The
choices are All, Individual, or None. The None option will prevent any departmental account from being
included in the resulting statement.

The field title is a hyperlink field as well as the description of the information to be entered. Left-clicking on
the hyperlink opens the Departments form. Right-clicking directly accesses the Departments report.

The department may be entered manually, or the list of departments can be examined by clicking on the
Magnifying Glass [ icon (at the top of the screen) or by pressing Ctrl+F, and double clicking on the selected
GL account, but it must exist in the Departments master file.

Department
If the Departmentalized Financial Statements box is checked, and the Departmental Level is set at individual,

the Department selection field becomes available. When the department is selected, its name appears to the right
of the field.

The field title is a hyperlink field as well as the description of the information to be entered. Left-clicking on
the hyperlink opens the Departments form. Right-clicking directly accesses the Departments report.

The department may be entered manually, or the list of departments can be examined by clicking on the
Magnifying Glass [ icon (at the top of the screen) or by pressing Ctrl+F, and double clicking on the selected
GL account, but it must exist in the Departments master file.
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Options
This feature offers options for the report setup.

Gross Margin
Clicking the mouse on each box toggles the options to include (checked) or exclude (unchecked) the Gross
Margin.

Income (Loss) from Operations
Clicking the mouse on each box toggles the options to include (checked) or exclude (unchecked) the Income
(Loss) from Operations.

Include accounts with zero balance
Clicking the mouse on each box toggles the options to include (checked) or exclude (unchecked) the accounts
with zero balance.

Display Schedule accounts
Clicking the mouse on each box toggles the options to include (checked) or exclude (unchecked) the schedule
accounts.

Display run date and time stamp
Clicking the mouse on each box toggles the options to include (checked) or exclude (unchecked) the run date
and time.

Hide Inactive Accounts with zero balance/activity
Clicking the mouse on each box toggles the options to include (checked) or exclude (unchecked) the inactive
accounts with zerobalance/activity.

Number of months in current period (Monthly)
Enter the number of months to be included in the monthly financial statements.

Format

Layout

Layout has up to four choices selectable from a drop-down list, Standard, Extended (Yearly only), Alternate,
and Graphics. The Standard layout places Total Assets, Total Liabilities, Total Equity, and Total Liability and
Equity in the same column as their source amounts.

In the Daily and Monthly statements, the Alternate layout places those totals (only) one column to the right.
In the Quarterly and Yearly statements, it lists dollar amounts as a decimal in Thousands of Dollars.

The Yearly statement also includes an Extended version that includes yearly totals on the Income Statement
only.

The graphic layout prohibits selection Options such as Summary, Show Account Numbers, Use Account
Alignment and Page Breaks, and Underline.

Graphics
When the Graphics option is chosen in Layout, user can choose its options. The drop-down tool presents the
following choices:

* Bar » Step Line * Spline Area * Pie

» Stacked Bar * Spline » Stacked Spline Area  « Doughnut

* Full-Stacked Bar * Area e Full-Stacked Spline < Radar Point
* Point » Stacked Area Area » Radar Line

* Line e Full-Stacked Area e Funnel e Radar Area
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Graphic Properties
The Details button opens the Graphics Properties screen form.

Figure: FS-86 (=1 Graphi ; R
) . phics Properties [
Graphic Properties screen
form showing example of = B | i e :
Bar Financial Statement e =] (/Show oin abels'
graph with point labels. Palette Apex (-]
3,500.00 -
3,500.00 B:
<
3,000.00 -
2,500,00
2,500.00 -
2,000.00 - 1,750.00
1,500.00
1,000.00
500.00 -
0.00 -
| ok || cancel |
Gallery

This field is used to select the preview and rendering of the graphic presentation. The choices listed above are
available using the drop-down tool.

Palette
In addition to the default colors, the following color schemes are available.

*  Apex * Foundry * Northern Lights * Technic

* Aspect » Grayscale * Office » Terracotta Pie
+ Black and White * InAFog *  Opulent * The Trees

* Chameleon *  Median * Oriel * Trek

* Civic *  Metro * Origin * Urban

+ Concourse * Mixed * Paper * Verve

+ Equity * Module * Pastel Kit

* Flow * Nature Colors * Solstice

Show Point Labels
Checking this option will show point labels for the data of the selected graphics.

Summary
The Summary view eliminates the detail within each Description Summary account, and shows the totals only.

Bold Subtotals and Totals
This option will use bold typeface for the subtotals and totals.

Show Account Numbers
When selected, this option presents and prints the account numbers to the left of the account descriptions.
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Use Account Alignment and Page Breaks
This selection applies the Account Alignment and Page Break settings for each account as set in the Chart of
Accounts.

Percent Sign
This option adds the percent symbol to the comparative percentage figures in the Income Statement.

Underline
This option includes or excludes all underlines from totals.

Dollar Sign
This option allows the dollar sign to appear next to number under the conditions set:

¢ None ¢ First and Subtotals
» First and Totals « All
e Account Format

Negative Numbers
Negative numbers may be display in one of four ways when selected from the drop-down list.

. -123.00 Black « -123.00 Red
« (123.00) Black « (123.00) Red

Indentation (Daily, Monthly)
This option allows the transaction account descriptions to be indented from 0 to 5 spaces.

Format Type (Monthly)
Four options are available from a drop-down list in the monthly financial statements:

* With Percentage

* Comparative with Variance

* Comparative with Percentage
* Comparative with Budget

Year (Monthly)

When either the Comparative with Variance or Comparative with Percentage option is chosen, the Year field
becomes available for selection. The Find/Search tool may be used to select the comparative year. When
selected the Description and Target Fiscal Year will be displayed.

Close Button
This button closes the current screen form.

Drill-Down+® Destinations

Monthly General Ledger Detail Report
Monthly General Ledger Detail and Journal Report

Monthly General Ledger Extended Report

BFY General Ledger Detail Report
BFY General Ledger Detail and Journal Report
BFY General Ledger Extended Report

Properties

Figure: FS-87

Right-click an amount hyperlink to
display a selection of reports and other
available functions.
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Balance Sheet — Daily — Standard

Best Construction Company
Balance Sheet

April 9, 20=x

Assets
Current A ssets
Cash

Cash In Bank-5avings
Cash In Bank-M oneyharkst
Total Cash

Accounts Receivable
Accounts Receivable-Trade
Accounts Receiwble-ReEntion
Accounts Receivable-Other
Accounts Receiwble Suspenss

Total Accounts Recewvable

DwerfUnder Billings
Inwentory
Allowance For Bad Debt
Other Current A ssets
Frepaid Insurance
Frepsid Taxses
Employee Advances
Current Motes Receiwble
Total Other Current A ssets

TotalCurrent A ssets

Fixed A ssets
Real Estats
Leassheold Improvemsnts
[Less Accum Depr-Leasshold)
Computer & Office Equipment
[Le=ss Accum Depr-Compuer & Ofics )
Office Furniture & Fochres
{Less Accum Depr-0ic Furmn. & Fodures)
Autos & Trucks
[Less Accum Depr-Auios & Trucks)
Construction Equipment
[Le=ss Accum Depr-Constructon Equip)
Shop Teools & Equipment
{Less Accum Depr-Shop Tools & Equip)

$1,750.00
381,792 .58
2400 207 D1
1021, 37643

381417303

147,004 40
25841 68

12 500.00
2.500.00

$157 B46.08

<9

ZE11T2.65

S5 DD

5 1,500, 0000

b A e o e o

75,000 00

e

BT 1 50

il o il

155 000.00

e

55 000, 00

500 00
125,750.00
1257500
A5 00D O

e

45 D0, 00

_—

THAED. 00

—_—e e

I.565. 00

Figure: FS-88 Balance Sheet — Daily, page 1, in Standard format, with dollar signs for

First and Subtotals, and negative numbers with parentheses in red.
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Balance Sheet — Daily — Alternate

Best Construction Company
Balance Sheet
April 9, 20xx
Rssets
Current A ssets
Cash
Pethy Cas 51, 750.00
Cash InBank 181,752 58
Cash InBank-5avings 2408 20201
Cash In Bank-Mon=yhkarkst 102137843
TotalCash 301412303
Accounts Receivable
Accounts Receivable-Trade 147004 .40
Acocounts Receisble-Retntion 25841.68
Acocounts Receivable-Other 12 500.00
Acocounts Receiwble Suspenss 2 500.00
Total Accounts Receivable 5187 B46 .08
O wer/Under Billings &1 850 .25
Inwentory 251,172 .65
Allowance For Bad Cebt S25.00
Other Current A ssets
Prepaid Insurancs 53 550.00
Prepaid Taxes 16 T50.00
Employes Advances 1.575.00
Current Notes Receiwble 850000
Total Other Current A ssets £30,775.00
Total Current A ssets £4 782 38147
Fized A ssets
Fzal Estate 51,500, 000,00
Leasshold Improvwements 75 D00 00
{Less Accum Depr-Lessshold) @73 .50
Computer & Office Equipment 156 ,000.00
{Less Accum Depr-Computr & Ofice ) {4, 550,00
O ffice Furniture & Focres 55 (D00 B0
{Less Acocwum Depr-0i: Furn. & Fodwres) T .500.00
Autos E Trucks 125 750.00
{Less Accum Depr-Aups & Trucks) 12 575.00
Construction Equipment 450,000.00
{Le=ss Accum Depr-Constructon Equip) 45 000.00
Shop Tools & Equipment 7555000
{Less Accum Depr-Shop Tools & Equip) 156500

Figure: FS-89 Balance Sheet — Daily, page 1, in Alternate format, showing totals in their
own column, with dollar signs for First and Subtotals, and negative numbers with parentheses
in red.
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Income Statement — Daily — Standard

Best Construction Company
Income Statement
April 9, 20xx
Current Period Y eartoDate
Amournt % Amount £
Revenue
Contract Revenus 596 765.43 9502% $56 76543 w5 02%
Service Revenus 654321 3t 654321 [k
FreightRevenus 32100 sk 3%
{Discounts Allow ed-AR) 2210 005 Qs
Adj. For Ower/Under Billings L 0} (1.7874 (1.7a%
Returns and Allowances 13600 0.15% 13500 0135
Total Revenue 103,346 74 100,007 HOZHETL oo
Cost of Goods 5old
Cost of Contracts & Service Work
CostofContracts-Labor 52 52050 2525 52 520.50 252%
CostofContracts-M a ksl 3 545 00 3415 3545.00 419
CostofContracts-Subcontracior 12,500.00 1203 12 500.00 1203%
CostofContracts-Eqguipment 0.55% 57500 0.55%
CostofContracts-Other 0.14% 150,00 o1
CostofService WorkLabor 252 252050 252
CostofService Work-Material 055% Q5%
CostofService Work-Subcontracior 1.20% 1.20%
CostofService Work-Equipment 085 Q5%
CostofService Work-Other 024% 024
Discounts Taken-AP 005% 65,00 005
Freight Cost 12500 012 12500 12
Total Cost of Contacts & Service Work §25.241.00 24 TE% §25241.00 24 TE%
Indirect Expenses
Indirect Construction Expenses
Other Wages, Salany & Bonus 4355 4555
Payroll T ax Expense-Trade 044% 044
Insurance-Workman's Comp-Trade 054% o
Insurance-Gen. Liabiliy-Trade 055%H 053H
Employes Benefits=Trade 0% 0%
Union Benefits-Trads 244% 2447
Small Tools Expense 053 QE3%
Operating Supplies Expense oM [k
Mestings Expense 0145 4%
Wehicle/Equip Lesse Expense 041 041%
Mobil Phone/Pager Expense-Trads 035 [Pk
Shop/Warehouse Expense 0245 0%
Misc Expense-Indirect 0% 04
Total Indirect Construction Expenses 11.33% 1.33%

Figure: FS-90 Income Statement — Daily, page 1, in Standard format, with dollar signs for First and
Subtotals, and negative numbers with parentheses in red.
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Balance Sheet and Income Statement — Daily — Graphical

Best Construction Company
April 9, 20xx

Balance Sheet

|] fssets
7,000,000.00 4 i<l
Assets 693370797 || [ Lisbilies
S - Equity
Liabilites 2,142,895.51 £,000,000.00 -
Equity 4,790,812.46
5,000,000,00 -
4,000,000.00 4
3,000,000.00 <
2,000,000.00 4
1,000,000,00
0.o0 -
Period Income Statement
E. Revenue
Revenue 103,946.74 100,000,00 4 [ Direct Cost
- Operating Expenses
Direct Cost 38,455.00

[ other Income

Operating Expenses

78,262.50 80,000.00 - [ other Expenses

Other Income

11,770.00 - Mt Profit or Loss
v

Other Expenses -1,000.76 &0,000.00
Net Profit or Loss -2, 47576
40,000.00
20,000.00

Figure: FS-91 Financial Statements — Graphical, showing the Balance Sheet and first page of the Income
Statement, in Bar Chart format.
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Department Balance Sheet — Daily

Best Construction Company
Balance Sheet

All Departments
April 9, 20xx
Union Payahble
Union Payable 1 6,005.50
Total Union Payable 6,005.90
Other Payroll Withheld
Total Other PayrollWithheld [XE]
Sales Tax Payahble
Total 5ales Tax Payable 0.0
Accrued Liabilities-Other
Total Accrued Liabilities-Other [
Motes Payable
Total Notes Payable 000
Total Current Liabilities 126631.84
Long Term Liakilities
Total Long Term Liabilites [
Total Liabilities 126,631.84
E quitie s
CurrentEarnings 10 50000
Total Equities A10,500.00
Total Lia bility and Equity 116,131.84

The Ba lance Sheet may appear out of balance because it is a departmentalized report. (Difference: 267.233.73)

Fags Z

Figure: FS-92 Department Balance Sheet — Daily, page 2, in Standard format, showing a notation that
the Balance Sheet may appear out of balance because it is a departmentalized report. One side of an entry
may be made to a department account, while the other side of the entry is made to a non-department
account.
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Balance Sheet — Monthly — Standard

Assets
Current A ssets
Cash
FPetty Cash
Cash In Bank
Cash In Bank-Savings
Cash In Bank-Moneyhklarkst
Total Cash
Accounts Receivable
Accounts Receivable-Trade
Accounts Receiwble-Reention
Accounts Receivable-Other
Accounts Receiwble Suspenss
TotalAccounts Recenable
OweriUnder Billings
Inventory
Allowance For Bad Debt
Other Current A ssets
Prepaid Insurance
Frepaid Taxes
Employese Advances
Current Notes Receiwble
Total Other Current A ssets
Total Current A ssets
Fixed A ssets
Real Estats
Leazshold Improvement
{Less Accum Depr-lessshold)
Computer & Office Equipment
{Less Accum Depr-Computer & Ofiice
Office Furniture & Focres
{Le=s=s Accum Depr-Of Furn. & Fidu
Autos & Trucks
(Less Accum Depr-fuos & Trucks)
Construction Equipment
{Less Accum Depr-Constructon Equi
Shep Tools & Equipment
(Less Accum Depr-Shop Tools & Equi
Other Fixed Asssts
(Le=ss Accum Depr-Cther Foeed Asset
Total Fixed A ssets
Otherdssets
Other Assets
Other Assets-Long Term Notes
Other Assets-|nvastments
Other Assets-Deposis Held
FPayroll Suspensze
Total Other Assets
Accounts Receivable Suspense

Best Construction Company
Balance Sheet
April 30, 200x

£1.780.00
281,792 59
2408 202 01

1021,378.43

P P ]

[FF TR
5147.004.40
25.541.88

5841.88
2, 500.00
2.500.00

25, 750.00

12E575.00
450 D00 00
£.000.00
TEEED.00
T.565.00
10,000.00
1,000.00

$2515,616.50

525 ,000.00
50,000.00

ot oo by

55625000

Figure: FS-93 Balance Sheet — Monthly, first page, in Standard format, with dollar signs for First and
Subtotals, and negative numbers with parentheses in red.
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Income Statement — Monthly — Standard

Revenue

Contract Revenue

Service Revenus

Freight Revenus
(Discounts Allow ed-AR)
Adj. For Over/Under Billings
Rzturns and Allowances

Total Revenue

Cost of Goods Sold

Cost of Contracts & Service Work
CostofContracts-Labar
CostofContracts-M aternial
CostofContracts- Subcontracior
CostofContracts- Equipment
CostofContracts-Other
CostofService WorkLabor
CostofService Work-Maerial
CostofService Work-Subconfracior
CostofService WorkEquipment
CostofService Work-Other
Discounts Taken-AFP
Freight Cost

Total Cost of Contmcts & Service Wor

Indirect Expenses
Indirect Construction Expenses
Other Wages, Salany & Bonus
Fayroll T ax Expense-Trade

Insurance-Werkman's Comp-Trade

Insurance-Gen. Lisbilit-Trade
Employes BenefitsTrade
Union Benefits-Trade
Small Tools Expense
Operating Supplies Expense
Mestings Expense
Vehicle/Equip Lease Expense

M obil Phone/Pager Expense-Trade

Shop/Warehouse Expense
MiscExpensa-Indirect

Total Indirect Construction Expens

Equipment Expenses

Egquipment Coste-Outside Repairs

Equipment Cost- In House Maint
Egquipment Costs-Fuel & Oil
Equipment Costs-Parks
Egquipment Cost-License & Tax

Best Construction Company

Income Statement
April 30, 20xx
1 Month({s) Ended
Current Period Y earto Date
Amount k. Amount %

T10384674

52 F20.50 52 520,50 2.52%
3545.00 3 545,00 3.41%
12.500.00 1250000 1203%
575,00 57600 0.55%
50,00 5000 0.14%
262050 2 F20.50 252%
650,00 650.00 0.63%
1.260.00 1,.250.00 1.20%
ES0.00 ES0.00 0.86%
250,00 250,00 0.24%
6500 65.00 0.06%
12500 25,00 0.12%
$52M FI521.00 MI%%
54 500.00 4.33% $4.500.00 4.33%
I 0.44% 455 00 0.44%
B4 0 0.54% 55400 0.54%
654,00 0.63% 65400 0.63%
950,00 0.91% 950,00 0.91%
2540.00 447 2 540.00 A4
EED D0 0.53% E5.00 0.53%
360,00 0.34% 360,00 0.34%
50,00 0.14% 50.00 0.14%
47300 0.41% 423,00 0.41%
360,00 0.34% 360,00 0.34%
245,00 0.24% 245,00 0.24%
4500 0.04% 4500 0.04%
$11779.00 1133% 77900 1133%
0.24% $260,00 0.24%
0.13% 130,00 0.13%
0.08% 85,00 0.08%
0AT% T5.00 0.17%
0.60% 626,00 0.60%

Figure: FS-94

Income Statement — Monthly, first page, in Standard format, with dollar signs for First and
Subtotals, and negative numbers with parentheses in red.
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Balance Sheet — Quarterly — Standard

Best Construction Company
Balance Sheet
Fiscal Year January 1, 20xx to December 31, 200x
G a2 e <3 G
Jand, 20xx  Aprd, 2000 Jul1, 200t Octd, 00X

Account Mar3, 20000 Jun30, WxxX Sepd0, 20X Decd, 200X
Anzels
Current Assels
Cash

Penty Caml (5250.0) 51,5000 31,5000 31,5000
Cash In Bani e a-rk 31,7825 31,7825 31,7825
Cash In Bank-Savings oo 24082020 2402020 24082020
Casn In Sanik-hio ney M arkst oo 10213754 1,021,375.4 10213754
Total Cash B2 S BRE13ETI0 SIE13ETI0 BLE13ETI0
Accounts Raceivabla
ACooUns Recenabie-Trade F4T oM 347044 4T e 4T s
ACCouns Feceia D Retenion 255415 255415 255415 255415
A oounts Recena e Omer (aks] 125000 125000 125000
BCoouns Recenabe Sugens [aks] 25000 25000 25000
Tofal Acoounts Recsivabis BTG D S1ET G50 SIET 50 S1ET 6D
Over/Under Bilngs 300 [51,550.2) (51,850.2) (51,850.2)

mIvern fory 200 2511725 2511725 2511725
Alowance ForBad Deit [aks] 2250 2250 9250
OfharCumsnt Azsels

Frepaid nsuEnE 300 33,5500 33,5500 33,5500
Frepand Taws (aks] 16,7500 16,7500 16,7500
Em pioyes Advances oo 15750 15750 15750
Cumren: NoesRecavanie [aks] 85000 85000 85000
Toftal OtherCurment Azsels B0 SI0.TTED SNTTED SN.TTED
Toftal Curment Azsets BS54 4066 M2 Tid M2 Tid M2 T
Fized Azselz

Real Exake 300 $1,500,000.0 $1,500,000.0 $1,500,000.0
Leasahol Improveme s o Ta000 Ta 000 TE 000
(&= Aooum DlegrLeasenid) (E73.5) (5735 (5735 ]
Compuer & Ofice Equipment oo 156,000.0 156,000.0 156,0000
(Less Aooumn Depr- Computer & OFE | 14,5500 14,5500) (4,5500) (4,5500)
Office Furninume & Foures [aks] 55,0000 55,0000 55,0000
(Less Aacum Diege 06 Fum. 5 Fitures) [o1:] 7,500 75000 75000
AuDsSE Thacks [aks] 1257500 1257500 1257500
(Le=s Acoum Depr- s & Thodks) oo 125750 125750 125750
Cansnaction Equipment oo 450,0000 450,0000 450,0000
(L ess Aaoum Depr-Constuction Equin) oo 45,0000 45,0000 45,0000
Snop Took & Equipmen oo T5E500 T5E500 T5ES00
{Less Agoum Diepr-Shop Took & Equin) oo 75650 TEE50 75650
CmerFoed Az (aks] 10,0000 10,0000 10,0000
(| Less Ao Dleor- CEer Fed Assets oo 1,000.0 1,0000 1,0000

Page 1

Figure: FS-95 Balance Sheet — Quarterly, first page, in Standard format, with dollar signs for First and
Subtotals, and negative numbers with parentheses in black.
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Balance Sheet— Quarterly — Alternate

Best Construction Company
Balance Sheet
All Departments
(smaounts in thoussnds) Fiscal Year January 1, 20xx to December 31, 20xx
el a2 L] e

Jand, 2000 Apri, 20 xx Jul 1, 2000 Oct1, Mo
Account Mar31, 206X  Jun30, 203  Sep30, 200 Dec 31, 20X
Assets
Current A ssets
Cash
Cash In Bank IB1T 3BT 81T BT
Total Cash T T T BT
Accounts Receivable
Total A ccounts Receivable [T1] [T1] [T1] [T1]
Other Current A ssets
Employes Advances 00 15 15 15
Total Other CurrentA ssets [71] 13 13 13
Total Current A ssets T 33 33 3833
FixedAssets
Total Fixed Assets [T1] 00 [11] 00
Other Assets
Total Other A ssets [71] oo [111] oo
Total Assets 1T 33 33 3833
Lia bilities
Current Liabilities
Accounts Payable
Total Accounts Payable [T] [T [11] [T
Fayroll Taxes Payable
Payroll Taxes Paysble-FIT 312 12 12 12
Fayroll Taxes Fayable-FICA 280 280 280 280
Payroll Taxes Paysble-FUTA 83 a3 o3 a3
FPayroll Taxes Payable-51T 168 168 1868 168
Payroll Taxes Payshle-Stat Dizsbility 27 27 27 27
Fayroll Taxes P aysble-5take Unemployment 16 18 16 18
Payroll Taxes Payable-Local Tax 1 0.0 05 05 05
Fayroll Taxes Payable-Local TaxZ 00 03 03 03
Earned Income Credit 00 4.5 45 4.5
Total Payroll Taxes Payable [::F:] Bo2 fo2 Bo2
Workar's Compensation Paysble 283 253 2583 253
Union Fayable
Union Payable 1 860 8.0 a0 8.0

Fags

Figure: FS-96 Balance Sheet— Quarterly, first page, in Alternate format, showing amounts in thousands,
without dollar signs, and hyperlinked numbers.
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Income Statement — Yearly — Standard
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Financial Statements

Income Statement — Yearly — Extended
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Statement of Cash Flows

The statement of cash flow is similar to the income statement: It records a company's performance over a
specified period of time. However, the difference is that the income statement also takes into account some
non-cash accounting items such as depreciation. The cash-flow statement removes those items and shows how
much money the company has generated. Cash flow shows how the company has managed inflows and
outflows of cash. It can provide a clearer picture of the company's ability to pay bills and creditors, and to
finance growth.

Many of the items on the statement are also found in either the income statement or the balance sheet, but here,
these item s are organized to focus on the cash that is generated and how it relates to reported earnings. The
cash-flow statement is divided into three parts:

Statement Of Cash Flow
Cash From Operations Cash from operations generated from day-to-day business operations.

Cash From Investing Cash from investing is used for investing in assets. It also includes the proceeds
from the sale of other businesses, equipment, or other long-term assets.

Cash From Financing Cash from financing is paid or received from loaning and borrowing of funds. This
section also includes dividends paid (although it is sometimes listed under cash
from operations).

Net Increase or Decrease in  Increases in cash from previous year will be written normally, and decreases in
Cash cash are typically written in (brackets).

The Chart of Accounts is used to identify the proper category of each account from the statement. If the
accounts in the balance sheet are not properly classified for the Statement of Cash Flows, a message will be
presented on the report, along with a warning that the report may not be accurate.

Access to Check List
Module Menu with Reports Group
Financials | Reports | Statement of Cash Flows

Module Menu with Reports List
Financials | Statement of Cash Flows

Standard Menu
Reports | Financials | Statement of Cash Flows

Report Types
Summary
The Summary Report Type displays the accounts and their cash flow amounts.

Options Fields
* Show Report Criteria * Month (Equal or Between)
* Suppress Decimals
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Statement of Cash Flows — Summary Report

Best Construction Company
Statement of Cash Flows
Page 1

CASH FLOWS FROM OPERATING ACTIVITIES

Net Income 5
Net cash provided (used) by operating activities

NET INCREASE CASH 5
CASH, 01/01/20xX 5
CASH, 08/31/200x 5
CASH, 08/31/20%X AS PER BOOKS 5

This report may not be accurate.
The Statement is out of balance, verify the cash flow format options.

(255,935.74)

(255,935.74)

(255,935.74)
0.00
(255,935.74)

0.00

One or more accounts in the balance sheetare not properly classified for the Statementof Cash Flows.

Figure: FS-99 Statement of Cash Flows, showing warning, “One or more accounts in the balance sheet
are not properly classified for the Statement of Cash Flows. This report may not be accurate.” It is essential

to properly classify the accounts in the Chart of the Account for the accuracy of the statement.
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Financial Ratios

Financial ratios show the relationships between individual values and relate them to how a company has
performed in the past. They provide a means to assist management with planning business operations and
growth. Three ratios are provided in BIS® reports: Current Ratio, Quick Ratio, and Inventory Turnover.

Current Ratio
Quick Ratio
Inventory Turnover

Current Assets / Current Liabilities
(Current Assets - Inventory) / Current Liabilities
Cost of Goods Sold / Average Inventory

Access to Financial Ratios
Module Menu with Reports Group
Financials | Reports | Financial Ratios

Module Menu with Reports List
Financials | Financial Ratios

Standard Menu
Reports | Financial Statements | Financial Ratios
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Current Ratio

The current ratio is used to give an idea of the company's ability to pay back its short-term liabilities (debt and
payables) with its short-term assets (cash, inventory, receivables). The higher the current ratio, the more capable
the company is of paying its obligations.

The current ratio can give a sense of the efficiency of a company's operating cycle or its ability to turn its
product into cash. Companies that have trouble getting paid on their receivables or have long inventory turnover
can run into liquidity problems because they are unable to alleviate their obligations. Because business
operations differ in each industry, it is always more useful to compare companies within the same industry.

Current Ratio = Current Assets / Current Liabilities

Access to Current Ratio Report
Module Menu with Reports Group
Financials | Reports | Financial Ratios | Current Ratio

Module Menu with Reports List
Financials | Financial Ratios | Current Ratio

Standard Menu
Reports | Financial Statements | Financial Ratios | Current Ratio

Report Types

Summary

The Current Ratio Summary Report displays the Current Asset and the Current Liabilities (each selected from
the account list), and the computed Current Ratio.

Options Fields

* Show Report Criteria * Current Assets
* Current Liabilities
*  Month (mm/yy)

Current Ratio — Summary Report

Best Construction Company

Current Ratio

Summary Report for August 20XX Page 1
Current Assets 257,191.05
Current Liabilities 274716.10
Current Ratio 0.94

Figure: FS-100 Current Ratio — Summary Report, showing Current Assets, Current Liabilities, and their
ratio.
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Quick Ratio

This ratio is an indicator of a company's short-term liquidity. The quick ratio measures a company's ability to
meet its short-term obligations with its most liquid assets. The higher the quick ratio, the better the position of

the company.

Quick Ratio = (Current Assets - Inventory) / Current Liabilities

The quick ratio is more conservative than the current ratio, a more well-known liquidity measure, because it
excludes inventory from current assets. Inventory is excluded because some companies have difficulty turning
their inventory into cash. In the event that short-term obligations need to be paid off immediately, there are
situations in which the current ratio would overestimate a company's short-term financial strength.

Access to Current Quick Report
Module Menu with Reports Group
Financials | Reports | Financial Ratios | Quick Ratio

Module Menu with Reports List

Financials | Financial Ratios | Quick Ratio

Standard Menu

Reports | Financial Statements | Financial Ratios | Quick Ratio

Report Types
Summary

The Quick Ratio Summary Report displays the Cash, the Short Term Investments, the Accounts Receivables,
the Allowance for Doubtful Accounts, and Current Liabilities (each selected from the account list), and the

computed Quick Ratio.

Options
* Show Report Criteria

Quick Ratio — Summary Report

Fields

e Cash

e Short Term Investments

« Accounts Receivables

« Allowance Doubtful Accounts
e Current Liabilities

*  Month (mm/yy)

Quick Ratio
Summary Report for August 20XX

Page 1

Cash

Short Term Investments
Accounts Receivables

Allowance for Doubtful Accounts
Current Liabilities

Quick Ratio

238,349.23

0.00

151,032.20

0.00
0.00
MNIA

Figure: FS-101 Quick Ratio — Summary Report, showing Cash, Short Term Investments, Accounts

Receivables, Allowance for Doubtful Accounts, Current Liabilities, and their ratio.
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Inventory Turnover
The inventory turnover is a ratio showing how many times a company's inventory is sold and replaced over a
given period.

Inventory Turnover = Cost of Goods Sold / Average Inventory

COGS (cost of goods sold) sales are recorded at market value while inventories are usually recorded at cost.
Average inventory is used instead of the ending inventory level to minimize seasonal factors.

The ratio should be compared against industry averages. A low turnover implies poor sales and, therefore,
excess inventory. A high ratio implies either strong sales or ineffective buying.

Access to Inventory Turnover Report
Module Menu with Reports Group
Financials | Reports | Financial Ratios | Inventory Turnover

Module Menu with Reports List
Financials | Financial Ratios | Inventory Turnover

Standard Menu
Reports | Financial Statements | Financial Ratios | Inventory Turnover

Report Types

Summary

The Inventory Turnover Summary Report displays the Cost of Good Sold (presumably Material only), the
Average Inventory (each selected from the account list), and the computed Inventory Turnover.

Options Fields

* Show Report Criteria * Cost of Goods Sold
* Inventory
*  Month (mm/yy)

Inventory Turnover — Summary Report

Best Construction Company
Inventory Tumover

Summary Report Page 1
Cost of Goods Sold 38,141.80
Average Inventory 19,07090  Number of Months 2
Inventory Turnover 2.00

Figure: FS-102 Inventory Turnover — Summary Report, showing Cost of Good Sold, Average Inventory,
and their ratio.
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Comparative Period Accounts

This Comparative Period Accounts report is used to review, by account number, a comparative period file.

Access to Comparative Period Accounts

Module Menu with Reports Group
Financials | Reports | Comparative Period Accounts

Module Menu with Reports List

Financials | Comparative Period Accounts

Standard Menu
Reports | Financial Statements | Comparative Period Accounts

Report Types

Detail

The Detail Report displays a list of comparative periods that have been created. The list includes a hyperlink
to access the CPA file which shows the account number and name, corresponding current period account
number, account beginning balance and monthly transaction amounts for January through December.

Order By
* Code
* Description

Comparative Period Account — Detail Report

Show Report Criteria
Case Sensitive

Fields
+ Code
* Description

Comparative Period Account
Detail Report

Best Construction Company

Page 1

Code

Desc

CPAFile

Based on Fiscal Year Target Fiscal Year

2017
2018
2019
2020

Calendar Year 2017
Calendar Year2018
Calendar Year2019
Calendar Year 2020

CPA2017.DBF
CPA2015.DBF
CPA2019.DBF
CPAZ2020.DBF

201701 - 201712 2018/01-2018M12
2018/01-2018M2 2019/01- 201912
2019/01 - 201912 2020/01-2020M12
2020/01 - 202012 2021/01- 202112

Figure: FS-103 Comparative Period Account— Detail Report, showing Code, Description, CPA File name,
Based on Fiscal Year, and Target Fiscal Year.
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Comparative Period Account File

Best Construction Com pany
Comparative Period Account
Detail Report - Based on Fiscal Y ear 20ooi0 - 3ooo2 Fage 1
Accountd  Account Hame Curr Period A cci#
1000 Aas el 1000
Beginning Balance 3018710
Jan W3IITH Feb 7110000 Mas L S Ap a7, 7803
Nimy 5407381 Jun -7, 71888 Judl aTm.oe Aug =.358.50
Sap 000 Oct 000 Mowv 248878 Dac -7, 800.00
1001 Current Assets 1001
Beginning Ealance 30818718
Jan 10323781 F =71,100.00  Miar 15,7202 Apr -a7,759.83
May 483 Jun 2293838 W 5.214.59 Aug 3.8E0.00
Sep ooe Qe 0RD  Mev -2A5ETE Det -7./500.00
1010 Caih 1010
Beginning Balance 15784132
Jan DA Eeb 000  ior B B83408 Apr BEE18.83
Moy -4BR90.31  Jun 1445381 Jd 88, TR0 a2 Ausg 820000
Sep 0og  Oct 0OD  Mov -2 A58 TH Dec -7,500.00
1018 PettyCash 015
Beginning Galance 000
Jan ooo Feb CoD  Mae oo Apr a00
ARy ooo Jun ooo Jul 000 Aug 000
=p oo L= | 0.0 Meow 0.00 Daz 0.00
1020 Cashin Bank 1020
Beginning BEalance 2167E4.12
Jan 22,585.11 Feb 0OD  Mar £,83408 Apr -06,519.83
Moy 4B} Jun 154581 Ju 8. 78032 Alg -8200.00
Sep ooo Qe GoD  Mev 2458 7S Do -7.500.00
1030 Cashin BanE-Savings 1030
Beginning Ealance 0.00
Jan 000 Feb GO0 s .00 fpr 0.00
Moy pog  Jun 0oD  Ju o.oo Ag 0.00
Sep 000 Oot 0ob  Mov o.oo Do 0.00
1040 Caihin Bank-Money Market 1040
Beginning Balance 0.00
Jan ooo  Feb 0oD  Mas G.00 Apd -400.00
Mgy oao Jun -200000 Jul 0.00 Aug 0.00
Sap 0oo Oet QoD Mow 0.00 Dac 0.00
1100 Accounts R ecaivasis 1100
Beginning Ealance B5 523 0«4
Jan 8003000 Feb -71,100.00  Mar 2,m8.10 Apr -2/000.00
May 0oe  Jun -ETHON  Jd -59.580.33 Aug 0.00
Sep noo Qe 0oD  Mov 0.00 Dec 0.00
1110 Acoouns Aeosvatie-Trase 1110
Beginning Balanics  73,002.20
Jan 72,030.00 Fab =71,100.00 it-1) 19,205 45 Apx 0.00
May 0og  Jun S TEDOD  Jud -48,305.48 Aug 0.00
Sep 0oo Oet 0OD  Mov o.oo Dec 0.00
1120 Accoun® Recebable-Reterton 1120

Figure: FS-104

Comparative Period Account File.
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Consolidated Maintenance

BIS® allows users to consolidate data from subsidiary companies into a parent company. The Consolidated
Maintenance report, designed for use when setting up or troubleshooting the selection of account numbers for
the Chart of Accounts. It can assist with establishing either a common series of account numbers used by all,
or to help establish mapping from the subsidiaries to the parent company.

Access to Consolidated Maintenance
Module Menu with Reports Group
Financials | Reports | Consolidated Maintenance

Module Menu with Reports List
Financials | Consolidated Maintenance

Standard Menu
Reports | Financial Statements | Consolidated Maintenance

Report Types
Detail
The Detail Report displays the file location of the consolidation file, the account numbers and account names.

Order By Options Fields
e Account Number * Show Report Criteria *  Account Number
* Description * Case Sensitive * Description
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Consolidate Maintenance — Detail Report

Be st Construction Company
Reference File for Consolidation
CAPROGRAM FILESWICSIBIS1136-0ACONTROLCONSOLIDATIONY Fage 1
Acoountd  Acoount Name
ok ] Fafty Cash
ms FatlyCash
WED Cashin Bark
W=D Cash ln Bark
W0 Cashin Bark-Savings
0 Cashin Bark-Savings
00 Cashin Bark - Mo nay Markat
w00 Cashin Bark - ko ey Market
1118 Aooouns Recevab le Trade
1110 Aooounts Recenakb le Trede
1120 broounts Fecenab eSelerton
M0 Appaunte RBacsival BRalmtion
1120 Appount Receivable- D
1130 Apcount Recsivan le- D
1940 Apeauns Facdivab s Susnarnia
1140 Apcounts Receivel e Susperse
1200 DOwer lUnder Billings
1200 Ower Under Billings
1300 Inventory
1300 In v ndory
160 Allowance For Bad Debt
1360 Aliowance For Bad Debt
1410 Pregaid Ins urance
gl Frapaid Ing arancs
w0 Frapand Taxes
1420 FPrapaid Tasas
1430 Emplo yas Advancss
1430 Emplo yas Advances
1220 Currenl Noles Recsrable
1atl Curreml Moles Recsirable
1510 Faal Estaile
1510 o sl Esimis
w5 Leass hold Improvemeants
1515 Lease hold Improvements
120 | Lees s Accum Depr - Leasshold)
20 [Less dAcoum Deps - Leasshold)
10 Computar & D ffice Eguipman
s Computar & D oo Eguipmont
B0 [Less Accum Deps-Compuier & Ofios |
130 [Les s Accum Dep-Compuier & Offics |
o] Oiffice Furniture & Fiiunes
s Oifce Furniture & Fiaiures
1540 [Les s Accur Depr-OfcFurn & Filures)
1540 [Less Accur Deag-Ole Furn & Fedures)
1545 Budos & Trocks
1548 Audos & Trucks

Figure: FS-105 Reference File For Consolidation, showing the Consolidation File location.
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Appendix

Sample Files

When creating a new company, sample files can be loaded into the databases of the company. These options
can save a great deal of time by automatically creating master forms with commonly used basic information.
The use of these samples is highly recommended, since they can later be expanded, edited and adapted to fit
the individual needs of each company.

The samples available are: Chart of Accounts, Cost Code Library, Unit of Measure File, and Ship Via File.
To preview a list of the information included in the sample records, click the Preview button to the right of each
option. To load one or more of these sample records, click on the check box to the left of the options to be
selected.

Optional Sample Chart of Accounts
The next few pages show the optional chart of accounts provided with BIS® and available for selection during
installation.

The optional sample chart of accounts is followed by a table showing the available account types. Each type
is followed by a brief explanation of its use.
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Sample Chart of Accounts (Simple)

Builder Information System
Chart of Accounts (Simple]
Summary Report Page 1
Accoun & Account Name Account Type Classification
“ima ASSELS Deacriptian Azzets
ra Currant Aesets Cescriptian Assets
4100 Cash in Bank - Checking Transacion Asgats
4200 ArcourdsReceivable Tranzadion Azeats
13 Cantract Recelyalle Tranzacton Azzets
1350 Ratenion Aecavade Transacion Asgets
<1400 Imventary Tranzaciom AsEats
41450 ArcourdsReceivable Suspenae Tranzacion Aseats
1510 Fhied Ag3e1s Ceacriptian Azsets
B0 CarmgLitars Transacton As5ets
4ES0 Automobilas Tranzaciom Asgats
=zl Fumnilure B Fixuras Tranzacion Aseets
1710 Accurmu lated Depreclat on Transacton Aszets
1800 Diner ASES1E Descnipian Assets
4E40 Rafundable Deposits Tranzacion Asgats
plechi] Prepaid Expansas Tranzacion Aseets
1960 Payrall Suspenge Transacton Ascets
10 LiRbitae Descriptian Liakilite s
2000 Current LiaHilies Description Liabilitias
2100 AccounsPayable - Trade Tranzadion Liabiltias
2200 Fedard WHhhoking Fayable Transacion Liahiliies
20 Fica Withheolding Payabk Tranzaciom Liahilitae
i Biate Withholding Payable Tranzacion Liakiltiaes
pisc i 801 With halding Payable Tranzadion Liabiltias
2240 Workers Gomg. Payale Transaction Liakiliies
220 Unlon Payasle Transacton Liahiliies
20 Tax Defemad Payable Tranzacion Liabiliias
2770 Cafetaria Plan Payabla Tranzadion Liakbiltiae
230 Salkes Tax Payabie Transacton Liahilities
220 Locd Taies payaole Transadion Liabilites
2300 FUTA Payable Transacion Liakbilitias
ke i SUTA Payebe Tranzaction Liakiltas
2400 Custamer deposts Transacton Liakiliies
2500 Cradit Card Suepanse Transacion Liabiliies
356] AccourlePayable Juspense Transacion Liabilitias
2EO0 Leng-term Liskilties Cescriptian Liakilties
2810 Carporale Band3 Payable Tranzacton Liakiliies
3000 Equity Deacriptian Equity
et Hlockhokdars Equiy Desoription Equity
3400 Carmon Biock Tranzacion Equity
Jam Begnning Retaned Earmings Transacion Equity
320 Currant Perad Proft (Loss) Rasut Equity
JmEd Revenuae Cescription Revenue
4100 Contract Incame Tranzaction Revsnus
40 Retums and Allowance s Transacton Revenue
4E00 Fralght Charges Tranzacton Revenue

Figure: FS-106 Sample Chart of Accounts (Simple), page 1.
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Sample Chart of Accounts (Simple)

Builder Infarmation System
Chart of Accounts (Simple]
Summary Report Page 2
Accoun B Account Hame Account Typa Classification
4m0 Intarest Incoma Transaction Revenue
5000 Diract Gost Descriptian Direct Gost
5100 Diredl Labor Tranzaciom Diract Cogt
5200 Waterialz Tran=adion Crreci Cost
5300 Subc ontracta Transaction Direct Cost
5400 Other Diract Exparses Transaction Direct Caost
5800 Discounis Taken Transacion Direct Gost
SEID Freight Tranzadtion Dtreci Cost
G000 Dperding Expenses Desacripian Operating Expenses
3100 Accouning Transacton Operating Expenses
a450 Advartising Transaction Oparating Expencos
BET0 Insurance - Health Plan Tranzadion Ciperating Expenses
G0 Bank Gharges Transacion Operating Expences
G400 Intarest Transacion Operating Expenses
a500 Daprecialion Transaciom Operating Expences
6550 Dues B Subecriptiona Tranzadtion Ciperating Expenees
G700 Gasa ol Transaction Operating Expenses
a7sa Wiscallareals Transaction Operating Expenses
dEad Freight & Postage Tranzacion Oparating Expances
go0d Legal Transadion Ciperating Expenees
7m0 Dimca Rent Transaction Operating Expenses
71ad Telaphane Tranzacion Oparating Expances
7500 Wegas Tranzadion (Ciperating Expenses
750 Worker's Comp Expenae Tranzadion Ciperating Expenees
7830 Union Expenae Transadion Operating Expenses
FE00 Rantal - Cmice Equigna it Transacion Operating Expenses
FEOQ Payroll Taxes Tranzacion Oparating Expences
ami DOther Revenues Diea criptian Cither Revenue
8100 Dther Income Transaction Cther Revenue
as0a Dther Expensas Drescriptian Cther Expenses
JE00 Cther Expenzae Transaciom Cther Expaneas
9400 Het Profit (Loza) Die criptian Provision for Taxas
9750 Estimated Iincame Tases Transaction Prowizion for Taxes

Figure: FS-107 Sample Chart of Accounts (Simple), page 2.
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Sample Chart of Accounts (Extended)

Builder Information System
Chart of Accounts [Extended)
Summary Report Page 1
Accoun & Account Name Account Type Classification
1ma ASsELs Deacriptian Aszets
01 Currant AESHES Descriptian fAsgets
AMa Cazsh Des cription Aspots
M5 Petty Cash Tranzadion Azeets
1020 Cash In Bank Transacton Aszets
1030 Cash In Bank-Savings Transacton fAsgets
4040 Cazh In Bank-Money Market Tranzacion Asgats
4100 Accoun sRecevable Diea cription Azeats
110 Accoun sReceyable-Trade Transacton Aszets
1120 ACcoun B Recayalle-Ralention Transacion Asnets
1130 Accoun e Receivable-Other Tranzachion Ascats
1140 ArccounlsRecevable Suspenae Tranzadion Aseets
1200 DvenUnder Bllings Transacton Aszets
1300 I erkary Transacton Asgets
1360 Allowance For Bad Dabt Transacim Agpats
4400 Dther Current Aazais Diesa cription Aseets
1410 Pregald Insurance Transacton Aszets
421 Prepald Tanas Transacton Assets
4430 Employes Advancee Tranzachion Aspats
440 Current Hotes Receirable Tranzadion Azeets
1500 Fixed Aszals Descriptian fAsgets
4510 Real Eetale Tranzacion Aszpats
1515 Leasshdd |mprovemants Tranzadion Azeets
452 [Leas Acoum Diepr-Leazsehald) Tranzadion Azeats
1525 Camger & Dfice Equipment Transacton Asgets
1530 [LesE Accum Depr-GompLter & OMce ) Trans=acion Assets
1535 Cffica Fumiture & Firtures Transacim Agpats
4540 [Leaz decum Depr-OfcFurn & Fidurea) Tranzadion Aszeets
1545 Autog & Tnichs Transacton Aszets
1550 [LesEACCIM Da-AUDE & TrUCks) Transacton fAsgets
1565 Cans rudion Equipment Transacion Aspats
4550 [Leas Aceum Depr-Corafruclion Equigh Tranzadion Azeets
15965 Ghof Todls & Eoulpment Transact on Aszets
1570 [LesE Accum Dam-Shon Togks B Equip) Transacion Assets
1575 Cther Firad Azsate Transaciom Aszeats
41580 [Leas Accum Depr-Other Fixed Agssis) Tranzadion Azeets
1600 Dther Agsels Deacriptian Aszets
1610 Other ASESlE Transacton Asgets
620 Cther Asesle-Long Term Notes Tranzaciom AsEatls
1630 Dther Aaselenveatmerta Tran=adion Aseats
1640 Dther AgselsDeposits Hald Transacton Aszets
1650 Payrall Gusense Trans=acion Assets
B4 AccounleReceivable Juspense Tranzachon Asgats
2ma Liahilitie s Dieea cription Liabiltias
20m Current Liabltas Deacriptian Liakiliies
2060 Arcrued Baarles, Wages & Bonus Payabl Transacton Liabiliies

Figure: FS-108 Sample Chart of Accounts — Extended, page 1.
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Financial Statements

Sample Chart of Accounts (Extended)

Builder Information System
Chart of Accounts (Extended)
Summary Report Page 2
Accoun & Acwount Hama Account Typa Classification
200 Custamer DeEpo3ES Transacton Liahilies
2100 AocounePayamse Descriptian Liabilities
2110 Accoun e Payable-Trada Transacion Liabiliiae
2120 Areour s Payable-Relention Transadion Liahltins
2130 ACcour sPayane-Ciner Transaction Liakilities
2200 Payrall Tax ps Payala Descriptian Liabiliies
M0 Payrall Taxes Payabla-FIT Transacion Liabiliias
25 Payrall Tax ez Payabla-FICA Tranzadion Liabiltiae
22830 Payrall Tanes Payame-FUTA Transaction Liakilities
2240 Payrall Tases Payanla-5m Transacton Liabiliies
350 Payrall Tax ez Payabla-3Hata Disability Transacion Liabilitias
2250 Peyrall Tax = Payable-3Hate L remplayment Tranzadion Liaklitias
22T Payrall Taxes PEyabla-Local Tax 1 Transacton Liahilies
=0 Payrall Taues Payabla-Local Taw 2 Transacton Liabilities
2300 ‘Workar's Compensation Payabla Transacion Liabilitias
2400 Unian Payshle Dieacription Liabiliias
240 Unlon Payele 1 Transacton Liahilies
2421 Unlon Payamle 2 Transaction Liabilities
2800 Cther Payrall Wil thald Dies oriptian Liabiliias
2510 Garniabments Payahle Trans=adion Liahltins
2520 Child Support Payabla Transaction Liabilities
2530 Wedical Plans Payable Transacion Liabiliias
2540 41k Plan Payable Transadion Liahltins
2610 Bales Tax Payahk Dies cription Liabilitas
2610 GSakes Tax Payabk-5ide Transacton Liakilities
2620 GalE Tax Payabk-Locd Taw 1 Transacton Liakiliies
el SakE Tar Payabk-Locd Tax 2 Tranzacion Liabilitiae
2700 Accrued Liabl e s-Other Dies criptian Liakiliias
ra | Accrued UablMesFeaderal Income Tane Transacton Liahilies
a7 Arocrusd Labltae-5tate Inoame Tases Transacton Liabiliies
a7 Accrued Liabiite Lol Income Tazaes Transacion Liabilitias
2E10 Hates Payshle Diea cription Liabiltias
Z|ma Lne of Credit 1 Transacton Liahilies
28210 Nate Parable 1 Transaction Liabilities
200 Current Portion Long T e Debt Transacion Liabiltias
2050 Cradit Card Suspenze Tranzacion Liabiltiae
288 ACCour s Paraile Suspenas Transacion Liakilie=
3000 Long Tarm Liailities Descriptian Liabiliies
Mo Leng Tarm Mote 4 Transacim Liabiliias
elieli] Leng Term hate 2 Tranzaction Liabilitas
30 Lonp Termeyehicle 1 Transacton Liakilities
30 Lonp Tarmevehicla 2 Transacion Liabilies
a0aa Long Tarm-Equipmant 1 Transacion Liabilitiae
060 Lang Term-Equipment 2 Tranzadion Liabilties
3mn [Leas Current Partkan Lang Tem Det) Transacton Liahilies
3800 Enulliss Descriptian Equity

Figure: FS-109 Sample Chart of Accounts — Extended, page 2.
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Sample Chart of Accounts (Extended)

Builder Information System
Chart of Accounts [Extended)
Summary Repart Page 3
Accoun B Account Hame Account Typa Classification
3510 Capital Stock Transacton Equity
35210 Ratdned Eamings Tranzacton Equity
oL Current Eamings Resuit Equity
4000 Revenue Dies criptian Revenus
4Ma Cantract Revenue Transacton Revenue
4020 GanIca Revanua Tranzacton Revenue
4030 Fraight Revenue Transadiom Revenua
4040 [Dize ouniz Allowe d-AR) Transadion Revenus
4080 Al For Cwerdrndar Blllings Transacton Revenue
5000 Cagt of Goods Sald Descripian Direct Cost
5001 Cost of Coniracls & 3ewica Wok Dies oriptian Diract Gogt
5Ha Cazt of Contraci=-l sbar Tranzaction Dhreci Cost
55 Cast of Contracis-d ataria Transacton Dieci Cost
iz Cast of Contracts-Subcantractor Transacton Direct Gost
il Cost of Coniracis-Equipment Tranzacion Diract Gost
Eicli] Caost of Contraci=-Other Tranzacion Direci Cost
5040 Cast of Servlce Wark-Labor Transacton Direci Cost
G045 Cost of Servlce Wark ganal Tranzacton Direct Gast
5060 Cost of Service W ark-Suboa niractor Tranzaciom Diract Cost
=i =t Cast of Service Wark-Equipmend Tranzadion Creci Cost
5060 GOt O Service Wark<atnar Transacton Direct Gost
580 Discounis Takan-4F Tranzaciom Direct Cogt
5000 Indirec] Expenaes Diescription Direci Cost
6001 Indirec! Conatruction Ex pensas Diescription Dreci Cost
sl Dther Wapes, Balary B Bonus Transacton Diecl Cost
s Payrall Tas Expense-Trada Transacton Direct Gost
aoza Inzurance-Warkman' e Comp-Trade Tran=adiom Diract Gagt
BIE25 Inzurance-Gen. Liskility-Trade Tranzadion Dreci Cost
G060 Empl v e Barefts-Trade Transacton Dieci Cost
i<t Union Benefts-Trads Transacton Direct Gost
a04q 3rmall Tods Expenee Transacion Diract Cost
BId5 Dperating Suppliea Ex penca Tranzaction Dreci Cost
G0Ed Weetinps Expense Transacton Diecl Cost
055 Vehca/Equip Leas B Expanea Tranzacton Direct Gost
amsg Wobil PhonePager Expenes-Trade Transacion Diract Goet
665 BheplW erehouae Expensa Tranzadion Creci Cost
Gl WI3c Expense-Indract Transacton Diecl Cost
100 Equpmart ExpansaE Descripian Direct Caost
aHa Equipmarnt Costs-Culside Repairs Transacion Direct Cost
6115 Equipment Coats- In House Mantenance Transadion Dreci Cost
G120 Enupmert Cogts-Fuel & 01 Transacton Diecl Cost
G125 Equipmart Cagte-Parts Transaction Direct Cost
3130 Equipmant Costs-License & Ta Transadion Direct Gast
6135 Equipmert Caoats-Applied Dperating Costa Tranzaction Dhreci Cost
7m0 Ganeral & Adminlstrative Expeanaa Deacriptian Operating Expenses
7001 Galrles &\Wages-Omcar Transacton Operating Expenses

Figure: FS-110 Sample Chart of Accounts — Extended, page 3.
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Financial Statements

Sample Chart of Accounts (Extended)

Bullder Information System
Chart of Accounts (Extended)
Summary Report Page 4
Accoun & Acwount Name Account Typa Classification
73 Balrles & YYages-Adminisiral on Transacion Operating Expences
7005 Payrall Tax Expenss-Gha Tranzacton Operating Expenses
7007 Ermploy oo Banefit=-2&A Transaciom Oparating Expeneas
Jmg Inzurance-Warkmen s Comp-G & Tranzadion Operating Expenees
TMa Union Expengs Transact on Operating Expenses
Eluk! Insurance-zan LIaollky-Gaa Transaction Operating Expenses
T3 Insurance-Cffi cer's Lifa Tranzacim Operating Expances
75 Advartiming Expenae Tranzadion Operating Expenees
my Bad Debi Expenss Transacion Operating Expenses
7ma Bank Semnvice Ghange Expansa Transacion Operating Expenses
g Business Pramolion Expense Tranzaclion Operating Expeneas
T Cansulting Expenze Tranzadion Operating Expenees
T3 Carw ertl onaSeminars Expenss Transact on Operating Expenses
70eg Dapreclallon Exgense Tranzaction Operating Expenses
027 Entertainmeni Expense Transacim Operating Expancas
o8 Fine= & Penaltie = Expenze Transadion Operating Expences
T Interest EXpense Transacdion Operating Expenzes
7 Jankarlal EXxpense Transacion Operating Expenses
J0a3 Legal & Accaounting Experse Tranzaciom Operating Expeneas
it Dffice Rent Expense Tranzadion Operating Expenees
TIG7 DIMca Suppllas Expansa Tranzact on Operating Expenses
Foczd Dulside Zarvices Expense Tranzacion Operating Expeneas
Flich| Planz & Speca Expanos Transadion Operating Expenees
ikl Prirting B Reproduclion Expenze Tran=adion Operating Expenees
74T Repalr & iMan1 Exgengs-Bullding Transacion Operating Expenzes
TM47 Rapalr & Main! Expanss-Omca Equip Transacton Operating Expenses
70dg 3hpping & Postage Expenza Tranzaciom Operating Expeneas
TE1 Telaphane Expenze-Office Tranzadion Operating Expenees
TEd Telephane Expense-Mabll/Pagers Transacton Operating Expenses
7055 TanesiLicenseParmit Expense Transaction Operating Expenses
7067 Utii{ies Ex penes Transacim Operating Expencas
754 Vehide Waintl Fuel Expenae Tranzadion Operating Expenees
fLal VEMNOE Ledss EXperae Transacion Operating Expences
7065 Miscallansaus EXpense Tranzact on Operating Expenses
3000 CtherIncame Dies criptian Cthar Rewanue
8OO Intarest Income Tranzadion Cther Revanue
BOZ0 GalnLoss Fram Sale af Asset Tranzacton Other Revenue
amag Irtta -5 Ceount Tran sfar Transacion Other Revenue
3000 Incoma Tazes Dies oription Prowisian for T axee
ama Fedard Incame Taces Tran=adion Provision for Taxes
9l Glate Income Tawesa Transacton Provizion for T axes

Figure: FS-111 Sample Chart of Accounts (Extended), page 4.
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Sample Chart of Accounts (Homebuilders - WIP)

Builder Information System
Chart of Accounts (Homebuilders - WIP)
Surmmary Report Pags 1
Accountd Accouni Mame Account Type Classific ation
1m Asgety Description HAssats
100 Cumani Asgels DaEcription Amsals
1 Ca=h Ceecription AEsalE
gl Petty Cash Tranaaction HDezats
10 Gash In Bank Trandacion HAssats
103 Gash In Bank-5a/IngE Transacion Amsals
104 Cash In Bank-Maoney Markai Transaclion AEsalE
110 Funding Receivable Description Me=ats
11 Fundinp Rec Evable-Trade Trandacion HAssats
112 Funding Rec Blvable-Retention Transacilon HAssats
113 Funding Recsivable-thar Transaclion Aezate
114 Funding Receivable Suspensze Tranaaclion Me=ats
113 UnrealEed Revanug Description HAssats
114 Unrealesd Ravanua-Cantract Transacilon HAssats
120 OwerUnder Billings Transaclion AEsalE
13 Inveriory Tranaaclion Me=ats
132 YWark In Flace Description HAssets
133 WiP-Labor Transacion HAssats
14 WPt aterid Transaciion AEzale
134 WIP-SBubcontraci Tranaaction Me=ats
136 WIP-Equipmant DaEcription HAssats
134 WIP-Ciiher Transaciion AEzale
14 Allowence Faor Bad Debt Tranaaciion Mezats
140 Oiher Currert Aesets Description MEe=ats
141 Prepald Insurance Trangacion Asals
142 Prepald TaMes Transacian Assats
143 Employes Advances Transaclion AEsalE
1dd Curreni Motes Recetrable Tranaaction HDezats
151 Flied ASSED Description HAssats
151 Real Estata Transacion HAssats
181 Leazahod Improvements Transaclion AEsalE
152 {Less Accum De pr-Le ssshal dj Tranaaclion Me=ats
15 Gomputar & OTCe Equipmen Trandacion HAssats
153 (LeEs & Coum Dapr-Computar & Cffce ) Transacion Amsals
163 Hifice Furnture & Fixtures Transaciion AEzale
154 (Le=s Accum Depr-Ofc Furn B Fidure =) Tranaaclion Me=ats
154 Autas & Trucks Trandacion HAssats
156 (LeES & Coum Da pr-Autns & Trucks) Transacion Amsals
156 Constructian Equipment Transaclion AEsalE
155 {Less Accum De p-Construction Equiph Tranaaclion Mesats
154 Bhop Tools & Equipment Trangacion HAssats
157 (LeEs &Coum Dapr-5hap Taoks & Equip) Transacion Amsals
157 Hher Fixed As=als Transaclion BEzate
198 (Le=s Accum De p-Oiher Fixed A ssats) Tranaaclion Me=ats
15 Mher Azsats Description Assats

Figure: FS-112 Sample Chart of Accounts (Homebuilders - WIP), page 1.
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Financial Statements

Sample Chart of Accounts (Homebuilders - WIP)

Builder Information System
Chart of Accounts (Homebuilders - WIP)
Surrmmary Report Paga 2
Accountd Accouni Mame Accoum Type Classification
161 Mher Assats Trangaclion Az=als
162 Mher sEsatsLong Tarmm Nota e Transaclion Amsels
16 Hher Aesats-nvaetmeni e Transaclion AEsalE
164 Hher Assats-Deposts Held Trenaaclion Me=ats
1685 Payroll Suspenss Trangacilon Aezats
164 ACCoums Racalvabla Suspenes Transacllon Assets
200 Liakilties Cieecription Liabilitias
200 Cureni Liskilties Diezcription Liakilities
25 Accrued Sdarles, Wapesd & Bonus Payable Trangaclion Liakilitie=
20 Gusiomar DapaEilE Transaclion Liakilities
210 Arccounts Payabla Cieecription Liabilitias
21 Arcounts Payabe-Trade Tranaaclion Liabilities
212 Accounts Payable-Retentlan Trangaclion Liabilities
213 Accounts Payabla-Other Transaclion Liailities
24 Payrdl Taxes Payasle Cieecription Liabilitias
2 Payrdl Taxes Paysble-FIT Tranaaclion Liabilities
22 Payroll Taxes Pay &bl e-FIGA Trangaclion Liabilities
223 Payroll TaKas Pay ablB-FLUTA Transaclon Liakilities
2 Payrdl Taxes Payable-ST Transadlion Liabilitias
25 Payroll Taxes Pay abl e-State Dia shilty Tranaacion Liabilities
22 Payroll Takas Pay sl -State Ling mgd oy mant Transaclion Liakilities
25 Payrdl Taxes Payable-local Tax 1 Transadlion Liabilitias
2H Payrdl Taxes Payable-local Tax 2 Tranaaclion Liabilities
23] Warkera Compen sation Payable Tranaaclion Liabilities
240 unan Payale Descriptlon Liabilities
24 unian Payatle 1 Transaclion Liahilities
242 Union Payaale 2 Transadlion Liabilitias
29] Hher Payrall Withh eld Diezcription Liakilities
251 Garnishments Parale Trangaclion Liabilities
252 Child Support Payable Transaclion Liakilities
25 Madcal PlansPayablke Transacdlion Liabilitias
25 401k Plan Payaba Tranaaclion Liabilities
26 Sales Tex Peyable Descriptlon Liabilities
261 Sales Tax Payable-Staa Transaclion Liakilities
263 Bales Tax Payable-Locd Tac 1 Transadlion Liabilitias
261 Sales Tex Payable-Loca Tax 2 Tranaaclion Liabilities
2Mm Accrued L et es-Cth er Descrptlon Liabilities
2T Accruad Laplites-Fedaral Incams Taxe Transaclion Liahilities
272 Accrued Liabilties-3tate Incoma Taxes Transadlion Liabilitias
273 Arcrued Ligbilties-local Income Taes Tranaaclion Liabilities
2H] Motes Payanle Descriptlon Liabilities
281 Ling af Crediid Transaclion Liailities
252 Mote Payabla 1 Transadlion Liabilities
29] Cureni Partion Lang Term Db Tranaaclion Liabilities
25 Credil Gard Susgende Trangaclion Liabilities

Figure: FS-113 Sample Chart of Accounts (Homebuilders - WIP), page 2.
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Sample Chart of Accounts (Homebuilders - WIP)

Builder Information System
Chart of Accounts (Homebuilders - WIP)
Surrmmary Report Page 3
Accountd Accouni Hame Accoumni Type Classification
298 ACCounts PEyable Suspen s Trangaciion Liabilities
300 Long Term Liagiiles Description Liabilities
3 Leng Term hiale 1 Transaclion Liabilitias
30 Lang Term hale 2 Trengaction Liabilities
3 Long TErmHTenick 1 Trandacilon Liabilities
304 Long Term-vanick 2 Transaction Liahilities
308 Leng Term-Equipmenti 1 Transaclion Liabilitias
306 Lang Term-Equipmeni 2 Trensaction Liabilities
| {Less Current Portion Long Term Oeith Trandacilon Liabilities
38] Equitiae DaEcription Equity
a5 Capilal 3ock Transaclion Equity
352 Retained Eamings Trenaaction E quity
35 Gureni Eamings Result Equity
400 RB/ENUB Daecription Revenue
diH Contract Ravanua Transaclion Havanua
413 Service Reverue Trenaaction Ravenua
43 Frelpht Revenug Trandaciion Rewvenue
404 (DisCcounts &1awed-4R) Transacllon Havenua
dg Adj. For CyerUnder Bilings Transaclion Havanua
500 Crozl of Goods Sdd Description Chrect Cost
500 Gosl of Goads 5oid DaEcription Direct Cost
B Co=l of Good Sold Transaclion Direct Cost
5 Discaunts Taken-AP Trenaaction rect Cost
B0 Indirect Ex pense=a Description Chrect Cost
B Indirect Construction EXpensas Descriptlon Oirect Cost
Eirl O1har Wages, Salary & Bonus Transacllon Direct Cost
EitH Payrol Tax Expenes-Trade Transaclion Direct Cost
B2 Inaurance-W oriamar’s Camg-T rede Trenaaction Oirect Cost
B2 Ingurance-Gen. Lianllity-Trade Trandacilon Oirect Cost
E03 Employes Beralts-Trade Transacilon Diirect Cost
ijuch Union Benefils-Trade Transaclion Direct Cost
Bid. Srrall Tod s Expensa Tranaaclion Dhrect Cost
B0 Qperaling Suptes EXpensa Trandaciion Oirect Cost
Bt Magings Expensa Transacilon Oirect Cost
Bl Waehid s/Equip Leaes Expanza Transaclion Direct Cost
BO5 Mohbl PhonePager Expenza-Trade Trenaaclion Dhrect Cost
E0G ShopYVarehou 52 EXperse Trangactlon Oirect Cost
iler) MIEC Expense-ndiract Transaction Drect Cost
B0 Equipment Expanzes Ceecription Direct Cost
B11 Equipment Cogts-Outside Repairs Tranaaction Chrect Cost
BE11 Equipment Cast3- In House Menienance Trandaciion Oirect Cost
B2 Equipment Caets-Fual & o1 Transacilan Drect Cost
B2 Equipment Coets-Parts Transaclion Direct Cost
E13 Equipmernt Co=ts-Licenss B Tax Trenaarfion Direct Cost
613 Equipment Cast3-Appled Operaiing Gosls Trangacilon Oirect Cost

Figure: FS-114 Sample Chart of Accounts (Homebuilders - WIP), page 3.
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Financial Statements

Sample Chart of Accounts (Homebuilders - WIP)

Builder Information System
Chart of Accounts (Homebuilders - WIP)
Surrmary Report Pags 4
Accountd Accouni Hame Accoumi Type Classification
7m GEneral & Adminisiratiye EXpENSE Description Operaling Expenses
Fol Ealarlas & Wapes-Omicer Transaciion Operating Expenses
Tod Balaries & \Wages-A dministration Transaclion COparating Expensas
Fod Payroll Tax Ex pensa-Gha Trenaaclion Oparatng Expensas
7m Emgloyes BEnaTEs-Gas Trangaciion Operaling Expenses
Tl InSUranca-workman's Camg-Ga Transacllon Gpermhg E.'lq:lE.'r]SEﬂ
7 Unian Expenes Transaclion COparating Expensas
T Inguranca-Gen Lishilty-GRA Trenaaclion Oparatng Expensas
T Inguranca-DMcars Lfe Trangaciion Operalng Expensea
7o A ErtIEN O EX penes Transaclion Operating Expenses
il Bad Dielt Expansa Transaclion COparating Expensas
T Bank Service Charge Expense Trenaaclion Oparatng Expensas
m Business Fromolian Expense Trangaciion Operaling Expenses
oz Consulting EXperse Transaciion Operating Expenses
Foz Convenlime@amina=s Expenze Transaclion Oparating Expensas
7o Oepraciation Ex pen = Tranaaclion Oparatng Expensas
T2 Entzrialnment Expen s Trangaciion Operaling Expenses
s Fines & Penakles EXxpanse Transaclon Gpermhg E.'lq:lE.'r]SEﬂ
Toz Intere=l Expense Transaclion COparating Expensas
73 Jantarial Expenae Trenaaclion Oparatng Expensas
703 Legal & Aczounling Expengs Transacilon Operating Expenses
T3 Office Reni Expense Transaclion COparating Expensas
7 Office Supplies Expensze Tranaaclion Oparatng Expensas
73 Outside Bervices Expenss Tranaaclion Oparatng Expensas
7 Plans & SpecsExpanss Trangaciion Operaling Expenses
704 Priming & Repratuctian EXpanes Trangacilon Operating Expenses
Td Repair & Maint Ex panes-Building Transaclion Cparating Expensas
rod Repair & Maint Ex pan sa-Office Equip Trensaclion Oparatng Expensas
7 Shipping & Fastape Experse Trangaciion Operaling Expenses
705 Toleghona Experse-Omos Transacllon Operating Expenses
TG Telephona Experse-M otilPages Transaclion COparating Expensas
75 Taxeallicen s=(P ermil Ex pens= Trenaaclion Oparatng Expensas
i) Uil s Expensa Trangaciion Operaling Expenses
il Yahlde IMantFual Expanes Transaciion Operating Expenses
| “ehide Laase Expenes Transaclion COparating Expensas
G ] MizcHlareous Expenae Trenaaclion Oparatng Expensas
B Ther Incame Description Other Revenue
Bl Interast Income Transaclon Other Revenue
B2 Gain/Loss From ale of Aszal Transaclion Other Revenue
Brd Inter-Aecound Transfer Tranaaclion Other Revenue
oo Income Taxes Description Proviaion far Taxes
por Faderd Income Tanes Transacon Provigion far Taxes
b2 Sfate Income Tamee Transaclion Provigion for T akes

Figure: FS-115 Sample Chart of Accounts (Homebuilders - WIP), page 4.
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System Wide Parameters — GL Tab

The System Wide Parameters option is comprised of various sections. Most of the tabs relate to default account

information that is used throughout BIS®.

®

The GL tab displays titles used on financial and income statements. These titles and other format information

may be customized here. Also, the default closing account is selected and saved in this section.

Figure: FS-116
System Wide Parameters,
GL tab.

i?lSystem Wide Parameters

[22 [l ][ [[cr |[w ][0 [[e ][ [[ac |22 [[om [ || miscetancous || cansoldation |

[E=5 EER =)

Balance Sheet

Income Statement

Comparative Balance Sheet

Comparative Income Statement with Percentages
Comparative Balance Sheet with Variances
Comparative Income Statement with Variances
Balance Sheet with Budgets and Variances
Income Statement with Budgets and Variances
Total Liabilities and Equity

Gross Margin [¥] Dollar sign

Income (Loss) From Operations | Dollar Sign

Net Income {Loss) Before Taxes | Dollar Sign

Net Income {Loss) After Taxes

"] Dellar Sign
Closing Account

Balance Sheet Closing Account

Finandal Statements Reports Titles and Subtotal Accounts

Balance Sheet

Income Statement

Comparative Balance Sheet

Comparative Income Statement with Percentages
Comparative Balance Sheet with Variances
Comparative Income Statement with Variances
Balance Sheet with Budgets and Variances
Income Statement with Budgets and Variances
Total Liabilities & Equity

Gross Margin

Income (Loss) From Operations
Net Income {Loss) Before Taxes
Net Income {Loss) After Taxes

3520 @ Retained Earnings

Click an the <Save> button to save changes

Financial Statements Reports Titles and Subtotal Accounts
The statement and report types shown at the left can have their titles customized with entries in the fields
(limited to 40 alphanumeric characters) to the right.

In addition, four of the subtotal accounts allow using or denying the use of dollar signs.

* Gross Margin

* Income (Loss) From Operations

Balance Sheet Closing Account

e Net Income (Loss) Before Taxes
* Net Income (Loss) After Taxes

This System Wide Parameter GL option requires setting the Balance Sheet Closing Account, an essential
element to reflect profit or loss on the financial statements. The account will generally be the Retained Earnings
(or equivalent) account in the Chart of Accounts. The account title is a hyperlink field as well as the description

of the information to be entered. Left-clicking on the hyperlink opens the Chart of Accounts form.

Figure: FS-117

Reports directly accessible
by right-clicking on the
field name hyperlink.

Chart of Accounts
Chart of Accounts Budget
Chart of Accounts Tree Structure

Departments

What's This?

The account number may be entered manually, or the list of GL accounts can be examined by clicking on the
Magnifying Glass -] icon (at the top of the screen) or by pressing Ctrl+F, and double clicking on the selected
GL account, but it must exist in the Chart of Accounts master file. The GL account name will appear to the right

of the account code.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar, or press
Ctrl-S to save the changes.
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Financial Statements

System Wide Parameters — PR Tab

The PR tab of the System Wide Parameters contains settings that affect departmentalization.

Menu Access

Administrator | System Wide Parameters | PR Tab

Open the PR/Default tab of the System Wide Parameters form. In the lower right part of the form, check the
categories of accounts to departmentalize.

Figure: FS-118
Administrator, System
Wide Parameters
PR/Default tab screen
form showing the
Departmentalization
options to the right.

= System Wide Parameters EI@
o s e[ [ [ao] er [un]ac |5 [om | s || scelancous | consolisaton |
Accounts | ‘__D_.efaultl Taxes ” Custom App ” Certified Payroll ” Direct Deposit ‘
[ Apply Company FICA to Job Cost [] offer Check Run Report

[ Trade Classification to overwrite employee wage rates
[]Use Cost Code Payroll defaults

[l overwrite default tax withholding and unemployment states
[ Allow duplicate check numbers

|| Allow negative Tax Deferred in Payroll Checks

[ Distribute Reg Hrs using TAB key when over 8 haurs

[¥] Departmentalize Payroll Assets accounts (Non-Cash)
[¥] Departmentalize Payroll Payable & Liability accounts
[¥] Departmentalize Payroll Expense accounts

[ Allow a check date prior to the pay period date
[]show Company Address on checkstub

Load Default Workers' Comp. Classification from: @ Employees (using Tax Withholding State)
() Cost Code Library

() Employees {using Job State)

() Employees (using Workers' Comp State)

Vacation & Sick Leave Accruals

[ Allow to use more vacation hours than available

[ Allow to use mare sick pay hours than available

[ reduce hours taken before check i posted

[]Use plan "Beginning Accruing Date™ to calculate plan limits

Click on the <Save > button to save changes

When one of the boxes is checked, the system provides information about possible prior department settings.

Figure: FS-119
Information box when a
Department box is
checked in the PR/Default
tab of System Wide
Parameters.

Figure: FS-120
Information box when a
Department box is
unchecked in the
PR/Default tab of System
Wide Parameters.

Builder Information Systern

]

I i "-.I By checking this box, the department payrell accounts will be used.
W If you had previously made entries, they will be available to use or
change.

Builder Information System

‘ By un-checking this box, the department payroll accounts will not be
¥ used.
Payroll accounts will revert to those set in Systern Wide Parameters,
If you later choose to use departrments again, your previous choices
will be restored.

Not all categories of Payroll must be departmentalized. If only Expense accounts are to be departmentalized,
check that box only. Postings to the other categories will be made to the accounts established in System Wide

Parameters.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar, or press
Ctrl-S to save the changes.
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System Wide Parameters — Consolidation Tab

The Consolidation Maintenance feature was designed for those organizations that wish to use BIS® as a multi
company accounting system, where the financial results for all companies can be combined. When a company
is created, the consolidation is set to "None" by default.

If working with a parent company and its subsidiaries, the consolidation must be set for each company to allow
for proper maintenance. The last tab on the System Wide Parameters form is for Consolidation. When a
company is created, the consolidation is set to "None" by default.

Menu Access
Administrator | System Wide Parameters | Consolidation

. A parent company is a holding company. It cannot be used for any type of
A Caution | data entry. In BIS®, it exists for the sole purpose of combining the financial
records of the subsidiaries in one location.

Only the subsidiary companies can be used for transaction purposes. Use the Consolidated Maintenance forms
to create and consolidate files to update the parent company from subsidiary company locations.

This option can also be used to maintain separate financial records for different sites within the same company,
allowing the consolidation of financial data for the company as a whole. In this case, each site would be made
a "subsidiary" and the main company would be the "parent."

NY Tlp The parent company must be created before another company can be designated as its
subsidiary.

To define a company as a parent or subsidiary:

1. Select System Wide Parameters from the Administrator menu.

2. Go to the Consolidation tab.

3. Select either Parent or Subsidiary. If a company is made a subsidiary, it should be given a unique location
number, which will be used later to link the subsidiary to the parent company.

4. Save the changes.

L Tlp 4 All subsidiaries assigned to the same parent company must have the same fiscal year.
4 The mapping of the Transaction accounts in the subsidiary to the transaction accounts
in the parent company must be complete and accurate.
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Figure: FS:121
Administrator, System
Wide Parameters,

Consolidation Tab with no

consolidation set.

Figure: FS:122
Administrator, System
Wide Parameters,
Consolidation Tab with
consolidation set as
Parent.

Figure: FS:123
Administrator, System
Wide Parameters,
Consolidation Tab with
consolidation set as
Subsidiary. Note that a
Subsidiary Id Number,
Parent Company Name,
and Parent Company Path
are needed to complete
the record.

e o [ [0 ] [ nctorcns

Consolidation Type MNone E‘
Subsidiary 1D Number o

Parent Company MName
Parent Company Path

Comments: Use the designators "Parent”, "Subsidiary™, or "Mone™ to set up the company in which you are currently
working as either a Parent, Subsidiary, or individual company

Change the setting of this switch to "Parent” and use it in combination with the Consolidated Maintenance options of
the Finandial Statements Menu if you wish to maintain this company as the Parent company of a larger organization

Change the setting of this switch to “Subsidiary™ and the information for this company will be accessible to you from
the Consolidated Maintenance options of the Parent company.

@System Wide Parameters EI@

Click on the <Save > button to save changes

= System Wide Parameters

o %] am|e|m a0 er w8 ][om] e |viscelameous | Consolidatio

Consolidation Type Parent Iz‘
Subsidiary ID Number 1]

Parent Company Name

Parent Company Path

Comments: Use the designators "Parent”, "Subsidiary”, or "™one™ to set up the company in which you are currently
working as either a Parent, Subsidiary, or individual company

Change the setting of this switch to "Parent” and use it in combination with the Consolidated Maintenance options of
the Financial Statements Menu if you wish to maintain this company as the Parent company of a larger organization

Change the setting of this switch to "Subsidiary™ and the information for this company will be accessible to you from
the Consolidated Maintenance options of the Parent company.

Click on the <Save> button to save changes

@Syslem Wide Parameters

o e o . v . s
3]

Parent Company Name | Best Construcion Company E
Parent Company Path C\BIS\Contro\Dema

Consolidation Type Subsidiary
Subsidiary ID Number 1

Comments: Use the designators "Parent”, "Subsidiary”, or "None” to set up the company in which you are currently
working as either a Parent, Subsidiary, or individual company

Change the setting of this switch to "Parent” and use it in combination with the Consolidated Maintenance options of
the Financial Statements Menu if you wish to maintain this company as the Parent company of & larger organization

Change the setting of this switch to "Subsidiary™ and the information for this company will be accessible to you from
the Consolidated Maintenance options of the Parent company.

Click on the <Save > button to save changes
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Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [d] button on the toolbar, or press
Ctrl-S to save the changes.
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Fiscal Year

BIS” allows a maximum of 24 months of data to be stored in the system. This is divided into two periods: the
current period and the prior period. When working in BIS®, only one fiscal year period may be open at a time,
and only transactions with dates falling within the open fiscal year will be accepted. The open period will be
displayed on the status bar.

Menu Access
Administrator | Fiscal Year

Change Fiscal Year Period

Transactions can be made for both the current and the prior fiscal years. BIS® maintains records for both years
and allows access to each year separately for better security and maintenance of yearly figures. This means that
only one fiscal year period can be open at any given time.

To work in a different fiscal year, use the Change Fiscal Year Period option, or click the period listed on the
status bar. Both years, current and prior, are displayed. The year that is currently open is indicated by white
backgrounds in the text boxes. To change the period, click either the Prior or Current button, depending on
which is desired.

Menu Access
Administrator | Fiscal Year | Change Fiscal Year Period

Access is also available from the status bar where the open period is displayed.

Figure: FS:124 = Change Fiscal Year Period @
Administrator, Fiscal Year, Prior Period Current Period
Change Fiscal Year Period Pt 01/01/20%% v 01017200
screen form showing the Ending date 12/31/20%x Ending date 12/31/20xx
Current Period as open. R~ = ey o

February Open February Open

March Open March Open

April Cpen April Open

May Qpen May Open

June Open June Open

July Open July Open

August Open August Open

September Open September Open

October Open October Open

Movember Open Movember Open

December Open December Open

Balance Sheet ANNUAL CLOSING Account Number
Current Close

Prior Button
Click on ths button to move to the previous record in the current file and display the information for that record.
The system will ask for confirmation, and if given, will provide a message identifying active period.
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Figure: FS:125
Administrator, Fiscal Year,
Change Fiscal Year Period
screen form showing the
Prior Period as open.

Current Button

= Change Fiscal Year Period

Prior Period

Beginning date
Ending date

January
February
March
April

May

June

July
August
September
October
November

December

01/01/2000¢
12/31/20%x

Open
Open
Open
Open
Open
Open
Open
Open
Open
Open
Open
Open

Balance Sheet ANNUAL CLOSING Account Mumber
3520 @ Retained Earnings

-2 [
Current Period
Beginning date 01,/01/20%¢
Ending date 12/31/20xx
January Open
February Open
March Open
April Open
May Open
June Open
July Open
August Open
September Open
October QOpen
November Open
December Open
Erior Lo TEnt Close

Select the current fiscal year button to move to the current period file and display the information for that

record.

The system will ask for confirmation, and if given, will provide a message identifying active period.

Close

This button closes the currently opened form.
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Change Fiscal Year Date Limits

The fiscal year dates were selected at the time the company was created and should have been selected
carefully. It is recommended that fiscal year limits not be changed once transactions for the company are
entered. However, if it becomes necessary to change these dates, it can be done through this option.
Remember, it is important to backup company files before beginning the process. If a backup is not completed,
the system cannot be restored in case of an error or power outage, and data may be lost.

Because BIS® allows 24 months of financial data (two fiscal year periods) to exist at any given time, it is
important to consider the effect the action will have on data currently stored in the system. If there is no prior
fiscal year information stored in BIS® before changing the date limits, then all information currently recorded
for the company will remain in the company’s system files. A prior year will be created ending on the month
prior to the new beginning date.

For example: the original date limits of the current fiscal year are 1/1/20 — 12/30/20, but will be changed to
7/1/20 — 6/30/21. BIS® will create a new fiscal year with dates ranging 7/1/20 — 6/30/21. All data transactions
dated between 1/1/20 — 6/30/20 will appear in the prior year.

However, if a prior year already exists, the months between the old prior period beginning date and the new
prior period beginning date will be permanently closed and all records will be purged (except open invoices,
payroll and 1099 information). Again using the example given above, the original prior year would extend
1/1/20 — 12/30/20. When the fiscal year change takes place, BIS® will also change the prior year limits to 7/1/20
—6/30/21. All transactions dated during 1/1/20 — 6/30/20 will be deleted.

To change the fiscal year date limits:

Backup all data files.

Select Change Fiscal Year Date Limits from the Fiscal Year submenu of the Administrator menu.
Select the new beginning date for the fiscal year.

Check the box to remove closed purchase orders or those with a zero balance.

Verify the closing account.

Click the Start button.

AN e

The new beginning date for the fiscal year must be greater than the original beginning date for BIS” to proceed.
Once all information is verified, click the Start button to change the fiscal year dates. The report area generates
messages pertaining to the results of the fiscal year change. BIS® will provide a notification when the process
is completed.

Menu Access
Administrator | Fiscal Year | Change Fiscal Year Period
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Figure: FS:126
Administrator, Fiscal Year,
Change Fiscal Year Date
Limits screen form.

=] Change Fiscal Year Date Limits

[ 5

This process will PERMANENTLY modify your data files, do not continue unless you have made a backup copy

of your data files.

Current Period

Beginning Date | 01/01/20xx Ending Date | 12/31/20xx

New Fiscal Year Date Limits
Beginning Date | [ /

EndingDate | [ [

["|Remove Closed PO's and PO's with Zero Balance

Balance Sheet ANNUAL CLOSING Account Number
3520 @ Retained Earnings

Update Beginning Balances
Check Journal Entries

Chedk Cash Disbursements
Check Cash Receipts

Check Customer Deposit
Check Accounts Payables
Check Payments by Credit Card
Check Accounts Receivables
Check Inventory Adjustments
Check Payrol Entries

Chedk General Ledger

Check Chart of Accounts
Change Current Period to Prior
Create New Current Period
Update Company Information
Verify Beginning Balances

Close

Current Period

This field displays the beginning and ending date of the current fiscal year. These dates were established when

the company was created.

New Fiscal Year Date

Limits

This field is used to record the new beginning period date. The date may be typed or entered using the Calendar
tool. BIS® calculates and displays the ending date.

Remove Closed PO's and PO's with Zero Balance

This option is checked to remove purchase orders that are closed or have a zero balance from the system. The
process will free up disk space, if necessary.

Balance Sheet Annua

I Closing Account Number

This field displays the account selected as the annual closing account.

Start Button
This button initiates the p

Close Button

TOCESS.

This button closes the currently opened form.
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Start New Fiscal Year

BIS" allows 24 months of data to be stored for each company: the current fiscal year and the prior year. When
a new fiscal year is opened, it becomes the current year, the current year becomes the prior year and any
previous information is removed from the system. Therefore, be sure that all transactions for the prior year are
completed before opening the new fiscal year. It is important to backup all data files before opening a new fiscal
year. If this procedure is completed accidently, the deleted information can easily be replaced using the Restore
feature.

Verify that all information is correct, then click the Start button to create the new fiscal year. The report area
generates messages pertaining to the results of the fiscal year change. BIS® will provide a notification when the
process is completed.

To open a new fiscal year:

1. Backup all data files.

2. Choose Start New Fiscal Year from the Fiscal Year submenu of the Administrator menu.

3. To remove purchase orders that are closed or have a zero balance from the system, check the box next to
the option.

4. Verify or enter the Balance Sheet Annual Closing Account Number.

5. Click the Start button to open the new year.

Menu Access
Administrator | Fiscal Year | Start New Fiscal Year

Figure: FS:127 =1 Start New Fiscal Year @
Ad m| n iStrato r, Fiscal Yea r, This process will PERMANENTLY modify your data files, do not continue unless you have made a backup copy
Start New Fiscal Year SE———

Update Beginning Balances

Current Period
screen form. S = R Check Journal Entries
Check Cash Disbursements
New Fiscal Year Date Limits Check Cash Receipts
Beginning Date |01/01/20xx Ending Date | 12/31/20xx Check Customer Deposit
Check Accounts Payables
Check Payments by Credit Card
Check Accounts Receivables
“|Remove Closed PO's and PO's with Zero Qty Balance Chedk Inventory Adjustments
Check Payrol Entries
Balance Sheet ANNUAL CLOSING Account Number Check General Ledger
3520 |Q Retained Earnings Check Chart of Accounts

Change Current Period to Prior
Create New Current Period
Verify Beginning Balances
Update Company Information

e

Current Period
This field displays the beginning and ending date of the current fiscal year. These dates were established when
the company was created.

New Fiscal Year Date Limits
This field calculates and displays the beginning and ending date of the new fiscal year to be created.

Remove Closed PO's and PO's with Zero Balance
To remove purchase orders that are closed or have a zero balance from the system, check the box next to the
option. The process will free up disk space, if necessary.
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Balance Sheet Annual Closing Account Number
This field displays the account selected as the annual closing account.

Start Button
This button initiates the process.

Close Button
This button closes the currently opened form.
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Copy Master Information

After creating a new company, master files can be copied from an existing company by selecting Copy Master
Information from the Administrator menu. The option can save a great deal of time if some or all of the master
files for the new company will be the same or similar as those already set up for another company, and
especially useful when creating a parent or subsidiary company. The Copy Master Information window will
display the currently opened company. The selection should be the new company.

Menu Access
Administrator | Copy Master Information

Fig ure: FS:128 =] Copy Master Information EI =
Administrator, Copy Master :
Current Company Best Construction Company

Information screen form. | caun to con rom | -

Available Data Files Selected Data Files

Billing Code Library - -
Chart of Accounts
Cost Cost Library
Customer Master File
Departments
Discount Schedule
Employee Master File
Inventory File

Macro Text

Pay Type

Payment Terms - -

Lo

m

BB

Select the Master Information files you want to copy

Current Company
This field displays the name of the company currently open. The selelction should be the new company that
will receive the copied master records.

Company to Copy from
This field is used to select the name of the company from which to copy master records.

Available Data Files
This is a list of data files available to be copied. Files can be moved to the Selected Data Files by using the Add
Selected Items or Add All Items buttons.

+ Billing Code Library *  Employee Master File * Sales Person

* Chart of Accounts * Inventory File e Sales Tax

* Cost Code Library * Macro Text * Ship Via Master File
» Customer Master File * Pay Type » Standard Description
* Departments * Payment Terms e Unit of Measure

* Discount Schedule * Report Code e User Defined Fields

*  Vendor Master File

Selected Data Files
This is a list of files selected to be copied to the active company. Files can be removed from the list with the
Remove Selected Items or Remove All Items buttons.

Copy
Click on the Copy button to copy the selected records to the current company. If one of more records exist in

the current company, a message will appear.
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Figure: FS:129 [ Builder Information System el
Message. that appears lf \i) Chart of Accounts file is already established.
attel’nptll’lg to Overwrlte Accounts from another company cannot be copied
a pre-existing record.

Close
This button closes the currently opened form.
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Change Length of Chart of Accounts
The length of the account numbers was determined at the time the company was created in BIS”. To change
the number of digits up to ten, use the option to add digits.

b Tlp Once account numbers have been assigned, the length may not be shortened. However,
additional digits can easily be added to expand the number of possible accounts.

Menu Access
Administrator | Change Length of Chart of Accounts

Figure: FS:130 =] Change Length of Chart of Accounts @
Administrator, Change
Length Of Chart Of Company Name Best Construction Company

Accounts screen form.
4

10 =

Current Length
MNew Length

Save Close

Maximum number is 10, Minimum number is 4

Company Name
This field displays the current company name.

Current Length
This field displays the current company’s chart of accounts length,

New Length
Enter the new length of the chart of accounts numbers or use the up/down tool to select it. The maximum length
is 10.

Save
Click the button to save and apply the selection. The numbers in the Chart of Accounts will have additional
zeros at the end of the existing numbers to comply with the new length selected.

Close
This button closes the currently opened form. If the new length has not been saved, the program will provide
a dialog box to allow it to be saved, closed without saving, or do nothing, and return to the screen form.
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