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� � �
 
 

E8 is the standard package developed by BIZPOINT WuHu to meet the needs of your accounting and 
financial management for the Internet Age. It has full-Windows functionality over the Internet. 
 
E8 can be implemented on PC/Window 95 & 98, Windows NT and IBM UNIX AIX platforms. Our E8 
Solution is best positioned for the Internet Age.  
 

The modules include: 

�  E8 Human Resource Management System 
�  E8 Payroll/Personnel 
�  E8 Employee Self Service System (E3S) 
�  E8 Leave Management System 
�  E8 Time Management System 
�  E8 Accounts Receivable 
�  E8 Account Payable 
�  E8 General Ledger & Financial Management 
�  E8 Fixed Assets 
�  E8 Stock Control 
�  E8 Order Processing 
�  E8 Purchase Order System 

 
 
This publication may include technical inaccuracies or typographical errors. Changes are made 
periodically to the information herein; these changes will be incorporated in new editions of the 
publication. Bizpoint System (WuHu) Pte Ltd may make improvements and/or changes in the product(s) 
and/or the program(s) described in this publication at any time. 
 
 
Bizpoint System (WuHu) Pte Ltd shall not be liable for errors contained herein or for incidental 
consequential damages in connection with the furnishing, performance or use of this material. 
 
 
This document contains proprietary information, which is protected by copyright. All rights are reserved. 
No part of this document may be photocopied, reproduced or translated to another language without the 
prior written consent of Bizpoint System (WuHu) Pte Ltd.  
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PREFACE  
 
 
E8 General Ledger package is a computerized accounting package that caters to organizations of various 
sizes, from small firms to large corporations. This user-friendly system is menu-driven with context-
sensitive help available. The system generates various standard and user formatted financial reports for 
management analysis on the state of the company’s financial status. 
 
With a proper set of chart of account, system can provides management with very useful and accurate 
information on the financial health of the enterprise. 
 
This module can be implemented as a single stand-alone module or be integrated to the other accounting 
modules such as Accounts Receivable, Accounts Payable, Stock Recording, Fixed Asset Management 
and Payroll as an integrated accounting solution. 
 
The presentation of the E8 General Ledger System is divided into four chapters and appendices. 
Basically, the chapters are described as File Setup, Data Entry, Inquiry, Reporting and Month/Year End 
Processing. 
 
 
 
PRINTING 
 
When the Preview box is selected, this causes the report to be displayed for preview. You may view it 
then print it or cancel it. When the Default Printer Setup is not selected you can change the printer to 
perform print job or reset orientation of the paper layout. 
 
 
BACK UP  
 
Users are advised to do a backup of all data file at periodic interval or before any data update to the 
database. Please refer to the backup procedure section for more details. 
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BUTTONS AND KEYSTORKE FUNCTION 
 
BUTTON FUNCTION 

 
OK button Save record 

Next button Save and continue with new record 

Clear button Remove current record 

Delete button Erase existing record 

Close button Exit from currently function 

Add button Add line during transaction entry  

Update button 
 

Update amended line during transaction entry 

Remove button Erase line during transaction entry 

Re Init button Initialize the modules. All data will removed 

Print button Print report 

 Go to First button 
Search for first record  
  

 Go to Previous button  
Search for previous record  
 

 Go to Next button 
Search for next record  
 

 Go to Last button 
Search for last record  
 

 Search button 
Activate pick list to locate record 

 Explore button 
Explore directory folders and files 

KEYSTROKE FUNCTION 

F1 Help screen and is indicated by screen message if available 

SHIFT-TAB Move cursor back to the previous entry field 
 

TAB Move cursor to next entry field 
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E8 REPORTS  - GENERAL LEDGER SYSTEM 
 
1. General Ledger Account Balance 
 
2. General Ledger Batch Control Print 
 
3. General Ledger Transaction Listing 
 
4. General Ledger History Transaction Listing 
 
5. General Ledger Inquiry Print 
 
6. Chart of Account 
 
7. General Ledger Trial Balance 
 
8. Profit and Loss Statement (format 1 / 2) 
 
9. Balance Sheet 
 
10. Profit and Loss Statement For 12 Period  
 
11. Balance Sheet For 12 Period 

 
12. Budget Performance 

 
13. Master File Print 

 
14. Activity Code Print 
 
15. Prior Year Balance Print 

 
16. Tax Return Listing 

 
17. Tax Summary Print 
 
18. Tax Report by Period 

 
19. Tax Report by Account No. 

 
20. Tax Report by Period (for GL) 
 
21. Summary Analysis Report 
 
22. Detail Analysis Report 
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INTRODUCTION 

Top of our E8 solution, this module will be at its fullest capacity with a well structured chart of accounts is 
well structured. It gives you a realistic, timely picture of your business’s account activities with a variety of 
comprehensive reports. 
 

Operational Features 

�  Flexible Chart of Accounts with 20 characters and 4 levels to meet the specific needs of your 
business. 
 

�  Chart your account to produce reports by Department or Cost Center or Profit Center etc. 

�  Multiple Retained Earnings Accounts handling through Chart of Account to cater for profit center 
reporting. 
 

�  General Ledger Activity Codes which allow users to define the general Ledger posting from other 
integrated modules. The General Ledger Activity Code will define the credit account and debit 
account involved in the respective posting. This will remove the fear of chart of account for the non-
accounting user; and improve accuracy and ease for system integration. 
 

�  Analysis report by activity codes show month-to-date and year-to-date activity. 
 

�  Support online updating or batch updating of transaction entry. 
 

�  For batch updating, system allows multiple un-posted batches with un-posted batch balances show 
on the accounts concerned. 
 

�  Mandatory printing of clear and batch controlled audit trails for detailed tracking. 

�  Double entry bookkeeping technique to ensure balanced postings. 

�  Support 3 references numbers and 50 characters description for transactions. 

�  Option to create budget data for each account, based on user defined accounting period e.g.: 12 
budget periods. The budget amount can also be input from an external file with predefined format 
e.g.: Excel and ASC II file format.  
 

�  Quick code allow user to retrieve account number easily for transaction posting or enquiry. 
 

�  Process transactions that recur monthly and also reversing out the accruals, and adjustment entries 
through menu options to simplify data entry and accuracy. 
 

�  Allow detailed line integration from other integrated modules. 

�  Ability to keep cancelled or wrongly drawn cheque sequence. 

�  Optional bank reconciliation module. 

�  Option to process receipts and payment for AR/AP/GL within one centralized process rather than 
going to their respective system for posting to stream line the accounting procedure. 
 

�  Comprehensive account enquiry feature with current year and prior year period’s balance with option 
to show the period detail transaction and drill down to the source. 
 

�  Provide 3 user defined analysis codes at transaction level for further financial analysis required. 
 

�  Handles future accounting periods to allow postings to the future financial period before closing of the 
current month. 
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�  Trial Balance Worksheet for balancing control. 

�  Generate Profit and Loss Statement and Balance Sheet. 

�  Source and application of fund statement for proper cash management. 

�  General Ledger Listing for any range of accounts and fiscal periods. 

�  Financial Report Writer for customised Financial Statements to fit your needs. 

�  Facility to output user defined Reports to other decision support systems, e.g. Excel.  This is a 
common feature for all reports or listing. 
 

�  Comparison of current year account balances to prior year and budget, with variance and 
percentages difference. 
 

�  Percentage over Profit, Sales or any selected account to gauge the business performance, etc. 
 

�  Generate report showing 12 periods financial status.  

�  Year-end closing for easy transition into a new financial year. Perform accumulation on Profit and 
Loss Accounts to obtain brought forward retained earnings. 
 

�  Feature for audit adjustments to prior year accounts during the current fiscal year and generate 
audited year-end financial statements. 
 

�  History transactions for any periods for easy auditing and analysis of expenses pattern. 

�  Multi-Currency Version maintains a foreign currency rate table and allows a currency type for each 
General Ledger account. 
 

�  Maintain both dealing and base currency balances generate reports showing actual transactions 

dealing amount with it’s converted base, and 

 

�  System also maintains a reporting currency balances converted against deal and base currency for 

corporate reporting. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                                                                                         General Ledger System Manual 
 

 
Prepared By Bizpoint System (Wuhu) Pte Ltd                                                                                               Page 12 of 131 
Version 3.30 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Chapter of 
 

Getting Started 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                                                                                         General Ledger System Manual 
 

 
Prepared By Bizpoint System (Wuhu) Pte Ltd                                                                                               Page 13 of 131 
Version 3.30 

Logging In 
 
The login menu of E8 System is shown in figure 0-1. Input your user ID and password before accessing 
the application is allowed. If invalid user ID or password were input, an error message is prompted & 
allow user to re-try logging in (Figure 0-1.1 
 
There are two operational environments for different operational requirement. The most commonly and 
more frequently access environment should be the System Operation whereby it will lead you to the daily 
transactions entry, maintenance, on-line inquiry and reporting. For System Admin Tools environment 
should only be open and safe guided by the system administrator who was authorized to hold the key for 
building up user ID, initialize user login password, user grouping, access rights and period limit of 
accessing the database. 
 
If you have more than one company database, system takes the 1st company as the defaults company 
set. Pick the company database you want to open and update. 
 
Select the module you wanted to log in by using the  pull down list button beside the Module option 
before process on clicking the [Login] button. 
 

 
Figure 0-1 Login Menu 
 
 

 
Figure 0-1.1 error message dialog box 
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E8 Solution Map 
 
After logging in, GL (General Ledger) functional options menu are shown. The functional Map is shown 
in figure 0-2. 
 

There is a  button shown on the right hand corner. Click on the button and a list of modules that 
implemented within the application is shown. You may switch module by pick up one of them from the list. 
 

 
Figure 0-2 E8 Solution Map 
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General Ledger System Work Flow 
 
GL System Work Flow shows the operation flow of the application. You can either based on the workflow 
to familiar with the system or menu bar. The General Ledger System workflow is shown in figure 0-3  
 

 
Figure 0-3 General Ledger System Menu 

 
 
File �  Work Flow 

 
Figure 0-4 GL system Workflow 
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Chapter 1 
 

General Ledger Setup 
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1.0  GENERAL LEDGER (GL) SETUP 
 
Menu Bar of system setup 

 
 

  

1.1   System Date 
 

This routine lets you set or change the date in the format DD/MM/YYYY (where DD is a one- or two-digit 
number for the day, MM is a one-or two-digit number for the month and YYYY is four-digit number for the 
year). The system automatically shows the day corresponding to the date entered. 
 
The System Date affects the financial period and date in the System. It should contain the current date of 
when the input was made. 
 
The System Date is the default date entered during transactions postings. It is also shown in reports 
where it is printed at the top right corner. The System Date should therefore be correctly set before you 
perform any posting or printing transactions. The screen is shown in Figure 1-1 
 
Additional information were provided on the screen, i.e. Current Period, Financial Year End Date, Last 
Batch Number used, Account Receivable and Account Payable modules current period.  There show the 
current status of the database & for viewing only. 
 
Setup �  System Date 

 
Figure 1-1 Setting the System Date 
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1.2   GL Parameter Update 
 
Parameter File is a table that sets up the working environment of the system. It provides the flexibility for 
user to set the parameter values which inline with your company’s rules and government regulation. 
 
This routine maintains the parameter file, which stores certain static details about your company. The 
data is used by the various routines in the system.  
 
The Parameter File setup is shown in figure 1-2, 1-3. 
 
Setup �  Parameter File 

 
 Figure 1-2 Updating Parameter page 1 
 
The entries requirements and/or consequences of each field for Parameter (1) are: 

 
- Current Period #  

�   It is the current financial year and month. The format goes YYYY-MM. Users to decide the 
starting year and month. Subsequently, system will do automatic update for the month when 
month end closing is performed and update the year value to the following year with the month 
value of 1 when the Year End closing function is activated. These important data updating is well 
taken care of by the system automatically to ensure a smooth and easy year crossing. 

 
-      Last Batch Number  

�  IT is system generate number, assigned to each batch created either by manual input or by 
modules interfacing.  

�  After system was run for a couple of years user may want to initialize the batch number to start 
from 1 again due to the batch number is keep on growing over the years. You may do that by 
manual set the batch number to 0 at the chosen cut off date. Suggests to initialize it at the 
beginning of a new year. There is one condition you need to await of and it is system will not 
allow an existing batch number to be reused. Thus, you are required to housekeep the unwanted 
history transactions record before doing the initialization.  
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If you put in a number is existing being used system will prompt the following message: 

 
 
   

-  Reference (1) Label, Reference (2) Label and Reference (3) Label (15, alphanumeric) 
�  There are 3 references fields provided for user to input useful data. E.g. Invoice/Credit Notes 

number, PO/DO number, Cheque number, Project number, etc. You may rename the label for 
easy & specify usage. However, you may choose to use the default value provided by E8 for 
general usage too. The default values are: Reference 1, Reference 2 & Reference 3. 

 
- No. Of Segments 

�  E8 designed the account number to cater with 20 alphanumeric in length (inclusive of separator). 
You may chart the account structure into more than one segment but not more than 4 segments. 
 

- A/c No. Separator 
�  For easy differentiation of each segment, it is advisable to insert a separator in between the 

segment. 
 

- Segment 1-4 
�  Define the length for each segment to enable system do checking for the account structure during 

creation of new account.  This will ensure the structure consistency of chart of account. 
 
- GL Activity Used 

�  For future enhancement. Not implemented yet. 
�  The logic works is to preset double GL entry accounts.  
�  The advantages of using the activity code for posting are: 

a. Non-accounting trained staffs are able to adopt and operate the application easily. 
b. Chart of accounting can be shorter, neater and simpler. 
c. Activity code is different from actual Accounting code. You may chart it in more self- 

explanatory format, thus reduce the uncertainty and confusion. Hence improve of operational 
efficiency. For Example, actual sales account coding in GL is 1000-2000-001-00, the 
equivalent activity code could be ‘Sales’.  

d. Reduce operational mistake of selecting wrong account as compare to activity code. 
  
- Tax Input Activity and Tax Output Activity 

�  For future enhancement. Not implemented yet. 
  
- Bank A/C Number 

�  It is useful when there is Account Receivable or Account Payable modules are available. System 
takes the account number as default receive and payment bank account when the bank account 
wasn’t setup in Account Receivable or Account Payable modules. 

 
- Tax Input A/C Number 

�    It is useful when there is Account Payable module available. System takes the account as the 
default GST Input Tax account during Account Payable transactions interface to GL. 

 
- Tax Output A/C Number  

�  It is useful when there is Account Receivable module available. System takes the account as the 
default GST Output Tax account during Account Receivable transactions interface to GL. 
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- Retained Earning A/C No. 

�  This is the account used by system to accumulate monthly profit or loss. Without proper setting of 
the account, Profit & Loss Statement and Balance Sheet can never produce with complete set of 
information. 

 

 
 Figure 1-3 Updating Parameter page 2 

 
The entries requirements and/or consequences of each field for Parameter (2) are: 

 
- AR (AP) Method – Account Receivable / Account Payable 

�  E8 makes provision for customization of AR/AP interfacing possible if user chooses not to    
      use E8 implemented interfacing method.  
 
�  Currently, E8 support two interfacing methods: 

i.) 0 – No Integration Requirement 
ii.) 2 – GL code in Transaction Entry 

 
- FA Method – Fixed Asset 

�  E8 makes provision for customization of FA interfacing possible if user chooses not to use E8 
implemented interfacing method.  

�  Currently, E8 support four interfacing methods: 
i.) 0 – No Integration Requirement 
ii.) 3 – GL Account in Department master file setup 
iii.) 6 – GL code in Department + Group master files setup 
iv.) 7 – GL code in Group + Department master files setup 

 
-    SR Method – Stock Recording  

�  E8 makes provision for customization of SR interfacing possible if user chooses not to use E8 
implemented interfacing method.  
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�  Currently, E8 support one interfacing methods: 
i.) 0 – No Integration Requirement 

 
- PY Method - Payroll 

�  E8 makes provision for customization of PY interfacing possible if user chooses not to use E8 
implemented interfacing method.  

 
�  Currently, E8 support three interfacing methods: 

i.) 0 – No Integration Requirement 
ii.) 6 – GL code in Department and Pay Items master files setup 
iii.) 7 – GL code in Pay Items and Department master files setup 

 
- GL Doc Type 

�  E8 designed with flexibility for user to setup his own SR interface document type in GL module for 
easy identification from others. E.g. GSRJL – interface journal from Stock Recording module.  

 
-  FA Doc Type 

�  E8 designed with flexibility for user to setup his own FA interface document type in GL module for 
easy identification from others. E.g. GFAJL – interface journal from Fixed Asset module.  
 

- PY Doc Type 
�  E8 designed with flexibility for user to setup his own PY interface document type in GL module for 

easy identification from others. E.g. GPYJL – interface journal from Payroll module.  
 

- Multi Currency used  
�  E8 GL support multi currency transactions. Company who having multi currency transactions 

should set it as  for system to take over the currency rate conversion task. 
 

- Report Currency  
�  It is useful to company who are having multiple currency transactions and the reporting currency 

is different from the base currency.  
 
- Budget Used  

�  Company who wishes to monitor & analysis the actual performance against budgeted plan should 
set it with  to enable system gather the necessary data, produce useful & handy financial 
reports. 

 
- Online Posting  

�  For future enhancement. Not implemented yet. 
 

- Analysis Code  
�  It is an additional reporting analysis provides to support users possible data analysis reporting 

need.  
�  There are total 3 analysis tables provided. User is given the free hand to chart the require code 

for data analysis.  
�  Example could be project costing, expenses analysis.  

 
- Stock GL Posting  

�  For future enhancement. Not implemented yet. 
 

- Create Zero Amount Transaction 
�  E8 GL designed with flexibility to allow zero mount transaction to be captured into the database. 

Example could be to keep track of all cheque number inclusive cancelled cheque and standard 
50 characters narrative description line is not enough to cater for the need. 
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- Cost Allocation Used 
�  To simplify the journal input and help improving the completeness of cost allocation among the 

designated accounts. 

�  System retrieves the accounts that belong to the same criteria define by user. List them on the 
entry screen and get ready for user to distribute the cost among them either by percentage 
method or in amount format. 

�  For percentage method, the total percentage added up must equal to 100%. If it doesn’t, system 
will prompt message and request user to make the edition before it can be moved on further.  

�  For input amount format, the total distribution amount must tie with the voucher amount input. If it 
doesn’t, system does the same checking, prompt message and request user to make the edition 
before it can be moved on further. 

�  System handle scenario whereby not all the identified accounts need to distribute with cost 
although it was listed on the entry screen. You may leave it and just distribute the cost to those 
which bear the cost. 

�  Illustrate with example: 
 
Telephone, Internal and Website bills cost distribution among Finance (001), Admin 
(002), Development (003) and Support (006) departments of $2000 

 

GL Accounts Currency Rate % Allocation Amount 

100-500-001 SGD 1.000000 18 2000 x 18% = 360 

100-500-002 SGD 1.000000 12 2000 x 12% = 240 

100-500-003 SGD 1.000000 35 2000 x 35% = 700 

100-500-004 SGD 1.000000 0 0 

100-500-005 SGD 1.000000 0 0 

100-500-006 SGD 1.000000 35 2000 x 35% = 700 

   Total = 100% Total   =         2000 

 
- Interface File Path 

�  Set the interface file path here for easy location.  
 
 

1.3 Accounting Period 
  
This is the function for setting up the financial accounting periods. E8 support 3 categories of financial 
period: 

 
a. Natural Month Follow calendar number of days for each month 

b. Fixed Days User defines number of days for a month and the rest of the month carry the same 
number of days.  

 

When there is exceeding number of days for the month, it will be carry forward to 
the next month. Example,  

Number of days for a month is 30days.  

Calendar days for January 2008 is 31, February 2008 is 29. 
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Result: 

Range of date for January 2008 = 1/1/2008 to 30/1/2008 

Range of date for February 2008 = 31/1/2008 to 29/2/2008 

c. User Define  User defines number of days for each month. Hence different month could have 
different number of days. 

 
Setup �  Accounting Period 

 
Figure 1-4 Set-up Accounting Period 

 
For categories Natural Month and Fixed Days, use the [Add] button and let system to auto generate the 
12 periods for the year.  
 
Ensure the financial year and start date is correct before proceed on the generation by click on the [OK] 
button. The accounting period for the year is generated and displayed for your review. If the data 
generated is inaccurate, click on the [Undo] button to re-try again. 
 
For User Define category, user must setup the number of days for each individual period manually. 
 
Please take note that once the accounting period is saved, no amendment is allowed subsequently.  
 
To exit from the function, click on the Close button. 
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1.4  Code File 
 
Menu options to setup the master coding that will be used for daily transaction operation and master table 
setup.  
 
There are: Tax Code, GL Account Grouping, Currency Table, Analysis Code, GL Activity, System 
Document Type and User Define Document Type. 
 

 
Code File Menu 
 
 

1.4.1 Tax Code Update 
 

Table that setup the variance Tax category used by the company. During company creation system auto 
setup the variance Tax category that is used by Singapore. Hence, user need not border must on the 
table, unless government change policy or add new tax category to it. 

 
Setup �  Code File �  Tax Code 

 
Figure 1-4.1 Tax Code Setup 
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1.4.2 GL Group Code 
 
Table to setup GL group code. Common chart of account grouping could be, Capital, Liability, Income, 
Expenses and Asset. 
 
It is a simple table, assign each GL group with a unique code with it description is all you need to do. 
Suggest to set the group code with same length for easy locating of code. 
 
Setup �  Code File �  GL Group Code 

 
Figure 1-4.2 GL Group Code Setup 

 
 

1.4.3 Currency Code 
 
Setup currency code company is using.  Company which only using one currency type, which we called it, 
base currency and company which using multi currency type, the base currency’s Rate Multiplier and 
Factor must set as 1.00.  
 
Multi currency’s company must setup the Realized & Unrealized GL account codes to enable the 
Unrealized Gain & Loss and Revaluation functions. 
 
Setup �  Code File �  Currency Code 
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Figure 1.4.3 Updating Currency Code Table 

 
The entries requirements and/or consequences of each field are: 
 
- Currency Code (15 alphanumeric) 

�  Input short abbreviated description of the currency. E.g. US$, S$, RBM. 
 

- Description (17 alphanumeric) 
�  Input full currency description. E.g. US DOLLAR, SIN DOLLAR 
 

- Rate Multiplier (5.6 numeric) 
�  Consists of 5 digits with 6 decimal places, to input the multiple rate of the currency. 
  

- Rate Divider (5.6 numeric) 
�  Consists of 5 digits with 6 decimal places, to input the divider rate of the currency. 
 

- Rate Multiplier Tax (5.6 numeric) 
�  Consists of 5 digits with 6 decimal places, to input the multiplier tax rate of the currency.   
�  Currently not in use. 
 

- Rate Divider Tax (5.6 numeric) 
�  Consists of 5 digits with 6 decimal places, to input the multiplier tax rate of the currency.  
�  Currently not in use. 
 

- Factor (10 numeric) 
�  The dominator of the currency is being exchanged. 
 

- Rounding to (1 numeric) 
�  You are allowed to input a single numeric value range from 0 to 9 and is used to identified  
       the rounding decimal of the currency value. E.g.   
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Rounding Calculation Final result 

2 121.47 x 1.2137 = 147.428139 147.42 

3 121.47 x 1.2137 = 147.428139 147.43 

 
�  Minimum rounding value must set to 2. 

 
- Effective Date From   

�  Act as a reference field for information when the rate was start using. 
 

- Realized GL Code  
�  Default realized GL account for Account Receivable & Account Payable realized gain &  
      loss function. 
 

- Unrealized GL Code 
�  Default unrealized GL account for Account Receivable & Account Payable realized gain &  
      loss and revaluation functions. 
 

- Create User / Create Date 
�  Act as an audit trace the person and time stamp that created the currency record(s). 
 

- Change User / Change Date 
�  Act as an audit trace the last person and time stamp that made changes to the currency 

record(s). 
 
 

1.4.4 Analysis Code 
 
It is the additional code table that provide extra analysis reports for your decision making. You could use it 
freely and to the best suit your operation need.  
 
Examples, monitor project costing, company special function expenses and income. 
 
It is a simple table setup, assign each analysis code with a unique code with its description is all you need 
to do.  
 
Setup �  Code File �  Analysis Code 
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Figure 1.4.4 Analysis Codes Setup 

 
1.4.5 GL Activity Code 
    
To cut down time on searching and memorial the lengthy GL account, also to minimum operational error 
in GL account input and provide a simple and direct self-explanative input code format. Activity code 
would definitely serve the requirement better. 
 
It groups the account by activity to facilitate reporting according to various activities e.g. by projects, by 
work order as well as provide a simple operational environment for non-accounting trained users adopt to 
the application. Currently, this function had not implemented yet.  

     
 Setup �  Code File �  GL Activity      
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Figure 1.4.5 Activity Codes maintenance 

 
Each activity is identified by a code (maximum 10 alphanumeric). Input the full narrative for the activity 
code in the description field and the posting GL default transaction description for transaction interfacing 
from others modules. E.g. from Account Receivable, Account Payable, Payroll, Fixed Asset & Stock 
Recording module. Select the relevant GL debit/credit account number to support the activity. It provides 
the flexibility of descript the GL debit & credit GL account in non technical terms 

 
Check on the respective box of module(s), which is using the activity. It is to enables those selected 
modules to make use of the activity code for transactions entry.  
 
The advantages of using the activity code for posting are: 
e. Non-accounting trained staffs are able to adopt and operate the application easily. 
f. Chart of accounting can be shorter, neater and simpler. 
g. Activity code is different from actual Accounting code. You may chart it in more self- explanatory 

format, thus reduce the uncertainty and confusion. Hence improve of operational efficiency. For 
Example, actual sales account coding in GL is 1000-2000-001-00, the equivalent activity code could 
be ‘Sales’.  

h. Reduce operational mistake of selecting wrong account as compare to activity code. 
 
Example of activity code structure: 

Sales Dr: Debtor Control 
Cr: Sales Account 

Bank Dr: Bank 
Cr: Debtor Control 

Output Tax Dr: Debtor Control 
Cr: Output Tax 

Bank Charge Dr: Bank Charge 
Cr: Bank 
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1.4.6 System Document Type 
 
It is system predefined document types. Each document was assigned with a fixed accounting rule. E.g. 
Account Receivable Invoice document. It will debit a current asset account (e.g. debtor control account) & 
credit income account (e.g. sales income). All System Documents should not be removed under any 
circumstances. It contents all document types that used by vary modules supported by E8. E.g. General 
Ledger, Account Receivable, Account Payable, Stock Recording, Sales Order processing, Purchase 
order, Fixed Asset & Payroll.  

 
Setup �  Code File �  System Document Type 

 
Figure 1.4.6 System Document Type Maintenance 

 
- There are total 49 system document types used by E8 system. It was created at system initial set up 

stage.  
 
- Each system document type was assigned with a unique code and its detail description for easy 

references. Each document type was mapped with a predefined accounting rule item. No two or more 
than two predefined accounting rule item should be assigned to one system document type. 

 
- Debit  

�  User to decide how system should update the sub-ledger and control account when posting with 
positive value transactions. 

�   Example, ARINV (Account Receivable Invoice) Debit was checked. Transaction input with positive 
amount, after batch update, view account transaction detail. You will see that the amount was 
shown on debit.  If input with negative amount, it will be shown on credit.  

�  Example, ARCN (Account Receivable Credit Note) Debit did not check. Transaction input with 
positive amount, after batch update, view account transaction detail. You will see that the amount 
was shown on credit. If input with negative amount, it will be shown on credit. 
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- Credit Summary or Debit Summary  
�  User to decide how should other modules (Account Receivable, Account Payable, Stock Recording, 

Sales Order Processing, Purchase Order Processing, Fixed Asset and Payroll) transactions 
interface to General Ledger.  

�  There are four interfacing methods which user can choose from: 

i.) Credit Summary checked, Debit Summary unchecked. 

ii.) Credit Summary unchecked, Debit Summary checked. 

iii.) Credit Summary & Debit Summary checked. 

iv.) Credit Summary & Debit Summary unchecked. 

�  With the check on, detail breakdown transactions for a document input from other modules will be 
taken into General Ledger as a summary total, in the control account. 

�  With the check off, detail breakdown transactions for a document input from other modules will be 
taken into General Ledger in detail, in the control account too. 

  
 
1.4.7 Document Type Update 
 
System Document types are predefined by E8. However, User defined document type is open freely for 
user to setup his own document types to suit his operation requirement.  Each user defined document 
type must link with a system document type.  Examples: 

 
 User defined 

Doc type 
System Doc 
type 

Breakdown money received sources:   

Receive by Cash through AR module ARCSH ARCAS 

Receive by Net through AR module ARNET ARCAS 

Receive by Cheque through AR module ARCHQ ARCAS 

Receive by Giro through AR module ARGIR ARCAS 

   

Breakdown sales sources:   

Local Sales through AR module ARLCS ARINV 

Export Sales through AR module AREXS ARINV 

 
There are total 53 predefined most commonly used document types in the table for all modules supported 
by E8. It is there with proper setup for user to make use of anytime.  

 
Setup �  Code File �  Document type Update 
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Figure 1.4.7 User Defined Document Type 

 
- Document Type Code (5 alphanumeric) 

�  Assigned each document type with a unique code. 
 

- Description (30 alphanumeric) 
�  Input a narrative for the document type code for easy reference. 
 

- Doc Prefix – Separator – Suffix  (5-1-5 alphanumeric) 
�  Currently it is not in used. 

 
- Last Doc Number (9 numeric) 

�  It is system generated running number assigned to the document type when a transaction batch 
is entered. User is able to assign the starting batch number for each document type.   

 
- Relative System Doc Type (5 alphanumeric) 

�  Each user defined document type must link with a system document type, in order to generate 
with a correct set of accounting entry during batch update and interfacing. 

 
- Posting GL Document Type (5 alphanumeric) 

�  Each user defined document type must link with a GL document type. It provides useful 
information in the General Ledger where the batch comes from and it document source. 
Examples: 
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Code Explanation 

GRINV Account Receivable Invoice transaction interface in GL 

GPINV Account Payable Invoice transaction interface in GL 

GRCAS Account Receivable Received transaction interface in GL 

GPCAS Account Payable Payment transaction interface in GL 

 
- Default GL Description 

�  There are 3 interfaces GL batch transaction description you can choose from for batches that is 
interface from Account Receivable and Account Payable modules. 

 

1. The Header Description The header description from AR/AP batch 
transaction. 

2. The Detail Line  

    Description 

The Detail description from AR/AP batch 
transaction. 

3. The Account Name The AR customer or AP vendor name. 

 
�  Each document type could have it own interface description choice. 

 
- System Generates Doc Number  

�  E8 provides the flexibility for user to assign his own document number, e.g. Invoice number, 
Delivery Order number, Credit Notes, Purchase order number, Sales Order number, or let system 
auto generate a serial of running document number.  

 
- Must be Printed Before Update  

�   E8 provides the flexibility for user to update transaction batch once it was saved or hold on till 
activate the batch update function.  

�  There are advantages on setting the field on: 

i.) User is allowed to print out the batch for checking to ensure data were input correctly. 

ii.) Allow user to schedule a best timing to update all readily batches and   updated in one go. 

iii.) Input future data sources and hold on to the batches, until the right timing arrives. 

 
- Use Default Description Define 

�  Not Implement yet. 
 

- To have better control of the document types usages, it is useful to limit the document type 
accessibility by module base.  With the check on beside the module to open the access rights of a 
document type to one or more modules. 

 

1.5 Distribute Accounts Number    
 
To have better control over the chart of account usages, it is useful to limit the account number 
accessibility by module base.  At the same time improve productivity & minimize operation errors.   
 
Accounts, which were distributed to other modules, can only view but cannot edit. Edition rights still 
remain with General Ledger module. Users from others modules would only see those were distributed to 
them. Thus, the confidentiality of chart of account is safely guided. 
 
Setup �  Distribute Account Number 
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Figure 1-5 Account Distributions 

 
- There are 5 modules needed to distribute the accounts to, Account Receivable, Account Payable, 

Stock Recording, Fixed Asset Management and payroll.  

- List of account shown under Undistributed A/c Number box, is ready for you to do the distribution to 
other modules. 

- List of account shown under Distributed A/c Number box, are accounts, which had been distributed 
and is ready for that module users to use. 

- User can always add new account(s) to the distributed A/c Number list by using the  or  

transfer button or remove from it by using  or  button. Button with one arrow is to transfer 
account(s) user selected on the undistributed or distributed box. Button with two arrows is to transfer 
all accounts on the undistributed or distributed box.  

- Always remember to press the [OK] button to confirm the changes made before exit. 

 
1.6 Document Type Distribution   
 
To have better control over the user defined document types usages. It is useful to limit the document 
types accessibility by module base.  At the same time improve Productivity & minimize operation errors.   
 
Document types, which were distributed to other modules, can only view but can not Edit. Edition rights 
still remain with General Ledger module. Users from others Modules would only see those were 
distributed to them.  
 
Setup �  Distribute Document Type 
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Figure 1-11 Document Type Distribution 

 

- There are 6 modules needed to distribute the accounts to, General Ledger, Account Receivable, 
Account Payable, Stock Recording, Fixed Asset Management and payroll.  

- List of user defined document types shown under Undistributed Document types box, is ready for you 
to do the distribution to other modules. 

- List of user defined document types shown under Distributed Document types box, are document 
types, which had been distributed and are ready for those module users to use. 

- User can always add new document type(s) to the distributed Document Type list by using the  

or  transfer button or remove from it by using  or  button. Button with one arrow is to 
transfer account(s) user selected on the undistributed or distributed box. Button with two arrows is to 
transfer all accounts on the undistributed or distributed box  

- Always remember to press the [OK] button to confirm the changes made before exit. 

 
 

1.7  Activity Code Distribution  
 
To have better control over the activity codes usages, it is useful to limit the activity code accessibility by 
module base.  At the same time improve productivity & minimize operation errors.   
 
Activity codes, which were distributed to other modules, can only view but cannot edit. Edition rights still 
remain with General Ledger module. Users from others modules would only see those were distributed to 
them.  
Setup �  Distribute Activity Code 
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Figure 1-12 Activity Code Distribution 

 
- There are 5 modules needed to distribute the accounts to, Account Receivable, Account Payable, 

Stock Recording, Fixed Asset Management and payroll.  

- List of activity shown under Undistributed Activity Code box, is ready for you to do the distribution to 
other modules. 

- List of Activity Code shown under Distributed Activity Code box, are activity code, which had been 
distributed and is ready for that module users to use. 

- User can always add new activity code to the distributed Activity Code list by using the  or 

 transfer button or remove from it by using  or  button. Button with one arrow is to 
transfer account(s) user selected on the undistributed or distributed box. Button with two arrows is to 
transfer all accounts on the undistributed or distributed box. 

-       Always remember to press [OK] button to confirm the changes made before exit. 

- Currently the activity code functionality is not implemented yet. 

 
1.8  Accounts Number Renumber 

 
To re-structure the existing Chart Of Account, this is the function, which could achieve the purpose. The 
function allows user to change the value but not the segments. Example, current account number was 
1000-0000-007-11 can be changed to e.g. 1000-2020-107-01, but cannot be changed to e.g. 10-100-07-
1. Changes of segments length is not supported in this function. 
 
The recommended timing of re-structuring chart of account is at the starting of a new financial year to 
avoid inconsistency accounts number usage in reports presentation. 
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Setup �  Rename Accounts Number 

 
 Figure 1-13 Accounts Number Renumber 
 
Select one account or a range of accounts for re-structuring follow by pressing the [Search] button. The 
detail would be displayed below. Highlight the account code and edit it.  
 
Remember to press [Close] button to exit from the function.  
 
 
1.9  GL Accounts Number Copy 
 
This function is very useful on setting up company chart of account who monitoring their resources 
movement in detail. Example: by cost center, department, branches, projects, etc.  It helps company to 
speed up the chart of account setting up and minimize operation errors. 
 
Setup �  Accounts Copy 
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Figure 1-14 GL Accounts Number Structure Copy 

 
- Use [Load] button to display the existing accounts number (Figure 1-14).  

 

- User has the choice to terminate the account number copying function when system detected that, 
current set of chart of account consist with account which now trying to add on to it by un-checking 

the . If user chooses to continue, system will 
keep the existing account and create those, which does not exist presently into the current set of 
chart of account list. 
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   Figure 1-15 Load Accounts Number 
 
- Enter Accounts Number Structure Filtration to filter the accounts number or Click on [Search] 

button to view the existing full list of the chart of account. 
 

- There are 3 sorting sequence options available for user to choose from. Instruct system how you 
wanted the accounts numbers to be displayed for your easy operation. 
o Categories by All 

�  Display by accounts number sequence. 
 

o Categories by Group 
�  First, sorting by account group sequence. Within the account group further display by account 

number sequence. 
  

o Categories by A/c Type 
�  There are 4 main account types. Asset, Liability, Income & Expenses.  System displays the chart 

of account by these 4 main types sequence. 
 

-  Two methods of selecting the account numbers: 
i.) Click the [Select All] button to have a full list of account numbers selected in one go. 
ii.) Highlight those needed account numbers only. 

 
- Click [OK] button to confirm the selection. If [Cancel] button were clicked the selection would be 

abandoned. 
 

-  To re-do the selection, use the [Clear All] button. 
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Figure 1-16 Updated GL Account Number Structure Copy 

 
- After the selection is completed. System will bring the selected account back to the main screen. E8 

provides the flexibility for user to do 2nd round checking to ensure the selected accounts list is correct. 
If there is account(s) need to be removed from the list, highlight the account follows by pressing the 
[Remove] button.  

- Input the new account number into segment under header Destination A/c No Structure follows by 
click on the [Preview] button to view for the new account structure.  

- Example shown above, I had replaced the last segment from 11 to 15. To confirm and start the 
creation. Click on the [Copy] button. 

- Repeat the same steps to complete the setting up of chart of account. 

- Remember to click on [Close] button to exit. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                                                                                         General Ledger System Manual 
 

 
Prepared By Bizpoint System (Wuhu) Pte Ltd                                                                                               Page 41 of 131 
Version 3.30 

1.10 Data Import & Export 
 
E8 provide the data import & export utility and that make the data accessibility become a simple task. Of 
course, the powerful function must be safe guided and authorized personnel can access to the option. 
 
There are all together 10 tables open for access. There are, account group table, account master table, 
currency table, system document type table, user define document type table, tax table, analysis 1/2/3 
table and GL activity table. 
 
E8 support 4 ASCII file types, CSV, Single code, Double code and None. 
 
Example of each file type: 
 

CSV xxxxx,, 999.99, xxxx,dd/mm/yyyy,, 

Single Code ‘xxxxxxx’,’9999.99’,’dd/mm/yyyy’,’’,xxx’ 

Double Code “xxxxxxx”,”9999.99”,”dd/mm/yyyy”,””,xxx” 

None xxxxx9999.99ddmmyyyy xxxx 
 
Setup �  Data Import & Export 

 
Figure 1-17.1 Data Import & Export Screen I 

 
Steps of User Defined Output (Export) File 
 
1. Assign an output file name in ‘Interface Name’ field. Once the file is saved, it will be displayed under 

‘Define Interface’ box. In future you just need to pick your choice from the list and do not need to re-
defines. 

2. Select one of the file formats from the ‘File Separate Type’. There are all together 4 ASCII file format 
supported by E8 SR system. Which are, CSV, Single delimited, Double delimited and None –> no 
separator. 

3. Press the [Next] button to move on. A new screen similar to the one show below will be displayed. 
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Figure 1-17.2 Data Import & Export Screen II 
 
4. Select the fields from ‘All Property’ box into the ‘Selected’ box. Highlight the field follow by click on the 

 button to confirm your selection.  

5. To remove the wrong or unwanted field(s) from the ‘Selected’ box, highlight the field from the 

‘Selected’ box follow by click on the  button to move it back to the ‘All Property’ box. 

6. Fields that were selected, the fields will be gray off to stop user from duplicate selecting the same 
field onto the same report. You may notice that there are 1 fields in red �  Code. This is system 
defaulted fields and will be included in all user defined file automatically. Hence, even user did not 
select the field, system will automatically included them in. Reason being these fields were identified 
as key fields. 

7. After selection is finished, press the [Next] button to move on. 
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Figure 1-17.3 Data Import & Export Screen III 
 
8. You can re-arrange the columns printing sequence order here by highlight the wanted field and press 

the [Up Line] button to move the highlighted field up one line at a time. Continue to press the [Up 
Line] button until the highlighted field rests on the line position you wanted it to be.  

9. Similarly, to move a column print toward the end of the report, press the [Down Line] button to move 
the highlighted field down one line at a time. Continue to press the [Down Line] button until the 
highlighted field rests on the line position you wanted it to be. 

10. After the re-arrangement of fields printing sequence order is completed, press the [Apply] button for 
system to save the setup. 

11. It is now ready to export the selected data by pressing the [Export] button. The following screen will 
be displayed. 
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Figure 1-17.4 Data Import & Export Screen IV 
 
12. System would request you to assign a file name for it in the ‘File Name’ field. Press the [Save] button 

and the process is completed. 
 
 
Steps of User Defined Input (Import) File 
1. Follows the steps from 1 to 10, steps of user defined output (export) file section. 
2. Press the [Import] button and the screen similar to figure1-17.4 is displayed. Select the file you want 

to import. Once you had pick your file system will prompt: 
 

 
 
3. To reconfirm your choice, system prompt you the message box. If you choose to continue, press the 

[Yes] button. To terminate the import press the [No] button. 
4. System would do a file structure matching �  compare between the file formats you created with the 

importing file. If file structure does not match, the following message box is displayed and the 
importing process will be terminated. 
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5. System does code checking too �  compare between account code with the importing file account 

code. If there is identical account code, the following message box will be prompted. User must 
decide to overwrite existing account record or to skip those records or to cancel the importing 
process. 

 

 
 
6. If the importing file passes all checking system would save the records into E8 table. Upon 

completion of importing, system would prompt the following message box to inform user that the 
process had been completed successfully. 

 

 
 

7. User is advised to check the imported record to ensure data completeness. 
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Steps of copy existing import & export file structure 
 
1. Select the interface file from the ‘Define Interface’ box. Right click your mouse and the functional box 

displayed just like the one show below.  

 
Figure 1-17.5 Data Import & Export Screen V 
 
2. Choose ‘Export Interface’ option to copy the file structure and the screen similar as below shown. You 

are required to assign a file name for it in the ‘File Name’ field. Press the [Save] button and the 
process is completed. 

 

 
Figure 1-17.6 Data Import & Export Screen VI 
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Steps of loading existing import & export file structure 
 
1. Right click your mouse anyway in the ‘Define Interface’ box and the functional box displayed just like 

the one show below. 

 
Figure 1-17.7 Data Import & Export Screen VII 
 
2. Choose ‘Import Interface’ option to load the file structure and the screen similar as below shown. You 

are required to locate the file name for it in the ‘File Name’ field. Press the [Open] button and the 
importing is begins. 

 

 
Figure 1-17.8 Data Import & Export Screen VIII 
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3. System would perform a check to ensure there is no similar file name found in the existing database. 
If there is the following message will be prompted. 

 

 
 

4. Once the file is successfully imported, the newly added file name will be shown onto the ‘Define 
Interface’ box. 

 
Steps to Remove an existing user define file 
 
1. Select the interface file from the ‘Define Interface’ box. Right click your mouse and the functional box 

displayed just like the one show below. 
 

 
Figure 1-17.9 Data Import & Export Screen IX 
 
2. Select item ‘Delete a Line’ from the functional box and the confirmation box is displayed. To continue 

the removal, click on the [Yes] button. Else choose the ‘No’ button to abort the process. 
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Chapter 2 
 

General Ledger Data Entry 
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2.  GL DATA ENTRY 
  
This chapter covers Chart of Accounts setup, prior year maintenance, batch entry, batch posting and 
batch modification  
 

 
 Menu Bar of Data Entry  

 
2.1 Chart of Accounts 
        
The Chart of Accounts represents a company’s accounting structure and it should be structured and 
organized to present the company’s financial status in a logical manner as determined by management 
and meeting audit requirements. Besides the Accounts code, a Group code is also provided to facilitate 
this organization. If need be please consult your system advisor on a suitable coding structure.  

 
 

2.1.1  Hints on Chart of Accounts Structure Planning 
 

�  The GL System allows a maximum of 20 alphanumeric characters, inclusive 4 segments with 
separators for the accounts code. Each segment’s length is user definable. You may use all of the 4 
segments or no segment. However, once the number of segments was fixed, every account code 
must follow the same structure defined. Example, segments of 4 with 4-4-3-2 characters per 
segment. It will look something like this xxxx-xxxx-xxx-xx. The account’s group carries with a 
maximum of 15 alphanumeric characters in length.  
 

�  It is recommended to standard each segment usage for easy operation and reference. Example, 1st 
segment used for Branches, 2nd segment used for main account, 3rd segment used for sub account 
and 4th segment used for cost center, department. You can further organize the account into big block 
base on the account nature. Example, breakdown into Balance Sheet and Profit & Loss items. 0000 
to 5000 for Balance Sheet items and 5500 to 9900 for Profit & Loss items.  
 

�  Give room for future expansion. Example, currently company may have 6 cost center. However, 
reserve 2 characters in the account structure for the cost center, so that, when company expands to 
10 or more cost center. System can always incorporate it.  
 

�  Carefully planned the chart of accounts before proceeding to create the accounts in the master file 
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2.1.2 Master (Chart of Accounts) File  
  
Each account number must assign with a unique code. Together, input with the proper description for the 
account for easy references. Balance B/F (Brought Forward), MTD (Month To Date) Balance, and YTD 
(Year To Date) Balance are updated through transactions entries automatically. It provides with latest 
balances for an account, thus, it only allow viewing but cannot update those fields manually. 
 
It captures the person and time stamp that created the record. It monitor who was the last person and 
time stamp that edited the record too. These are system maintained data, thus, it only allow viewing but 
cannot update those fields manually. 
 
Data Entry �  Accounts Update 

 
Figure 2-1 Master (Chart of Accounts) File Maintenance 

 
- Account Number (20 alphanumeric, Mandatory)  

�  Enter the unique account number. System will check the master file database. If it is an existing 
code, the detail of the account will be displayed. Else system will treat it as new creation.  

 
- Description (50 alphanumeric) 

�  Enter an appropriate description for this account for easy reference.  
 

- Quick Code (20 alphanumeric) 
�  Currently this field has not been assigned with any functionality yet. System default the account 

number here.  
�  The intention for it usages, is to simplifier transaction entry. Example, account number 1000-000-

016-15 denoted as OUB bank account. Input the quick code as OUB. During transaction entry, 
user could input 1000-000-016-15 or OUB. By input quick code OUB, system can recognize that, 
it is referring to the actual chart of account 1000-000-016-15.  

�  The purpose of this function is to provide a more user-friendly application environment for users. 
At the same time improve productivity and minimize operation errors. 
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- A/C Type  

�  There are four accounting types supported by E8:  
o Asset  
o Liabilities  
o Income  
o Expense 

 
�  Every account must belong to one of this category. 

 
- Group Code (15 alphanumeric, Mandatory) 

�  Every account number must attach with a group code. Example of group codes is: Capital, 
Liability, Fixed Asset and Current Asset. Group code must be pre-defined in common code option 
before it can be used.  

 
- GST Category (mandatory)  

�  E8 support Singapore GST regulation.  There are 12 GST categories: 
 

i. IE Exempted Input Tax 

ii. IN Not applicable Input Tax 

iii. IO Out of Scope Input Tax 

iv. IS Standard Rated Input Tax 

v. IT Input Tax 

vi. IZ Zero Rated Input Tax 

vii. OE Exempted Output Tax 

viii. ON Not applicable Output Tax 

ix. OO Out of Scope Output Tax 

x. OS Standard Rated Output Tax 

xi. OT Output Tax 

xii. OZ Zero Rated Output Tax 

 
�  Every account number must attach with a GST Category. It serves as a default value during 

transaction entry and interfacing. At transaction entry user is allowed to choose other GST 
category according to the operation requirement.  

 
- Balance B/F  

�  For new account user is allowed to enter Opening Balance with ‘+’ sign for Debit balance and ‘-’ 
sign for Credit balance. 

�  Using this method of entering opening balances, extra care is needed to ensure the Trial balance 
must be balance before process on daily transactions entry. 

�  Once daily transactions were entered, this function is disabled. 
 

- MTD Balance and YTD Balance  
�  The Balances are updated through transactions entries automatically. Its provides with latest 

balances for an account, thus, it only allow viewing but cannot update these fields manually. 
�  Month-to-Date balances get cleared at month end and Year-to-Date Balance will be cleared at 

year-end too. Balance sheet items’ Year-to-Date figures will be transferred to the Balance brought 
forward for the continuation of business operation. 
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- Budget Type 
�  E8 support three budget types: 

o No Budget 
o Equal Budget 

�  Input Total Budget amount for a selected account, let system does the equal distribution 
of budgeting over the 12 financial periods. Any remaining budget will be absorbed by the 
12th financial period. 

o Variable Budget 
�  Budget, which varies from period to period, this is the recommended method to use. It 

allows user to assign each financial period’s budgeted amount.  
 

- Balance button  
�  In this function, it provides a very convenience and quick solution of viewing 12 periods’ balances 

and its detail transactions. Double click on the button to open the viewing screen. Select a period 
follow by double clicking to bring up the period detail transactions. You may include or filter un-
posted transactions from viewing. 

 

  
Figure 2-2 Master (Chart of Accounts) File Maintenance’s period balances  
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Figure 2-3 Master (Chart of Accounts) File Maintenance’s period balances detail transactions 

 
2.2 Prior Year Balance Maintenance 
 
This option enables you to update the prior year balances in the system for the purpose of comparison 
with current year results. This is only necessary when you first started with E8’s GL system. 
Subsequently, system will do the auto data rolling at year-end. 
 
Use the Accounting Period function to add the 12 financial periods for the prior year before input the prior 
year data. Else a message box will be prompted to remind you, ask it shown below: 

 

  
Figure 2-4 Generating Prior Year Accounting Period reminder message box 
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 Data Entry �  GL Prior Year Balance Maintenance    

   
  Figure 2-5 Prior Year Balance Entries 

 
- Input the B/F Balance and MTD Balance. System will do auto computation for YTD Balance. 
- For easy locating a account, you can sort the chart of account by 2 sequences: 

ii.) Categories by Account Type 
iii.) Categories by Group  

 
 

 2.3  Journal Entry 
  
This option covers extensively the various options to post the daily journals that make up the General 
Ledger transactions. These transactions are the main source of input for the system to generate the end-
result reports. Example reports are Balance Sheet Profit & Loss Statement. 
 
Generally the system handles one-time journals, recurring journals, accrual journals, audit adjustment and 
journals integrated from Accounts Receivable, Account Payable, Fixed Asset Management and payroll 
into General Ledger.  
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Data Entry �  GL New Batch Entry 

 
 Figure 2-6 Journal Entry option screen 

 
- Batch Number  

�  The number shown will be the next newly created batch number.  

�  You may maintain an un-posted batch by clicking the  button for a list of un-posted batches. 
Similar to the screen shown below: 

 

 
  Figure 2-7 list of un-posted batch  
 
- Period#* 

�  System always default current period number here. However, E8 support future period 
transactions entry. Therefore, user can pre-input future period transactions now by selecting the 
correct period here for better operation management. 
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- Document Types* 

�  Select the document type for the input batch you are going to input. There are 3 commonly use 
document types which may happen daily, which are: 

i.) GL Journal 

ii.) GL Payment Vouchers 

iii.) GL Cash Receipts Vouchers  

�  There is a less common use document type, which may be only used by the authorized person, 
i.e. Audit Adjustment. 

�  Beside these four E8 pre-defined document types. User can setup his own documents type to suit 
his operation requirement and better analysis. Examples: Breakdown Receipts document type 
into GL Cash Receipts document type and GL Bank Receipts document type. 

 
- Accrual / Recurring 

�  For better performance and structural operation model, E8 comes up with 2 commonly used 
accounting transactions grouping. I.e. accrual and recurring.  

�  Batch all accrual transactions into one or more batches to enable system do a complete reversal 
of the accrued entries when the correct time arrived. Example of accrual transactions could be 
Telephone bill & PUB bill. 

�  Similar to recurring transactions. To simplify the routines transactions entry task, batch all 
recurring transactions into one or more batches for better operation performance. Example would 
be fixed asset depreciation & monthly rental. 

 
2.3.1 General Instructions  
 
Journal entries are entered in batches. E8 supports future periods transactions journal entries too. Users 
must enter all credit entries with negative/minus (-) sign. No sign is needed for debit entries. For each 
batch of entries, the system will ensure that the total value of debit entries will equal to the total value of 
credit entries. That is, the batch total must equal to zero. System will not allow user to end a batch when 
the batch total is not equal to zero. 
 
It is advisable to limit the size of each batch being processed so that any posting errors can be detected 
and rectified early and easily. We suggest a batch size of about 50 documents 
 
 
2.3.2 Making New Batch Entries 

 
The menu is as shown in Figure 2-6 and the options from the dropdown list show the available journals 
document types for input. 
 
Select the wanted journal document type and click on the [OK] button. The journal entry screen will be 
displayed just like the screen shown below. 
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Figure 2-8  Batch Journal Entries 

 
Batch Entry Requirement 
 
During the entry of each journal, the system will display help messages and batch information at the top 
and bottom of the screen. The information displayed is as follow: 

 
- Document Number 

�  Document number generated automatically by the system for each journal transaction. It serves 
to identify the journals in a batch. User can use this Document number to recall the entry for any 
amendment during journal review.  

 
- Batch Number 

�  It is a system generated running number. A new number will be assigned for every newly created 
journal batch. 

  
- Sequence Number 

�  This number is generated automatically by the system for each document entry. Is serves to 
identify the sequence of the document entered in a batch. With this sequence number, user can 
know how many documents had been entered for the batch. 

 
- Period# 

�  Additional information to show the financial period, which the batch is creating belonging to.   
 

- Total Debit and Total Credit 
�  These total are on-line updated when each transaction was entered and saved. It displays the 

cumulated value of the Debit and Credit entries entered in the current batch. This Total must be 
equal before user can end the current document 
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- Line Number 
�  It is a system generated running number. It serves as a counter to record the number of entries 

per voucher.   
 

- Account Number  
�  Enter a valid GL account number or click on Search button for help to view and select the wanted 

GL account. When a valid account number is entered the system will display its description at the 
bottom of the screen 

  
- Description 

�  It used to describe the transaction of the entry.  
 

- Reference (1) 
�  This field consists of a 10 alphanumeric characters. The information to be entered in this field will 

depend on the nature of the journal entry. For example, Reference (1) can be an invoice #, 
Journal Voucher/Advice number. Please note that if the General Ledger is integrated with the E8 
Account Receivable/Payable Systems, it is advisable to standardize on the Reference numbers 
being used 

�  For example the Account Payable system may use Reference (1) as the Payment Voucher 
number and it will be most appropriate that for payments the General Ledger system should also 
use Payment Voucher number in Reference (1) for consistency interpretation.   

 
- Reference (2) 

�  This field has up to 10 alphanumeric characters. This reference should also be treated the same 
manner as Reference Number (1). For example, user can use this Reference (2) as the customer 
Purchase Order # to correspond with the invoice number enter for Reference (1) 
 

�  Another useful example is the use of the Cheque number for Reference (2) in the payment 
processing of the Accounts Payable system. The Cheque number should also be used for any 
other cash payment or receipts handled in the General Ledger System, This way user can use 
the Database Query Technology Utility to extract the transactions/journal of a GL bank 
 

�  Thus it is very important that the reference numbers should be well planned and consistent in 
application. This will allow users to extract the maximum usefulness and effectiveness from the 
accounting systems 

 
- Reference (3) 

�  This field has up to 10 alphanumeric characters. This reference should also be treated the same 
manner as Reference Number (1) and Reference (2) 

 
- Analysis 1/2/3 

�  It is only available if in parameter table, the analysis is set. 
�  Analysis code table must pre-set before can be used here. User just needs to select the wanted 

code from the pull down menu.   
�  There are two analysis reports, detail and summary, provide instant data analysis information. 
 

- Date 
�  This is the journal date. User can enter the date in the format of CPU Date or take the default 

System Date. If users have not entered a batch default date, then system will use the date from 
the previous journal entry as a default date for the current entry. Otherwise, it will use the batch 
default date  

 
- Amount 

�  This field consists of 12 digits with 2 decimal places for Debit entries. For Credit entries the field 
can handle the minus sign and up to 12 digits with 2 decimal places. This is the debit/credit value 



                                                                                         General Ledger System Manual 
 

 
Prepared By Bizpoint System (Wuhu) Pte Ltd                                                                                               Page 60 of 131 
Version 3.30 

of the amount to be charged to the GL account. An entry with a zero amount is accepted to cater 
for cancelled cheques for bank reconciliation. This feature is depending on the parameter setting. 

 
- GST Category and GST (%) 

�  System will pick up the default GST Category and GST % once the GL Account is entered. You 
can reselect the GST Category from the drop down list 

 

Buttons Functionality 
 
- Add New /Update button 

�  To add the newly entered or amended transaction into the detail. 
 

- Delete Line button 
�  To remove an existing transaction by itemize basis 

 
- OK button 

�  To save the batch and exit. 
 

- Next button 
�  To save the voucher and move on to the next voucher entry 

 
- Delete button 

�  To remove the whole voucher from the batch 
 

- Clear button 
�  To remove all information from the entry screen and start a new voucher entry 

 
- Close button 

�  To exit from the function without saving. 
 
2.3.3 Method of capture Transactions Tax 
 
User is required to input transaction GST as one of the journal entry with GST Category as ‘OT’ or ‘IT’. 
OT is catered for Output Tax and IT is catered for Input Tax. Select the GST category according to the 
transaction nature.  
 
With accurate GST category used in transaction entries, system will than be able to provide accurate and 
timely GST reports. 
 
Illustration with example of capturing transactions with GST: 

GL Account 

 

Description GST Cat Debit Credit 

30-1001 Debtor Control ON 1040.00  

55-1001 GST Output Tax OT          40.00 

60-1001 Sales Income OS  1000.00 

     

33-1002 Purchases IS 2500.00  

55-1002 GST Input Tax IT   100.00  

40-1001 Creditor Control IN  2600.00 
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2.3.4 Batch Entry Screen Selection 
 
There are 2 categories of batch entry screens for user choice. User decides which input screen suits his 
operation better. The setup is done in System Administration. The steps of setting up please refer to 
System Administration Tools Manual. 
 
Below are the method 1 and method 2 entry screens as reference. 
 

 
Figure 2-9 Method 1 General Ledger Journal Input Screen 
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Figure 2-10 Method 2 General Ledger Journal Input Screen 

 
2.3.5 Cost Allocation Know How 
 
The function only be open when the GL Parameter Table activate it, i.e. tick was placed in the option 
‘Cost Allocation Used’. 
 
The function is meant to simplify journal entry by getting system to auto retrieve the relevant GL accounts 
onto the entry screen and get ready for cost distribution input.  
 
The technique of calling the auto GL accounts retrieving is by just input the common segment of GL 
account code follow by click on the [Cost Allocation] button. System will look through the chart of account 
and do matching. Accounts that are having the same common segment will be captured and displayed on 
the input screen. 
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Figure 2-10.1 Cost Allocation Entry Screen 
 
Look at the screen on top, takes note on the ‘Account’ field. You will notice that it just input with the 1st 2 
segments of the GL account code �  1000-6001. Now take a good look of the ‘Allocation of Cost’ screen, 
system lists out all accounts that having the same 1st 2 segments. That is 1000-6001-001-00, 1000-6001-
002-00, 1000-6001-003-00, etc. 
 
You have 2 methods of doing the cost allocation: 

a. By percentage allocation 
b. By absolute value allocation 

 
For percentage allocation method, system will ensure the total percentage added up is equal to hundred. 
If it doesn’t, system will prompt message and request user to make the edition before it can be moved on 
further. Base on the input %, system does the auto calculation and turn it into amount figure. 
 
For input amount format, the total distribution amount must tie with the voucher amount input. If it doesn’t, 
system does the same checking, prompt message and request user to make the edition before it can be 
moved on further. 
 
System handle scenario whereby not all the identified accounts need to distribute with cost although it 
was listed on the entry screen. You may leave it and just distribute the cost to those which bear the cost. 
 
One thing to take notes of, if cost distribution was done wrongly and realize it after you had existed from 
the cost distribution entry screen. To make the correction you need to go through them in one entry at a 
time. 
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2.4 GL Journal Posting 
 
When batch(s) is ready to register into account, this is the function must activate to post the journal 
documents into the system under the current financial period.  
 
Data Entry �  Journal Posting 

 
Figure 2-11 Batch Update/Posting 

 
Once batches are updated, no further amendment is allowed this is to ensure no double updating of a 
batch. After the batch has been updated, system produces a batch edit for audit trail purpose.  The 
system will prompt you to print updated batch. A Batch Edit list is printed in all details entered for the 
batch.  
 
Reprint batches function is available under Batch Control Inquiry option. 
 
 The batch update will perform the following functions: 
�  Update the current period Month-to-Date balance 
 
�  Update the cumulative Year-to-Date balance 
 
�  Create the journal transactions for the current period with the incremented last batch number.     

A journal with a value of zero will have a transaction record only if the parameter ‘Create zero amount 
transaction’ has been selected 

 
�  Print a batch edit for audit trail purposes 
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2.5     Recurrence Journals 
 
Journal which recurs every month and the amount does not vary often are usually know as Recurring or 
Fixed journals. Examples are provision for depreciation, monthly rentals, etc. User can use this routine to 
post these recurring journals every period with or with any editing 
 
It is necessary to first identify those journals, which are recurring and then create a single batch for these 
journals to be post/update to the GL system using the normal Journal Entry Menu. The option for 
Recurring must be ticked during New Batch Entry in Section 2.3 
 
Data Entry �  Recurrence Journal 

 
Figure 2-12 Recurring Journal Update/Posting 

 
 

2.6     Accrual Journals  
 

There are situations whereby the actual amount of accrual or prepayment expense entries cannot be 
captured in the GL system due to the documents late arrival. However, base on past document sources 
we can do estimation to reflect the total expenses in the reports on time and then reversed them out when 
the actual value is known as can be posted in 
 
Organize and create the journals meant for reversal into a batch using the normal batch entry described 
in Section 2.3.2 to automatically create the reversed amounts document in a batch for further processing. 
The option for Accrual must be ticked during New Batch Entry in Section 2.3 
Hence with this reversal features, it is not necessary to create the entries again when the amounts posted 
is required to be reversed out.  
 
Data Entry �  Accrual Journal  
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  Figure 2-13 Accrual Journal batch Update 
 
 

2.7 Modify Journal 
 
To provide the flexibility of fine-tuning non-accounting data after batch updated. This is the option you can 
look for. It opens three documentary fields, which are: 
 

a.) Transaction description 

b.) Reference 1 

c.) Reference 2 

d.) Reference 3 

 
Data Entry �  Modify Journal 
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Figure 2-14 Modify Journal 

 

Use  to help locating the wanted batch. 
 
 

2.8  Audit Adjustments 
 
After auditing the yearly ledger the auditor may request certain adjustments be made to the ledger 
posting. In most cases, these audit adjustments may come a few weeks or months after the financial year 
had ended. The system allows user to close the yearly accounts to proceed on with the new financial year 
and then post in the audit adjustments as and when they are available during the new financial year 
 
The audit adjustments can be posted to the GL System at different time of the year. The system does not 
restrict the number of batches of audit adjustments.  
 
The updating process will affect the following: 
  
�  The Period 12 Balances of the previous year is debited/credited with the document value of each 

account entry in the audit batch. 
 
�  The current year balances of each Balance Sheet account is also adjusted to reflect the audit 

adjustment value made. It will adjust the balances of each period from the first to the current financial 
period.  

 
�  It will also accumulate the values of those accounts within the specified Profit and Loss account range 

and debit/credit the computed value to the current year balances of the Retained Earnings account 
number specified as the account to be debited or credited. The Retained Earnings account is treated 
as a Balance Sheet item. 
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�  Previous year Retained Earnings account could be different from current year if during year end-
processing user had assigned a new Retained Earning account. If this case happens, system will 
update the previous year Retained Earnings account with the audited adjustment amount. 

�  The audit adjustment transactions are created from the journal entries by choosing the audit 
adjustment document type (GLAUD). 

 
�  A batch number is assigned to this audit adjustment batch. The number is from the standard running 

batch number 
 

�  A batch edit list is also printed 
 

Please note that the current year balances of the Profit and Loss accounts are not adjusted 
 
The audit adjustment transactions can be printed during the financial year for checking. These 
transactions are separated from the current year transactions. They will not appear in the current year 
history listing. The audit adjustment transactions will be cleared during the year-end closing. After the 
audit adjustment posting have been made, print the audited statement report that shows the adjusted 
period 12 balances of the previous year.  
 
 
2.9  Summary of Journal Entry Posting Procedures 
 
This section provides a summary checklist of the entry posting procedures. 

 
�  Check the system date for current period status. Make sure you are in the right posting financial 

period. If you are starting a new period, have you already performed month-end processing for the 
previous period? 

 
�  Prepare the documents into batches and indicate on them the correct account number(s) for the 

double entry before making the batch entry 
 
�  Always ensure that the batch total displayed is zero for every group of double entries for a Journal 

voucher before proceeding to input the next voucher for the same batch 
 
�  Keep the entry batch small and manageable, e.g. 30 to 50 documents per batch.  
 
�  Do a batch review to check the entries 
 
�  Once a document has been updated, errors in it can only be adjusted with posting journal entries 
 
�  Always do a random check on the updated journal transactions using the Account Ledger Enquiry 

and always be alert to warning messages before continuing to the next batch transaction posting 
 
�  Backup data files before and/or after each posting batch. Give detailed remarks where necessary. For 

more details, please refer to the backup procedure section 
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2.10 Change Batch’s Period 
 
The option provides a simple correction method that allow user to edit the batch period before it was 
posted.  
 

Use the  search button to locate the batch from the list, its period would than be displayed for your 
reference. Input the correct period into the ‘Change To’ field follow by click on the [OK] button is all you 
need to do.  
 
If there is more than one batch period need to be edited, just repeat the step mention above. Please 
notes that batches before posting is allowed to change its period. Hence, in the selection list you would 
not see batches that were posted. 
 
Data Entry �  Change Batch’s Period 

 
Figure 2-15 Change Batch’s Period Screen 
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Chapter 3 
 

General Ledger Inquiry 
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3.    GL INQUIRY  
 
The General Ledger latest status can be viewed on the screen for quick enquiry or printed on hard copy.  
There are three available inquiry options: 
 
o GL Inquiry 
o Batch Control Enquiry 
o Account Balance Inquiry 
 
Drill down function is available for detailed information. 
 

 
 Menu Tab for Inquiry 

 
 
3.1   GL Inquiry 

 
The function provides instant data viewing of the selected accounts balances and transactions which 
make up the balance for each period. Drill down function is available to enable user viewing the source 
document too. 
 
Inquiry �  GL Inquiry 

 
Figure 3-1 GL Journals by Reference 

 
�  There are two main selection category available: 

a.) By Account Number Balances 
b.) By Account Number Transactions 
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�  Select to view by account number balances, specify the range of account number and the wanted 

periods is all you need. 
  
�  Select to view the account transactions, you are able to narrow down the scope of data coverage with 

the following criteria input: 
o Reference (1)  

o Reference (2)  

o Reference  (3)  

o Analysis Code (1)  

o Analysis Code (2)  

o Analysis Code (3)  

o Description 

o Posted Accounts Number 

o Un-posted Accounts Number 

o Posted and Un-posted Accounts Number 
 

�  Information available by Account Number Balance option are: Account Number with it description, 
balance B/F, MTD Balance, YTD Balance, MTD Un-posted GL, MTD Un-posted AR, MTD Un-posted 
AP and budget.  To get a hard copy click on the [Print] button. 

�  Information available by Account Number Transaction option are: Account Number with it description, 
Period #, Transaction Date, Batch #, Document #, Transaction description, Debit amount, Credit 
amount, Reference 1/2/3, Analysis 1/2/3, GST category and Batch posting status. 

 
  To view the sources that make up the transaction, highlight the record and double click on it. 
 

 
  Figure 3-2 Account number balance viewing screen 
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    Figure 3-3 Account number transaction viewing screen 

 
3.2 Batch Control Inquiry 

 
The function provides instant detail data viewing of selected batches. You are able to view the detail for 
any periods of batches regardless it was posted, un-posted or cancelled. 
 
Inquiry �  Batch Control Inquiry 

 
Figure 3-4 Batch Control Inquiries 
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�  System always default the last batch number on the Batch Number selection range. User can always 
input the wanted batches number for viewing. 

  
�  System always defaulted the current period on the Period# selection range. However, user can 

always input the wanted periods for viewing.  
 
�  To further narrow down the selection scope, you can specify the document type, posted batch, 

cancelled batch, accrual batch and recurrence batch. 
 
�  To confirm your selection click the [OK] button, system will display with the summaries batches data 

which consists of: Batch #, period #, document type, # of transaction in the batch, batch total, accrual 
batch indicator, recurring batch indicator, batch posted indicator, batch cancelled indicator, source 
batch number (batch # which interfaced from sub-ledger), created user, created time stamp, posted 
user, posted time stamp, batch cancelled user and cancelled time stamp. 

 
�  To view the sources detail, highlight on the record wanted and follow by double click. 

 

 
Figure 3-5 Batch Control Inquiry listing 
 

�  You may amend the batch status by using one of the function button provided below on the review 
screen: 

 
Function button Description 

Set Accrual Set a non accrual batch to accrual batch 

Un-Accrual Set a accrual batch to un-accrual batch 

Set Recurrence Set a non recurrence batch to recurrence batch 

Un-Recurrence Set a recurrence batch to non-recurrence batch 

Cancel Cancel an un-posted batch 

Un-Cancel Undo the cancel batch 

Delete Delete an cancelled batch 

Un-Posted Un-post the posted batch  
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�  Besides viewing on the screen, you are able to print the hard copy by checking under the choose 

column with a . There are two printing functions button provided: 
 

Print button Description 

Print Get a detail list with same data show on the screen 

List Get a detail list for each batch 

 
3.3 Accounts Balance Inquiry 
 
The function provides instant 12 periods data viewing for an account each time an account was selected.   

 
Inquiry �  Account Balance Inquiry 

 
Figure 3-6 Account balance 

 
�  Information available are: Period #, Balance B/F, MTD Balance, YTD Balance, MTD Unposted-GL, 

MTD Unposted-AR, MTD Unposted-AP and Budget.  
�  Beside current year data, you can view prior year(s) data by changing the financial year. 
�  For better locating of an account, use the categories option to group and sort the account to the 

sequence which best suited.  
�  For viewing the detail transactions, which make up the balances, highlight the period wanted follow 

by double clicking the mouse and the detail screen will be displayed. 
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Figure 3-7 detail transactions screen display after double clicking the mouse for the selected period 

 
�  There are three auto-filtering options available to further narrow down the scope of transactions 

display.  
 

a. Posted Only committed transactions will be displayed 
 

b. Un-posted Display non-committed transactions only. 
 

c. Posted & Un-posted Both committed and non-committed transactions will 
be displayed to obtain the lattés balances. 
 

 
�  Information available are: Transaction date, transaction description, Debit amount, Credit amount, 

Reference 1/2/3, GST category, Batch number, Document number, batch posting status. 
 

�  You may get a hard copy by using the [Print] button function. 
 

�  To view the sources document, which make up the transaction, highlight the wanted transaction 
follow by double clicking the mouse and system will bring up the voucher input screen for your review. 
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 Figure 3-8 Transaction sources document screen 

 
3.4 User Define Inquiry 
 
Here is the inquiry function that gives user free hand to: 
 

a.) Select and decide what fields to and not to be included in the inquiry. 

b.) Decide own inquiry title for easy reference. 

c.) As many inquiry files as user needed. 

d.) Design own inquiry format by sequencing the fields display order. 

e.) Set own required inquiry condition. That is to say, define the scope of the records needed. 
Example, Account code start from 1000-9000-001-00 or Account balance less than and equal to 
$200, Account Type equal Asset, etc. 

f.) Choices to view on screen, output as hardcopy and save as CSV file and downloadable into 
Excel. 

g.) Duplicate from existing inquiry file and make minor modification to the new inquiry file. That will 
definitely increase productivity and make job much easier. 

h.) Analysis data by totaling, averaging, minimum and maximum value. 

i.) At anytime delete redundant and unwanted inquiry file. 

j.) Make inquiry from five databases, there are, GL Master Table, Posted Transaction Table, Un-
posted Transaction Table, Batch Control Table and General Ledger Balance Table. 

k.) Inquiry on screen and Print as hardcopy could have it own fields output within the same inquiry 
file. 

l.) Dimension the inquiry. 
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Inquiry �  User Define Inquiry 

 
Figure 3-9 User Define Inquiry Screen 

 
Buttons Functionality 
 

 �  To create new inquiry file. 

 �  To maintain existing query file. 

 �  To set query data criteria. 

 �  To remove redundant query file. 

 �  To view on screen. 

 �  Output to hardcopy. 

 �  Extract data out from database and convert to Text CSV file. 

 �  Download Text CSV file into database. Similar to copy function. 

 �  Exit from query option. 

 
Query File Design Functionality 

The very first task need to be done is to assign a unique query file name for each and every query file. 
The query name will be shown in the Select Query box for user to choice from. Follow by assign a report 
name for it. It can be the same as the Query Name. Report name is used for printing on the report. 
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Figure 3-10 User Define Inquiry Selection Screen �  query file design screen 
 
The File Columns Heading Functionality Provides 

Old Field Name -   Used by system only. 

- It is to place user selected data fields into column under here. The display 
sequence would follow user selection order. That is to say the 1st selected data 
field would carry S/N 1, 2nd selected data field would take S/N 2, so on and so 
for.  

Display Field Name - System defaults Old Field Name into Display Field Name. 

- User is given the choice to rename the description under Display Field Name 
column. 

Display Inquiry - To view on screen, mark  into the box 

Display Report - To print as hardcopy, mark  into the box 

Position - There are three printing position you can choice from: 

a.) Left �  Print the content start from the left. 

b.) Middle �  Print the content at the middle.  

c.) Right �  Print the content start from the right.  

- System default Text field with Left position and Amount field with Right position. 

Column - System defaults the printing column sequence according to user selection order. 
However, user is allowed to re-arrange it by specifying the column number here. 

Sign - There are two printing sign you can choice from when come to amount fields: 

a.) Plus �  No sign will be printed. 

b.) Minus �  a ‘-‘ sign will be printed before the amount. 

 By default, system used the input value sign.  
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Analysis Total - To have a total at end of report. 

Analysis Max - To have the Maximum transaction value at the end of report. 

Analysis Min - To have the smallest transaction value at the end of report. 

Analysis Average - To have the transactions average value at the end of report. 

 
How to Bring up the Dialog Box? 
 
Place the cursor anyway on the big white box and right click the mouse. The dialog box that contents the 
following functions options would be displayed. 

 

Add Property Add new fields into the query file 

Condition Set criteria to the query file. E.g. Select records value larger and equal to 2000 
only. 

Insert Row Insert new row in between 2 existing rows. 

Delete Row Remove row from existing query file. 

Up Move row up by one row. 

Down Move row down by one row. 

Query Save As Copy function. 

Sort Re-arrange the column display be accessing or descending order. 

Adjustment Column Re-arrange the viewing and reporting column by input the want column number. 
Highlight the column need to be re-arranged before call up the dialog box. 

Select All Auto marking the display inquiry and report columns with . 

Default Column Default column numbering to be the same as serial numbering. 

 
Sometime, certain options were gray off. It is to highlight to user that under the current status those 
options are not available. Until condition is fulfilled will than it be enabled automatically. 
 
Alternative of adding property is to use the [Add Property] button. When the button was activated, the Add 
Property dialog box will be displayed and you are now ready to select wanted fields here follow by 
pressing the [OK] button to confirm your selection and system will bring the selection to the query file.  
 
By default the fields sequence would follow user selection order. That is to say the 1st selected data field 
would carry S/N 1, 2nd selected data field would take S/N 2, so on and so for. However, user could re-
arrange it using the column option by changing the column numbering order. 
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Figure 3-11 User Define Inquiry Selection Screen �  Add Property dialog box 
 
Instead of retrieve the full database, there are time that only certain record or one particular record that 
wanted. Set the criteria to meet your need by using the [Condition] function button to achieve the goal.  
 
Steps Of Setting Inquiry File Condition 

 
1. Select field(s) you want to set the condition on. Fields that can be set with condition are those fields 

that were added onto the query file.  
2. Setup the relation. There are 8 relations available: 
 

a.) > Greater/Larger than 

b.) = Equal to 

c.) <> Not Equal to 

d.) >= Greater and Equal to 

e.) < Lesser/Smaller than 

f.) <= Lesser and Equal to 

g.) Include Year To include a year value of 

h.) Not Include Year To exclude a year value of 

 
3. Input the wanted value under the Value column. Example, to view account that balance is $1000 and 

above. Hence, under value column input value of $1000 is all you need to do. 
4. To set multiple selection conditions, continue the process by adding more rows. Example, beside 

view account code of 1000-9000-001-00. Also, limit to transaction amount is $2000 and above. You 
need help using the Logic Sign. There are two logic sign available: a.) AND    b.) OR 

 
To achieve the above example, you would select ‘AND’ logic sign. 
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Figure 3-12 User Define Inquiry Selection Screen �  Add Condition dialog box 

 
View Inquiry Result On Screen 
After the query file design is completed, it is ready to view it. Use the Inquiry button to bring out the inquiry 
screen. 
 

 
Figure 3-13 User Define Inquiry Selection Screen �  example of Inquiry screen 
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You are able to bring the report design format to display on screen too by marking  besides the  
‘Display Report’ label.  
 

The  bar provides the page number current at. Click on the right arrow to move to 
the next page, left arrow to move to the previous page, first right arrow to the last page and first left arrow 
to the beginning page. Page number would automatically update to the page currently places on. 
To view the analysis result, click on the [Analysis] button and the screen similar as below would be 
displayed. 

 

 
Figure 3-13 User Define Inquiry Selection Screen �  Example of analysis inquiry screen 
 
Output/Save Inquiry Result to CSV File 
You may save the inquiry file into CSV text file, which is downloadable to Excel by using the ‘Save As File 
‘ function button. User would decide where to save it and file name for it. 
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Figure 3-14 User Define Inquiry Selection Screen �  Example of save to file screen 

 
Output Inquiry Result to Report 
You can choose to print out as hardcopy by using the Print button. The report printing setup screen 
similar to the one below would be displayed. There are 3 setup tags available for user to do personal 
report design before printing. 
 

 
Figure 3-15 User Define Inquiry Selection Screen �  Printing setup screen 1 
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Figure 3-16 User Define Inquiry Selection Screen �  Printing setup screen 2 
 

 
Figure 3-17 User Define Inquiry Selection Screen �  Printing setup screen 3 
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Figure 3-18 User Define Inquiry Selection Screen �  Example of report print 
 
 
Export and Import Inquiry File Definition 
 

You may export the inquiry file definition and import into: 
a.) Same database serves as copy functionality and do minor adjustment to make creation of new 

inquiry task easy and faster. 
b.) Different set of E8 Financial database, e.g. multiple subsidiary/branches database having the 

same inquiry file definition. 
 
Export and Import screen look similar to the screen display below.  System default the inquiry title as the 
export text file name. However, user can change it. User would make the decision where to save it for 
easy locating. 
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Figure 3-19 User Define Inquiry Selection Screen �  Export & Import Screen 
 
Dimension Reporting Functionality 

 
Figure 3-20 User Define Inquiry Selection Screen �  Dimension Reporting definitions Screen 
 
Besides listing reporting, E8 support dimension reporting as well. Activate the dimension report 
functionality by Marking  besides the wording ‘Dimension’ field. Once it is marked, the [Dimension] 
button is showed.  
 
Click on the Dimension button and the definition screen is displayed for user to input the criteria. One of 
the characteristics of dimension reporting is it divides the report presentation into user define rows and 
columns.  
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Steps Of Setup The Report Definition 
1. Setup the row and column name. 
2. Setup the row definition detail by adding property. Press the cursor under heading Old Field name, 

right click mouse to bring up the dialog box or click the [Add Property] button. 
3. Input the value range for each row. There are 2 methods of input the value.  

a.) Manually input the value using keyboard entry 
b.) Press the cursor under the value heading and right click the mouse to bring up the dialog 

box. Select the ‘Quick Search’ option and the selection screen shown below displayed. Pick 
your choice from the list. 

 

 
Figure 3-21 User Define Inquiry Selection Screen �  Quick Search Screen 
 
Notes that there are two value fields in one row. The 1st value column refers to the beginning of the range 
value and the 2nd value column is the end of the range value. 
 
4. Setup the relation for the range. There are 7 relations available 

a.) > Greater/Larger than 

b.) = Equal to 

c.) <> Not Equal to 

d.) >= Greater and Equal to 

e.) < Lesser/Smaller than 

f.) <= Lesser and Equal to 

g.) Include  To include value of 

 
5. By default, system would place the Old Field Name value into the Display Field Name column. User 

should change it to reflect the true description of the row. 
6. To repeat same definition of row, place cursor under Old Field Name follow by right click mouse to 

bring up the dialog box. Select item ‘Copy A Row’ a new row carry the same definition is created. 
Change of value for the newly created row is all user need to do. 
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Figure 3-22 User Define Inquiry Selection Screen �  Dialog box for vary functions. 

 
7. After setting up the row definition, process on to setup the column definition. The procedure is the 

same as setting the row. 
 
Il lustration with Example  

1. Row by document type 
2. Column by amount 
3. Analysis 3 document types. The three document types are: ARJNL, APJNL and GLJNL 
4. Analysis transaction amount –500,000 to 0, 0.01 to 10000, 10000.01 to 100000, 100,000.01 to 

5,000,000 
 

The report definition setup and the result produced is as follows: 
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Figure 3-23 User Define Inquiry Selection Screen �  Dimension Inquiry File Definition 

 

 
Figure 3-24 User Define Inquiry Selection Screen �  Dimension Inquiry Result 
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Chapter 4 
 

General Ledger Utilities 
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4. UTILITIES 
 
  E8 developed some useful utilities to provide the flexibility of maintaining the database into good order for 
the authorized personnel. However, the function only limited to fields, which do not affect accounting 
value. Nevertheless, it should always handle with care and should limit the usage to authorized personnel 
only. 
 
 

 
Menu Bar for Utilities 

  
 

4.1 GL Group and Master Export  
 
The function is to extract the chart of account (amount is dropped) to an ASCII file. It helps company 
speeding up of setting up another company database, which adopt a similar set of chart of account. 

  
Utilities �  GL Group and Master Export 

  
 Figure 4-1 Export GL Group and Master File 

 
4.2  GL Group and Master Import 
 
 The function is to load in the chart of account data, which was extracted by using ‘GL Group and Master 
Export’ function into a new company. By using this function, besides speeding up the initial setup process. 
You can be sure that the full set chart of account was being transferred over. 
 
 Utilities �  GL Group and Master Import 
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 Figure 4-2 Import GL Group and Master File 

 
4.3  Manual Change of MTD Un-posted 
 
The function should only be used when there is abnormal incident happened which causes improper data 
update and with your application support guidance. It limits to un-posted data only. 

 
Utilities �  Manual Change of MTD Un-posted 

 
Figure 4-3 Manual Change of MTD un-posted screen 
 
 
 
 



                                                                                         General Ledger System Manual 
 

 
Prepared By Bizpoint System (Wuhu) Pte Ltd                                                                                               Page 94 of 131 
Version 3.30 

4.4 Manual Change of GST Category &  % 
 
The function should only be used when GST category was defined wrongly and wasn’t discovered before 
batch updated resulted affecting the data accuracy of GST report.  It should be user under your 
application support guidance. It limits to GST category and % value maintenance. The others data fields 
are for your information. 

 
Utilities �  Manual Change of GST Category & % 

 
 Figure 4-4 Manual Changes of GST Category & % 
 
 
4.5 Current Year Retain Earning Update 
 
This function allows user to amend the current year month to date retain earning for base and reporting 
currency.  
 
The function should only open to authorized personnel and handle with care. 
 
Utilities �  Current Year Retain Earning Update 
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Figure 4-5 Current Year Retain Earning Update Screen 
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Chapter 5 
 

General Ledger Reports 
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5. GL REPORTS 
 
E8 GL module provides with vary report format in layout and content to meet user requirement. This 
section will guide you through what reports are available for your usage.  
 
You can preview report on screen before printing out. Sample reports are attached for your references. 
 
However, before printing any reports, please ensure that: 

 
o All posting for the month have been completed 
o The Reversal journals have been posted 
o The Recurring/Fixed Journals have been posted 
o Integration from AR if any has been done 
o Integration from AP is any has been done 
 
There are two header remarks description lines which allow user to input important notes for printing on 
the report header. There is a footer remark provided for user to input the useful message. For example to 
ensure a complete report list, you may input a short message of, ‘end of report’ as an indicator. 
 
It is a simple task of switching printer with the printer setup function available.  
You will notice some selection options were being gray off. It is an indication that those functions are not 
available in your version. Most likely, those functions only are activated in multi currency version. 
 
These features are consistently available and standardize on all E8 reports function. 
 

 
Menu Bar for Reports 

 
5.1 Report Currency Value Conversion 
 
Company uses reporting currency for his monthly reports submission need to run the option for system to 
do the conversion before printing reports.  
 
You need to input the monthly and yearly conversion rate follow by click on the [OK] button to process. 
 
Formula of conversion is using the base currency balance x month rate or year rate depend on the 
account setup. 
 
Report �  Report Currency Value Conversion 
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Figure 5-1 Report currency value conversion screen. 
 

5.2 General Ledger Report 
 
These reports should be printed on a monthly basis for all accounts within the Ledger before running the 
month end processing routine. The menu from which these reports can be generated is as shown in 
Figure 5-2 
 
Report �  General Ledger Report 

 
Figure 5-2 Reports Printing Menu 

 
- The reports menu provides print out for: 

i. General Ledger Transaction Listing 
ii. General Ledger Transaction Listing – by Accounts Selection  
iii. General Ledger History Transaction Listing 
iv. General Ledger Trial Balance 
v. Budget Performance 
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vi. Profit and Loss Statement Format 1 
vii. Profit and Loss Statement Format 2 
viii. Balance Sheet 
ix. Balance Sheet Statement For 12 Period 
x. Profit and Loss Statement For 12 Period 
xi. Group Format Print 
xii. GL A/c Current YTD & Past YTD Print 

 
i. General Ledger Transaction Listing 

 
This routine provides an audit listing of all GL transactions posted to each account for the current period. 
It sorted by Account Number and Transaction Date sequence. 
 
Report �  General Ledger Report �  General Ledger Transaction Listing 

 
 Figure 5-3 Transaction listing 
 

�  Beside selection by account number range, you can further narrow down the transaction scope by 
adding in the document date range and exclude account which have no transaction by marking 
suppress A/cs with No Transactions option. 
 

�  Mark  on New Page on Change of A/c option.  You will get a report whereby report start printing 
on a new page when there is a change of account number. 

 

ii. General Ledger Transaction Listing – by Accounts Selection  
 

This routine provides an audit listing of all GL transactions posted to each account for the current period. 
It sorted by Account Number and Transaction Date sequence. It does a similar function as what General 
Ledger Transaction listing is. The only different is it provide the flexibility for user to choose the specify 
wanted account(s) which not necessary must be an account range. 

 
It breaks out into two selection screens, which is option1 & option 2.  

 
There are two account number sorting criteria available for easy location, which are: 
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a.) Categories by Account Type: Asset, Liability, Income & Expenses 
b.) Categories by Group: Account Grouping. E.g. Capital, Asset, Liability 

 
 Report �  General Ledger Report �  General Ledger Transaction Listing – by  
                Account Selection 

 
Figure 5-4 General Ledger Transaction listing – by Account Selection option 1 

 

 
Figure 5-5 General Ledger Transaction Listing by Accounts Selection – option 2 
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iii. General Ledger History Transaction Listing 
 

Every month end closing, system will transfer the month transactions into history file. Thus, in order to 
view those data, E8 provided this function. You are able to view both current years as well as previous 
year transactions from here for each and every account. 

 
It become a handy tool to review past transactions at any time and get a hard copy when there is a need. 
It become extremely useful when auditing is concern. 

 
Report �  General Ledger Report �  General Ledger Transaction History Listing 

 
  Figure 5-6 Transaction History Listing 

 
�  Beside selection by account number range, you can further narrow down the transactions scope by 

adding in the historical period number range and document date range. 

�  To exclude account with zero balance, just mark an  on the  
Suppress Zero Balance A/c option. 

 
 

iv. General Ledger Trial Balance   
  

Here is where you can get the Trial Balance report. There are varying way of presenting the Trail Balance 
according to the printing requirement specified. 

 
Report �  General Ledger Report �  General Ledger Trail Balance 
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Figure 5-7  GL Trial Balance  

  
�  You are able to print the current period Trail Balance as well as Previous months Trail Balance when 

the need arises by selecting the wanted account period. 
 
�  By default, the sorting sequence for the  Trail Balance is by Account Number order. You can specify 

the presentation format to your prefer by marking a  beside Group Total Required, Period 
Balance B/F Required or Suppress A/Cs With Zero Balance options.  

 
 

v. Budget Performance 
 

To have a comparison between actual performances against budgeted target, here is the report provides 
you with the relevant data for your analysis. Information provided would be the actual value, budgeted 
value, variance value and the variance percentage for Month-To-Date and Year-To-Date figures.  

 
Report �  General Ledger Report �  Budget Performance  
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Figure 5-8 Budget Performances 

 
�  Specify the range of accounts you wish to analyst and the period require is all you need to do to get 

the report out. 
�  You may want to investigate account, which have unfavorable variance only. By marking a  beside 

the List Only A/Cs With Unfavorable Variance option, system will be able to provide you a report 
with those data only.  

 
vi. Profit and Loss Statement Format 1 

 
Here is where you can get the Profit & Loss statement. It is a predefined format. However, user is able to 
design his own format by using the Financial Report Writer function. The detail instruction on how to 
design own report format will be discussed under Financial Report Writer section.  

 
You are able to get the current period Profit & Loss statement as well as previous period(s) Profit & Loss 
statement by selecting the wanted period under Period # option. 

 
Report �  General Ledger Report �  Profit & Loss Statement Format 1 
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Figure 5-9 Profit & Loss Statement Format 1 

 
vii. Profit and Loss Statement Format 2 
 
Profit & Loss Statement format 1 provide a very standard printing format whereby user just need to click 
the [Print] button to get the printout. Where else, in format 2, it provides a more flexible approach that 
allow user to have a choice on how to present the data onto the report. 
 
The report breaks down into four main categories, Sales Income, Cost of Good Sold, Others Income and 
Expenses. User needs to specify the account grouping to each of them if the chart the account grouping 
has all of them. 
 
System will auto derive the following total onto the report 

a. Gross Profit from sales income and cost of good sold.  
b. Total Income from gross profit  + others income. 
c. Net Profit from total income -  expenses. 

 
Report �  General Ledger Report �  Profit & Loss Statement Format 2 
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Figure 5-10 Profit & Loss Statement Format 2 screen 1 
 

 
Figure 5-11 Profit & Loss Statement Format 2 screen 2 
 

viii. Balance Sheet Statement 
 

Here is where you can get the Balance Sheet statement. It is a predefined format. However, user is able 
to design his own format by using the Financial Report Writer function. The detail instruction on how to 
design own report format will be discussed under Financial Report Writer section.  

 
You are able to get the current period Balance Sheet statement as well as previous period(s) Balance 
Sheet statement by selecting the wanted period under Period # option. 
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Report �  General Ledger Report �  Balance Sheet 

 
 Figure 5-12 Balance Sheet Statement Selection Screen 
 
ix. Balance Sheet Statement For 12 Period 

 
Here is where you can view from 1st period to  12th period balance sheet statement  in one sheet of paper.  

 
You are able to get the current year Balance Sheet statement as well as previous year Balance Sheet 
statement by selecting the wanted year under Financial Year option. 

 
There are two paper sizes available for your choice, i.e. A4 & A3.  

 
Report �  General Ledger Report �  Balance Sheet For 12 Periods 

 
 Figure 5-13 Balance Sheet Statement For 12 Periods Selection Screen 
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X.    Profit and Loss Statement For 12 Period 
 
  Here is where you can view from 1st period to  12th period Profit & Loss statement  in one sheet of paper.  

 
You are able to get the current year Profit & Loss statement as well as previous year Profit & Loss 
statement by selecting the wanted year under Financial Year option. 

 
There are two paper sizes available for your choice, i.e. A4 & A3.  

 
Report �  General Ledger Report �  Profit & Loss Statement For 12 Periods 

 
  Figure 5-14 Profit & Loss Statement For 12 Periods Selection Screen 
 
Xi. Group Format Print 
 
Here is the report provide the flexibility for user to select the range of account groups to be printed on the 
report.  
 
Besides the range of account groups, user can pick the specify segment of the account by using the Filer 
GL Account option. Example, only interested on account end with 001, the account structure say is 1000-
9000-500-000. You will fill up the option as ????-????-????-001 or ???????????????001. System would 
pick account matches with ending of 001 only. 
 
Report �  Group Format Print 
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Figure 5-15 Group Format Print Selection Screen 
 

Xii. Current YTD and Past YTD Print 
 
Report to shows current year-to-date and past year-to-date figure for the selected income accounts of the 
chosen period. 
 
Place the tick beside the wanted account and click Print button to get the report. 
 
Report �  Current YTD and Past YTD Print 
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Figure 5-16 Current YTD & Past YTD Print Selection Screen 
 

5.3 Financial Report Writer 
 
This Financial Report Writer/Free Format Report Generator provides the user some degree of freedom to 
define their own reports within a framework of rows and columns.  

 
There are all together eight reports (as per the screen below) under this option to choose from. Each of 
them has a different layout and content to meet vary requirement. 

 
 
  
5.3.1    Define Report Content   
 
User is given the freedom to design his own report by specifying the content and how should the content 
presented. The screen below shows you how the Financial Report writer screen looks like. We shall 
discuss in detail the steps and usage of unit functionality provided in this option. 
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Report �  Financial Report Writer 

 
Figure 5-16 Report Definition Entry   

 
�  The very first step, you need to give every report a name �  Report Name. Report Name can be a 

code or the actual report name. But it is limited to 35 characters 
�  Input the Report Description to support the report name assigned. It is become very useful if the 

report name was name as code. 
�  Input the Report Title for printing on the report itself.  
�  There are nine report unit functions provided for designing the report. Right click the mouse to bring 

up the unit function box. The nine report unit functions namely are: 
a.) Add Account / Group Line 
b.) Add Divide Line 
c.) Add Total Line 
d.) Add Line Line 
e.) Add User Input Line 
f.) Add Multi Line 
g.) Add Free Text Line 
h.) Remove This Line 
i.) Properties 

 
�  Let us discuss in detail, each and everyone of the report unit functionality here. 

 
a.) Add Account/Group Line  

-The line type is A 
- Add individual account per line or to add a group summary per line. 
- Group can use with conjunction of function properties. It provides string-matching 

functionality within the group selected. E.g. ????-????-??-01 �  all accounts within the 
group, it last 2 digits equal to 01 will be picked up, summaries & print as one line. 

 
b.)   Add Divide Line 
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- The line type is D 
- Do division of 2 lines. Highlight one line follow by pressing down the [ctrl] button & 

highlight the 2nd line. 
 

c.) Add Total Line 
- The line type is T 
- Compute a total. Use it with conjunction of function properties. Select lines above the 

totaling line with a tick to include in the totaling. 
 

d.) Add Line Line 
- The line type is L  
- Draw line 

 
e.) Add User Input Line 

- The line type is U 
- Allow user to do free hand amount input during report printing. 

 
f.) Add Multi Line 

- The line type is M 
- Multiplies a line with a factor. Use it with conjunction of function properties. 

 
g.) Add Free Text Line 

- The line type is F 
- For user to input narrative. 

 
h.)   Remove This Line 

- Delete a line 
 

i.) Properties 
- To work with conjunction of functions ‘Total Line’, ‘Divide Line’, ‘ Multi Line’ & ‘Group’ 
- You can specify the line Balance type (Debit or Credit) here. 

 
�  To ensure the report design was properly setup, print out the report definition for checking. The 

function button is [Print Definition]. 
 

�  After finish and confirm the report design, we can now start printing the report by click on the [Print] 
function button. There are eight reports available for one user own design report. Some with base line 
and some without base line. Some with variance and some without variance. For easy understanding 
their differences and formula behind. Let me illustrate with example below: 

 
Example 1, Monthly Financial Statement With Variance and Base Line 
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% Formula: apply to monthly & quarterly reports 
1520/3840x100 = 39.58  2000/4000x100 = 50   480/2000x100 = 24  1800/4400x100 = 40.91 
Staff Salary Expenses is the base line. 
 
 
Example 2, Quarterly Financial Statement With Variance and Base Line 

 
 

 
 
QTD Current Quarter Previous YTD Quarter 

 Actual (B)udget  QTD actual Actual (B)udget Prev actual  

1st  Mtd bal 1+2+3 B 1+2+3 Prior yr 1+2+3 YTD bal period 3 B 1+2+3 Prior yr YTD bal 
period 3 

 1st quarter, the current quarter & YTD quarter value should be the same. 

2nd  Mtd bal 4+5+6 B 4+5+6 Prior yr 4+5+6 YTD bal period 6 B 1 to 6 Prior yr YTD bal 
period 6 

3rd  Mtd bal 7+8+9 B 7+8+9 Prior yr 7+8+9 YTD bal period 9 B 1 to 9 Prior yr YTD bal 
period 9 

4th  Mtd bal 10 to 12 B10 to 12 Prior yr 10+11+12 YTD bal period 12 B1 to 12 Prior yr YTD bal 
period 12 

 
Example 3, Quarterly Financial Statement Without Variance and Base Line 
 
The base line is Staff Salary Expenses 
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Example 4, Multi Currency Basic Financial Report Without Base Line 

 
 

 
�  You can have the report in three forms, which are review on the screen, send to Printer for a hard 

copy and create a File to import into other application e.g. Excel.  
 
 
5.4   Tax (Goods and Services Tax) 
 
E8 supports Singapore Goods and Services Tax requirement. There are all together five GST reports that 
gather the necessary data for reporting to the Government.  
 

 
Tax Menu 
 
 

5.4.1 Tax Return Listing  
 

It provides a summary total for every Tax category in monthly basis. You are able to print the current 
month Tax as well as previous months Tax return by choosing the wanted period at the Tax Period 
option.  

 
Report �  Tax �  Tax Return Listing 
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Figure 5-17 Tax Return Listing Selection Screen 
 
 

5.4.2   Tax Summary Report 
 
It provides a summary total for every Tax category in 12 monthly basis. You are able to print the current 
year 12 periods Tax as well as previous year 12 periods Tax Summary by choosing the wanted Account 
year at the A/c Year option.  

 
Report �  Tax �  Tax Summary Report 

 
Figure 5-18 Tax Summary Report Selection Screen 

 
 
 
 
 
 



                                                                                         General Ledger System Manual 
 

 
Prepared By Bizpoint System (Wuhu) Pte Ltd                                                                                               Page 115 of 131 
Version 3.30 

5.4.3   Tax Report By Period 
 
It provides the detail transactions for every Tax category by module basis. Specify the wanted period 
range in Period From & To option.  
 
There are 3 modules, which get involve in Tax transactions, i.e. Account Receivable, Account Payable 
and General Ledger.  Specify the module you want in Module From & To option. 
 
It provides the flexibility of filtering the non Tax category transaction out from the report. To do that, mark 

a  beside Suppress IN/ON Transactions option. 
 
Report �  Tax �  Tax Report By Period 

 
Figure 5-19 Tax Report by Period Selection Screen 

 
5.4.4  Tax Report By Account 
 
It provides the detail transactions for every Tax category by account basis. There are two modules to 
select from, i.e. Account Receivable and Account Payable. You can review the wanted customer(s) and 
vendor(s) detail transactions with the selected period range. The transactions are broken down into Tax 
category by customer or vendor basis. 
 
It provides the flexibility of filtering the non Tax category transaction out from the report. To do that, mark 

a  beside Suppress IN/ON Transactions option. 
 
Report �  Tax �  Tax Report By Account No. 
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Figure 5-20 Tax Report by Account No. Selection Screen 
 
 

5.4.5  Tax Report By Period (GL) 
 
It provides the detail transactions for every GST category, which transactions could be input through GL 
directly or was through interfacing from Account Receivable and Account Payable module. Specify the 
wanted period range in Period From & To option.  
 
There are 4 selections criteria under Modules option:  

 
a. All Transactions which generated from all sources (GL, AR, AP) 

b. General Ledger Transactions which input directly from GL module itself 

c. Account Receivable Transactions which interface from Account Receivable 

d. Account Payable Transactions which interface from Account Payable 

 
It provides the flexibility to have all detail breakdown transactions to be printed or to summarize the detail 

breakdown transaction by document number. To get a summary listing, mark a  beside Suppress 
Detail Transactions option. 

 
It provides the flexibility of filtering the non Tax category transaction out from the report. To do that, mark 

a  beside Suppress IN/ON Transactions option. 
 
Report �  Tax �  Tax Report By Period 
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Figure 5-21 Tax Report by Period (GL) Selection Screen 

 

 
5.5    Chart of Accounts Print 
 
This option helps users to verify the chart of account completeness and accuracy. You have a choice of 
viewing it on the screen or print as a hard copy.  
 
It provides with the following details: 
Account Number, Account Description, Account Group, Account Type (Asset, Liability, Income, 
Expenses), Balance Types (Debit, Credit), Budget Type (No budget, equal budget, variance budget), GST 
Category, Currency. 
 
Report �  Chart of Accounts Print  

 
Figure 5-22 Printing Account Chart of Accounts Selection Screen 
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5.6     Master File Print 
 
This option helps user to verify the data completeness and accuracy of the Master File records setup. 
This report captures full details of the Master File records including MTD, YTD balances and budgets.  
 
Report �  Master File Print 

 
Figure 5-23 Printing Account Master File Selection Screen 

 
5.7 Activity Code Print 
 
Here is the option helps user to verify the completeness and accuracy of the activity master code records 
setup. 
 
Report �  Activity Code Print 

 
Figure 5-24 Account Code Print Selection Screen 
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5.8 Prior Year Balance Report 
 
You may print the prior year to-date balances to enable you to verify the entries were made correctly.  
 
Report �  Prior Year Balance Report 

 
Figure 5-25 Print Prior Year Balance selection Screen 
 
5.9     Bank Reconciliation 
 
The option will generate a text file for user to do bank reconciliation with his own tool e.g. Excel 
spreadsheet application. 
 
Specify the period wanted for bank reconciliation at the A/c Period From & To option. 
      
Go to Report �  Bank Reconciliation 
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Figure 5-26 bank Reconciliation 

 
- With a pressing [OK] button, system will display a dialog box for you to input the file name as the 

diagram shown below. 
 

 
Figure 5-27 Saving Bank reconciliation file 
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5.10 Analysis Report  
 
There are two analysis reports under the menu, summary and detail. 
 

 
Analysis Report Menu 

 
5.10.1   Summary 
 
The report sum up transactions total by per account basis and present on the report. There are two report 
presentation format, report list by account number order and present it in profit and loss format whereby it 
group the account into income and expenses and derive profit or loss. 
 
Report �  Analysis �  Summary 

 
Figure 5-28 Summary Analysis Report Selection Screen 
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5.10.2   Detail 
 
The report present all individual transactions for each account with additional information like, transaction 
date, transaction document number, reference 1/2/3, batch number, transaction description, tax category 
and %, debit and credit amount. 
 
Report �  Analysis �  Detail 

 
Figure 5-29 Detail Analysis Report Selection Screen 
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Chapter 6 
 
 

General Ledger               
 Month End / Year End Processing 
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6.  GL MONTH END/YEAR END PROCESSING 
 

 
Menu bar for Month End & Year End Processing 
 
 

6.1 Month End Processing  
 
Each accounting period has a beginning and an ending and if there are to be 12 accounting periods 
linked to the calendar months it will be good practice to maintain consistent opening and ending at fixed 
dates of every calendar month 
 
The month-end processing begins with the user checking that all the various reports, as determined by 
company policy or accounting department standing instruction, had been printed 
 
These reports represent the period financial results of the company and the responsibility of the 
accounting function. If this is not so it will be advisable to have the following monthly reports: 
 

o Trial Balance 
o Transaction Listing 
o Performance/Budget Report 

 
After these reports had been printed, perform the backup for the system file 
 
The month-end processing has the following functions: 

 
o Clear the Month-To-Date balance on each GL account 

 
o Bring the Year-To-Date balance to a Brought Forward balance as an opening balance for the 

new period 
o Transfer the current month’s transactions to the History file and clears them 

 
o Check if the current accounting period is 12. If the period is not 12 the system will increment 

the period by 1 
 
If the period is 12, system will activate the Year-End indicator and prompt for the Year-End processing to 
be performed 
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Processing �  Month End  

 
    Figure 6-1 Month-End Processing 

 
 

6.2 Year End Processing 
 
The Year End Processing will close the current year and prepare the system for the new financial year. 
The year-end processing is triggered when the last financial period of the year has completed i.e. the 
Month-End Processing for the last financial period had been performed and 
 
The user will be prompted immediately to perform the Year-End-Processing 
 
The following functions will be performed: 

 
o Transfer the current YTD amounts of each period to their respective prior year periods since the 

Current Year will become Prior Year in the next financial year 
 

o Compute the net amount of a range of Profit and Loss accounts and transfer the result to the 
retained earning account designated in the parameter table.  
 

o You may start a new retained earning account for the New Year by input the newly assigned 
retained earning account in New Year Retained Earning A/c option. The account number will be 
updated to parameter table automatically after year-end processing completed. 
 

o The YTD and Balance brought forward amount of the said Profit & Loss accounts will be cleared for 
the new financial year. Amounts of Balance Sheet items will be carried forward to the new financial 
year 

 
Processing �  Year End 
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   Figure 6-2 Year-End Processing 
 

�  If the financial period has not reached the financial year and system will not allow the Year-End 
processing to be performed. If the year-end is reached and you wish to perform the Year-End 
processing click on OK button, else click on Close button to exit. 
 

�  To start a new retained earning account on the New Year, input the designated retained earning 
account on the New Year Retain Earning A/c option. You can choose to use back the same retained 
earning account by accepting the defaulted account number. The default account number was taken 
from parameter table setup. 
 

�  Year-end processing is the only opportunity to do transactions housekeeping. Select the range of 
periods for housekeeping.  
 

�   If you wish to save account budget mark a  beside the Keep Account Budgets option. Else system 
will erased it away when Year-End Processing completed 

 
�  At the end of the Year End Run, Please remember to carry out the file backup procedure for achieve 

purpose 
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 A.  IMPLEMENTATION OF E8 GENERAL LEDGER SYSTEM 
 

  Opening Data Creation 
 

1. Set up the System Date as the Accounting date of the system 
 

2. Set up the GL Parameter file under GL File Maintenance 
 

3. Setting up the Chart of Account involves the Group Code, Account Code and Sub-code 
embedded in the Account Code. The Chart of Account must meet the financial reporting 
requirements of the departments. The Chart of Account must also be acceptable to the 
company’s auditors. Consult your system advisor or administrator on the coding structure before 
creating the master file 

 
4. Create the group and Chart of Account Master details using the Group File Maintenance and 

Master File Maintenance respectively under GL File Setup Menu 
 

5. Print out the complete Chart of Account for verification 
 

6. Always Backup the Data periodically. E.g. at end of day or at every 4 hours interval and to the 
Backup recording. (See Appendix for more details on Backup procedure) This set of complete 
Master file must not be over written till the system goes “live” for 2 –3 months 

 
7. After creating the Master File, you need to decide on the starting financial opening period for the 

GL system. There are 2 options: at beginning of the financial year or at any other period 
 

Assuming your financial year is from Jan-Dec 2001 period, Jan 2001 means period number = 1, 
and you would like to start your opening balances as at October 2001, you would need to set the 
current period at the GL Parameter file to 9 (for September) and the system date to September 

 
8. Post in the September Trial Balance closing balances using the GL Journal 

 
Batch Entry option. Randomly check on the accounts posted and print out the Trial Balance to 
check against the manual Trial Balance. The MTD and YTD figures for September will be equal. 
However use the free format option to derive the Profit & Loss statement for September and take 
only the YTD figures for comparison with the manual system reports 

 
9. Perform the Month-End processing. This will: 

o Create the closing history records for September 
o Bring forward the September YTD to October opening 
o Clear all MTD Balances to zeros 
o Increment the period number to the next period 
o Clear all the ledger transactions of September to zeros 
 
After the Month-End processing check the GL parameters and the history records and confirm 
this with your system advisor before continuing 

 
10. If the starting period chosen is the beginning of the new financial year, then you should start with 

period 12 of the last financial year, then you are required to perform the Year End Processing 
after steps 8 and 9. After the Year End processing, check and change the GL parameters and 
ensure that the history files are cleared. Print out the Trial Balance and check that the Profit & 
Loss amounts are zero. Consult your system advisor before continuing 

 
11. Post in the October transaction using the daily journal entry routine. Perform the usual journal 

print check, data file backup, and random account inquiry check 
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On completion of the October posting print out all the necessary reports, e.g. Profit & Loss, Trial 
Balance, Balance Sheet and Transaction Listing before performing the data file backup and the 
Month-End processing. All the reports should be able to show the October figures as well as the 
YTD figures. From here on the GL system can continue as normal for the rest of the financial 
year 

 
12. The prior year’s balances can be input into the GL system by the Prior Year Balance update 

option. If you have started the GL system in the midst of the financial year then you are required 
to enter the prior year balances after you have completed the first Year-End Processing 

 
13. Hurry! You are now ready to do your routine system 

 
The above steps are meant to be use one time only for initial implementation. For normal daily and 
monthly routine please refer to Appendix B 

 
 

B.  DAILY ROUTINE CHECKLIST FOR E8 GL SYSTEM 
 

 This section provides the daily checklist for E8 GL System 
 

1. Set System Date, verify current period. This is especially critical if you are starting on a new 
financial period 

 
2. Set Printer on. Enter the GL Journal batch entry. Review batch before updating.  

 
3. Backup data files before updating the batch. See backup procedure 

 
4. Update Transaction Batch. An audit trail for the batch will be generated with a running batch 

number. This document needs to be filed according to running batch number for audit 
purpose. Batch numbers generated will always be unique, duplicate batches means serious 
error has occurred. 

 
5. Always do a random check on the updated transactions by using the Account Ledger inquiry 
 
6. Enter next batch if any. Repeat step 2 

 
 

C.  MONTHLY AND YEARLY ROUTINE CHECKLIST FOR E8 GL 
SYSTEM 

 
This section lists out the checklist before the End of the Financial Period of Financial Year 

 
1 Perform whatever daily routine necessary. Make sure all postings are completed for the 

monthly period before continuing the Month End routine 
 

2 Check that any Reversal and/or Fixed/Recurring journal had also been posted 
 

3 If the system is integrated with the sub-ledgers, AR and AP, check that all the sub-ledger 
batches for the same period have been integrated 

 
 Refer to the integration log file for the batches created by the subsidiary ledgers so that batches 

if the correct period and sequence are recalled for integration to the GL system. That is the 
batches from the subsidiary ledger should be from the same period as the GL system and they 
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are integrated in the proper sequence according to the batch number. This is necessary to 
ensure that the current existing balances in the subsidiary ledgers and the General Ledger 
accounts matches each other 

 
 For example, the total account balances in the Account Receivable system must be equal to 

the total of all the AR control balance sheet accounts in the GL system 
 

4 Print all the monthly reports needed. Examples are: 
 

o Trial Balance 
o Transaction Listing 
o Free Format Financial Reports 
o If Year End print transaction history 

 
5 Perform monthly backup of all data files and do not overwrite these monthly backup till 2-3 

months later 
 

6 Perform Month End Processing 
If the current period is 12, system will do a Year End processing as well in the sense that all 
current year balances will become the prior year balances 

 
 
 

D. BACKUP PROCEDURES FOR E8  
 

With the amount of information that is available to you in a typical office system, therein comes a 
certain level of responsibility – a responsibility often ignored until it is too late. It is a typical case 
of “CRYING OVER SPLIT MILK”. Everyone relying on personal computers for information must 
take precautions to ensure that data is not lost 
 
Losing information due to hardware or power failure, or though operator error, can be costly and 
in some cases devastating, the time and effort required to retrieve lost information can translate 
into a substantial amount of wasted money and opportunity cost 
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To protect your data, it is important that the person responsible for backing up your system 
understands the rudimentary elements of the computer and the backup process. If you are not 
this individual, you must make sure the person who in responsible has this knowledge 
 
The implementation of a plan to recover from this “DISASTER WAITING TO HAPPEN” should, 
therefore, be an essential regulation for anyone interested in his/her investment on information 
and productivity 
 
Following faithfully to the Backup plan is to ensure a GOOD insurance of your database against 
data loss 
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If you ask yourself this question, “How much time, effort and money will be lost if I were to lose 
any data?” you would then be able to work out how often you may need to backup your data as 
well as how many sets of data need to be kept before recycling them 
 
For any system, we would recommend the “grandfather, father and son” generation of data 
backup. The minimum set of backup data set is 3 set such that you would always have the next 
older version if the current backup version were unusable. For the monthly backup before the End 
of Month processing, you should backup into a monthly set for safekeeping, preferably in another 
site 
 
The folder being used in this system is named as SYSTEM file 
For WINDOW based system, you could use My Computer or Window Explorer to backup the 
folder. You could rename the folder for the backup procedure.  
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1. In My Computer or Windows Explorer, find the file or folder you want to drag.  

2. Make sure the place you want to drag the file or folder to is visible.  

3. Drag the file or folder to the destination.  

4. Rename the folder as backup 
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·  If you right-click to drag, a menu appears with the available options.  

·  If you drag a file or a folder to a location on the same disk, it will be moved. If you drag it to 
another disk, it will be copied  

·  You can create a copy of a file and move it at the same time by pressing CTRL while you 
drag the file to a new location. 

 
Please refer to your window user guide for more information on how to copy the folder. 
 

 
 
 
 


