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INTRODUCTION

NorthClark's General Ledger Journal Entry is designed to streamline the process of entering and
retrieving General Ledger Journal Entries from the Manfact General Ledger. The General Ledger
Journal Entry product is a Windows based desktop application that may be used to view and create
Genera Ledger Journal Entry recordsin your Manfact system.

The Genera Ledger Journal Entry application allows you to:
o Retrieve existing General Ledger Journal Entries using avariety of search criteria.
o Enter new General Ledger Journal Entries using a Windows interface.

o Create new Journa Entries by importing information from a spreadsheet.

Environment:
The main screen is composed of three “tabs’:

Search Options allows you to search for existing General Ledger Journal Entries.
Search Resultsis a summarized listing of the General Ledger Journal Entries you selected.

GL Trans Entry alowsyou to view or enter General Ledger Journal Entries.
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Main Screen

Sear ch Options
Thisview is used to search for existing General Ledger Journal Entries.

L. General Ledger Journal Entry

File Edit Yiew Tools Help
| %[ m| s (@[@m|e| =[=|a - P
1. Search Options ] 2. Search Flesults] 3. GL Trans Entl_l,l]
General { edger Fransaction Search Opfions
Date R ;
GL Trans# | s nanas
« EntryDate | Start Date
Source: |
" Fizcal Date
Description: | [~ EndDate
" Post Date
Memao: |
Account Mumber: |
J Status:
Project Mumber: | ~ Posted
Resource | [ Unposted
@k Search [] Clear Search | ESa\reasDefaullﬁead'l | ¥ HestoretoDefauk
Ready Account, GDEMO4.4.2

Y ou may fill in any combination of fields to narrow your search, and wildcard features are supported for
text fields.

Usethe[...] button next to the Account Number prompt to access the General Ledger Number Search
screen.

Once you have entered all of your selection criteria, click the [Search] button. The system will display a
message indicating the search isin process.
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Sear ch Results
Once the search is complete, qualifying records are displayed on the Search Results tab.

... General Ledper Journal Entry

File Edit Wiew Tools Help
D| 5| E|@| B[ s (@B == - 2
1. Search Dptions 2. Search Results l 3. GL Trans Ently]
. Tranz# | Source Eg?ﬁs Elgtt'é' [F)'gtsé Description | Memao EHD% MAN Anct -
1 1 09/414/06 09414706 09/414/08 [~ MDEMOS11
2 09/414/06 09414/05 09/414./08 [~ MDEMOS11
3 09/414/06 09414/05 09/414./08 [~ MDEMOS11
4 09/414/06 09414/05 09/414./08 [~ MDEMOS11
5 09/414/06 09414/05 09/414./08 [~ MDEMOS11
1 [
Feady Account: GDEMO4 4.2

From here you may select arow by placing your cursor on the row you wish to view and double
clicking. Thiswill take you to the GL Trans Entry view where you can view the details of the entry.
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GL TransEntry

GL Trans Entry provides two functions. First, it allows you to look at the details of an entry that was
previously made. Second, it allows you to create a new entry. Below is an example of a GL
Transaction Entry that was selected from the Search Results view.

7. General Ledger Journal Entry
File Edit View Tools Help

OB EH& w4 amel == s 2

1. Search Dpliuns] 2. Search Resultz 3. GL Trans Entry ]

GL Transh Mew | Trans Date: Desc:
Source: Entry D ate: I:l
Memo:
MAM Acct Post Date: I:I

. ftalal: Acct Mame Aot El:;:rlre g:?e Froject | Rezouwrce | Motes =

120100 RI- INVENTORY 200.00

1
o [120400 T - IMVENTORY  -150.00
3 (120200 MB - INWENTORY -75.00
4 (120300 Sk - INVEMTORY 25.00

: 2
(M 4] 20i5 » | Balance: I:l |

Ready Account, GDEMO4.4.2
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To begin anew entry, click on the [New] button. Thiswill clear the screen and make it possible for you
to enter anew General Ledger Transaction.

... General Ledger Journal Entry
File Edit View Tools Help

0| & €] %] 5 & (mEe] == @ -] 2]

1. Search Dplinns] 2. Search Results 3. GL Trans Entry l

GL Transt |NEW Mew | Trans Date: | 9420 - Desc:
Source:; Entry D ate; |:|
femo:
MAN Acct [MDEMOS.11 Fast Date: I:l

. Acctl Acct Mame Amourt I:C;é'e 5;?8 Project | Resource | Motes *

1

1 [
(4[4 6ot p[m] Babrnc= [ 4000) |

Ready Account: GDEMOA 4 2

The following fields may be entered or are displayed:

GL Trans# For anew entry thiswill display as“NEW”. The GL Trans# will be
assigned at file time from the L1ID file.

Source A user defined field for GL Trans Entry.

Man Acct The Manfact account name that this GL Account is linked with. This

information may not be changed during GL Trans Entry.

Trans Date Either today’ s date will default or if you are entering a GL Trans Entry after
month end, but prior to running GLP.END it will default to the month-end
date from the previous month. 'Y ou may not make future entries beyond the
current open period end date.

Entry Date Thiswill default to today’ s date.
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Post Date Thiswill default to today’ s date.

Desc User defined field for a Description of the GL Transaction.

Memo User-defined field for additional Notes regarding the GL Transaction

Acct # GL Account Number

Acct Name GL Account Name

Amount Enter the value of the transaction that pertains to the GL Account Number.
Enter negative numbers with a— before the number.

Curr Code If you are using Foreign Currency, the Currency Code will be displayed.

Exc Rate If you are using Foreign Currency, the Exchange Rate will be displayed.

Project If the entry isrelated to a specific project you may enter the project number.

Resource If you enter avalue in the Project field, you must enter a Resource Code to
associate with that entry

Notes Free form notes may be entered for each line item.

Onceall of the entry is complete click on the [Save to Manfact] button. A message will be displayed
telling you the GL Transaction ID #.
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Tools M enu

GL Number Search

The GL Number Search may be launched from either the Tools Menu or by clicking the icon to the right
of the Account Number field on the General Ledger Transaction Search Options view.

m G/. Account Number Search
File Edit Wiew Help

Search Criteria

Description: |...Inventar_l,l...

& | Code Description

[ 1120.050 PO - IMVENTORY

.............. 120000 RI-INVENTORY

120200 MB - INVENTORY

120300 Sk - INVENTORY

1200400 1T - INVENTORY

120500 LS - INVENTORY

126100 FIMISHED GOOCDS INVEMTORY
129100 INYENTORY ADJUSTMEMNTS

L A I ) B S R ST
(O {

& Select #h Seach 9 Clear ¥ Cancel

Enter the description of the GL Account Number that you are searching for. If you do not know the
entire account description you may use wildcarding to assist you with your search.

Click on the [Search] button to begin the search. Use the checkboxes to choose one or more G/L
Account Numbers, then click the [Select] button to copy them to the Main screen.
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General Infor mation

Main Menu Options

Following is a brief description of the options available from the Main Menu of the General Ledger

Journal Entry application.

Menu Option Description

File Clear Clear dl current dataon all displays.

File Save Save your changes to the database.

File Print Print the current active spreadsheet.

File Import Import data from Excel to populate the active spreadsheet.

File Export Export data from the active spreadsheet.

File Exit Close the application

Edit Copy Copy data to the Windows clipboard.

Edit Cut Cut datafrom the field and copy it to the Windows clipboard.

Edit Paste Paste data from the Windows clipboard.

Edit Fill Update all of the selected cells from the Windows clipboard.

Edit Zoom View, print and/or edit the expanded contents of afield.

Edit Insert Row Insert a Row immediately above the row highlighted.

Edit Delete Row Delete the Row currently highlighted.

View Adjust Columns | Automatically adjust column width to fit data.
to Fit Data

View Adjust Rowsto | Automatically adjust the height of each row to accommodate your
Fit Data data.

View Adjust Spreads | Automatically adjust the height of each column and row to
to Fit Data accommodate your data.

View Reset Columns | Reset Columnsto the original default width.
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Menu Option Description
to Default Width
View Reset Rowsto Reset Rows to original default height.
Default Height
View Show Hidden Show any columns that are hidden.
Columns
View Arrange/Hide Arrange columns on spread and identify columns to be hidden.
Columns
Tools GL Number See GL Number Search
Search

Right Click Menu
These options are available when you Right-Click on a spreadsheet.

Copy Copy data to the Windows clipboard.

Cut Cut datafrom the field and copy it to the Windows clipboard.
Paste Paste data from the Windows clipboard.

Fill Update all of the selected cells from the Windows clipboard.
Zoom View, print and/or edit the expanded contents of afield.
Insert Row Insert a Row immediately above the row highlighted.

Delete Row Delete the Row currently highlighted

Select Column Select column where cursor rests.

Select Row Select row highlighted.

Arrange Column Arrange columns on spread.
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Printing a Spreadsheet

Below isa sample of the screen that will appear when you select the Print option. Thiswill print the
current active spreadsheet, so be sure to click on the spreadsheet you wish to print before choosing the
Print option.

= Print "GL Transaction Detail”

1 - Reset to Default 2 - Select all Columns 3 - Select Mo Columins

Range Orientation Include Colurmng to Print;
o * Portrait W Column Headers | (v Accts
™ Selected Cells i Landscape :: EE;I\ILT:;EIB[S gi;ﬂuﬂfme
™ Current Page Page Elrder. [~ Borders Iv Curr Code
{+ Left ta Right B Shedms [v Exg. Rate

© Page [ 1 Tof89853] | ToproBotiom || W ol g :I.:siiitrce
targinz [Inches) Zoom Factor WV Motes
Tap 0505 Left ,@ Header ,@ _
Battom m Right |0.25- Footer ’@ 100 Percent
Headers and Foater

Lett Center Right
Header 1: |DE|HI35."EIE 031 |ESEHMANUF;’-\ETUF|ING SYSTEMS | Page: /p
Header2: [NCC_GLIE | GL Transaction Detai |
Header 3: | | |
Foater: | | |

& Frint &Preview ¥ Close

Range - Selecting a Print Range: Y ou may choose to print the entire spreadsheet (all), selected cells
(those that you have highlighted on the current screen), the current page (only the rows that are currently
visible on your screen), or arange of page numbers.

Orientation - Portrait or Landscape: You may print your report in portrait mode (normal) or landscape
mode (sideways). Printing in landscape mode will allow you to fit more columns of information on your
report.

Margins - Report Margins: Y ou can make your report more attractive by setting the top, bottom, left,
and right margins. Reduce the |eft and right marginsif you need to fit more columns on the report.

Page Order: If your report istoo wide, it may span multiple pages. When this occurs, do you want the
report printed from top to bottom or left to right?

What Do You Want to Print? Y ou can customize the appearance of your report by printing (or not
printing) column headers, row headers, grid lines, borders, shadow, and color.

Headersand Footers: Y our report may have up to three lines for the heading, and one line for the
footer. The system initially displays a default heading, which you may modify if desired. Tip: Use/pto
designate a page number.

Which Columns Do You Want to Print? The columnsthat are available for printing are listed. Select
the columns you wish to include on your report.

10



NorthClark Computing, Inc.

Importing Data from Excel

This screen below is displayed when you choose the option to Import data from a Microsoft Excel
spreadsheet, atab-delimited text file, or acomma-separated text file. The datawill be imported to the
current active spreadsheet, so be sure to click on the desired spreadsheet before choosing this option.

EX Import GL Transaction Detail

File Edit Help
& & B E 7
Impart File Mame: Data Mapping:
| J Field Column Column | &
Worksheet Mame: M ame MHurmber Letter
| ﬂ 7Aoot 1 A
. 5 |AcctMame 2 B
Murmber of Header Rows ta Skip in Impart File: 0=
3 | Amount 3 C
Import File Type; [Data Mapping: g | i .
5 |Exg. Rate 5 E
{ Eucelwarkbook 3 Reset £ Project g F
" Tab-Delimeted Text 7 |Resource 7 G
Cl MHotes g H
" Comma Separated O Clear E
Auto
# Humber
Import ¥ Cloze 4 | ,r
A

Import File Name: Enter the path for the file that you wish to import. Y ou may browse the files by
clicking on the button next to the text box.

Worksheet Name: Select the Worksheet Name from the drop-down list.

Header Rows. Enter the number of rows at the beginning of the file that are not to be imported
Import File Type: Select the type of file that you are importing

Data Mapping: Enter the Column Number or Letter where data resides on the Excel file.

Import Data: Click [Import] to begin the import procedure.

11
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Exporting a Spreadsheet to Excel

Below isa sample of the screen that will appear when you select the Export to Excel option. Thiswill
export the current active spreadsheet, so be sure to click on the spreadsheet you wish to print before
choosing the Export option.

#3 Export "GL Transaction Detail” to Excel

Export Method

* Export Directly to Excel

Sheet Mame: [Sheet!

" Export ta File in Excel Format I

Sawve Az File Mame:

o Evport v | nclude Header ¥ Close

Save AsFile Name: Enter the pathname of the file you wish to create. Y ou may Browse the files by
clicking the button to locate the drive and folder where the file will be stored.

Sheet Name: Enter the Excel sheet name to create. Thiswill automatically default to Sheetl.

Export to Excel or to a File? Y ou may export the contents of the display directly to Excel, or you may
choose to create afile in Excel format.

Generate Warning List? Select this option to create alog file. The log file contains error messages and
other information about how your Excel file was created. The name of thelog fileis
"CreateExcelFile.log”, and it will be stored in the same folder as your spreadsheet.

Include Header? Check if you want to include the Header.

[Export] Button: After all required information has been entered, click this button to export your data
to Microsoft Excel.

12
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Editing Features

Copy, Cut, Paste and Fill

Y ou may use the standard Windows Copy, Cut, and Paste features to copy data to the Windows
clipboard, or to paste data from the clipboard into a cell.

To copy data, hold down the left mouse button and highlight one or more cells, then choose Copy.
There are multiple ways to enter this command:

1. From the Edit menu choose Copy.

2. Click the Right M ouse button, and then choose Copy from the pop-up menu.

3. Click the corresponding icon on the toolbar.

4. Hold down the Ctrl key and type the letter C (Ctrl-C).

Y ou can use the Cut command (Ctrl-X) and the Paste command (Ctrl-V) in similar fashion.

To copy the contents of an entire row, click once on the row header (the number displayed on the left
side of thefirst cell), and then choose Copy. Now click on the row header that you want to copy the data
to and choose Paste.

If you want to update several cellswith the same value, highlight all of the cells you wish to update then
choose Fill Cells. This command will update each cell with the current information from the clipboard.

Zoom
Thisfeature allows you to view, print and/or edit the expanded contents of afield. It isespecialy useful
for multi-line information such as notes and long descriptions.

e Youmay "Zoomin" on any selected item by selecting Zoom from the Edit Menu, clicking the
magnifying glass on the toolbar, or selecting Zoom from the right click menu.

e The Column Name will appear in the Title Bar with "Edit" or "View". You may edit the field
when itisalowed. Click "OK" when finished, or "Cancel" to revert to the original data.

e To print the selected item, click on the printer icon and the information will be sent to your local
printer.

Locked fields may be viewed but not modified using the Zoom Feature. If thefield islocked, "View"
will appear in the Title Bar, and there will only be a single command button labeled "Done".

13
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Arranging Columns
Use the Arrange/Hide Columns to change the sequence in which columns appear on your spreadsheet.

Al Arrange Columns - GL Transaction Detail

[+ Show Hidden Columns

Acctl r:ila:rﬁfa Amount E;é:a IE:?E Froject | Rezource | Maotes j
Show: v+ v [v [v¥ [V [v¥ [v¥ [v
4 | » H
Select a Column to Move
<< MoweFirst < Move Left | Move Right > Move Last »>
Mumber of Columns to Freeze: @
« OK ¥ Cancel | x7 Resetto Defauk ‘ Number of Rows to Freeze: @

A

Each column represents afield that is available for display on the spreadsheet. To hide a column
remove the check from the box under the title heading.

Use the [Move First], [Move Left], [Move Right] and [Move Last] Buttons to re-arrange the order in
which the fields appear on the specific screen Display. Click [Reset to Default] to return to the system’s
default settings.

Select the Number of Columns and Rows you with to Freeze on the Display.
Click [OK] to apply any changes you have made or [Cancel] to revert to the previous settings.

Note, these settings are stored in the Windows Registry for each user.

Wildcarding

Wildcarding is a powerful feature that allows you to search using a portion of the field. You tell the
system you want to use awildcard by typing three periods “...” or an asterisk “*” at the beginning or
end of your search entry. You can aso use“+” and “,” to include and/or conditions.

Here are some examples of search commands and their expected results:

...FREIGHT... or *FREIGHT* | Search for the word “FREIGHT” anywherein thefield

*FREIGHT*+*EXP* Both “FREIGHT” and “EXP’ must appear in the field

*FREIGHT* *TAX* Either “FREIGHT” or “TAX" must appear in thefield

14
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