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Overview of General Ledger

The General Ledger module (GL) of the MultiSite Suite program provides an
easy, efficient way to create and manage journal entries and related
accounting details in one integrated computerized system. It also enables you
to view account summary and detail information, generate financial reports,
and exchange accounting details with the Cash Management and Tenant
modules of the MultiSite Suite.

The General Ledger module has the following features:

General Features

¢ Microsoft Outlook® user interface design, for simplicity and consistency
with other MultiSite modules.

¢ Compatibility with Microsoft Office 97®, 2000, and XP.

¢ Filters that provide custom views, so that users can see only the
information they need to perform their own jobs:

<~ Property managers and field personnel can view records but not add
or modify batches (journal entries).

< Office staff can enter and modify batches and budgets, as well as
view records.

< Views can be filtered so that property managers can see only those
records pertaining to their own sites.

¢ 13-year periods are provided for each year (period 13 can be used for
year-end accrual entries).

¢ Accounting periods remain open; they are never closed.
< You can post to any period (past or future)

< To ensure accuracy, the system prompts you when you post entties
to previous or future periods.

¢ Security levels limit access to sensitive information, as needed.

MultiSite Systems, LLC version 2.2.96 1
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¢ Unlimited history of activity can be retained.

¢ Automatic real-time or Batch posting of information from the Tenants
module of the MultiSite Suite to the General Ledger module.

Account Maintenance Features
¢ An unlimited number of chart account templates (company divisions) can
be used.

¢ An unlimited number of accounts can be added per template.

¢ Alternate account numbers and descriptions can be used for external
reporting (for example, reports can be generated using the HUD
Standard Chart of Accounts without affect internal reporting).

Batch Entry Features

¢ Detailed batches (journal entries) can be prepared in Microsoft Excel®
and then imported into GL and posted, thus saving data entry time.
Imported Excel files remain attached to the corresponding GL batches
for future reference.

¢ Standard batches can be defined ahead of time and posted as needed.
¢ Entries can be copied and used for subsequent accounting periods.
¢ Entries can be posted in one period and reversed in another.

¢ The data entry screen includes fields for UnitID.
Data Retrieval & Viewing Features
¢ On-screen display of account records in either Trial Balance or Operating

Statement formats.

¢ Detalil line items are easily displayed by double-clicking lines of more
general information, such as monthly account totals.

¢ Variances can be explained by adding free-form comments to any

account for a given year.
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Reporting Features

Fast, easy generation of reports that can be viewed, printed, exported to

Excel, or sent as an e-mail attachment from one simple window.

The standard reports that come with the GL. module include the following:

¢

Trial Balance

General Ledger (for all or selected accounts)
Balance Sheet

Income Statement

< Actual vs. Budget

< Actual vs. Prior Year

< 12 Month

Operating Statement (Actual vs. Budget)
Cash Flow

Budget

Budgeting Features

¢

Budgets can be entered individually or imported from Excel.

Features that MultiSite GL Does Not Have

Cannot do simultaneous cash and accrual account on the same site.

Limited to one segment for each General Ledger account; cannot use
sub-accounts.

Consolidation reporting is not currently supported.

version 2.2.96 3
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Logging Into General Ledger

» To log into the General Ledger module, do the following:

1 On your regular Windows® Desktop, double-click the MultiSite
shortcut.

6

Mulkisike:
The system connects to a remote server via the Internet.

A login window appears.

Uzer Mame: Irgb

Current Perod: (052003

Cancel |

2 Ifitis not already displayed, enter your user name in the User Name text

box.

3 Keep the default Current Period (the current global period for general
ledger activity).

G Note: Only users with special administrative rights to the GL. module
can change the date in the Current Period text box of this window.

4 Click OK.

The default main screen for GL appears, as shown in the next section,
Navigating in General 1 edger.

MultiSite Systems, LLC version 2.2.96 4
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Navigating in General Ledger

The modules in MultiSite Suite are designed to look like Microsoft
Outlook®, for simplicity and familiarity.

When you first log into GL, the following screen automatically appears:

User Preferences button buttons that open other

MultiSite modules

Online Help button

Exit button
|-:-!Genera| Ledger - Division = {"Multi-Family') Current Period = 052003

File Edit Yiew Tools Help
=2 DEnnE@ ain|

label bar

i % T HOMES - Inguiry - Multi-F amily I
- 4BC INVESTMENT COK [ et [ Dese | Activiy | YTD Activity] Budeet[<@i— | Column
| | | |

- ALBEMARLE =
- AL DERSGATE | £ l headers

- ALDERSGATE N
- ALERANDER

slider bar - ALLENDALE

o APER

- ARC STANLY
ARDEN-RIVER GLEN

- AALEE STEDMAMN

- ASHLYN PARK

AURORA %

- BAKERSWILLE

- BATTLEBORO

-~ BISCOE

-~ BISHOPYILLE

- BOYD STEDMAN HOMI

- BRAGG STREET

ERITISH wWO0DS

-~ BRODKWOOD-ROXEDI

- BUCKHANNON

EURKE =
e il y
Status bar _> | Inguirg - M ulki-F amily |Inquiry |

Repoits

This default screen is already set up to search for and display account
summary information. You would see the same screen if you clicked the
Inquiry folder under Views (for more information, see I Zewing & Printing
Account Summaries).

Label Bar/Slider Bar Sections

GL is made up of 3 sections—one for each type of activity:

¢ Views for displaying various types of account information

¢ Actions for managing account information (adding, updating, deleting,
exporting, and so forth)

MultiSite Systems, LLC version 2.2.96 5



MultiSite Suite: General Ledger Module Navigating in General Ledger

¢

Reports for generating, printing, exporting, and/or sending reports

To navigate to one of these three areas, click on the corresponding label bar.
The label bar slides to the top, revealing the slider bar area underneath. You
click the different icons in the slider bars to display different views of

accounts (Views), perform different account management tasks (Actions), or

generate different types of reports (Reports).

Toolbar Buttons

Note: When you first click on a label bar, the other parts of the main
screen remain in their previous view until you click an icon inside the
newly-opened slider bar.

An explanation of each toolbar button is as follows:

Menu Commands

MultiSite Systems, LLC

¢

An

Exit closes the GL program and returns you to the remote server
Desktop.

You can also click the Microsoft x button at the top right corner of the
screen or choose Exit from the File menu.

User Preferences opens the user preferences window, enabling you to
customize the records that you view and manage in GL (for more
information, see Setting User Preferences).

You can also access user preferences by choosing Preferences from the
Tools menu.

Module buttons in the center of the toolbar open the other modules in
the MultiSite Suite.

Online Help opens the online help for the program.

explanation of each command on the menu bar is as follows:

File menu enables you to change the setup of your default printer
options (Printer Setup). You can also use it to exit the General Ledger
module (Exit).

version 2.2.96 6
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¢ Edit menu enables you to add a new batch (New Batch). This is the

same as using the New Batch icon in the Actions slider bar (see .Adding
Batches). The Edit menu also enables you to add a new account. This is
the same as using the Chart of Accounts icon the Views slider bar to add
a new account (see IZewing, Adding, & Updating Accounts in Master
Templates).

¢ View menu contains various filtering commands that enable you to filter

records that that you view in the system, thus shortening the amount of
time that you spend waiting for the system to retrieve unneeded records.
For a specific explanation of each View menu command, see the
subsection Filtering Records for Customized 1 iewing in the topic Iiewing &
Printing Acconnt Information (1 iews).

¢ Tools menu enables you to do the following:

Click-level Sorting

< Set user preferences, such as the default current accounting period or
the parameters for some of the record retrieval filters (see Setting User
Preferences).

<> Rebuild your system layout files when you are expetiencing technical
trouble (see Rebuilding Layout Files).

Note: This is something that customer support may ask you to do if
you are experiencing system difficulties; it is not advisable to choose this
option on your own.

< The Show Reminders command lets you set and display reminders to
notify you of specific tasks to be done (see Setting Reminders).

< Display the Windows Notepad® or Calculator® (see Displaying the
Windows Notepad &> Calculator).

Help menu displays the online Help and the version number of GL.

GL supports click-level sorting. This means that if you click on any of the
column headers in a grid of records, all the records will sort according to that

column header. The records sort in ascending order.

For example, if you click the Activity column header in the Inquiry screen
below, the records will sort according to Activity, with the smallest amount at
the top and the largest at the bottom.

MultiSite Systems, LLC
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Status Bar

Selecting Specific Records
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|-?:General Ledger Module - Division = {"™ulti-Family") Current Period = 042003

File Edit Yiew Tools

Help

Reports

&2 0Zonan on

£

Inquiry - Multi-Family

Navigating in General Ledger

- [ Acctt | Dese Activity Budgst ¥TO Bud| FP
GIBSOMYILLE [ 1100 | CASH-REGLLAR $0.00 $0.00 soo0] 4] 042 |
- JONESYILLE 1120 | CASH-REGULAR [53,671.99] $0.00 s00] 4] 042
- KERNERSVILL | [1122 |CASH-TAX & INS ESCADW $2.005.33 $0.00 s000] 4] 042
- KING W-CH 1130 [ACCTS $0.00 $0.00 s000] 4] 042
- KINGSWOOD 1135 |ACCTS RECEMABLE GOV $0.00 $0.00 s000] 4] 042
- MAYODAN 1191 | TENANT SECURITY, $200.00 $0.00 s000] 4] 042
- NEWLAND 1240 | PREPAID INSURANCE $0.00 $0.00 s000] 4] 042
- REIDSVILLE 1320 | CASH-RESERVE $0.00 $0.00 s000] 4] 042
SPARTA, 1321 | CASH-RESERVE $2553 33 $0.00 s000] 4] 042
- SURRY 1322 |CASH-RESERVE $0.00 $0.00 s000] 4] 042
- WEST JEFFER [ [1410 |L&ND $0.00 $0.00 s000] 4] 042
1415 | LAND IMPROVEMENTS $0.00 $0.00 s000] 4] 042
1420 |BUILDING $0.00 $0.00 s000] 4] 042
1440 |BUILDING PERSONAL $0.00 $0.00 s000] 4] 042
1470 |EQUIPMENT $0.00 $0.00 s000] 4] 042
2110_|A/P-TRADE $0.00 $0.00 s000] 4] 042
2130 |ACCRUED INTEREST - $0.00 $0.00 s000] 4] 042
2151 | TENANT SECDEP [$200.00) $0.00 si00] 4] 042
2320 |MORTGAGE PAYAELE $0.00 $0.00 s000] 4] 042
2321 |PRINCIPAL PD THIS YEAR $2.05913 $0.00 s00] 4] 042
3100_| DwHERS/PARTNER $0.00 $0.00 s0.00] 4] 042 .

TR0 | e

column
headers

| Inguiny - b ulti-F amily

ELKIM

The status bar at the bottom of the GL screen always tells you where you are

in the program. Status information often appears at the top of grids of

records, as well.

For example, in the picture above, the type of view, Inquiry-Multi-Family, is
displayed in the status bar, as well the name of the selected site, Elkin. The

same information is displayed above the record grid, as well.

Many of the records in GL (as well as in other MultiSite modules) display

records in a grid, either in the main screen panel or in a popup window. To

put your focus on a specific record or row, click anywhere in the row. A

small black triangle appears in the selection bar to the left of the record,

indicating which record is selected, as shown below.
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selection bar

| Gieneral Ledger Detail for Acct #§ 6320 [MORT GAL

—» Amount | Description Source | “endor
$7R6.33| Interest GL 4,
375451 | Interest GL P At
$7082 68| Interest GL I A,
$7E0.85 ] Interest GL P At
F749.02| Interest L P A,
$3.762.29

Navigating in Records

You can move your focus from one text box or cell in a record to another by
clicking with your mouse or pressing the Tab key on your keyboard. On

some panels and windows, you can also press the Enter key on your
keyboard.

You can move from one row in a grid to another by clicking with your
mouse or pressing the up or down arrow keys on your keyboard.

You can also resize columns in grids by placing your cursor between two
column headers and dragging your mouse pointer to the left or right. To save
the new column size, so that the system displays it whenever you re-open the
grid, click anywhere inside the grid after resizing it.

Navigation Workflow

Typically, after you log into GL, you click the label bar of the section you
want to use, first (Views, Actions, or Reports). Then you click the icon in the
corresponding slider bar and continue working in the panels that appear in
the main screen or in popup windows that appear.

Specific instructions for each procedure are included in this manual.

Logging Out of General Ledger

MultiSite Systems, LLC

To log out of General Ledger, simply click the exit button on the main
screen toolbar. You return to the remote server Desktop.

To log out of the remote server, click the Start button on the Windows
Taskbar and choose Log off [Your Username].
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MultiSite Suite: General Ledger Module

Viewing & Printing Account Information (Views)

Viewing & Printing Account Information (Views)
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When you first log into GL, the Views section opens by default, and the
Inquiry view is automatically selected, as shown below.

|-_?;Eeneral Ledger - Division = {"Multi-Family") Current Period = 052003

File Edit iew Tools Help

2 AErapan on el

ik T HOMES - Inguiry - Multi-F amily
ABC INVESTMENT COF [t | Desc | Activiy | ¥TD Activily| Budget |
- AL BEMARLE E3 [ [
- AL DERSGATE |
- A DERSGATE I
- ALERANDER
ALLENDALE
- APEX
- ARC STANLY
- ARDEN-RIVER GLEN
- ARLEE STEDMAN
ASHLYN PARK.
- AURORA I3

- BAKERSYILLE

-~ BATTLERORO

-~ BISCOE

BISHOFYILLE

-+ BOYD STEDMAM HOMI
-~ BRAGG STREET

-~ BRITISH WO0DS

- BROOKMWOOD-ROXEOI
BUCKHANHON

-~ BURKE -

«I ol e B

Reports

| Inquiry - Multi-F amily | Inquiry |

Views enable you to display and print account information in various

combinations and formats. Each yellow folder icon corresponds to a
different type of view. Descriptions of each are as follows:

¢

Inquiry displays a summary view of every GL account for the current
period.

Trial Balance displays the same information as Inquiry view, but it
includes account variances and enables you to enter and view comments.

Operating Statement view is very similar to Trial Balance view, but it is
displayed in operating statement format, grouping accounts by revenues,
expenses, and balance sheet accounts. Any comments that you add to
accounts in Trial Balance view appear in Operating Statement view too,
and vice versa.

Chart of Accounts view displays the current master chart of accounts
for each template or master list for each company division, (e.g., Multi-
Family, Corporate, etc.). It also enables you to add new accounts and edit
existing accounts.

version 2.2.96 10
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¢ Batch view displays all unposted or posted batches (journal entries) for
the currently selected division (Multi-Family for most users).

Filtering Records for Customized Viewing

MultiSite Systems, LLC

You can filter the records that the system displays when you view and
manage accounts. In this way, you can shorten the amount of time that you
spend waiting for the system to retrieve unneeded records, and you can scroll
through records more efficiently.

To filter views, you use the filtering commands on the View menu in the
main screen menu bar. The procedures for each type of filter are as follows:

Property Manager (Filter PM)

To filter records according to the property manager that is in charge of the
accounts you want to view, choose Filter PM from the View menu.

Posted vs. Unposted Batches

When viewing batches (see [Zewing Batches), the system retrieves unposted
batches by default. If you want to view posted batches, instead, choose
Posted Batches from the View menu. To switch back to unposted batches,
choose Unposted Batches from the View menu.

Posted Batch Date Range

Over time, a large number of posted batches are added to the GL database.
Therefore, if you choose Posted Batches from the View menu, the number
of records that the system retrieves might take a long time to display. Also, it
might be difficult to find the batch you want in a long list.

To display and view posted batches more efficiently, choose Filter Posted
Batch Date Range from the View menu. To change the date range, specify a
different one in the Preferences window (for instructions, see Setfing User
Preferences).

version 2.2.96 11
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Office (Filter Office)

To filter records according to the office that is responsible for the accounts
you want to view, choose Filter Office from the View menu.

Printing Records

Most of the views in the MultiSite Suite can be printed. If a record can be
printed, a print button appears on the toolbar, or you can use a Print
command on the File menu.

Viewing & Printing Account Summaries

Inquiry view enables you to view and print summary information of all GL
accounts for the current period.

» To display a summary view of accounts, do the following:

1 If the Views label bar isn’t already open, click on it to display the various
viewing options.

2 In the Views slider bar, click the Inquiry folder icon.

A list of the sites is displayed in the center of the screen, as shown below.

MultiSite Systems, LLC version 2.2.96 12
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Sites appear after
you click Inquiry

MultiSite Systems, LLC

IEl}eneral Ledger - Division = {"Multi-Family"} Current Period = 052003
File Edit Wew Tools Help

2 AZoeaa on ¢

< A & T HOMES - Inguiry - Multi-F amily

-+ ABC INVESTMENT COR IAcctﬁ | Desc | ActMtyI YTD Actwltyl Budgetl
~ ALBEMARLE = | \ | | |
-~ ALDERSGATE |

-~ ALDERSGATE Il

- ALEXANDER

- ALLEMDALE

- APEX

- ARC STANLY

- ARDEM-RIVER GLEM
ARLEE STEDMAN
- ASHLYN PARK
AURORA I
BAKERSYILLE

- BATTLEBRORO

BISCOE

- BISHOPVILLE

- BOYD STEDMAN HOMI
- BRAGG STREET

- BRITISH%00DS
BROOKWOOD-AO=BOI
- BUCKHAMNMON

-~ BURKE -
Reports «| | 4 4 | LI
| Inquiry - kulti-Family ‘ Ircquiry |

Tip: You can change the list of sites that appears by selecting a different
Default Division from the Preferences window (see Se#ting User
Preferences).

In the list of sites, click on the site containing the account(s) you want to
display.

The corresponding accounts are displayed in the main viewing panel, as

shown below.

# General Ledger Module - sion = {"Multi-Family") Current Period = 042003

|E Edit Wew Tools Help
2 nzagon o

9

Inquiry - Multi-F amily
Aectd | Desc tivity Budgst 0 Bud| FP Cal +]
~ GIBSONVILLE | [1100 | CASH-REGULAR $0.00 $0.00 soon] 4| os2 |
- JOMESVILLE 1120 |CASH-REGULER [$3671.98) $0.00 so00] 4] 042
~ KERNERSYILL | [1122 |CASH-TAX &INS ESCRDW | $2.885.33 $0.00 soon] 4] os2
KING w-C-K, T130_|ACCTS $0.00 $0.00 e ) T
~ KINGSwOOD 1135 |ACCTS RECENABLEGOVT $0.00 $0.00 s000] 4] 042
MATODAN 1191 | TENANT SECURTY $200.00 $0.00 e ) T
~ NEWLAND 1240 | PREPAID INSURENCE $0.00 $0.00 s000] 4] 042
REIDSVILLE 1320 | CASH-RESERVE $0.00 $0.00 5000 4] 042
- SPARTA 1321 | CASH-RESERVE $2.509.33 $0.00 s000] 4] 042
SURRY 1322_| CASH-RESERVE $0.00 $0.00 5000 4] 042
- WEST JEFFER [__[1410 [LAND $0.00 $0.00 s000] 4] 042
1415 _|LAND IMPROVEMENTS $0.00 $0.00 5000 4] 042
1420 |BUILDING $0.00 $0.00 s000] 4] 042
1440 |BUILDING PERGONAL $0.00 $0.00 5000 4] 042
1470 | EQUIPMENT $0.00 $0.00 s000] 4] 042
Z110_|A/F-TRADE $0.00 $0.00 5000 4] 042
7130 |ACCRUED INTEREST - $0.00 $0.00 s000] 4] 042
191 | TENANT SEC DEP [§200.00] $0.00 so00] 4| 042
2320 |MORTRARE PAVABLE $0.00 $0.00 s000] 4] 042
2321 | PRINCIPAL FD THIG YEAR | 245313 $0.00 so00] 4| 042
00| OwNERS/PARTNER $0.00 $0.00 000 4] 04z,
Reports 4 | | _’I 4 | | »
e = [Frkm [
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4 To print the grid information, right click — choose print all rows.

5 To view current-period activity details for a single record in the list,

double-click the cell in the Activity column in the same row as the
corresponding account number (Acct#).

Tip: To make sure that you select the correct cell, you can click on the
account number, first, to put your focus on the appropriate record. For
more information, see Seecting Specific Records in the Navigating in General
Ledger section.

Activity details for the record are displayed in a window, as shown below.

&, Account Detail (Posted GL Transactions only) ALBEMARLE/CREEKRIDGE {#1){Garry Roupe}

File  Wiew
General Ledaer Detall for Acct # 6820 [MORTGAGE LOAM INTEREST]
Amount | Description Source | Yendor |nvaicett I At | Date Inw Drate Check
4 $749.02| Interest GL [RTaY {REay $0.00] 051242003 | 05/12/2003
$743.02
Led | i

To print the current-period activity details, choose Print from the File
menu.

To close the detail window, click the x in the upper right corner of the
window or choose Exit from the window’s File menu.

You return to the main screen.

To view year to date details for a single record in the list, double-click the
cell in the YTD Activity column in the same row as the corresponding
account number (Acct#).

Year to date details for the record are displayed in a window.

To print the year to date details, choose Print from the File menu.

version 2.2.96 14
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10 To close the detail window, click the x in the upper right corner of the
window ot choose Exit from the window’s File menu.

You return to the main screen.

Viewing & Printing Account Summaries with Variances & Comments

Trial Balance view enables you to view and print summary information and
variances of all GL accounts for the current period. It also lets you add and
view comments about the cause of variances.

» To display a summary of accounts that includes variances and

MultiSite Systems, LLC

comments, do the following:

1 If the Views label bar isn’t already open, click on it to display the various
viewing options.

2 In the Views slider bat, click the Ttial Balance folder icon.
The Trial Balance window appears.

3 Select the site for which you want to display accounts from the Site drop-
down list at the top of the window.

The window refreshes and displays information for the selected site, as

shown below.

. Trial Balance: ASHLYN PARK/ASHLYN PARK (#296){David Phipps) Current Period = 052003 [X]
ﬂ! %I Site: [45HLYN FARK 2|
Month YTD -1
Acct Description Actual Budget Var Actual Budget Var L |
1100 CASH-REGULAR 331964 (3,319 64 331964 000 (3,319.64)
1106 PETTY CASH 000 0.004 000 375.00 000 (375.00)
1120 CASH-REGULAR 154 44 000 (154.44) 432772 0o (432772
1122 CASH-TAX & NS ESCROW 000 000 000 21,770.63 000 (277063
1130 ACCTS RECEN ABLE-TENANTS 000 o0 000 39,00 000 (339.00)
1135 ACCTS RECENABLE-GOVT 000 000 000 16,959.00 000 (16,359.00)
1140 ACCTS RECENMBLE-OTHER 000 000 000 3,500.00 000 (3,500.00)
1191 TENANT SECURITY DEPOSIT 0.0 000 0.00 10,199.50 000 (10,193.58)
1240 PREPAID INSURANCE 000 o0 000 580353 000 (532353
1320 CASH-RESERVE 0.0 000 000 1,689.23 000 (168923
1321 CASHRESERVE ADDITIONS 211 o0 211 6,564.97 000 (B58487)
1410 LAND 0.0 000 0.00 133,200.00 000 (133,200.00)
1415 LAND IMPROVEMENTS 000 oo 000 92,682.00 000 (82,682.00)
1420 BULDING 0.0 000 000 226169200 000 (2,261,692.00)
1440 BUILDIMNG PERSOMAL PROPERTY 000 [aRili] 000 127727 83 000 (127 727 93)
1810 LOAN COSTS 0.0 000 0.00 60,457.75 000 (B0467.75)
2110 AP-TRADE 000 000 000 (4,82042) 000 4,820.42
2115 AP-OTHER 0.0 000 0.00 (40,097 59) 000 40,007.59
2130 ACCRUED INTEREST - MORTGAGE 000 000 0.00 [18,541.25) 000 1864125
2135 ACCRUED INT-OTHER 0.0 000 0.00 (7,780.28) 000 7,700.28
2150 ACCRUED PROPERTY TAXES 0.0 000 000 (28,727 8T) 000 2872787 -
e i oo .
Comments for: #1100 CASH-REGLLAR
=l
e
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4 To view comments that have been entered for an account, click on any
cell in the same row as the corresponding account number.

If comments have been entered for that account number, they appear in
the Comments text box at the bottom of the window. If no comment has
been entered, the text box appears blank.

= Tip: The account number that you click on is displayed
above the Comments text box. You can use this feature to
make sure that you are focusing on the proper account.

5 To print the Trial Balance report in the window, click the print button on
the toolbar.

Note: Trial Balance view printouts do not include
comments.

6 To close the Trial Balance window, click the exit button.

You return to the main screen

» To add a comment, do the following:
1 Display the Trial Balance view by following the instructions above.

2 Click on any cell in the same row as the account number for which you
want to add a comment.

= Tip: The account number that you click on is displayed above
the Comments text box at the bottom of the window. You
can use this feature to make sure that you have selected the
proper account.

When you click a cell, the Comments text box becomes available for
editing.

3 Press the Enter key on your keyboard to move the cursor to the
Comments text box.

4 Enter your comment in the text box at the bottom of the window.

5 Click anywhere outside the Comments box to save the comment you
entered.
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The comment you added remains with the account for the entire year.
You can change it at any time by repeating the instructions above. You
can view the comment in Trial Balance view by following the viewing
instructions above. You can also view or change it in Operating
Statement view (for more information, see zewing & Printing Accounts in
Operating Statement Formar).

To close the Trial Balance window, click the exit button.

You return to the main screen.

Viewing & Printing Accounts in Operating Statement Format

Like Trial Balance view, Operating Statement view enables you to view and

print summary information and variances for all GL accounts for the current

period; and it lets you view and add comments. However, it is displayed in

operating statement format, grouping accounts by revenues, expenses, and

balance sheet accounts. Unlike Trial Balance view, you can print the

comments for each account, along with the other account information.

» To display a summary of accounts that include variances and

comments in operating statement format, do the following:

1

MultiSite Systems, LLC

If the Views label bar isn’t already open, click on it to display the various
viewing options.

In the Views slider bar, click the Operating Statement folder icon.
The Operating Statement window appears.

Select the site for which you want to display accounts from the Site drop-
down list at the top of the window.

The window refreshes and displays information for the selected site, as
shown below.
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. Operating Statement: BAKERSYILLE/RIVER TRAIL {#7){Becky Stevens) Current Period = 052003

ﬂ @I Site: [BAKERSVILLE k|
Month YTD =
Acct Description Actual Budget War Actual  Budget Var |
Revenue:
RENTAL INCOME
5000 GROSE RENT POTENTIAL (5,31 &.003) 5318.00 0.00 (26,590.00) 26,590.00
5020 %ANCWCOLLECHON Loss 000 23900 (233.00) 000 1,18500 (1,19500)
5120 RENTAL INCOME (2,403.00) 000 (240300)  (12,340.79) 000 (12,340.79)
5121 REMTAL ASST (2689.72) 000 (253972)  (13,766.60) 000 (13,766.60)
5190 OYER BASIC/EXCESS INCOME 30.00 0.00 30.00 150,00 0.00 150.00
5293 UTILITY SUBSIDY 104.00 0.00 104.00 24400 0.00 244.00
OTHER INCOME
5410 INTEREST-INCOME OPER (505 (1700 1185 (25.78)  (85.00) 59.22
5440 INTEREST-RESERVE ACCT (16.61) 000 (16E1) (74.61) 0.00 (T461)
5920 SERVICE FEES (10,00 (2.00) (8.00) (10,00 (10.00) 0.00

(4990.38) (5098.00) 10762 (25823.79) (2549000)  (33378)

Expense:
M AIMTEMANCE
B:337 MAINTEMNANCE GROUNDS 54.52 2500 (29.82) 54.52 12500 7018
B5d1 MAIMTERANCE SUPPLIES 3229 20800 (11491) 1,22087 1,040.00 (18057
£542 REPAIRS 700.00 62300 (77.00) 238750 3,115.00 72780
E544 CARPET EXPENSE o.on 167.00 167.00 o.on 53500 835.00 i
il e N ;
Comments for; #5020 VACANCY/COLLECTION LOSS
= |
=

4 To view comments that have been entered for an account, click on any
cell in the same row as the corresponding account number.

If comments have been entered for that account number, they appear in
the Comments text box at the bottom of the window. If no comment has
been entered, the text box appears blank.

= Tip: The account number that you click on is displayed
above the Comments text box at the bottom of the window.
You can use this feature to make sure that you are focusing
on the proper account.

5 To print the Operating Statement, click the print button on the toolbar.

A message box appears, asking you if you want to print the comments,
along with the other account information.

6 If you want to include comments in the printout, click Yes. If not, click
No.

7 To close the Operating Statement window, click the exit button.
You return to the main screen.
» To add a comment, do the following:

1 Display the Operating Statement view by following the instructions

above.
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2 Click on any cell in the same row as the account number for which you
want to add a comment.

I = Tip: The account number that you selected is displayed above
the Comments text box at the bottom of the window. You
can use this feature to make sure that you have clicked on the
proper account.

When you click a cell, the Comments text box becomes available for
editing.

3 Press the Enter key on your keyboard to move the cursor to the
Comments text box.

4 Enter your comment in the text box at the bottom of the window.

5 Click anywhere outside the Comments box to save the comment you
entered.

The comment you added remains with the account for the entire year.
You can change it at any time by repeating the instructions above. You
can view the comment in Operating Statement view by following the
viewing instructions above. You can also view or change it in Trial
Balance view (for more information, see Zewing & Printing Account
Summaries with 1 ariances & Comments).

6 To close the Operating Statement window, click the exit button.

You return to the main screen.

Viewing, Adding, & Updating Accounts in Master Templates

Chart of Accounts view enables you to view the current master chart of
accounts for each template or master list for each company division, (e.g.,
Multi-Family, Corporate, etc.). It also lets you add a new account and change
information in an existing account.

= Tip: You can also add new accounts by using the New Account action.
For instructions, see .Adding New Accounts.
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Viewing, Adding, & Updating Accounts in Master Templates

» To view, add, or modify accounts in a master chart of accounts

MultiSite Systems, LLC

template, do the following:

1 If the Views label bar isn’t already open, click on it to display the various

viewing options.

2 In the Views slider bat, click the Chart of Accounts folder icon.

A window appears, enabling you to select a master template to view.

3 From the drop-down list in the center of the window, select the template

that includes the master list of accounts you want to display (shown

below).

. Choose Master GL Template _ [O]

The Current GL Template is 'Multi-F amily’

3

You can change the Current GL Template by Selecting another

b Lalti-F arnily

Cancel |

Mazter GL Template below

Master GL Template

Commercial

Corporate

4 Click OK.

Crocker

Diumimy

P ulti-F arnily
Sample

Southiw est

You return to the main screen, which refreshes and displays the master

list of accounts, as shown below.
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Viewing, Adding, & Updating Accounts in Master Templates

= 2General Ledger Module - Division = {*Multi-Family") Current Period = 052003

Ia Edit Mew Tools Help
ol o [lcwa e [f s ] 7 fsolff e [] o]

|

Multi-Family - MASTER ACCOUNT TEMPLATE
Aot Description Type SubType SubType2 Elosetj
b 1100 CASH-REGLILAR ASSET Cash Cash- 700 ;|
1105 CASH-EQLITY LOAN PROCEED ASSET. Cash Caszh - Equity 105
1106 FPETTY CASH ASSET Cash Cash - Petty 1106
1110 CASH-MM REHAE ASSET Cash Cash - M/M o
1115 CASH-MON PROJECT ASSET Cash Cash - Mon 1116
1118 CASH-PRIVATE R/ ASSET Cash Cash-Piivale  [1116
1117 CASH-ESCROW DEPOSITS ASSET Cash Cash - Dther 1117
1113 CASH - MORTGAGE FUND. ASSET Cash Cash - Mortgage [ 1119
1120 CASH-REGLLAR ASSET Cash Cash - 1120
2 CASH - COMSTRUCTION ASSET Cash Cash- faeles
1122 CASH-TAX & INS ESCROW ASSET Cash Cash-T &l 1122
1z CASH-T & | ADDITIONS ASSET. Cash Cash-T&| e
1124 CASH-T & | EXPENDITURES ASSET Cash Cash-T &I 1122
125 CASH-SUPERVISED ACCOUNT ASSET Cash Cash- 2
1126 CASH-SUPERYISED-ESCROWED ASSET Cash Cash - 1126
1130 ACCTS RECEIVABLE-TEMANTS ASSET Cunent Assets | Accounts 130
1135 ACCTS RECENVABLE-GOVT ASSET Current Assets | Accounts 1135
1137 MEDICAREMEDICAIDAOTHER INSURANCE  |ASSET Cunent Assets | Accounts N7
1140 ACCTS RECENMAELE-OTHER ASSET Curtent Assets | Accounts 1140
1150 WOTES REC - NOM-PROMECT ASEET Cunent Assets  [Accounts M50
Actions 1160 ACCRUED RECEIVABLE ASSET Curient Assets | Accounts 1160 &
I Reparts I Ll_l 3
| Chart of Accounts ‘ tLlti-F amily |

To view details of a specific account, double-click any cell in the same
row as the corresponding account number.

The account details appear in a window containing text boxes, as shown

below.
i, All Accounts for GLTemplate = "Multi-Family®
GLTemplate: W
k2AcctMumber; I‘]‘]‘]U—
AcctT ype: ASSET—
AcctSubT ype: Cash
AcctSubTypes: IW
AcctSubTyped: ]
Description: CASH-M/M REHAR
ClozeOut: I‘]‘]‘]U—
Budgeticct: Hl
Aldcctumber: |1125—
AltDescrption]: |Eash - Entity
Altdcctiumber2: I
AltDescriptionZ: |
Altdcotumber3: I
AltDescription3: |
Carmments: I
add |l Edt | Oee Refresh Close |
14 [« JRecod 7 » |

The selected record number is displayed at the bottom of the window.

6 You can remain in the window and navigate to other accounts by doing

the following:
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Viewing Batches

¢ To navigate to the first record in the master list, click the first record
button ( Ll )-

¢ To navigate to the previous record in the master list, click the
previous button ( 4] ).

¢ To nlavigate to the next record in the master list, click the next button
(=)

¢ To navigate to the last record in the master list, click the last record
button (1)),

To add a new account, click the Add button, enter information in the text
boxes, and click the Update button.

To modify information in an account, navigate to it using the instructions
above and click the Edit button to make the text boxes available for data
entry. Then change the information that you need to modify in the
corresponding text boxes and click the Update button.

Note: The Delete button is disabled, to prevent the deletion
of accounts. If you need to delete an account, contact
technical support.

To close the detail window, click the Close button at the bottom of the

window.

You return to the main screen.

Batch view enables you to view unposted or posted batches (journal entries)
for your company division and division template (Multi-Family for most

users).

While viewing batches, you can also display and modify the details of any
batch in the list.

=

MultiSite Systems, LLC

Tip: Batch view is also useful for determining whether or not a batch
has already been added to GL. This prevents duplication when adding
batches to the system.
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» To view a batch, do the following:

1

If the Views label bar isn’t already open, click on it to display the various
viewing options.

In the Views slider bar, click the Batch folder icon.
A message box appears, asking you if you want to add a batch.
Do one of the following:

¢ If you want to view batches before adding one to the system, click
No. A list of batches appears in the main screen, as shown below.

¢ If you are sure you want to add a batch right away, click Yes. The
system automatically moves your focus to the Actions slider bar (for
instructions on how to proceed, see Adding Batches).

IEl}eneral Ledger Module - Division = {"Multi-Family") Current Period = 052003

File Edit Wew Tools Help

& zapaan o €

ALL BATCH HEADER RECORDS
Batch # | User Tvpe CPd| Ref Site # | Description Debits Credits
15637 | rob JE 052003 299 Test Batch $5.00 $5.00

*|w

Reports

|Batch | Ml Fanily |

The system default is set up to display all unposted batches in your
division. If you want to view posted batches, instead, choose Posted
Batches from the View menu. To switch back to unposted batches,
choose Unposted Batches from the View menu.
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I = Tips:
¢ If you select Filter Posted Batch Date Range from the View
menu in the main screen menu bar, posted batches are
filtered according to a specific date range, in order to
shorten the list of records returned and avoid lengthy data
retrieval times. You can change this date range in the Filter
Posted Batches section of the Preferences window.

¢ If the batches that appear are not from the company
division you want, you can change the division by selecting
an alternate one from the Default GL Template drop-down
list in the Preferences window.

For more information, see Setting User Preferences.

5 To view or change details in any posted or unposted batch, double-click
on any cell in the corresponding batch row.

A batch detail panel appears in the main screen.

If you are viewing unposted batches, the detail panel looks like this:

EaBatch Data - GL TEMPLATE = "Corporate’ |_[=] %]
File Edit Help
BatchType: .I Site #: 933 HARRIS BROWHN MANAGEMENT Batch [D: IJEBBT
Calendar Period:  [n52003 FiscalPeriod: [5 Referencetlumber:
Description Misc Reclass ﬂl
General Ledger Detail Transactions
Site # | Unit 1D Acct# | Description Drebit Credit
» 993 4420 [ Misc Reclass 315055 $0.00
935 4520 | Misc Reclass $0.00 $15055
*
BEgliRah Posted: [~ F‘ostedDate:l PostedBy: | |TDTALS I +150.55 I +150.55
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If you are viewing posted batches, the detail panel looks like this:

&= Batch Data - GL TEMPLATE = ‘Corporate’ [_[5]x]
File Edit Help
BatchType: ~| Gite # 935 HARRIS BROWHN MANAGEMENT Batch ID: |4559?
Calendar Period:  [ns2003 FiscalPeriod: |5 ReferenceNumber.
Description: Feclass AL ta HPC Piedmant illage ﬂ|
General Ledger Detal Tranzactions
Site # | Unit ID Acct# | Description Diebit Credit
|3 933 1460 Feclazs AOL to HPC Fiedmont Yillage-Fe $23.90 $0.00
939 1480 | Reclass ADL ta HPC Piedmant Yillage- $23.90 $0.00
999 1460 Reclass ADL to HPC Piedmont Yillage-&) $23.90 $0.00
939 1460 | Reclass ADL to HPT Piedmant Yillage- $2390 $0.00
935 4450 Reclass ADL ta HPC Piedmaont Village-Fe $0.00 $23.90 %
EEER 4460 Fieclass AOL to HPC Piedmont Yillage- $0.00 $23.90
933 4460 Feclazs AQL to HPC Fiedmaont Yillage-fy $0.00 $23.90
J58 HE0 Reclass ADL to HPC Piedmont Vilage-b $0.00 $22.90
*
Recuring Batch | Toied [P PestedDatel50o/o0  PostedBy: [ioh froTacs | $35.60 | $35.60 |

6 If you want to display the previous or next batch in the main list of
batches without closing the detail window, use the up and down arrow
buttons in the batch detail window toolbar.

7 To print the batch details for the selected batch, click the Print button in
the toolbar.

8 To return to the main list of batches, click the Close Batch icon in the
slider bar of the detail window.

You return to the main screen.

Managing Account Information (Actions)

When you click the Actions label bar on the main screen of the GL. module,
the following icons appear in the Actions slider bar:

MultiSite Systems, LLC version 2.2.96 25



MultiSite Suite: General Ledger Module

Action icons

3
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Managing Account Information (Actions)

'-:-._!General Ledger Module - Division = {"Multi-Family") Current Period = 052003

File Edit Yew Tools Help

57

g pzoean an €

Multi-Family - MASTER ACCOUNT TEMPLATE

Aot Description Type SubType2 Cloze0ut d

1100 CASH-REGULAR ASSET Cash - 1100 ]
1108 CASH-EQUITY LOAN PROCEED ASSET Cash - Equity 1105
1106 FETTY CASH ASSET Cash - Petty 1108
1110 CASH-MAM REHAE ASSET Cash - M/ 1110
1115 CASH-NOMN PROJECT ASSET Cash - Non 1115
1118 CASH-PRIVATE R/& ASSET Cash - Private | 1116
k| 1117 CASH-ESCROW DEFOSITS| ASSET Cash - Other 1117
1118 CASH - MORTGAGE FUND. ASSET Cash - Mortgage | 1113
1120 CASH-REGULAR ASSET Cash - 1120
1121 CASH - COMSTRUCTION ASSET Cash - 12
1122 CASH-Tax & NS ESCROW ASSET Cash-T &1 1122
123 CASH-T & [ ADDITIONS ASSET Cash-T &I 1122
1124 CASH-T & | EXPENDITURES ASSET Cash-T &1 1122
1125 CASH-GUPERVISED ACCOUNT ASSET Cash - 1125
1126 CASH-SUPERYISED-ESCROWED ASSET Cash - 1126
1130 ACCTS RECEIVABLE- TENANTS ASSET Accounts 1130
1135 ACCTS RECENVABLE GOVT ASSET Accounts 1135
RRET MEDICARE/MEDICAID/OTHER INSUR&NCE  [ASSET Accounts 1137
1140 ACCTS RECENABLE-OTHER ASSET Accounts 1140
1150 MOTES REC - MOM-PROJECT ASSET Accounts 1160
1160 ACCRUED RECEMABLE ASSET Accounts 1160

Feports 1166 SUBSCRIPTIONS RECEIVABLE ASSET Subscriptions | 1165 -

| ulti-Family |

| MNew Acoount

Note: Until you click an icon in the Actions slider bar, the other parts
of the main screen remain in their previous view. In the picture above,
the last icon clicked was the Inquiry icon in the Views slider bar;
therefore, sites are listed in the center of the screen and the main panel
displays the Inquiry list.

Actions enable you to manage the account information in GL. Each yellow
folder icon corresponds to a different action that you can select to add,
modify, import, or export data. Descriptions of each action are as follows:

¢ New Batch enables you to add a batch (journal entry) to GL or to
import one from an Excel® spreadsheet.

¢ Budgets enables you to manually add, view, or modify the budget for an
individual site for a specified fiscal year.

¢ Import Budget enables you to import a budget from a .csv file into GL.
¢ New Account enables you to add a new account to GL.

¢ Roll the Year enables you to transfer ending balances from one fiscal
year to the beginning balance of the next fiscal year.

¢ Calc YTD enables you To Whom It May Concern: recalculate the
ending balance for year to date activity for all periods at once.
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Adding Batches

¢

Roll Up Tenant Transactions enables users in the corporate office to
copy unposted account activities for selected sites and periods from the
Tenant module and group them into one large batch of tenant records in

GL.

You can add a batch (journal entry) to GL in one of 3 different ways:

¢

¢

Clicking the Batch icon in the Views slider bar, and answering Yes in the
“do you want to add a new batch?” message box.

Moving your cursor to the empty row at the bottom of a list of batches,
and answering Yes in the “do you want to add a new batch?” message

box.

Clicking the New Batch icon in the Actions slider bar.

The instructions below explain how to add a batch by clicking the New
Batch icon in the Actions slider bar. If you use one of the two other
methods, simply follow the steps below, starting from step 3.

» To add a new batch to GL, do the following:

MultiSite Systems, LLC

1

If the Actions label bar isn’t already open, click on it to display the
available actions.

In the Actions slider bar, click the New Batch folder icon.

A panel appears inside the main screen with a batch header at the top and
detail lines underneath. The icons in the Actions slider bar change to

icons that pertain to adding batches.
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&3 ADDING New Batch Header - GL TEMPLATE = "Multi-Family* HE R
File Edit Help %
Actiohs
BatchType: +| Site #: 265 ARLEE STEDMAN Batch 1D: I
Calendar Period:  [pg2003 FizcalPeriod: [; ReferenceMumber
#2 Impoit Batch Desciiption: Test Batch ﬂl
General Ledger Detail Transactions
Site | Unit 1D Acct B | Description Diebit Credit
25 1100 | Test Batch $5.00
265 1100 TestBatch $5.00
& 265 |
*
BEEliRaEEE Posted: [~ PostedDate:' PostedBy: | [ToTacs | |

3 In the Batch Type drop-down list, select one of the following:

¢ JE lets you add journal entry line items for one site.

¢ (] lets you add a common journal entry, which enables you to enter
line items for several sites in one batch or to import a file from Excel
(for more information on importing Excel files, see Adding Batches by
Importing Exccel Files).

4 Do one of the following:

¢ If you selected JE, enter the site number in the Site # text box in the
batch header.

= Tip: If you do not know the site number, double-click in the Site # text
box to open the Search for a Site window. In the text box at the top of
the search window, enter the first few letters of the site you want, or
scroll down to find it. Then, double-click on the site you want. The
search window closes and the system places the corresponding site
number in the Site # text box of the batch header.

When you move the cursor outside the Site # text box, the system
validates the site number you entered. If the number you entered is
valid, the name of the site appears on the right side of the Site # text
box. If it is not valid, a “Site Number not found” message appears;

MultiSite Systems, LLC version 2.2.96 28



MultiSite Suite: General Ledger Module Adding Batches

MultiSite Systems, LLC

enter the number again until the system displays the correct site
name.

Tip: If you entered a valid site number and the system displays the “Site
Number not found” message, then you probably need to change the
company division template in which you are working. For instructions,
see Setting User Preferences.

¢ If you selected CJ, you do not enter a site number in the batch
header; skip to step 5.

Skip over the Batch ID text box. In the Calendar Period text box, accept
or change the default calendar period.

Tip: In almost all cases, you will accept the default calendar

period.

After you enter a valid site number and accept or change the calendar
period, the system automatically enters the fiscal period in the batch
header.

If you want to add a reference number to the batch header, enter it in the
Reference Number text box. Otherwise, leave it blank and skip to step 7.

In the Description text box, enter a description for the batch you are
adding.

Ignore the text box to the right of the F button and skip to step 9.

Tip: .The F button and text box enable you to import a batch from
Excel, rather than adding one manually. For more information see
Adding Batches by Importing Excel Files.

Begin entering information in the detail line items (under General Ledger
Detail Transactions). In the Site # cell of the detail lines, do one of the
following:

¢ If you selected JE in step 3, the site number appears in the Site # cell
automatically. Skip to the next step.

¢ If you selected CJ in step 3, select a site number for the current line
item from the drop-down list in the cell.
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Adding Batches

Note: You can only enter line items for sites that use the same
GL template (for more information, see [Zewing, Adding, &
Updating Accounts in Master Templates). Entries for sites with
different GL templates should be entered as separate batches.

If a Unit ID is applicable, enter it in the Unit cell.

In the Acct # cell, enter an account number or select one from the drop-
down list (the drop-down list appears when you select the Acct # cell).

Select the Description cell.

The description that you entered in the Description text box of the batch
header appears automatically.

If you want to keep the batch header description, skip to the next step. If
you want to change it, enter a new one in its place.

Tip: While your cursor is inside the Description cell, you can press F2
on your keyboard to move the cursor to the end of the description. This
is helpful if you want to append some text at the end of the description.

If the line item you are adding is a debit, enter a positive amount in the
Debit cell. Otherwise, skip over the Debit cell and go to the next step.

If the line item you are adding is a credit, enter a positive amount in the
Credit cell.

Note: Do not enter any negative numbers when adding batches to the
system.

If it isn’t already selected, select the Credit cell, then press the Tab or
Enter key to go to the next blank line in the line items.

Repeat steps 9 — 16 until all the line items you want to add to the batch
are entered.

At this point, if you want to remove the batch you just entered and start
over again, you can click the Cancel Batch icon on the Actions slider bar
and start over again from step 2. Otherwise, go to the next step to save
your work.
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Tip: The Delete Batch icon on the slider bar is for batches that have
already been saved. The Cancel Batch icon is for batches that have not
yet been saved.

Click the Save Batch icon in the Actions slider bar.
The system displays a message, indicating that the batch is saved.
Click OK to close the message box.

Note: If the batch you entered is out of balance (i.e., debits and credits
are equal for each site), the system displays a warning about it. If that
happens, edit the information in the batch so that it is in balance and
save the batch again.

After you save the batch, you can remove it by clicking the Delete Batch
icon in the Actions slider bar.

Note: You cannot delete a batch that has been posted (see the steps for
posting a batch below).

At this point in the process, you would typically post the batch that you
just added and saved. To post it, follow the remaining steps below. If you
want to post the batch later, click the Close Batch icon in the slider bar to
return to the main Actions slider bar.

To post the batch, click the Post Batch icon in the Actions slider bar.
A message box appears, asking you if you want to post the batch.

Check the calendar period that is displayed in the message box. If it is
correct, click Yes in the message box. If it is not correct, change the
calendar period to the one in which you want to post the batch.

A message box appears, indicating that the batch was posted successfully
to the current calendar period.

Click OK to close the message box.

A message box appears, asking if you want to print the contents of the
batch.

If you want to print a copy of the batch you just posted, click Yes. If not,
click No.
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Whether you print the batch or not, you automatically return to the main
Actions slider bar.

I = Tip: A quick way to add a batch that is very similar to one that has

already been saved is to copy the batch, change the values, save it, and

post it (see Copying Batches). Or, you can reverse an existing batch (see

Reversing Batches).

Adding Batches by Importing Excel Files

Some users prefer to create a long batch (journal entry) in Microsoft Excel®

and then import the line items into GL, rather than entering line items into
GL manually. MultiSite GL enables you to do that, provided that you adhere
to a few simple formatting rules while working in Excel.

» To create a batch in an Excel spreadsheet and import it into GL, do

the following:

1  Create a worksheet in Excel with the following four columns, in the

following order, as shown in the graphic below:

¢ Site Number (e.g., 123)
¢ Account Number (e.g., 6450)
¢ Description (e.g., Record Maintenance Labor)
¢ Amount (e.g., 645.75)

A | B | C | D
1 [Site Account Description Amount
2 1 6540 Maintenance labor 100.00
3 1 1100 Maintenance labor (100.00)
4 2 6540 Maintenance labor 800.00
5 2 1100 Maintenance labor (800.00)
6 3 6540 Maintenance labor 400.00
7 3 1100 Maintenance labor (400.00)
8 4 6540 Maintenance labor 550.00
9 4 1100 Maintenance labor (550.00)

G Notes: Row 1 in the Excel worksheet zst contain the specified column
headings, as shown in the example above.

2 Enter two or more rows of data. Enter debits as positive amounts and

credits as negative amounts.

MultiSite Systems, LLC
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Notes:

¢ Sum the Amount column to make sure that it equals 0. Debits and
credits must offset each othet.

¢ You can only enter line items for sites that use the same GL
template. Entries for sites with different GL templates should be
entered into separate Excel files and imported as separate batches.

In the worksheet tab at the bottom of the spreadsheet, change the Excel
default label so that it reads Text instead of Sheetl.

Format the Amount column by doing the following:

a) Select the entire Column D.

b) From the Format menu in the Excel menu bar, choose Cells.
¢) In the Format Cells window, select the Number tab.

d) In the Category list, select Accounting.

e) In the Decimal Places box, make sure the value is 2 decimal places.
Save the Excel file, giving it any name you want.

Tip: You can have many other worksheets in the same workbook (.xls
file), provided that the worksheet that you are importing into MultiSite
GL is labeled Text, as described above.

If you want to use the Excel file that you just saved as a master file, in
order to import other batches into GL, do the following:

a) In the File menu, choose Save As and save the file as a separate .xls
file with a different name.

b) Modify the Excel file so that the values reflect those in the other
batch that you want to import.

¢) Save the file.

You can import the modified, renamed file into GL at any time.

Tip: For standard monthly journal entries, you can create 12 separate
Excel files in this way (one for each month) at the beginning of the year
and import them, as needed.

version 2.2.96 33



MultiSite Suite: General Ledger Module Adding Batches by Importing Excel Files

O

10

1

Note: It is advisable to create one or more master files from an Excel
tile before you import the file into GL because when you import it, GL
adds a line at the bottom of the Excel file that prevents it from being
imported again.

Close the Excel file and exit Excel.

Log into GL (for instructions, see Logging Into General Ledger).
Click the Actions label bar to display the available actions.
In the Actions slider bar, click the New Batch folder icon.

A panel appears inside the main screen with a batch header at the top and
detail lines underneath. The icons in the Actions slider bar change to
icons that pertain to adding batches.

&g ADDING New Batch Header - GL TEMPLATE = "Multi-Family" |_ (=] x]
File Edit Help [%
BatchType: I +| Site & 265 ARLEE STEDMAN Batch ID: I
Calendar Period:  [ng2003 FiscalPeriod: [g ReferenceMumber,
Description: Test Batch ﬂl
General Ledger Detail Transactions
Site | Unit 1D Acct B | Description Diebit Credit
265 1100 | Test Batch $5.00
265 1100 | TestBatch $5.00
& 265
*
EEEaEEE Posted: [~ PusledDale.I PostedBy: | [TaTacs I |

In the Batch Type drop-down list of the batch header, select CJ
(common journal entry).

12 Skip over the Batch ID text box. In the Calendar Period text box, accept
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ot change the default calendar period.

Tip: In almost all cases, you will accept the default calendar
period.
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16

17

Adding Batches by Importing Excel Files

If you want to add a reference number to the batch header, enter it in the
Reference Number text box. Otherwise, skip to the next step.

In the Description text box, enter a description for the batch you are
importing.

Note: This Description field is the description for the batch header.
Each detail line item will automatically contain the descriptions that you
entered in the Excel file.

Do one of the following:

¢ In the Actions slider bar, click the Import Batch icon.
¢ Click the F button in the batch header.

A file selection window is displayed.

Navigate to the directory containing the Excel file you saved. Click on
the file name; then click Open.

The system imports the data from the spreadsheet. When it is finished, it
displays a message, asking if you want to save the batch that it just
imported.

Click Yes in the message box.

The system adds a line at the bottom of the Excel file that displays your
user name and date on which the file was imported. This prevents the file
from inadvertently being imported a second time.

Note: Before saving the file, the system checks it for valid site numbers,
valid account numbers, and to see if the batch is in balance (i.e., debits
and credits are equal for each site). If any of these are not correct, the
system displays a warning about it.

If that happens, click the Cancel Batch icon in the Actions slider bar.
Then open the spreadsheet in Excel, edit the information so that it is in
balance and all the site and account numbers are correct. Then repeat
the instructions above, starting from step 5.

If the system indicates that your site numbers are invalid and you know
that they are correct, you probably need to change the company division
template in which you are working. This is done in the GL Preferences
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window. For instructions, see Setting User Preferences.

18 After you save the batch, you can remove it by clicking the Delete Batch
icon in the Actions slider bar.

@ Note: You cannot delete a batch that has been posted (see the steps for
posting a batch below).

19 At this point in the process, you would typically post the batch. To post
it, follow the remaining steps below. If you want to post the batch later,

click the Close Batch icon in the slider bar to return to the main Actions
slider bar.

20 To post the batch, click the Post Batch icon in the Actions slider bar.
A message box appears, asking you if you want to post the batch.

21 Check the calendar period that is displayed in the message box. If it is
correct, click Yes in the message box. If it is not correct, change the
calendar period to the one in which you want to post the batch.

A message box appears, indicating that the batch was posted successfully
to the current calendar period.

22 Click OK to close the message box.

A message box appears, asking if you want to print the contents of the
batch.

23 If you want to print a copy of the batch you just posted, click Yes. If not,
click No.

Whether you print the batch or not, you automatically return to the main
Actions slider bar.

= Tip: A quick way to add a batch that is very similar to one that has
already been imported and saved is to copy the batch in GL, change the
values, save it, and post it (see Copying Batches). Or, you can reverse an
existing batch (see Reversing Batches).

MultiSite Systems, LLC version 2.2.96 36



MultiSite Suite: General Ledger Module Posting Batch

Posting Batches

MultiSite Systems, LLC

es

If you add a batch or import a batch from an Excel file, and you do not post

it right away, or if you create a batch from transactions in the Tenant module,

you can post the batch to GL, afterwards, by using the instructions below.

To post a batch to GL, do the following:

1

If the Views label bar isn’t already open, click on it to display the
available viewing options.

In the Views slider bar, click the Batch folder icon.

A message box appears, asking you if you want to add a batch.
In the message box, click No.

A list of batches appears in the panel of the main window.

If the label above the list of batches does #of read “Unposted Batches,”
(i.e., if it reads “Posted Batches), switch your view to Unposted Batches
by choosing Unposted Batches from the View menu in the main screen
menu bar.

Double-click on any cell in the row that corresponds to the batch that
you want to post.

A panel containing batch details appears in the main screen, and the
Actions slider bar opens, displaying the icons that pertain to batch
activity.
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g Batch Data - GL TEMPLATE = 'Corporate’ HE
Fil= Edit Help
Actions —
? BatchType: w| Sie# Iggg HARRIS BROWHN MANAGEMENT Batch ID: |4588T
Calendar Period:  [o52003 FiscalPeriod: [5 ReferenceMumber
Descrption: Misc Reclass ﬂl
General Ledger Dietail Transactions
Site § | Unit 1D Acct B | Description Debit Credit
B| 558 4420 | Misc Reclass $150.55 $0.00
933 4520 | Misc Reclass $0.00 $150.55
*
RElirg Bateh Posted: [~ F‘ostedDale:I PostedBy: | [ToTaLs I +1 50_55| $150.55 |

Click the Post Batch icon in Actions slider bar to post the batch to GL.
A message box appears, asking you if you want to post the batch.

Check the calendar period that is displayed in the message box. If it is
correct, click Yes in the message box. If it is not correct, change the
calendar period to the one in which you want to post the batch.

A message box appears, indicating that the batch was posted successfully
to the current calendar period.

Click OK to close the message box.

A message box appears, asking if you want to print the contents of the
batch.

If you want to print a copy of the batch you just posted, click Yes. If not,
click No.

Whether you print the batch or not, you automatically return to the main

screen.

Click the Close Batch icon to return to the list of batches that you
displayed in steps 2 and 3.

If you want to post other batches in the list, repeat steps 5 - 10.
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Copying Batches

A quick and easy way to add a batch that is very similar to one that has
already been saved to the system is to copy the batch, change the values, save
it, and post it.

» To copy a batch and use it to create a new batch, do the following:

MultiSite Systems, LLC

1 Display a list of posted or unposted batches that contains the batch you
want to copy (for instructions, see [zewing Batches).

2 Double-click on any cell in the row that contains the batch you want to
copy.

3 Click the Copy Batch icon in the Actions slider bar.

The Copying New Batch panel appears in the main screen window.

&2 COPYING New Batch [_ 5]
File Edit Help
[Actions —
BatchT ype: +| Sie# Iggg HARRIS BEROWN MANAGEMENT Batch |0
Calendar Petiod: [ FiscalPeriod: [g RefersnceMumber: I
Description: Feclass Supplies ﬂl
General Ledger Detail Tranzactions
Site # | Unit1D Acct# | Description Diehit Credit
» 999 4430 Reclass Supplies $15.00 $0.00
o3 4420 Feclass Supplies $0.00 $15.00
*
T e PostedDate:[i 17720 PostedBy: [on [foTals | $15.00 [ $15.00

4 If you want to make any changes or additions to the batch details, you
can do so at this point.

5 Click the Save icon in the slider bat.

6 Click the Close Batch icon to return to the list of batches.
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7 In the View menu of the main menu bar, be sure that Unposted Batches
is selected. If it is not, choose it from the menu.

The unposted batches are displayed in a panel of the main screen.

8 Find the copy of the batch you created and double-click on any cell in the
corresponding row.

The batch detail window appears.

9 If you want to make any changes or additions to the batch details, you
can do so at this point; then click the Save Batch icon.

10 Click the Post Batch icon in Actions slider bar to post the batch to GL.
A message box appears, asking you if you want to post the batch.

11 Check the calendar period that is displayed in the message box. If it is
correct, click Yes in the message box. If it is not correct, change the
calendar period to the one in which you want to post the batch.

A message box appears, indicating that the batch was posted successfully
to the current calendar period.

12 Click OK to close the message box.

A message box appears, asking if you want to print the contents of the
batch.

13 If you want to print a copy of the batch you just posted, click Yes. If not,
click No.

Whether you print the batch or not, you automatically return to the main
screen.

Reversing Batches

You can open any batch that has been saved in the system and create a new
batch that switches (reverses) the debits and credits in the line items. The
instructions are as follows:
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» To create a new batch that reverses the debits and credits of an
existing batch, do the following:

1 Display a list of posted or unposted batches that contains the batch you
want to reverse (for instructions, see [zewing Batches).

2 Double-click on any cell in the row that contains the batch you want to
reverse.

3 C(Click the Reverse Batch icon in the Actions slider bat.

The Reversing a Batch panel appears in the main screen window.

&= REVERSING a Batch HE
File Edit Help
BatchType: - | Site & Iggg H&RRIS BROWHN MANAGEMENT Batch [D: I
Calendar Period: | FiscalPeriod: [g ReferenceMumber:
Description: Reclass Supplies ﬂl
General Ledger Detal Transactions
Site # | Unit 1D Acct # | Description Debit Credit
b a93 4430 Reclass Supplies $0.00 $15.00
939 4420 |Reclass Supplies $15.00 3000
*
RecuingBaich | o552 [ PostedDate[og;17,20 | FostedBy: [ioh raTaLs | $15.00 [ $15.00 |

4 If you want to make any changes or additions to the batch details, you
can do so at this point.

5 Click the Save icon in the slider bar.
6 Click the Close Batch icon to return to the list of batches.

7 In the View menu of the main menu bar, be sure that Unposted Batches
is selected. If it is not, choose it from the menu.

The unposted batches are displayed in a panel of the main screen.
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Find the reversed batch you created and double-click on any cell in the
corresponding row.

The batch detail window appears.

If you want to make any changes or additions to the batch details, you
can do so at this point; then click the Save Batch icon.

Click the Post Batch icon in Actions slider bar to post the batch to GL.
A message box appears, asking you if you want to post the batch.

Check the calendar period that is displayed in the message box. If it is
correct, click Yes in the message box. If it is not correct, change the
calendar period to the one in which you want to post the batch.

A message box appears, indicating that the batch was posted successfully
to the current calendar period.

Click OK to close the message box.

A message box appears, asking if you want to print the contents of the
batch.

If you want to print a copy of the batch you just posted, click Yes. If not,
click No.

Whether you print the batch or not, you automatically return to the main

screen.

Viewing, Adding & Updating Budgets

The Budgets action enables you to view, add, or edit the budget for an

individual site for any specified fiscal year.

» To view, add, or update budgets for a site, do the following:
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1

If the Actions label bar isn’t already open, click on it to display the
available actions.

In the Actions slider bar, click the Budgets folder icon.

The Budgets window appears.
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%, Budgets _[=]x]
File Help
ﬂl él A S HL N PARE ¥ | Fiscal'rear |2003 Get Budget | Hecalc Tiotals | [%
Acct # Acct Description Spread Amt 1 2 3 4 fa E i
142003 2/2003 3/2003 42003 5/2003 E/2003 F42003
Revenus:
Total Reverue 0.on 0.00 0.oo 0.oo 0.00° 0.00 0|
Expenses
Total Expenses L] 0.0 0.o0 0.00 0.00 0.00 0
Met Income 0.00 0.00 0.00 0.00 0.00 0.00 0.0]
Azsets
Total Aszets 0.00 0.00 0.00 0.00 0.00 0.00 0.0
Liabilitie:s:
Tatal Liabilities 0.00 0.00 0.00 0.00 0.00 0.00 0.0]
E quity:
T otal Equitiss 0.00 0.00 0.00 0.00 0.00 0.00 0.0
Total Cash L] 0.0 0.o0 0.00 0.00 0.00 0
L i
Sy | Exit | Cash Flow: $0.00
[Rearu

The site name that appears at top of the window in the Site drop-down
list in the window is the last site that was selected from Inquiry view (see
Viewing & Printing Account Summaries).

If you want to view, add, or edit a budget for a different site, select an
alternate site from the Site drop-down list.

In the Fiscal Year text box, enter the fiscal year for which you want to
view or edit the site’s budget.

Click the Get Budget button at the top of the window to display the
budget records for the selected site and specified fiscal year.

The budget data appears in the window. If no current budget exists for
the fiscal year, the amounts in the line items will all be 0.

Note: If you changed the site (in step 3), a message box appears, asking
if you if you’re sure that you want to change sites before saving any data
on the current screen.

If this message box appears and you don’t need to save any information
on the current screen, click Yes. If you entered data that you’ve not yet
saved, click No, click the Save button at the bottom of the window,
select the site you want from the Site drop-down list again, and click the
Get Budget button again.
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Importing Budgets

If you want to add or modify any data, select the corresponding cells and
enter values.

Tip: If a budgeted amount is the same for each month, it might be
easier to spread the amount evenly. To do that, select cell in the Spread
Amt. column in the same row as the corresponding account number
(Acct #) and enter the annual amount. When you click anywhere
outside the cell, the annual amount is spread evenly to each period in
the record.

If you changed any numbers in the record, click the Recalc Totals button
at the top of the window to recalculate the budget accordingly. Then
click the Save button at the bottom of the window.

To print the budget, click the print button in the toolbar.
To close the window, click the exit button.

You return to the main screen.

You can import a budget from a .csv file into GL by following the steps

below.

» To import a budget, do the following:
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1

If the Actions label bar isn’t already open, click on it to display the
available actions.

In the Actions slider bar, click the Import Budget folder icon.

The Import Budget window appears, as shown below.
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% Import Budget to GL

Budget to Impart
PRESS START BUTTON TO BEGIM.

Importing Account Mumber

Stap Cloze |

Click the Start button at the bottom of the window.
A window appears.

In the window, navigate to the .csv file you want to import, select the file
and click Open.

The system begins importing the selected .csv file. The account numbers
in the file flash in the Importing Account Number text box as the import
progresses.

Tip: At any time, you can abort the import process by clicking the Stop
button at the bottom of the Import Budget window.

When the import is finished, a “Done” message appears at the bottom of
the window.

Click the Close button to exit the Import Budget window.

You return to the main screen.

Adding New Accounts

The New Account action enables you to add new accounts to GL.
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Tip: You can also add new accounts while you are viewing accounts in
Chart of Accounts view. For instructions, see |7Zewing, Adding, &
Updating Accounts in Master Templates.
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» To add a new account to GL, do the following:

1 If the Actions label bar isn’t already open, click on it to display the
available actions.

2 In the Actions slider bar, click the New Account folder icon.

The Add Record window appears.

NS

GLTemplate: Multi-F amily Active oot [

k2éeotMumber: 1110
AcctType: ASSET

AcctSubType: ]_C;I;—‘
AcctSubTypez: Cash - /M Rehab
AcctSubType3: ]‘7—‘

Description: |CASH-MM REHAB
Close0ut: ]Tﬁ—u—
Budgetbcct: B

AldcctNumberd: ]F
AlDescrption]: ]Cagh - Entity
Alcotumber2: ]—
AlD escription: |

Aldcottumber3: ]—
AlD escription3:

|
Comimerts: ]

Balances heetSubType: Cash - b/t Rehab
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SubType CashFlow: 1Eash
HUD _AccountMumber
HUD Description: ]‘?
RD Account Nurmber:
RD Description: |
RD Budget Line:
add | Edt | Delete | Rehesh |
4 I 4 uHecord: 9 M

RECOMMEND COPY ACCT TO ADD NEW ACCOUNTS

From the GL Template drop-down list, select the GL Template
(company division) associated with the account that you are adding.

Complete the information in each of the blank text boxes.

If the account is a Budget Account, select the BudgetAcct check box.

If you want to add comments, enter them in the Comments text box.

Click the Update button.

The account is added to the system. You return to the main screen.
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Rolling Ending Balances to the Next Year

The Roll the Year action enables you to transfer ending balances from one
fiscal year to the beginning balance of the next fiscal year.

In the GL system, there are 14 available periods for each account in every
year: periods 0 through 13. Period 0 (e.g. 002003 for the year 2003) receives
values from the previous year end, periods 01-12 coincide with the 12
calendar months in the year, and period 13 (e.g. 132003 for the year 2003) is
where you add audit adjustments, year end closing numbers, and so forth. In
this way, the system always maintains an accurate period 12.

The Roll the Year action takes all the asset and liability accounts from period
13 in a year and rolls them into period 0 of the following year. It also takes all
the revenue and expense accounts, closes them out, and puts them in a
specified account (typically owner’s equity) in period O of the following year.

5 Notes:

¢ The Roll the Year action should be done at least once each year,
after all entries are posted. For more information, see Year End
Procedures.

¢ In the MultiSite Suite, periods and years are never officially “closed”
per se. Entries can be made to previous periods and previous years.
If an entry needs to be made to a previous year (e.g., for an audit
related adjustment), it should be posted to the previous period, then
the previous year should be recalculated (see Manual Updating the
Ending Balance for Year to Date Activity). Then, the previous year
should be rolled again and the new year should be recalculated
again.

> To transfer ending balances from one fiscal year to the beginning
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balance of the next fiscal year, do the following:

1 If the Actions label bar isn’t already open, click on it to display the
available actions.

2 In the Actions slider bar, click the Roll the Year folder icon.

The Roll Year window appears.
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Rolling Ending Balances to the Next Year

H Roll Year

r

Enter Fiscal Year End:

Enter the Year to Close Out: |2DDS
|2DD4

Enter the: New “ear:

Guit | Foll'Year | Calsy'TD

S
| CAPS | NUM | 08/03/2003 | 11:20 4M

) ] [

Siteft Acct
I [3 = l 299

4

Do one of the following:

¢ If you want to roll just one site, select the Roll One Site check box;

then enter the site number you are rolling in the Site # text box that

appears.

(You do not need to select a Fiscal Year End when rolling just one

site.)

¢ If you want to roll all sites, keep the Roll One Site check box empty
and select the year end from the Fiscal Year End drop-down list.

Every site that has the selected fiscal year end appears in the Site#
and Account# list box on the right side of the window.

If you want to change the year that you are closing out, enter that year in
the Enter the Year to Close Out text box.

The new year (i.e., the following year)

window.
Click the Roll the Year button.

One of the following happens:

automatically appears in the

¢ If you are rolling all sites, the system automatically selects each site
number in the Site# list box, one at a time, and displays the

corresponding account numbers in the Account# list box as the

system rolls them over.
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¢ If you are rolling just one site, the system automatically displays the
account numbers for the site you entered in step 3 in the Account#
list box as the system rolls them over.

When all accounts are all rolled over, a “finished rolling the year”
message appears.

6 If you want to recalculate the year to date activity for each site for the
new year at this point, click the Calc YTD button.

When the recalculation is complete, a “Finished Calculated YTD”
message appears in the Roll the Year window.

7 Click the Quit button to close the Roll the Year window.
You return to the main screen.

Tip: You can use the Roll the Year action as often as you want to
without causing any repercussions to the data in the system. It is better
to do this too often than not often enough.

Manual Updating the Ending Balance for Year to Date Activity

The Calc YTD action enables you to manually recalculate the ending balance
for year to date activity for all periods at once.

When you post a journal entry to a particular period (month), the system
automatically updates all activity (including the year to date activity) for that
period, and updates the ending balance for the year to date activity for the
remaining periods for the fiscal year. The Calc YTD action updates the year
to date fields in each period, based on previous monthly amounts. You can
do this for one site or for all sites, simultaneously should the need arise.

@ Notes:

¢ This procedure updates the summary table of account balances. If
you notice beginning balances for the next month do not equal your
ending balance for the previous month you should run this
procedure to fix the beginning balances and ending balances. For
more information, see Month End Procedures).

¢ In the MultiSite suite, periods and years are never officially “closed”
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per se. Entries can be made to previous periods and previous years.
If an entry needs to be made to a previous year (e.g., for an audit
related adjustment), it should be posted to the previous period, then
the previous year should be recalculated. Then, the previous year
should be rolled again) and the new year should be recalculated
again.

» To recalculate the ending balance for year to date activity for all
periods in a fiscal year, do the following:

1 If the Actions label bar isn’t already open, click on it to display the
available actions.

2 In the Actions slider bar, click the Calc YTD folder icon.

The Recalculate YTD window appears.

EREEE'EU'EI:E ¥YTD AccountDetail M=l E3

Site No. [ I abSies
Fizcal vear I

Calc v'TD |
Acct Mo, I

3 Do one of the following:

¢ If you want to recalculate year to date activity for one site, enter the
site number in the Site No. text box.

¢ If you want to recalculate year to date activity for all sites, click the
All sites check box.

A list of all sites appears in a list box on the right side of the window.

4 In the Fiscal Year text box, enter the fiscal year for which you want to
recalculate the ending balance for year to date activity.

5 Click the Calc YTD button.
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The account numbers for the selected site(s) flash in the Account No.
text box as the system updates their year to date activity. When this
process is finished, a “Done” message appears at the bottom of the
Recalculate YTD window.

6 To close the window, click the x in the top right corner.

You return to the main screen.

= Tip: You can use the Calc YTD action as often as you want to without

causing any repercussions to the data in the system. It is better to do
this too often than not often enough.

Creating Tenant Batches in General Ledger —SKIP IF USING REAL

TIME POST

The Roll Up Tenant Transactions action enables users in the corporate office
to copy accounts for selected sites from the Tenant module into the GL
module, create a large batch of those accounts in GL, post the batch to GL,
and mark the accounts as posted in the Tenant module.

This feature was added to GL. because many companies prefer to balance
their own accounts on a monthly basis. Therefore, tenant account
information is not exported from the Tenant module to the GL. module
automatically, and the information must be updated in GL manually so that
the GL records are correct.

Note: If the MultiSite Tenant module is being used, this action should
be performed at least once each month, to keep the records in GL.
accurate. If preferred, it can be done more than once each month.

» To create a tenant batch in General Ledger, do the following:

MultiSite Systems, LLC

1 If the Actions label bar isn’t already open, click on it to display the
available actions.

2 In the Actions slider bar, click the Roll Up Transactions folder icon.

The Tenant Transactions Roll Up window appears.
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Creating Tenant Batches in General Ledger —SKIP IF USING REAL TIME PC

i, Tenant Transactions Roll Up

Period ta Raoll Up:

¥ Boll all sites together

=] B3

LCloze

Select Site[z)=>

| Ready

4

3 In the Period to Roll Up text box, accept the default period or change it

to the period for which you want to create a batch of tenant account

records.

4  Click the Select Site(s) button.

The Select Sites window appears.

i. Please select one or more sites to roll up Tenant Transactions

Select One or More Sites
PCT 290 |ABCINVESTMENWT COMPANY | PENN COURT Ed Dallaps RD 515 Sech
CG (1 ALBEMARLE CREEKRIDGE Gary Roupe RO 515
AL |2 AIDERSGATE | ALDERSGATE Mike Lucas HUD 202
A0 |3 ALDERSGATE Il ALDERSGATE Il tike Lucas HUD 202
RO |4 ALEXANDER RIDGEWAY Mike Lucas RD 515
Cd |5 ALLEMDALE DALE, THE Brandon Liles R 515 Secd
W B APEX WAKE ACRES K.ally Hammer RC 515
FOF 224 |ARC STAWLY POPLIN COURT Gary Roupe RO 515
Ri¥ |85 | ARDEM-RIVER GLEM RIVER GLEM Becky Stevens | HOME
45 | 265 |ARLEE STEDMAMN ARLEE M8 Caonventional
ASH | 298 |ASHLYM PARK ASHLYN PARK David Phipps RC 515 LIHC
ME (170 |AURORA MaLLARD Candace Heath  [RD 515 LIHC
BT |7 BAKERSVILLE RIWER TRAIL Becky Stevens  |RD B15
CR |8 BATTLEROROD DREW HILLS K.l Hammer RO 515
EM |10 BISCOE EMERYWOOD Gary Berg R 515
17T 138 [BISHOPYILLE I TERRACE Erandon Liles RC 515 LIHC i
ok |

5 Select the sites you want to include by clicking anywhere in the rows that

contain the corresponding site names. Hold down the Shift key while

doing this to select contiguous rows of sites; hold down the Cttl key to

select non—contiguous rows.

6 Click OK at the bottom of the window.

The system does all of the following:

¢ Copies from the Tenant module all unposted tenant charges and

receipts, rental assistance charges and receipts, security deposit
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receipts, and other activities for the sites you selected and the period
you specified and groups them together into one large batch in GL.

¢ Copies from the Tenant module all unposted account activities for
the sites you selected and all the periods prior to the one you specified
and groups them together into separate batches in GL (a different
batch for each period of unposted activities).

¢ Marks the accounts that were included in the batch (or batches) as
posted in the Tenant module.

A status bar is displayed as the system completes these processes. When
the system is finished, a message box appears that reads “Roll Ups
Complete.”

7 Click the Close button in the message box.
You return to the GL Transactions Roll Up window.

8 Click the Close button in the GL Transactions Roll Up window.
You return to the main screen.

IF Tips:

¢ After the system creates the batch, you can view it in GL by clicking
the Batch folder icon in the Views slider bar (see I7ewing Batches).

¢ To view or print the details in the batch, run the report called
“Tenant Roll Up to GL” (see Generating & Printing Reports).

9 Post the batch (for instructions, see Posting Batches).

Month End Procedures — DIFFERENT IF USING REAL TIME POST

The following procedures should be done at the end of each month for each
property before batches (journal entries) are entered into the system for the
following month.

» At the end of each month, do the following:

1 In the Tenants module, generate the Tenant Summary report, and verify
that Gross Rent Potential (GRP) is in balance (i.e., make sure that the
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actual amounts charged are equal to the budgeted amounts) and that
Cash is correct.

I = Tip: The detail records used to generate the Tenant Summary report are
the same records as those used to create tenant batches. If the Tenant
Summary report is correct, the batch of tenant records that gets posted
in GL will also be correct.

2 Use the Creating Tenant Batches in General 1 edger procedure in this manual
to create a batch for each site for each period that has unposted Tenant
transactions.

@ Note: If a user working in the Tenant module inadvertently creates

Tenant transactions for a period prior to the one for which you are
creating the current batch, the system will automatically place the prior
transactions in separate GL batches (a different batch for each period).

= Tip: To view the details in the batch created from the Tenant module,
print the Tenant Roll Up to GL report and compare it to the Tenant
Summary report. (For instructions, see Generating & Printing Reports.)

3 Post the batch that you just created from the Tenants module. For
instructions, see Posting Batches.

4 Print the financial statements that are pertinent to your company (e.g.,
the Trial Balance, Operating Statement, Cash Flow report). For
instructions, see Generating & Printing Reports.

Year End Procedures

The following year end procedures must be done for every property when
the numbers for the closing year are finalized and before any January batches
(journal entries) are entered into the system for the new year.

» At the end of each year, do the following:

1 In user preferences, change the default period to 13 (e.g., 132003 for
period 13 of the year 2003). For instructions, see Set#ing User Preferences.

2 Enter any year end batches. For instructions, see .Adding Batches or Adding
Batches by Importing Excel Files.
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Tip: Typically, these would be batches resulting from audit adjustments
in period 13 of the prior year.

4 Use the Roll the Year action to take the ending balance (from period 13)
of the prior year and copy (“close”) them to the beginning balances
(period 0) of the following year. For instructions, see Ro/ing Ending
Balances to the Next Year. Then complete step 5 immediately.

All P & L accounts are “rolled up” and closed into the equity account
that was set up in the account template. All assets and liabilities will
simply roll over and become the beginning balance of the new year.

= Tip: The Roll the Year action can be done at any time, and it can be

done more than once. However, it must always be immediately
preceded by recalculating the year to date activity for the prior year (step
3 above), and it must always be immediately followed by recalculating
the new year (step 5 below).

5 Use the Calc YTD action to update the ending balance for all year to date
activity for the new year. For instructions, see Manual Updating the Ending
Balance for Year to Date Activity.

6 Change the default period in user preferences to 01 of the new year, to
enter batches for January. For instructions, see Se#ting User Preferences.

Generating & Printing Reports

MultiSite Systems, LLC

There are two icons on the Reports slider bar that you use to generate
reports: one that displays a list of reports to select (Other Reports) and one
that generates the Cash Flow report (Cash Flow). A separate icon is necessary
for the Cash Flow report because the system must perform some additional
processing to retrieve that report.

After you generate a report, it is displayed in the Reports window, where you
can view the report, print it, export it to a file, or send it as an e-mail
attachment. Instructions for each of these procedures follow.
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Generating Regular Reports (Reports Other Than Cash Flow)

» To generate any report other than the Cash Flow report, do the
following:

1 If the Reports label bar isn’t already open, click on it to display the two
Reports icons.

Yiews

Actionz
Reports

Ither Reports
Flos

2 In the Reports slider bar, click the Other Reports icon.

The GL Report Menu window appears, as shown below. It displays the
reports that are assigned to you.

@ Note: If a report that you expect to see does not appear, speak to your
supervisor or system administrator about adding the report to your
assigned list.

s, gl Report Menu
File

Preview

Available Reports

Report Mame J 1
Settl t - Account Summary E:
Settlement #1100 -By Site -GL Trans Vs TB H/A
Settl t -#1100 -GLTrans - By Batch 3
Settlement -#1100 -TB - By Site ﬁ‘
Settl t -GLTrans in TB Format

Tenant Rollup to General Ledger All \
Trial Balance - All Sites
Trial Balance - By Dffice i
Trial Balance - By PW

Trial Balance - Commercial

Trial Balance - Commercial - by PM
} | Trial Balance - Pick Sites|

Trial Balances - Out Of Balance

Close Reports

- Printer

Report Description
Trial Balance for all Sites for selected period for selected sites

Utilities

Inquiry 4

3 Scroll down the list of reports until you find the one you want to view.
Then click on the report name to select it.
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Tip: An arrow appears in the selection bar next to the report that you
selected. A description of the report is displayed in the Report
Description box at the bottom of the window.

4 Do one of the following:

¢ Click the All icon in the Preview slider bar on the right side of the
GL Report Menu window.

¢ Double-click on the report name.

If report parameters are associated with the selected report, a report
parameters window appears. Each parameter window contains different
options, depending on which report you selected in step 3.

5 Select and/or enter the parameter values by which you want to filter the
selected the report.

6 Click OK.

The selected report appears in the Reports window, as shown below.

-:jé'gl: Trial Balance - Pick Sites

x||<| <| 102 » | >I| l| =] %l@ oz =] tetatss  1o0x 490 43

A&ETHOMES/A & T HOMES
Trid Baance
Fiscal Perind: 5 Site # 269
#llnits: 25 Celepddnblly DR PM:
Acckt Descriphion Current Month ¥ear-To-Date

Asseis

1100 CASH-BEGULAR. 252205 2,522095

1120 CASH-BEGULAR -62.15 3.056.10

1122 CASH-TAX &IN5 ESCROW 0.00 6,781.87 b

113 TEHANT SECURITY DEFOSIT 1,350,000 9,600.00

1240 PREPAID INSURANCE -300.39 1,171.18

1320 CA&SH-RESERVE 0.on 1,910.60

1311 CASH-RESERVE ADDITIONS 0.47 3,000.47

1322 CLSH-RESERVE WITHDRAWALS 0.00 -1,052.07
Liah ilities

2110 AP-TRADE 0.00 -1,11097

2150 ALCCRUED PROPERTY TAXES -520.00 -4,100.00

2191 TENANT SEC DEP FUMDED -1,350.00 -9,600.00
Equity

3100 OWNERS/PARTHNER EQUITY 50000 -6,247 88

| of

7 To navigate in the report, print the report, export it to a file, or send it to
someone as an e-mail attachment, use the instructions in the Navigating in,
Printing, Exporting, and E-mailing Reports section below.
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8 To close the Reports window, click the x button on the toolbar or in the
upper right corner of the window.

You return to the GL Report Menu window.

9 Click the Close Reports icon in the Preview slider bar of the GL. Report

Menu window.

You return to the main screen.

Generating the Cash Flow Report and other Icon Reports

» To generate the Cash Flow repott, do the following:

1 If the Reports label bar isn’t already open, click on it to display the two
Reports icons.

2 In the Reports slider bar, click the Cash Flow icon.

Yiews

Actionz
Reports

F L Other B epoits

et
s Eazh Flow

The Cash Flow window appears. The current default period appears in
the Enter Period text box.

i, Cash Flow _ (O]
Enter Period [like 082002] lm

Cloze | Select Site(z) »»

3 If you are generating a report for a different period, enter it in the Enter
Period text box. Otherwise, accept the default period.

4  Click the Select Site(s) button.

The Select Sites window appears.
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. Select One or More Sites to Include in your Report =l E3
Select One or More Sites
Code | Siteft | Site Mame Apartment Mame | State | Property Manager | Property Type j
BIPCT |290 |ABC INVESTMENT COMPANY |PEMN COURT A Ed Dallape R 515 Sech J
CG |1 ALBEMARLE CREEKRIDGE MNC | Gamy Roupe RO 515
AL 2 ALDERSGATE | ALDERSGATE MHC | Mike Lucas HUD 202
AD 3 ALDERSGATE Il ALDERSGATE Nl [WC | Mike Lucas HUD 202
RO |4 ALEXAMDER RIDGEWAY MC | MikeLucas RO 515
L& |5 ALLENDALE DaLE. THE SC Brandon Liles R 515 Sech
Wi | B APEX WAKE ACRES MC | Kelly Hammer R0 515
FOP | 224 [ARC STAMLY POPLIN COURT |MC | Gary Roupe RO 515
Rl |86 ARDEN-RIVER GLEN RIVER GLEM MC | Becky Stevens  |HOME
ASH 296 ASHLYM PARK ASHLYM PARK. | SC D avid Phipps RD 515 LIHC
MK [170 |AURORA MALLARD MC |CandaceHeath |RDE15LIHC
i A BARERSYILLE RIVER TRAIL MC | Becky Stevens  |RD 515
DR |8 BATTLERORO DREW HILLS MC | Kelly Hammer RO 515
EM |10 BISCOE EMERYWOOD  |WC | Gary Berg RO 515
1T 138 | BISHOPYILLE I TERRACE 5E Erandon Liles RD 515 LIHC
FO 11 BRAGG STREET FOREST RIDGE |WC | ToryJones R 515 Sech
BT 1585 | BRITISH wWoODs BRITISH WOODS|WC | Candace Heath  |RD 515 LIHC =
aK |

Select the sites you want to include by clicking anywhere in the rows that
contain the corresponding site names. Hold down the Shift key while
doing this to select contiguous rows of sites; hold down the Cttl key to
select non-contiguous rows.

Click OK at the bottom of the window.
The system displays the report in the Reports window.

To navigate in the report, print the report, export it to a file, or send it to
someone as an e-mail attachment, use the instructions in the Navigating in,
Printing, Exporting, and E-mailing Reports section below.

To close the Reports window, click the x on the toolbar or in the upper
right corner of the window.

You return to the Select Sites window.

Click the x in the upper right corner of the Select Sites window.
You return to the GL. Report Menu window.

Click the Close button in the GL Report Menu window.

You return to the main screen.
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Navigating in, Printing, Exporting, and E-mailing Reports
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Use the toolbar buttons and labels (shown below) to navigate among the

report pages, print the report, export the report to a computer file, and/or

send the report as an e-mail attachment to a specified e-mail recipient.

1 /1 = BB R 00 -

Explanations of each button and label (in sequential order from left to right)

are as follows

¢

Use “X” in top right of report form to close the window.
The first left-arrow goes to the 15t page in the report.
The second left-arrow goes to the previous page in the report.

The “1 of 2” indicates the page number that is currently displayed (page
1), followed by the total number of pages (2 pages).

The first right-arrow goes to the next page in the report.
The last right-arrow goes to the last page in the report.

The square stops the viewer from searching for a particular page. You
can use this button if you click the 1st page button or last page button,
and it is taking too long for the viewer to find the page, due to the length
of the report. The reports window displays whatever page the system is
retrieving at the moment you click this stop button.

The print button prints the report. You can choose your PDF Priner.

The button to left of printer button is the export button. It opens a
standard export window that enables you to export the report to a file or
to send it as an e-mail attachment to an e-mail address that you specify.
You have to have email setup on your server for this to work.

The 100% drop-down list enables you to select different sizes in which to
view the current page, creating the effect of zooming in and out.

The number next to ““Total” indicates the total number of records that
are in the report.

Two blue circular arrows is Refresh Button allowing you to choose
different parameters.
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¢ Use Binocular icon to Find text or numbers.

Setting User Preferences

The user preferences feature enables you to set the default values that the
system uses to filter records that you retrieve from the GL database. You can
set any of the following defaults:

¢ The current period in which you view and manage records throughout
GL.

¢ The company division for which sites appear when you view account
summaries (see [Zewing & Printing Account Summaries).

¢ The company division template for which you view batches (see 1 7ewing
Batches).

¢ When you filter records by property manager or office, it lets you specify
which manager or office will be used to filter the records.

¢ When you filter posted batches, it lets you set the date range of the
posted batches that the system retrieves.

For more information about filtering records, see Filtering Records for
Customized Viewing in the 1iewing & Printing Account Information (1 iews)
section.)

The user preferences feature also enables you to set the default location on
your computer system where the system stores reports and documents that
you export in GL.

» To set user preferences, do the following:
1 In the main screen, do one of the following:

¢ Click the User Preferences button in the toolbar.

¢ From the Tools menu, choose Preferences.

The Preferences window appears, and the General tab is displayed
(shown below).
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Setting User Preferences

. PREFERENCES
Clase

[_[=5]x]

General I Company Infa | TBA |

Session Current Period 052003 GL System Current Period = 052003
Drefault Report Location IW:\Hepo[ts\GL\

Default Document Location [i/vnt1at]_roothssqldatatletterss

Default Division: ulti-Family = | [filkers Inguiry Screen)
Default GL Template: tulti-Family VI [filkers Batches)
Drefault Froperty Manager  [aNITA SUMMNER vl
Default Office GED = r—Filter Posted Batches
Diynamic Date Fange WAk -

Filter for Batch Dates beginning: IUT A01/2003
Filter for Batch Dates endifng: |1 24372003

Save Settings | Undo Close

If you want to change the current period in which you want to view and

manage account data, enter the period in the Session Current Period text
box.

Note: When you change the default current period, the new default
value only appears during the current session. When you exit GL, the
default current period automatically resets to the actual current period.

The actual current period is set by the system administrator at the
beginning of each period.

If you want to change the location where the system saves and stores
exported reports, double-click inside the Default Report Location text

box. Then, in the browse window that appears, select the alternate
location in the file directory.

If you want to change the location where the system saves and stores
exported documents, double-click inside the Default Document Location

text box. Then, in the browse window that appears, select the alternate
location in the file directory.

Note: Currently, there are no documents that are generated in GL. The
Default Document Location preference is for future reference.

If you want to change the company division for which you view account
summaries, select the division from the Default Division drop-down list.
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1

The list of sites that appears when you select the Inquiry icon from the
Views slider bar will be filtered accordingly.

If you want to change the company division template for which you view
batches, select the template from the Default GL. Template drop-down
list.

The list of batches that appears when you select the Batch icon from the
Views slider bar will be filtered accordingly.

Tip: If you add batches to GL and the system won’t accept them,
indicating that the site numbers are wrong, and you know that you have
entered the site numbers correctly, you probably need to change the
company division template in which you are working.

If you are filtering records by property manager and you want to switch
to a different property manager’s accounts, select the manager from the
Default Property Manager drop-down list.

The accounts that appear when you choose Filter PM from the View
menu will be filtered accordingly.

If you are filtering records by office and you want to switch to accounts
from a different office, select the office from the Default Office drop-
down list.

The accounts that appear when you choose Filter Office from the View
menu will be filtered accordingly.

To change the date range in which the system filters posted batches,
enter the starting date in the Filter for Batch Dates Beginning text box;
then enter the ending date in the Filter for Batch Dates Ending text box.

Tip: Both text boxes are located in the Filter Posted Batches group box
in the lower right corner of the General tab of the Preferences window.

The batches that appear when you select the Batch icon in the Views
slider bar will be filtered accordingly.

Click the Save Settings button.

If you want to enter other preferences, click on the other tabs in the
Preferences window and change the default settings in those tabs. Be sure
to click the Save Settings button after working in each tab.
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12 Click the Close button to close the Preferences window.

You return to the main screen.

Setting Reminders

You can set reminders for yourself in the General Ledger system. The system
displays the reminders when you log into the system, so that you won’t forget
important tasks. For example, if you set a reminder for every Thursday, the
system displays the reminder every Thursday, as soon as you log into GL.

Note: In order for the system to display reminders, the Show
Reminders command on the Tools menu must be selected.

» To set remindets, do the following:

1 From the Tools menu of the main screen, choose Show Reminders.
The Reminders window appears.

. Reminders H[=]

File  Filker

l Date I Subject I Dismizs I Clear &l I

Cloze | Add Heminderl

2 Click the Add Reminder button.

The Add Reminder window appears.
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1

12

. Add Reminder [_ O] <]
Add a Reminder

Feminder Frequency

Once i Beginning Date lDBH 32003 =B
Ewery Day "

1st of Every Month Ending Date |sz1 372003 @ :i
2ndWeek Every Month :

Ewery Manday Subject: I

Every Tuesday

Every wWednesday Description

Ewery Thursday

Ewery Friday

Ewery Saturdap
Ewery Sunday
Every weskday
Every weekend

Cloze Save

In the Beginning Date text box, select or enter the date on which you
want the reminder to start.

In the Ending Date text box, select or enter the date on which you want
the reminder to end.

In the Subject text box, enter the subject of the reminder.
In the Description text box, enter a detailed description of the reminder.

In the Reminder Frequency list, select the frequency with which you want
to be reminded.

Click the Save button.

A message box appears, indicating that the reminder has been saved in
the system.

Click OK in the message box.

To exit the window, click the x button in the top right corner or the
Close button in the bottom part of the window.

You return to the Reminders window.
To add another reminder, repeat steps 2-10.

To exit the Reminders window, click the x button in the top right corner
ot the Close button in the bottom part of the window.

You return to the main screen.
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I = Tip: After you add reminders, they appear in a list in the Reminders
window according to the frequency that you set in step 7. You can
dismiss a reminder by clicking inside the corresponding check box in
the Dismiss column. You can also dismiss all related reminders by
clicking inside the corresponding check box in the Clear All column. If
you use these features to dismiss reminders, they do not appear in the
Reminders window when you log into the system.

Displaying the Windows Notepad & Calculator

If you want to open the Windows Notepad® or Calculator® to use while
you are working in GL, choose Notepad or Calculator from the Tools menu.

Rebuilding Layout Files

Your system contains a configuration file that determines which GL icons
and features appear in your own customized version of the GL screen and
which ones do not. Sometimes this file gets corrupted. When that happens,
the Rebuild Layout Files feature restores the system defaults so that your GL.
screens and windows will work properly again.

You should not rebuild layout files on your own. However, if you are
experiencing technical difficulty, a customer support technician may ask you
to use this feature. If that happens, then simply choose Rebuild Layout Files
from the Tools menu.
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