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General ledger 
The General ledger module allows you to manage your chart of accounts, post journals to your general 
ledger accounts and produce financial reports. Use the General ledger windows to: 

 Create accounts. Each account can have up to ten available budgets and three assigned 
budget amounts recorded for each month of the year. Usually one budget amount is used as the 
working budget. The working budget is copied to the approved budget once it is passed by the 
council. You can make changes to the working budget during the year whenever required. See: 

– Introduction to the general ledger (on page 5). 

– Maintaining general ledger accounts (on page 7). 

– Renaming accounts (on page 229). 

– Maintaining general ledger divisions (on page 59). 

– Creating the next general ledger year (on page 223). 

– Importing general ledger budgets (on page 33). 

 Create account codes. General ledger account codes are up to 15 characters long, and can 
contain any combination of number, letters and dashes or period symbols. See General ledger 
codes (on page 6). 

Many organisations use a combination of the chart of accounts code (to designate an income, 
expense, asset or liability) and a cost centre code (to record which area of the organisation is 
responsible for the financial transaction). 

Synergetic provides a chart of accounts and Cost Centre Maintenance facility that 
automatically creates the appropriate general ledger codes required. See: 

– Maintaining the general ledger chart of accounts (on page 73). 

– Maintaining general ledger cost centres (on page 93). 

 Record cost centres against general ledger codes. You can record a cost centre against any 
general ledger code. The code is used in Synergetic as the basis of departmental recording 
facilities. 
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 Post to general ledger account codes and sub-allocations. You can set up sub-allocations 
against any account code. See: 

– Maintaining general ledger sub-allocations (on page 115). 

– Entering general ledger journals (on page 129). 

You can use one sub-allocation code across more than one account code if required. Use the 
sub-allocation code to: 

– group items together in a report 

– record expenses or income for one-off events such as excursions 

– group together expense items for a particular project in the organisation. 

Sub-allocations do not have a budget associated with them. 

 Create trial balances, profit and loss statements and other financial reports. See: 

– Bank reconciliation (on page 165). 

– Closing off periods (on page 231). 

– Running General Ledger Crystal Reports (on page 233). 
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What's new to General ledger 

Version 68 

This section outlines changes to the General ledger manual arising from changes made to Synergetic 
(versions 67.01-68). 

Note: The look and feel of Synergetic depends on the PC it is running on. The screenshots in this 
manual use both the version 67 and pre-66 look and feel. You may notice a slight difference in 
appearance between this manual and Synergetic running at your organisation but the functionality is 
exactly the same. 

 

 

Change More information See... 

Journal transfer 
fields updated to 
use schemas. 

You can use the general ledger journal 
transfer fields to transfer journals to another 
finance schema within the new single 
database architecture. 

General Ledger Maintenance - 
General tab (on page 13) 

Transferring general ledger journals 
(on page 147) 

See Single database structure in the 
System maintenance manual. 
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Introduction to the general ledger 
The general ledger controls all financial activity of your organisation.  

The activity is stored in journals that are posted: 

 from programs including debtors or creditors 

 directly to the general ledger through a journal entry. 

The general ledger is updated as soon as a transaction is completed.  

Note: Payroll and general ledger journals update the general ledger when you update the posting. 

The key functions of the general ledger program are: 

 create, modify and delete general ledger codes and accounts 

 maintain general ledger code descriptions 

 view account balances and transaction postings 

 maintain budgets and budget allocations 

 process journals 

 trial balance, balance sheet, period and management reporting. 
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General ledger codes 
General ledger codes: 

 are used to uniquely identify general ledger accounts 

 are usually six digits long but will allow up to 15 digits. 

The general ledger coding, that is, the internal structure of the general ledger, is defined by your 
organisation. Each organisation can be different, but the following standards are suggested: 

First digit of G/L 
Code 

Classification 

0 Income 

1, 2 and 3 Expenses 

4 Clearing accounts 

5 and 6 Assets 

8 Liabilities 

9 Ownership, donations and other funds 

Accounts starting with: 

 0 - 3 are normally profit and loss accounts. 

 4 - 9 are balance sheet accounts. 

 0, 8 and 9 usually have credit balances. 

You can also customise how the budget columns appear for different general ledger codes using the 
luGeneralLedgerClassification lookup table. See luGeneralLedgerClassification lookup table in the 
Finance manual. 
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Maintaining general ledger accounts 
Use General Ledger Maintenance to view and maintain information about individual general ledger 
accounts; these accounts are used to record financial activity at your organisation. 

Tip: You can launch General Ledger Maintenance from general ledger lookup fields by 
right-clicking the field and selecting Launch General Ledger Maintenance. 

 

Also see Accounting structure in the Finance manual. 

How to: 

 Search for a general ledger account. See Searching for general ledger accounts (on page 9). 

 Create a new general ledger account. See Creating new general ledger accounts (on page 11). 

 Maintain available monthly budgets. See Maintaining available monthly budgets (on page 29). 

 Import general ledger budgets into one of ten available budgets. See Importing general ledger 
budgets (on page 33). 

 Approve budgets when the budget process is completed. See Approving budgets (on page 39). 

What you can do: 

What you can do… See… 

Maintain: 

 general information about the general ledger 
account 

 flags to determine how the account is used. 

General Ledger Maintenance - General 
tab (on page 13) 

Maintain sub-allocations at your organisation, used to 
identify projects. 

General Ledger Maintenance - Sub 
Allocations tab (on page 19) 

You can: 

 view finance reports that the general ledger 
account is included in 

 add the general ledger account to a finance report 
that it is not already set up in 

 modify the settings of the general ledger account 
in the finance report 

 delete the account from one or more finance 
reports. 

General Ledger Maintenance - Finance 
Reports tab (on page 22) 

You can: 

 view the amounts budgeted, allocated and actually 
spent by month for a general ledger account 

 calculate monthly budgets by allocating a portion 
to each 

 maintain the budget amounts and allocated 
amounts. 

General Ledger Maintenance - 
Budget/Actual tab (on page 25) 
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What you can do… See… 

View general ledger postings to this account. General Ledger Maintenance - Postings 
tab (on page 40) 

View: 

 individual journals that have updated the account 

 a running balance to keep track of the activity on 
the account. 

General Ledger Maintenance - Journals 
tab (on page 43) 

View: 

 complete purchase orders 

 incomplete purchases orders. 

General Ledger Maintenance - Purchase 
Orders tab (on page 47) 

View and maintain documents relating to general ledger 
accounts. 

General Ledger Maintenance - DocMan 
tab (on page 49) 

View security settings for this account. 

Maintain users who are authorised to: 

 maintain this account 

 maintain all accounts. 

General Ledger Maintenance - Security 
tab (on page 53) 

Maintain user-defined forms used within General Ledger 
Maintenance. 

General Ledger Maintenance - User 
Forms tab (on page 55) 

You can: 

 view audit details of who created and maintained 
this account 

 add a comment about the account. 

General Ledger Maintenance - Maint tab 
(on page 57) 
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Searching for general ledger accounts 
Use the Set General Ledger Search Criteria window to search for general ledger accounts. 

See Searching in the Introduction chapter for details on how to use the search tools. 

Note: If the general ledger account is not found, click  to add a new general ledger 
account from this window. See Creating new general ledger accounts (on page 11). 

Opening the Set General Ledger Search Criteria window 

To open the Set General Ledger Search Criteria window: 

1. Select Module > General Ledger > General Ledger Maintenance from the main menu. 

The Set General Ledger Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

 

2. Type in the information you know about the general ledger account or group of accounts. 
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Set General Ledger Search Criteria window key fields 

Field Description 

G/L Year General ledger year that the general ledger accounts apply to. 

The G/L Year is always derived from the year part of the date of the end of 
financial year. For example, all financial transactions ending 31/12/2016 will 
be referenced with G/L Year 2016. 

G/L Code General ledger codes uniquely identify the general ledger account. See 
General ledger codes (on page 6). 

Description Enter all or part of the description of the general ledger code. 

COA Code Search for COA code. 

Note: COA codes can be set up against G/L codes and are usually part of 
the G/L Code. 

Cost Centre Search for all G/L accounts belonging to the same cost centre. 

Division Search for all G/L accounts belonging to the same division. 

Note: Divisions can be set up against cost centres. That is, cost centres 

belong to divisions. 

Sub Allocation Code Further filter G/L journals, for the selected G/L Year, if sub-allocations are set 
up for this G/L account. 

Gov't Return 
Category 

Search for all G/L accounts based on the category defined by your governing 
body used when preparing your organisation's annual financial return. 

See the Gov't Return Category field on the General tab of General Ledger 
Maintenance. See General Ledger Maintenance - General tab (on page 13).  

Active G/L Select: 

 Yes to search only for active accounts. 

 No to search only for inactive accounts. 

 Ignore to search for both active and inactive accounts. 
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Creating new general ledger accounts 
To create a new general ledger account: 

1. Either: 

 click  on the Set General Ledger Search Criteria window 

 click  on the General Ledger Maintenance toolbar 

 select File > New from the main menu 

 right click on the General Ledger Selector grid and select New 

 press Ctrl + N. 

The Create New Account window is displayed. 

 

2. Type in the general ledger account details. 

3. Click . 

Note: Once a new general ledger account is added, you can maintain other information about the 
account in General Ledger Maintenance. See Maintaining general ledger accounts (on page 7). 
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Create New Account - General Ledger Account window key fields 

Field Description 

Year Year to which this account applies. 

If you are creating a new account in the previous G/L year then you will be 
prompted to also add it in to the current G/L year, which you would normally 
do. 

G/L Code Unique identifier for a general ledger account. Any coding scheme can be 
used, but typically a: 

 4 digit COA code, followed by 

 Period character (.), followed by 

 3 digit cost centre code. 

Can be up to 15 characters. 

For example, 0295.004 has been defined for Administration Fees (0295) for 
the English Department (004). 

 

The format is maintained on the General tab of Synergetic Financial 
Configuration. See Synergetic Financial Configuration - General tab in the 
Finance manual. 

 

Description General ledger account description. 

Note: It is recommended that you have a standard naming convention for 
general ledger codes and descriptions. 

Chart of Accounts Categorise and report on income and expenditure according to different 
categories. Select from the drop-down list. 

Cost Centre Cost centre the general ledger account is linked to, to group costs for similar 
activities. 

For example, 004 (English Department). 

Account Type Type of general ledger account. Either: 

Account Type Description 

Profit & Loss  Earnings and expenses over a period. 

Balance Sheet Organisation's assets, liabilities and net worth position at 
a point in time (balance date). 
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General Ledger Maintenance - General tab 
Use the General tab to maintain: 

 general information about the general ledger account 

 flags to determine how the account is used. 

Examples of accounts 

Typically the general ledger account code is comprised of a: 

 4 digit COA code, followed by a 

 period character (.), followed by a 

 3 digit cost centre code. 

For example: 

G/L Code Description Chart of 
Accounts 

Cost Centre 

2410 Printing and Stationery 2410 Not selected 

2410.001 Printing and Stationery - Administration 2410 001 

2410.002 Printing and Stationery - Head of School 2410 002 

and so on    
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Opening the General tab 

To open the General tab: 

1. Select Module > General Ledger > General Ledger Maintenance from the main menu. 

The Set General Ledger Search Criteria window is displayed. 
 

Tip: You can also access General Ledger functions by clicking . 
 

2. Search for the general ledger account. See Searching for general ledger accounts (on page 9). 

The General tab of the General Ledger Maintenance window is displayed. 
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General Ledger Maintenance - General tab key fields and buttons 

Fields 

Field Description 

Description Description of the account. 

Account Active Clear if the account is no longer active. 

Profit Loss Account Select if the account is a revenue account (that is, recording income or 
expenditure). 

Clear if the account is a balance sheet account. 

Note: This can only be changed if the account does not exist prior to the 
current year. 

Normally Receives 
Credit Journals 

Select to generate a warning if an attempt is made to post a debit to this 
account. 

That is, a debit should not normally be posted to this account - only credit 
journals. 

Enforce Journal 
Descriptions 

Select to require the operator to type descriptive text for every posting to this 
account. 

Requires Sub 
Allocation Code 

Select if a sub-allocation code is required for this account. 

Use the Sub Allocations tab of General Ledger Maintenance to maintain 
sub-allocations. See General Ledger Maintenance - Sub Allocations tab (on 
page 19). 

Last Year G/L Code If this account was renamed from a different account code used last year, the 
previous code used last year is shown here. 

Chart of Accounts Chart of accounts code. This divides the general ledger into areas such as 
photocopying, stationery and so on. 

If chart of account codes are used they would normally be the starting 
numbers of the G/L Code. 

Note: You normally use Cost Centre Maintenance to create new cost 
centre codes, if your organisation uses this style of general ledger 
structure. 

Cost Centre The cost centre code. This divides the general ledger into areas such as 
departments within the organisation. 

Note: You normally use Chart of Account Maintenance to create new 
COA codes, if your organisation uses this style general ledger structure. 

Receipt Allocation 
Code 

Select whether special wording for tax deductibility status should appear on 
any receipts that are allocated to this general ledger code. 

Note: Requires that the receipt Crystal Report (RCPT....rpt) is structured 
to use this field. 

Tax Code Default tax code used with this account. 

Tax Code is Fixed Select to use the default tax code only when using this account. 

Clear to allow users to select tax codes when using this account. 
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Field Description 

Classification Code Code used to: 

 classify the account  

 control treatment of BAS transactions 

 define the appearance of the budget grid. 
 

Note: Some financial reports use this field to determine whether an 

account is an income or expense account. 

For more information on the relationship between general ledger account 
codes and classifications, see General ledger codes (on page 6). 

Gov't Return 
Category 

Category defined by your governing body used when preparing your 
organisation's annual financial return. 

Allow Journal Entry Select to allow journal entry. 

Journal Entry 
Message 

The message displayed when a journal entry is created, if Allow Journal 
Entry with warning is selected. 

Comment A comment on this ledger code. 
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Transfer Journals to Other Database fields 

Note: You can only select these fields if you have configured an additional finance schema to 
receive journal transfers. See Transferring general ledger journals (on page 147). 

 

Field Description 

Transfer Mode Transfer mode applied to the journals for the selected G/L Code. You can 
select: 

 Do Not Transfer to exclude the journals from transfers 

 Summarised Journal Balance to only transfer a summarised journal 

 Detailed Journals to transfer full detailed journals. 

Target Finance 
Database 

Finance schema that the journals are transferred to.  

Target G/L Code G/L Code in the target finance schema that the journals are transferred to. 

Buttons 

Button Description 

 
Depending on the button, launch into: 

 Last Year G/L Code. 

 Chart of Accounts Maintenance. See Maintaining the general 
ledger chart of accounts (on page 73). 

 Cost Centre Maintenance. See Maintaining general ledger cost 
centres (on page 93). 
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Button Description 

 
Set the account to inactive, if there is a zero balance. 

 

This is only allowed if the general ledger code does not exist in a G/L year 
beyond the year currently showing in General Ledger Maintenance, and if 
the account balance is zero. 

Tip: You can activate the account later by clicking . Use the 
Update G/L Account Active Status window to activate the account for 
the new year and prior years as well, if required. 

 
 
 



 General ledger 

Version v68 Page 20-19 

General Ledger Maintenance - Sub Allocations tab 
Use the Sub Allocations tab to maintain sub-allocations at your organisation. 

Sub-allocations: 

 Are mainly used for reporting purposes. For example, you can keep track of all costs relating to 
specific projects. 

 Identify expenses that you do not need to budget for at the general ledger level. For example a 
school camp. 

 Can be allocated to several accounts. 

 

As an example, you might have a budget for maintenance. Within the maintenance budget you identify 
the area of expense, such as plumbing, electrical, general and so on. There is no budget at this 
sub-allocation level, it is only used for reporting purposes. Reports can optionally show sub-allocations. 
The report GLJNLSUB displays a general ledger journal listing by sub-allocation. 
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Opening the Sub Allocations tab 

To open the Sub Allocations tab: 

1. Select Module > General Ledger > General Ledger Maintenance from the main menu. 

The Set General Ledger Search Criteria window is displayed. 
 

Tip: You can also access General Ledger functions by clicking . 
 

2. Search for the general ledger account. See Searching for general ledger accounts (on page 9). 

The General tab of the General Ledger Maintenance window is displayed. 

3. Click the Sub Allocations tab. 

The Sub Allocations tab of the General Ledger Maintenance window is displayed. 
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General Ledger Maintenance - Sub Allocations tab key fields and buttons 

Fields 

Field Description 

Sub Allocation Code Select the sub-allocation code. 

Default Selected if the highlighted sub-allocation is the default for this account. 

To select or clear, see the Set Default and Set No Default buttons. 

Buttons 

Button Description 

 
Launch into G/L Sub Allocation Maintenance. See Maintaining general 
ledger sub-allocations (on page 115). 

Tip: You can double click on the required sub-allocation. 

 
Add a new row to the grid area, then select the sub-allocation code. 

Note: The sub-allocation code to be added must already exist. See 
Maintaining general ledger sub-allocations (on page 115). 

 
Delete the highlighted sub-allocation from the general ledger account. 

 
Set the default flag on the highlighted sub-allocation. 

 
Clear the default flag on the highlighted sub-allocation. 
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General Ledger Maintenance - Finance Reports tab 
Use the Finance Reports tab to: 

 view finance reports that the general ledger account is included in 

 add the general ledger account to a finance report that it is not already set up in 

 modify the settings of the general ledger account in the finance report 

 delete the account from one or more finance reports. 

Opening the Finance Reports tab 

To open the Finance Reports tab: 

1. Select Module > General Ledger > General Ledger Maintenance from the main menu. 

The Set General Ledger Search Criteria window is displayed. 
 

Tip: You can also access General Ledger functions by clicking . 
 

2. Search for the general ledger account. See Searching for general ledger accounts (on page 9). 

The General tab of the General Ledger Maintenance window is displayed. 

3. Click the Finance Reports tab. 

The Finance Reports tab of the General Ledger Maintenance window is displayed. 
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General Ledger Maintenance - Finance Reports tab key fields and buttons 

Grid area fields 

Field Description 

Report Unique code for the finance report. 

Description Finance report description. 

Level 1 Levels define the grouping and layout of sections on the finance report. 

Six levels of grouping are available in General Ledger Maintenance. 

Each level is successively indented on the layout of the report. 
Level 2 

Level 3 

Detail Seq Defines the individual detail lines within each group. 

Note: Only report sections with a sequence number can have general 
ledger codes linked to them. 

A heading section is identified by a blank or zero Sequence field. 

Report Description Description for the structure line. 

Buttons 

Button Description 

 
Launches into General Finance Reports Maintenance for the highlighted 
finance report. 

See Maintaining general ledger finance reports (on page 149).  

 
Add the general ledger account to a finance report that it is not already set up 
in. See Maintaining general ledger finance reports (on page 149). 

To do this: 

1. Select the finance report that this account is to appear in. 

The lines in the report are displayed in the grid. 

2. Select the line of the report that will show the financial details of this 
account. 

3. Click . 

Tip: You can double click the selected line. 
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Button Description 

 
Modify the settings of the general ledger account in the highlighted finance 
report. See Maintaining general ledger finance reports (on page 149). 

To modify the settings: 

1. Select the line of the report that will show the financial details of this 
account. 

2. Click . 

Tip: You can double click the selected line. 

 

 
Delete the account from the highlighted finance reports. 
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General Ledger Maintenance - Budget/Actual tab 
Use the Budget/Actual tab to: 

 view the amounts budgeted, allocated and actually spent by month for a general ledger account 

 calculate monthly budgets by allocating a portion to each 

 maintain the budget amounts and allocated amounts. 

Also see: 

 Renaming accounts (on page 229) 

 Importing general ledger budgets (on page 33) 

 Approving budgets (on page 39). 
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Opening the Budget/Actual tab 

To open the Budget/Actual tab: 

1. Select Module > General Ledger > General Ledger Maintenance from the main menu. 

The Set General Ledger Search Criteria window is displayed. 
 

Tip: You can also access General Ledger functions by clicking . 
 

2. Search for the general ledger account. See Searching for general ledger accounts (on page 9). 

The General tab of the General Ledger Maintenance window is displayed. 

3. Click the Budget/Actual tab. 

The Budget/Actual tab of the General Ledger Maintenance window is displayed. 
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General Ledger Maintenance - Budget/Actual tab key fields and buttons 

Fields 

Field Description 

G/L Year Select a year to view budget activity for. 

Last Year Movement Sum total of activity on this account last year. 

Start Year Balance Account balance at the start of the year. 

Current Balance Current account balance. 

Current Movement Movement in this account for the financial year. 

Annual Budget Total annual budget this year. 

Grid area fields 

Field Description 

Month Each month of the financial year. 

Movement Movement in the account for the selected month. That is, the total of all 
general ledger journals originating from all sources for the month. 

Running Balance Running account balance each month based on monthly movements. 

Budget Monthly budget figure for the general ledger account. Either: 

 Generate budget figures using the Pro Rata button. 

 Edit the monthly budget figures individually. 

 Add in bulk from a spreadsheet. See Importing general ledger 
budgets (on page 33). 

Budget Approved Edit the monthly approved budget figure. Can be entered manually or in bulk 
from spreadsheet. See Importing general ledger budgets (on page 33). 

Alternatively, select Action > Copy Budget to Approved to copy the current 
Budget to the Budget Approved for all general ledger accounts. 

Budget Cash Edit the monthly budget cash figure. 

Note: The Budget Cash field is seldom used. The field allows for 

accounts that can have cash and non-cash items posted to it. 

L/Y movement All financial activity posted to this account in the same month last year. 
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Buttons 

Button Description 

 
You can: 

 maintain up to ten available monthly budgets 

 

 assign available budgets to one of the following budgets: 

– Budget 

– Budget Approved 

– Budget Cash 

– Purchase Order.  

 

 distribute a single figure across all months of one of the available budgets. 

 

See Maintaining available monthly budgets (on page 29). 
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Maintaining available monthly budgets 

Use the General Ledger Monthly Budget Maintenance window to: 

 maintain up to ten available monthly budgets 

 

 assign available budgets to one of the following budgets: 

– Budget 

– Budget Approved 

– Budget Cash 

– Purchase Order.  

 

 distribute a single figure across all months of one of the available budgets. 

 

The available budgets that are not assigned are available: 

 for 'what if' scenarios 

 to be assigned to a budget at a later stage. 
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Opening the General Ledger Monthly Budget Maintenance window 

To open the General Ledger Monthly Budget Maintenance window: 

1. Select Module > General Ledger > General Ledger Maintenance from the main menu. 

The Set General Ledger Search Criteria window is displayed. 
 

Tip: You can also access General Ledger functions by clicking . 
 

2. Search for the general ledger account. See Searching for general ledger accounts (on page 9). 

The General tab of the General Ledger Maintenance window is displayed. 

3. Click the Budget/Actual tab. 

The Budget/Actual tab of the General Ledger Maintenance window is displayed. 

4. Click . 

The General Ledger Monthly Budget Maintenance window is displayed. 
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General Ledger Monthly Budget Maintenance window key fields and buttons 

Fields 

Field Description 

Show All /  

Show Default Only 

Either: 

 Show All ten available budgets 

 Show Default budgets Only for the assigned budgets. 

Budget Monthly budget figure for the general ledger account. Select which of the ten 
available budgets is used.  

Budget Approved Monthly approved budget figure. Select which of the ten available budgets is 
used. 

Also see Approving budgets (on page 39). 

Budget Cash Monthly budget cash figure. Select which of the ten available budgets is used. 

Note: The Budget Cash field is seldom used. The field allows for 

accounts that can have cash and non-cash items posted to them. 

Budget Purchase 
Order 

Monthly approved purchase order budget. Select which of the ten available 
budgets is used. 

Grid area fields 

Field Description 

Date Date for each month of the financial year. 

Budget 1 ...  

Budget 10 

Monthly budget figures for each of ten available budgets. 

Either: 

 Generate budget figures using the  button. 

 Edit the monthly budget figures individually. 

 Add in bulk from a spreadsheet. See Importing general ledger 
budgets (on page 33). 
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Buttons 

Button Description 

 
Automatically split up and calculate available budgets for each month. 

Select the Apply On option to apply to one of ten available budgets. 

 

Note: You cannot reverse the values when assigning a proportion. 

Select Pro Rata based on: 

Selection Description 

Equal Amount Each 
Month 

Divide the Annual Budget value evenly between 
each month. 

Budget Divide the Annual Budget value based on the 
relative values of the budget values already 
existing each month. 

You can enter ratios in selected months. For 
example, 2 in months February, April, July and 
October and 1 in the other months to apportion 
twice as much among these 4 months as in the 
rest of the months. 

Actual Movement Divide the Annual Budget value based on the 
relative values of the actual movements each 
month. 

Budget Last Year Divide the Annual Budget value based on the 
budget last year by month.  

If there was no budget last year, the budget figure 
is placed in the last month. 

Actual Movement Last 
Year 

Divide the Annual Budget value based on the 
relative values of last year's movements for each 
month. 

Note: If the annual budget does not divide equally into 12 months, the remainder is added to the 
amount for the final month. 
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Importing general ledger budgets 

You can import general ledger budgets from another application, such as Microsoft Excel. The import file 
is either a text file (TXT) or a comma-separated delimited file (CSV). 

Before starting you need to understand which of the ten available budgets you are importing into. See 
Maintaining available monthly budgets (on page 29). 

The import process has three stages. You: 

 import your file into an intermediate location, the General Ledger Budget Import window 

 review the records to include or exclude them prior to importing into the general ledger 

 import the records into one of ten available budgets. 

Once the available budgets are imported you can assign them to one of four budgets. See Maintaining 
available monthly budgets (on page 29). 
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Importing budgets 

To import budgets into the general ledger: 

1. Select Module > General Ledger > General Ledger Budget Import from the main menu. 

The General Ledger Budget Import window is displayed. 

 

2. If required, delete one or more records prior to loading budgets from a new file. 

3. Load the budget import file into the General Ledger Budget Import window. See Loading merge 
files when importing general ledger budgets (on page 37). 

4. Review and delete one or more records. 

5. Click . 

The Import General Ledger Budgets window is displayed. 

 

6. Specify the settings used to import the records into the general ledger. 

7. Click . 

The records are loaded into the general ledger budget. 
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General Ledger Budget Import window key fields and buttons 

 

Fields 

Field Description 

Select Either select or clear specific budget lines, depending on what action you want 
to perform. See Buttons below. 

GL Year/GL Code Year and account code that the budget is imported into. 

Period 1 - 12 Load into the monthly periods, corresponding to the periods in your general 
ledger budget. 

Note: Period 1 is the first month of the financial year. For example, if the 
G/L Year End date is 31st January then Period 1 is February and Period 
12 is January. 

Buttons 

Button Description 

 
The Load Merge File window is displayed. 

See Loading merge files when importing general ledger budgets (on page 
37). 

 
Delete the highlighted record. 

 
Delete records that have their Select flag set. 

 
Delete records that have their Select flag cleared. 

 
Import the selected file into the general ledger budget. 
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Import General Ledger Budgets window key fields 

 

Field Description 

G/L Year General ledger year the budgets are being imported for, if no G/L year 
is specified for a row. 

Clear ALL Existing 
amounts for this G/L Year 
from selected fields 

Clear the amounts from the selected available budget for the selected 
Default G/L Year, before loading new budgets figures. 

Import Period amounts into 
the following fields 

Import the values for the period into one of ten available budget fields. 
These in turn can be assigned to one of four budgets: 

 Budget 

 Budget Approved 

 Budget Cash 

 Purchase Order. 

See Maintaining available monthly budgets (on page 29). 

Tip: You can import different import files successively into each of 
the available budgets. 
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Loading merge files when importing general ledger budgets 

Use the Load Merge File window to load a file into the general ledger budgets from an external 
application. 

Opening the Load Merge File window 

To open the Load Merge File window: 

1. Select Module > General Ledger > General Ledger Budget Import from the main menu. 

The General Ledger Budget Import window is displayed. 

2. Click . 

The Load Merge File window is displayed. 
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Load Merge File window key fields and buttons 

Fields 

Field Description 

Name of 
Import 
File 

Directory and file name of the import file, including the file extension. 

The file is usually a comma-delimited or tab-delimited text file. 

Delimiter 
Character 

The delimiter is the character that is used to separate each field in the import file. 

The default character used is the comma. 

Another common character used is the tab character. Type in a T to represent the tab 
character. 

File 
Contains 
Header 
Record 

Select to indicate that the first record in the file contains a header record, which specifies 
the name of each record. All other records are data records. 

Buttons 

Button Description 

 
Display the rules used when importing data. 
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Approving budgets 

Once you have completed the budgeting process, you can copy the current Budget to the Budget 
Approved for all general ledger accounts.  

Note: This applies to all general ledger codes. 

To copy the current budgets to the approved budgets: 

1. Open the Budget/Actual tab of General Ledger Maintenance. See General Ledger Maintenance - 
Budget/Actual tab (on page 25). 

The Budget/Actual tab of General Ledger Maintenance is displayed. 

2. Select Action > Copy Budget to Approved. 

The Copy to Budget Approved window is displayed. 

 

3. Select Replace existing Budget Approved figures, if required. 

4. Click . 

The following dialog window is displayed. 

 

5. Click . 
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General Ledger Maintenance - Postings tab 
Use the Postings tab to display general ledger postings to this account. 

Opening the Postings tab 

To open the Postings tab: 

1. Select Module > General Ledger > General Ledger Maintenance from the main menu. 

The Set General Ledger Search Criteria window is displayed. 
 

Tip: You can also access General Ledger functions by clicking . 
 

2. Search for the general ledger account. See Searching for general ledger accounts (on page 9). 

The General tab of the General Ledger Maintenance window is displayed. 

3. Click the Postings tab. 

The Postings tab of the General Ledger Maintenance window is displayed. 
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General Ledger Maintenance - Postings tab key fields and buttons 

Fields 

Field Description 

G/L Year Select to filter the G/L journals for the general ledger year. Either: 

 type the G/L Year and click  

 click on the up or down arrow on the G/L Year field. 

Journals for the selected general ledger year are displayed. 

Grid area fields 

Field Description 

Date Date of the general ledger posting. 

Post No Number of the posting. 

Posting Description A description of the posting. 

Source Synergetic program that is the source of the posting. 

Amount Total of all general ledger journals posted to this account. 

Local Amount The Amount in local currency. 

Complete Whether the posting is completed or not. 

Created By The staff member who created the posting. 

Created Date When the posting was created. 

Print Ver The print version number of the posting. 
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Buttons 

Button Description 

 
Launches an audit print preview for the posting the selected journal was 
created from.  

 

Audit prints can be created for journals from: 

 Creditors 

 Debtors 

 Payroll 

 General Ledger. 
 

Note: Access to audit prints are controlled by the same privileges as their 
maintenance windows. For example, you can only view a creditor audit 
print if you have permission to view the Creditor Maintenance window. 
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General Ledger Maintenance - Journals tab 
Use the Journals tab to display: 

 individual journals that have updated the account 

 a running balance to keep track of the activity on the account. 
 

Note: Many of the fields are blank or zero as they depend on the source of the transaction that 

created the journal. 

Opening the Journals tab 

To open the Journals tab: 

1. Select Module > General Ledger > General Ledger Maintenance from the main menu. 

The Set General Ledger Search Criteria window is displayed. 
 

Tip: You can also access General Ledger functions by clicking . 
 

2. Search for the general ledger account. See Searching for general ledger accounts (on page 9). 

The General tab of the General Ledger Maintenance window is displayed. 

3. Click the Journals tab. 

The Journals tab of the General Ledger Maintenance window is displayed. 

 

4. Either: 

 Type the G/L Year and click . 

 Click on the up or down arrow on the G/L Year field. 

Journals for the selected general ledger year are displayed. 

Note: You can also filter on Sub Allocation Code if applicable to this G/L account. 
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General Ledger Maintenance - Journals tab key fields and buttons 

Fields 

Field Description 

G/L Date Select to filter the G/L journals for the general ledger year. 

Either: 

 Type the G/L Year and click . 

 Click on the up or down arrow on the G/L Year field. 

Journals for the selected general ledger year are displayed. 

Sub Allocation Code Further filter G/L journals, for the selected G/L Year, if sub-allocations are set 
up for this G/L account. 

 

Note: Nothing is available from the drop-down list if sub-allocations are 
not linked to the G/L account. 

 

Sub-allocations are maintained on the Sub Allocations tab of General 
Ledger Maintenance. See General Ledger Maintenance - Sub Allocations 
tab (on page 19). 

 



 General ledger 

Version v68 Page 20-45 

 

Grid area fields 

Field Description 

Date Date of the general ledger journal. 

Journal Description Description of the journal. 

Amount Amount excluding tax. 

Note: Debits are shown as positive amounts and credits are shown as 
negative amounts. 

Local Amount The Amount displayed in the default currency. 

Tax Code Code used to determine the tax applicable to this journal. 

Tax Tax calculated using the Amount and the Tax Code values. 

Balance Running account balance. 

Note: This column heading is named Movement for balance sheet 
accounts filtered on sub-allocation codes. 

Posting No Number of the posting. 

Source Synergetic program that is the source of the posting. 

Tip: Double click on an entry to open the source program at the 

corresponding entry. 

Order No Purchase order number. 

Receipt No Receipt number. 

ID Synergetic ID of the person or company that the transaction relates to. 

Name Name of the person or company that the transaction relates to. 

Seq Unique sequence number of the transaction. 

Sub Alloc General ledger sub-allocation code. 

Sub Alloc Desc General ledger sub-allocation description. 

Deb Tran Debtor transaction sequence. 

Cred Tran Creditor transaction sequence. 

Pay Code Payroll pay code.  

Sale Inv No Sale invoice number from the Sales module. 

Inv No Issued Invoice number issued from Debtors or General Ledger module. 

Inv Line Desc Line description printed on the invoice. 

Rvrs Jnl Seq Reversing transaction reference. 

Income Selected if this is an income transaction for tax purposes. 

Classif'n Code Classification code for tax purposes. 

Adjustment Selected if the journal adjusted tax for a prior period. 

BAS Posting Posting number if the transaction has been posted to the BAS. 
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Buttons 

Button Description 

 
Display journals based on the selected: 

 general ledger year 

 sub-allocation code, if applicable for the G/L account. 

 
Based on the Source of the general ledger journal, launch into the 
appropriate tab of the relevant maintenance function and select the 
corresponding charge. 

For example: 

 Debtor Maintenance 

 Creditor Maintenance. 

 
Launches an audit print preview for the posting the selected journal was 
created from.  

 

Audit prints can be created for journals from: 

 Creditors 

 Debtors 

 Payroll 

 General Ledger. 
 

Note: Access to audit prints are controlled by the same privileges as their 
maintenance windows. For example, you can only view a creditor audit 
print if you have permission to view the Creditor Maintenance window. 

 
Launches the Edit Journal window. Use this window to change the Journal 
Description or the Sub Allocation Code.  
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General Ledger Maintenance - Purchase Orders tab 
Use the Purchase Orders tab to view: 

 complete purchase orders 

 incomplete purchases orders. 

Opening the Purchase Orders tab 

To open the Purchase Orders tab: 

1. Select Module > General Ledger > General Ledger Maintenance from the main menu. 

The Set General Ledger Search Criteria window is displayed. 
 

Tip: You can also access General Ledger functions by clicking . 
 

2. Search for the general ledger account. See Searching for general ledger accounts (on page 9). 

The General tab of the General Ledger Maintenance window is displayed. 

3. Click the Purchase Orders tab. 

The Purchase Orders tab of the General Ledger Maintenance window is displayed. 

 

4. If required, change the Business Unit. 

The window is redisplayed for the business unit specified. 
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General Ledger Maintenance - Purchase Orders tab key fields and buttons 

Fields 

Field Description 

G/L Year Select to filter the G/L journals for the general ledger year. Either: 

type the G/L Year and click . 

click on the up or down arrow on the G/L Year field. 

Journals for the selected general ledger year are displayed. 

Business Unit Select the business unit that has raised the purchase orders. 

Complete Orders Select to display complete purchase orders. 

Incomplete Orders Select to display incomplete purchase orders. 

Requisitions Select to display requisitions. 

Grid area fields 

Field Description 

Order No Purchase order number. 

Order Date Date of the order. 

Item Code Item code (from Item Maintenance). 

Unit Cost Individual item cost of the unit ordered. 

Qty Order Number of units ordered. 

Ext Cost Ord Total cost of units ordered. 

Qty Rmng Quantity of items remaining to be filled. 

Ext Cost Rmng Total cost of items remaining to be filled. 

Qty Suppd Quantity of items already supplied. 

Creditor Name of the creditor the invoice was sent to. 

Invoice No Invoice number of payment to creditor. 

Invoice Date Date of invoice. 

Description Description of item ordered. 

Buttons 

Button Description 

 
Launch into Purchase Order Maintenance for the highlighted purchase 
order. 

See Maintaining purchase orders in the Purchase orders manual. 
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General Ledger Maintenance - DocMan tab 
Use the DocMan tab to view, import, export, update and delete documents, pictures and spreadsheets 
related to the general ledger. 

Also see Using document management (DocMan) in the Introduction manual. 

Opening the DocMan tab 

To open the DocMan tab: 

1. Select Module > General Ledger > General Ledger Maintenance from the main menu. 

The Set General Ledger Search Criteria window is displayed. 
 

Tip: You can also access General Ledger functions by clicking . 
 

2. Search for the general ledger account. See Searching for general ledger accounts (on page 9). 

The General tab of the General Ledger Maintenance window is displayed. 

3. Click the DocMan tab. 

The DocMan tab of the General Ledger Maintenance window is displayed. 
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General Ledger Maintenance - DocMan tab key fields and buttons  

Fields 

Field Description 

Classification Classification of the documents to be displayed. Access to documents can be 
restricted based on user security levels. 

Select the classification from the drop-down list to filter the documents 
displayed. 

Document Type Type of document. For example: 

 Microsoft Word Document 

 JPG Photo 

 Adobe Acrobat File 

 Microsoft Excel Spreadsheet. 
 

Note: The document types set up are those that are used at your 
organisation as defined in the luDocumentType lookup table. See 
luDocumentType lookup table in the Synergetic System maintenance 

manual. 

Select the type of document from the drop-down list to filter the documents 
displayed. 

Description Filter the documents to those which have the typed words in the description. 

Source Reference Filter the documents to those which have the typed words in the source 
reference. 
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Grid area fields 

Field Description 

Created Date Date and time the document, spreadsheet or picture was imported into 
Synergetic. 

Classification Classification of the document.  

Classifications are maintained in the luDocumentClassification lookup 
table. See luDocumentClassification lookup table in the System maintenance 
manual. 

Description Short description of the document. 

Source Code Source of the document. Typical examples include: 

 Archive 

 Magazine 

 Newspaper 

 School Photo 

 Website. 

Document sources are maintained in the luDocumentSourceCode lookup 
table. See luDocumentSourceCode lookup table in the System maintenance 
manual. 

Source Date Date the document was published or received. 

Source Reference Cross-reference to the source. For example the name, issue date and page of 
a newspaper where the student's photograph appeared. 

Source Path Location of the document in the file system or URL. 

This field shows the document's original location if the file has been 
embedded in the Synergetic database.  

Type Type of document. Typical examples include: 

 DOC, DOCX (Microsoft Word document) 

 JPG (photo using the Joint Photographic Experts Group format) 

 PDF (Adobe Acrobat file) 

 XLS, XLSX (Microsoft Excel spreadsheet). 

Document types are maintained in the luDocumentType lookup table. See 
luDocumentType lookup table in the System maintenance manual. 

Seq Unique number identifying the document. 
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Buttons 

Button Description 

 
Open the highlighted item in the appropriate application to view or change the item. 

For example, if you highlight a Microsoft Word document and click 
, Microsoft Word is launched to open the document. 

 
Import a document, spreadsheet, picture or link an external web page. See: 

 Linking documents using a tag list in the Introduction manual 

 Importing one or more documents in the Introduction manual. 

 

 
Export a document, spreadsheet or picture. 

To copy a document, spreadsheet or picture from the Synergetic database and save 
it in a Windows folder: 

1. Click . 

2. Browse for the folder. 

3. Click . 

 
Open the highlighted document on the DocMan tab and update the information 
about the document. 

Note: You cannot update fields if the document is a photo loaded using 
Photo Maintenance. 

 
Delete the highlighted document from the DocMan tab. 

Note: Deleting an embedded record deletes the original document, spreadsheet 
or picture from the Synergetic database. Deleting a linked document removes 
the link from the Synergetic database but does not affect the original document. 
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General Ledger Maintenance - Security tab 
Use the Security tab to: 

 view security settings for this account 

 if you have the security clearance, to maintain users who are authorised to: 

– maintain this account 

– maintain all accounts. 

Opening the Security tab 

To open the Security tab: 

1. Select Module > General Ledger > General Ledger Maintenance from the main menu. 

The Set General Ledger Search Criteria window is displayed. 
 

Tip: You can also access General Ledger functions by clicking . 
 

2. Search for the general ledger account. See Searching for general ledger accounts (on page 9). 

The General tab of the General Ledger Maintenance window is displayed. 

3. Click the Security tab. 

The Security tab of the General Ledger Maintenance window is displayed. 
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General Ledger Maintenance - Security tab key fields and buttons 

Fields 

Field Description 

Users Authorised to 
This Account 

Lists user logins that are authorised to use this general ledger account. 

Users Authorised to 
ALL accounts 

Lists user logins that are authorised to use all general ledger accounts. 

Buttons 

Button Description 

 
Depending on the location of the Add button, either add users to be 
authorised to view and use: 

 this account from a list of those not presently authorised to 

 any account in the general ledger from a list of those not yet 
authorised to. 

 

 
Depending on the location of the Delete button, delete the highlighted user 
from either the: 

 Users Authorised to This Account function 

 Users Authorised to ALL accounts function. 
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General Ledger Maintenance - User Forms tab 
Use the User Forms tab to open forms that have been created at your organisation. 

To launch the program linked to the user form listed, either: 

 select the user form in the grid area and click  

 double click on the user form record in the grid area. 

Opening the User Forms tab 

To open the User Forms tab: 

1. Select Module > General Ledger > General Ledger Maintenance from the main menu. 

The Set General Ledger Search Criteria window is displayed. 
 

Tip: You can also access General Ledger functions by clicking . 
 

2. Search for the general ledger account. See Searching for general ledger accounts (on page 9). 

The General tab of the General Ledger Maintenance window is displayed. 

3. Click the User Forms tab. 

The User Forms tab of the General Ledger Maintenance window is displayed. 
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General Ledger Maintenance - User Forms tab key fields and buttons 

Grid area fields 

Field Description 

Description Description of the user form. 

Code User form code. 

# Number of records displayed. 

Buttons 

Button Description 

 
Launch the highlighted user-defined form. 
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General Ledger Maintenance - Maint tab 
Use the Maint tab to: 

 view audit details of who created and maintained this account 

 add a comment about the account. 

Opening the Maint tab 

To open the Maint tab: 

1. Select Module > General Ledger > General Ledger Maintenance from the main menu. 

The Set General Ledger Search Criteria window is displayed. 
 

Tip: You can also access General Ledger functions by clicking . 
 

2. Search for the general ledger account. See Searching for general ledger accounts (on page 9). 

The General tab of the General Ledger Maintenance window is displayed. 

3. Click the Maint tab. 

The Maint tab of the General Ledger Maintenance window is displayed. 
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General Ledger Maintenance - Maint tab key fields 

Field Description 

ModifiedDate Date the main account record was last changed. 

ModifiedByID Synergetic ID of the last user to change the main account record. 

GLYear General ledger year. 

GLCode General ledger code. 

ProfitLossFlag Indicates whether this is a profit/loss account. 

EnforceDescriptionFlag Indicates whether this account must have a description. 

CostCentreCode The cost centre code. 

HeadingLevel The position within a list of headings that this account would 
normally be reported on. 

SubLedgerControl Whether this account controls sub ledgers. 

ReceiptAllocationCode Indicates whether special wording for tax deductibility status 
should appear on any receipts that are allocated to this general 
ledger code. 

TaxCode The tax code that applies to this GL code. 

GLClassificationCode The classification code, such as income, expense or asset that 
applies to this GL code. 

GovernmentReturnCategory Category defined by your governing body used when preparing 
your organisation's annual financial return. 

RequiresSubAllocationFlag Indicates whether this account require a Sub Allocation Code. 

ActiveFlag Indicates whether this account is active or not. 

GLCOACode General ledger chart of accounts code. 

TaxCodeFixedFlag If selected, this account always uses the default tax code. If 
cleared, you can select tax codes when using this account. 

Comment Add any text comments or description relating to the account. 
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Maintaining general ledger divisions 
Divisions are used to organise areas within your organisation, for general ledger reporting. 

For example, divisions may include the: 

 junior school 

 senior school. 

Also see, Accounting structure in the Finance manual. 

How to: 

 Search for a general ledger division. See Searching for general ledger divisions (on page 60). 

 Create a new general ledger division. See Creating new general ledger divisions (on page 61). 

What you can do: 

What you can do… See… 

Maintain the description of the division. Division Maintenance - General tab (on page 62) 

View the cost centres that apply for the selected 
division. 

Division Maintenance - Cost Centres tab (on page 
63) 

View the general ledger accounts that apply for the 
selected division. 

Division Maintenance - General Ledger tab (on 
page 64) 

View the general ledger journals that apply for the 
selected division. 

Division Maintenance - Journals tab (on page 66) 

View the budget and actual movement for the 
selected division. 

Division Maintenance - Budget/Actual tab (on 
page 69) 

Maintain user-defined forms used within general 
ledger Division Maintenance. 

Division Maintenance - User Forms tab (on page 
71) 
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Searching for general ledger divisions 
Use the Set Division Search Criteria window to search for cost centre divisions. 

See Searching in the Introduction manual for details on how to use the search tools. 

Note: If the general ledger division is not found, click  to add a new division from this 
window. See Creating new general ledger divisions (on page 61). 

Opening the Set Division Search Criteria window 

To open the Set Division Search Criteria window: 

1. Select Module > General Ledger > Division Maintenance from the main menu. 

The Set Division Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

 

2. In the Set Division Search Criteria window, type in the information you know about the general 
ledger division. 

Set Division Search Criteria window key fields 

Field Description 

Division Code Division codes uniquely identify the cost centre division. 

Description Description of the division. 

Cost Centre Code Type in the cost centre code or the description of the cost centre to show the 
division allocated to the cost centre. 

Cost Centre 
Description 

G/L Code Type in the general ledger account code or the description of the general 
ledger account to show the division (obtained from the cost centre) allocated 
to that account. 

G/L Description 
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Creating new general ledger divisions 
To create a new general ledger division: 

1. Either: 

– click  on the Set Division Search Criteria window 

– click  on the Division Maintenance toolbar 

– select File > New from the main menu 

– right click on the Division Selector grid and select New 

– press Ctrl + N. 

The Create New Division window is displayed. 

 

2. Type in the cost centre division code and description. 

3. Click . 
 

Note: Once a new cost centre division is added, you can allocate cost centres to it. See Maintaining 
general ledger cost centres (on page 93). 
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Division Maintenance - General tab 
Use the General tab to maintain the description of the division. 

Opening the General tab 

To open the General tab: 

1. Select Module > General Ledger > Division Maintenance from the main menu. 

The Set Division Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Search for the division. See Searching for general ledger divisions (on page 60). 

The General tab of the Division Maintenance window is displayed. 

 

Division Maintenance - General tab key fields 

Field Description 

Description Description of the division. 
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Division Maintenance - Cost Centres tab 
Use the Cost Centres tab to view the cost centres that apply for the selected division. 

Opening the Cost Centres tab 

To open the Cost Centres tab: 

1. Select Module > General Ledger > Division Maintenance from the main menu. 

The Set Division Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Search for the division. See Searching for general ledger divisions (on page 60). 

The General tab of the Division Maintenance window is displayed. 

3. Click the Cost Centres tab. 

The Cost Centres tab of the Division Maintenance window is displayed. 

 

Division Maintenance - Cost Centres tab key buttons 

Grid area fields 

Field Description 

Code Cost centre code. 

Description Description of the cost centre. 

Buttons 

Button Description 

 
Launch into Cost Centre Maintenance for the highlighted cost centre. See 
Maintaining general ledger cost centres (on page 93). 
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Division Maintenance - General Ledger tab 
Use the General Ledger tab to view the general ledger accounts that apply for the selected division. 

Opening the General Ledger tab 

To open the General Ledger tab: 

1. Select Module > General Ledger > Division Maintenance from the main menu. 

The Set Division Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Search for the division. See Searching for general ledger divisions (on page 60). 

The General tab of the Division Maintenance window is displayed. 

3. Click the General Ledger tab. 

The General Ledger tab of the Division Maintenance window is displayed. 

 

4. Either: 

 Type the G/L Year and click . 

 Click on the up or down arrow on the G/L Year field. 

The window is redisplayed with data for the selected G/L Year. 
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Division Maintenance - General Ledger tab key fields and buttons 

Fields 

Field Description 

G/L Year Select to filter the general ledger year. 

Either: 

 Type the G/L Year and click . 

 Click on the up or down arrow on the G/L Year field. 

Grid area fields 

Field Description 

Code General ledger code. 

Description Description of the general ledger code. 

Buttons 

Button Description 

 
Refresh the information in the grid from the database.  

Use this if: 

 you change the G/L Year and need to refresh the data 

 someone else is maintaining budgets. 

 
Launch into General Ledger Maintenance for the highlighted general ledger 
account. 

See Maintaining general ledger accounts (on page 7). 
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Division Maintenance - Journals tab 
Use the Journals tab to view the general ledger journals that apply for the selected division. 

Opening the Journals tab 

To open the Journals tab: 

1. Select Module > General Ledger > Division Maintenance from the main menu. 

The Set Division Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Search for the division. See Searching for general ledger divisions (on page 60). 

The General tab of the Division Maintenance window is displayed. 

3. Click the Journals tab. 

The Journals tab of the Division Maintenance window is displayed. 

 

4. Either: 

 Type the G/L Year and click . 

 Click on the up or down arrow on the G/L Year field. 

Journals for the selected general ledger year are displayed. 
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Division Maintenance - Journals tab key fields and buttons 

Fields 

Field Description 

G/L Year Select to filter the general ledger year. 

Either: 

 Type the G/L Year and click . 

 Click on the up or down arrow on the G/L Year field. 

Grid area fields 

Field Description 

Date Date of the general ledger journal. 

G/L Code General ledger account code. 

Journal Description Description of the journal. 

Amount Amount excluding tax.  

Note: Debits are shown as positive amounts and credits are shown as 

negative amounts. 

Tax Code Code used to determine the tax applicable to this journal. 

Tax Tax calculated using the Amount and the Tax Code values. 

Balance Running account balance. 

Posting No Posting number for the transaction. 

Source Synergetic program that is the source of the posting. 

Order No Purchase order number. 

Receipt No Receipt number. 

ID Synergetic ID of the person or company that the transaction relates to. 

Name Name of the person or company that the transaction relates to. 

Seq Unique sequence number of the transaction. 

Sub Alloc General ledger sub-allocation code. 

Deb Trans Debtor transaction sequence. 

Cred Trans Creditor transaction sequence. 

Pay Code Payroll pay code.  

Sale Inv No Sale invoice number. 

Inv No Issued Invoice number issued from Debtors or General Ledger module. 

Inv Line Desc Line description printed on the invoice. 

Rvrs Jnl Seq Reversing transaction reference. 

Income Selected if this is an income transaction for tax purposes. 

Classif'n Code Classification code for tax purposes. 

Adjustments Selected if the journal adjusted tax for a prior period. 
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Field Description 

BAS Posting Posting number if the transaction has been posted to the BAS. 

Buttons 

Button Description 

 
Refresh the information in the grid from the database.  

Use this if: 

 you change the G/L Year and need to refresh the data 

 someone else is maintaining budgets. 

 
Launch into Community Maintenance based on the Synergetic ID of the 
person that the selected transaction relates to. 

See Maintaining community members in the Community manual. 
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Division Maintenance - Budget/Actual tab 
Use the Budget/Actual tab to view the movements in the budget and to view actual income and 
expenditure against the budgeted amounts summarised for this division. 

Note: Budgets and actual data is recorded against individual general ledger account codes. You 
can load your budget from a spreadsheet. See Importing general ledger budgets (on page 33). 

Opening the Budget/Actual tab 

To open the Budget/Actual tab: 

1. Select Module > General Ledger > Division Maintenance from the main menu. 

The Set Division Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Search for the division. See Searching for general ledger divisions (on page 60). 

The General tab of the Division Maintenance window is displayed. 

3. Click the Budget/Actual tab. 

The Budget/Actual tab of the Division Maintenance window is displayed. 

 

4. Either: 

 Type the G/L Year and click . 

 Click on the up or down arrow on the G/L Year field. 

The window is redisplayed with data for the selected G/L Year. 
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Division Maintenance - Budget/Actual tab key fields and buttons 

Fields 

Field Description 

G/L Year Select to filter the general ledger year. 

Either: 

 Type the G/L Year and click . 

 Click on the up or down arrow on the G/L Year field. 

Grid area fields 

Field Description 

Month Budget month. 

Movement Movement within the month. 

Running Balance Running balance of the income and expenditure for the month. 

Budget Budgeted amount for the month. 

Budget Approved Approved budget for the month. 

Budget Cash Additional budget field that can be used to store cash flow movement by 
month for individual general ledger accounts as opposed to normal accrued 
postings. 

LY Movement Journals summarised by month for all general ledger accounts allocated to 
this COA code. 

Buttons 

Button Description 

 
Refresh the information in the grid from the database.  

Use this if: 

 you change the G/L Year and need to refresh the data 

 someone else is maintaining budgets. 
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Division Maintenance - User Forms tab 
Use the User Forms tab to open forms that have been created at your organisation. 

To launch the program linked to the user form listed, either: 

 select the user form in the grid area and click  

 double click on the user form record in the grid area. 

Opening the User Forms tab 

To open the User Forms tab: 

1. Select Module > General Ledger > Division Maintenance from the main menu. 

The Set Division Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Search for the division. See Searching for general ledger divisions (on page 60). 

The General tab of the Division Maintenance window is displayed. 

3. Click the User Forms tab. 

The User Forms tab of the Division Maintenance window is displayed. 
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Division Maintenance - User Forms tab key fields and buttons 

Grid area fields 

Field Description 

Description Description of the user form. 

Code User form code. 

# Number of records displayed. 

Buttons 

Button Description 

 
Launch the highlighted user-defined form. 
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Maintaining the general ledger chart of accounts 
The general ledger chart of accounts is a list of ledger accounts classified or grouped in accordance with 
a scheme of classification, adapted to the needs of your organisation. 

Also see, Accounting structure in the Finance manual. 

How to: 

 Search for an existing GL chart of accounts classification. See Searching for GL chart of 
accounts codes (on page 74). 

 Create a new GL chart of accounts classification. See Creating new GL chart of accounts codes 
(on page 76). 

What you can do: 

What you can do… See… 

Maintain the description, tax code and classification 
codes for the selected chart of accounts code. 

Chart of Accounts Maintenance - General tab 
(on page 80) 

Maintain the general ledger codes associated with this 
chart of accounts code. 

Chart of Accounts Maintenance - General 
Ledger tab (on page 82) 

View a list of journals associated with this chart of 
accounts code. 

Chart of Accounts Maintenance - Journals 
tab (on page 84) 

View the movements in the budget and to view actual 
income and expenditure against the budgeted amounts 
for this chart of accounts code. 

Chart of Accounts Maintenance - 
Budget/Actual tab (on page 87) 

Maintain user-defined forms used within Chart of 
Accounts Maintenance. 

Chart of Accounts Maintenance - User Forms 
tab (on page 89) 

View audit details of who created and maintained this 
chart of accounts code. 

Chart of Accounts Maintenance - Maint tab 
(on page 91) 
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Searching for GL chart of accounts codes 
Use the Set Chart of Accounts Search Criteria window to search for general ledger chart of accounts 
(COA) codes. 

See Searching in the Introduction chapter for details on how to use the search tools. 

Note: If the general ledger chart of accounts code is not found, click New to add a new chart of 
accounts code from this window. See Creating new GL chart of accounts codes (on page 76). 

Opening the Set Chart of Accounts Search Criteria window 

To open the Set Chart of Accounts Search Criteria window: 

1. Select Module > General Ledger > Chart of Accounts Maintenance from the main menu. 

The Set Chart of Accounts Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

 

2. In the Set Chart of Accounts Search Criteria window, type in the information you know about the 
general ledger chart of accounts. 
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Set Chart of Accounts Search Criteria window key fields 

Field Description 

COA Code Unique code for the chart of accounts. 

Description Description of the chart of accounts code, using wildcards (that is, %) as 
needed. 

Active COA Select: 

 Yes to include only active Charts of Accounts in your search 

 No to include only inactive Charts of Accounts in your search 

 Ignore to include both active and inactive Charts of Accounts in your 
search. 

Tax Code Tax code allocated to chart of account codes. 

Classification Code Classification code recorded against chart of account codes. 

G/L Code General ledger code allocated to a chart of account code. 

Select a G/L code to show the COA code allocated to that G/L code. 

G/L Description Description of accounts that have been allocated to chart of account codes, 
using a wildcard if needed. 

Select a G/L account description (using wildcards if required) to show the 
COA codes that have been allocated to G/L codes with the description 
entered. 
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Creating new GL chart of accounts codes 
To create a new chart of accounts entry: 

1. Either: 

 click  on the Set Chart of Accounts Search Criteria window 

 click  on the Chart of Accounts Maintenance toolbar 

 select File > New from the main menu 

 right click on the Chart of Accounts Selector grid and select New 

 press Ctrl + N. 

The Create New COA Code - Chart of Accounts window is displayed. 

 

2. Type in the general ledger chart of account details. 
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3. Click . 

The Create New COA Code - Create GL Codes window is displayed. 

 

4. If required, change the G/L Year. 

The window is redisplayed for the general ledger year specified. 

5. Select one or more of the new general ledger codes that you want to have automatically created. 

6. Click . 
 

Note: Once a new general ledger chart of account code is added, you can maintain other 
information about the code in Chart of Account Maintenance. See Maintaining the general ledger 
chart of accounts (on page 73). 

Tip: You can use the  and  buttons to navigate between the two windows. 
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Create New COA Code - Chart of Accounts window key fields 

 

Field Description 

COA Code Unique code for the COA. 

Description Description of the chart of accounts code. 

Account Type Type of account. For example, profit and loss or balance sheet. 

Tax Code The tax code that applies to this chart of accounts code. 

This field is optional. 

Classification Code The classification code, such as income, expense or asset that applies to this 
chart of accounts code. 

This field is optional. 

Heading Level The position within a list of headings that this COA would normally be reported 
on. 

Note: Heading levels are defined in the lookup table 
luGeneralLedgerHeadingLevel and are used in the reports GLCOADIV 
and GLCOAPL. A hierarchy of headings can be used in the following 
format: 1-22-333. 
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Create New COA Code - Create G/L Codes window key fields and buttons 

 

Fields 

Field Description 

G/L Year General ledger year that the chart of accounts apply to. 

Buttons 

Button  

 
Select all the general ledger cost centre codes displayed in the window. 

Your selections are used along with the new chart of accounts code to create 
a set of general ledger codes. 

 
Clear all the selections made in the window. 

 
Restore the default selections. 
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Chart of Accounts Maintenance - General tab 
Use the General tab to maintain the description, tax code and classification codes for the selected chart 
of accounts code. 

Opening the General tab 

To open the General tab: 

1. Select Module > General Ledger > Chart of Accounts Maintenance from the main menu. 

The Set Chart of Accounts Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Search for the chart of accounts classification. See Searching for GL chart of accounts codes (on 
page 74). 

The General tab of the Chart of Accounts Maintenance window is displayed. 
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Chart of Accounts Maintenance - General tab key fields and buttons 

Fields 

Field Description 

Description Description of the chart of accounts code. 

Active If selected, this Chart of Accounts is active. 

Note: This field is not editable. To make a Chart of Accounts active 

or inactive, use the  and  
buttons. 

Profit Loss Select if this is a profit and loss account. 

If not selected, this is a balance sheet account. 

Tax Code Tax code that applies to this chart of accounts code. 

This field is optional. 

Classification Code The classification code, such as income, expense or asset that applies 
to this chart of accounts code. 

This field is optional. 

Heading Level The position within a list of headings that this COA would normally be 
reported on. 

Automatically create G/L 
Codes using this COA 
Code 

Select if you want this COA code to be used to create new general ledger 
accounts, whenever a new cost centre code is added. See Creating new 
general ledger cost centres (on page 96). 

Buttons 

Button Description 

 

 

Make a Chart of Accounts active or inactive. 

Note: Only one of these buttons is displayed at a time, depending on 

whether the select Chart of Accounts is active or inactive. 

 
Update all the general ledger descriptions for all general ledger records 
that have this chart of accounts code. 

Only required if the description of the COA is changed. Will automatically 
change general ledger accounts containing old descriptions so that they 
have this new description. 
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Chart of Accounts Maintenance - General Ledger tab 
Use the General Ledger tab to maintain the general ledger codes associated with this chart of accounts 
code. 

Opening the General Ledger tab 

To open the General Ledger tab: 

1. Select Module > General Ledger > Chart of Accounts Maintenance from the main menu. 

The Set Chart of Accounts Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Search for the chart of accounts classification. See Searching for GL chart of accounts codes (on 
page 74). 

The General tab of the Chart of Accounts Maintenance window is displayed. 

3. Click the General Ledger tab. 

The General Ledger tab of the Chart of Accounts Maintenance window is displayed. 

 

4. Either: 

 Type the G/L Year and click . 

 Click on the up or down arrow on the G/L Year field. 

Linked accounts for the selected general ledger year are displayed. 
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Chart of Accounts Maintenance - General Ledger tab key fields and buttons 

Grid area fields 

Field Description 

Code General ledger code. 

Description Description of the general ledger code. 

Buttons 

Button Description 

 
Launch into General Ledger Maintenance. See Maintaining general ledger 
accounts (on page 7). 

 
Create new general ledger codes using this chart of accounts code. 

 
Link this chart of accounts code to an existing general ledger code. 

To link general ledger codes with this chart of accounts code: 

1. Click . 

The Link COA to G/L Codes window is displayed. 

 

2. Select the G/L codes. 

3. Click . 

 
Delete the selected general ledger code's link to this chart of accounts code. 

 
Refresh the information in the grid from the database.  

Use this if: 

 you change the G/L Year and need to refresh the data 

 someone else is maintaining budgets. 
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Chart of Accounts Maintenance - Journals tab 
Use the Journals tab to view a list of journals associated with this chart of accounts code. 

Opening the Journals tab 

To open the Journals tab: 

1. Select Module > General Ledger > Chart of Accounts Maintenance from the main menu. 

The Set Chart of Accounts Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Search for the chart of accounts classification. See Searching for GL chart of accounts codes (on 
page 74). 

The General tab of the Chart of Accounts Maintenance window is displayed. 

3. Click the Journals tab. 

The Journals tab of the Chart of Accounts Maintenance window is displayed. 

 

4. Either: 

 Type the G/L Year and click . 

 Click on the up or down arrow on the G/L Year field. 

Journals for all linked accounts are displayed. 
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Chart of Accounts Maintenance - Journals tab key fields and buttons 

Grid area fields 

Field Description 

Date Date of the journal transaction. 

G/L Code General ledger code for this journal transaction. 

Journal Description Description of the journal. 

Amount Amount excluding tax.  

Note: Debits are shown as positive amounts and credits are shown as 
negative amounts. 

Tax Code Tax code associated with the journal transaction. 

Tax Amount of tax included in this transaction. 

Balance Balances outstanding, if applicable. 

Posting No Order number for the transaction, if applicable. 

Source Synergetic program that is the source of the posting. 

Order No Purchase order number. 

Receipt No Receipt number. 

ID Synergetic ID of the person or company that the transaction relates to. 

Name Name of the person or company that the transaction relates to. 

Seq Unique sequence number of the transaction. 

Sub Alloc General ledger sub-allocation code. 

Deb Tran Debtor transaction sequence, if applicable. 

Cred Tran Creditor transaction sequence, if applicable. 

Pay Code Payroll pay code.  

Sale Inv No Sale invoice number from the Sales module. 

Inv No Issued Invoice number issued from Debtors or General Ledger module. 

Inv Line Desc Line description printed on the invoice. 

Rvrs Jnl Seq Reversing transaction reference. 

Income Selected if this is an income transaction for tax purposes. 

Classif'n Code Classification code for tax purposes. 

Adjustments Selected if the journal adjusted tax for a prior period. 

BAS Posting Transaction sequence of the BAS posting number for this transaction, if 
applicable. 
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Buttons 

Button Description 

 
Refresh the information in the grid from the database.  

Use this if: 

 you change the G/L Year and need to redisplay the data 

 someone else is maintaining journals. 

 
Based on the Source of the general ledger journal, launch into the relevant 
maintenance function. 

For example: 

 Debtor Maintenance 

 Creditor Maintenance. 
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Chart of Accounts Maintenance - Budget/Actual tab 
Use the Budget/Actual tab to view the movements in the budget and to view actual income and 
expenditure against the budgeted amounts summarised for this chart of accounts code. 

Note: Budgets and actual data is recorded against individual general ledger account codes. You 
can load your budget from a spreadsheet. See Importing general ledger budgets (on page 33). 

Opening the Budget/Actual tab 

To open the Budget/Actual tab: 

1. Select Module > General Ledger > Chart of Accounts Maintenance from the main menu. 

The Set Chart of Accounts Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Search for the chart of accounts classification. See Searching for GL chart of accounts codes (on 
page 74). 

The General tab of the Chart of Accounts Maintenance window is displayed. 

3. Click the Budget/Actual tab. 

The Budget/Actual tab of the Chart of Accounts Maintenance window is displayed. 

 

4. Either: 

 Type the G/L Year and click . 

 Click on the up or down arrow on the G/L Year field. 

Budgets and actuals for the selected general ledger year are displayed. 
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Chart of Accounts Maintenance - Budget/Actual tab key fields and buttons 

Fields 

Field Description 

G/L Year Select to filter the general ledger year. 

Either: 

 Type the G/L Year and click . 

 Click on the up or down arrow on the G/L Year field. 

Grid area fields 

Field Description 

Month Budget month. 

Movement Movement within the month. 

Running Balance Running balance at the end of each month based on monthly movements. 

Note: Balance sheet accounts can commence with an opening balance 

added to the first month. 

Budget Budgeted amount for the month. 

Budget Approved Approved budget for the month. 

Budget Cash Additional budget field that can be used to store cash flow movement by 
month for individual general ledger accounts as opposed to normal accrued 
postings. 

LY Movement Journals summarised by month for all general ledger accounts allocated to 
this COA code for the prior year. 

Buttons 

Button Description 

 
Refresh the information in the grid from the database. Use this if someone else 
is maintaining budgets. 
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Chart of Accounts Maintenance - User Forms tab 
Use the User Forms tab to open forms that have been created at your organisation. 

To launch the program linked to the user form listed, either: 

 select the user form in the grid area and click  

 double click on the user form record in the grid area. 

Opening the User Forms tab 

To open the User Forms tab: 

1. Select Module > General Ledger > Chart of Accounts Maintenance from the main menu. 

The Set Chart of Accounts Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Search for the chart of accounts classification. See Searching for GL chart of accounts codes (on 
page 74). 

The General tab of the Chart of Accounts Maintenance window is displayed. 

3. Click the User Forms tab. 

The User Forms tab of the Chart of Accounts Maintenance window is displayed. 
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Chart of Accounts Maintenance - User Forms tab key fields and buttons 

Grid area fields 

Field Description 

Description Description of the user form. 

Code User form code. 

# Number of records displayed. 

Buttons 

Button Description 

 
Launch the highlighted user-defined form. 
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Chart of Accounts Maintenance - Maint tab 
Use the Maint tab to view audit details of who created and maintained this chart of accounts code. 

Opening the Maint tab 

To open the Maint tab: 

1. Select Module > General Ledger > Chart of Accounts Maintenance from the main menu. 

The Set Chart of Accounts Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Search for the chart of accounts classification. See Searching for GL chart of accounts codes (on 
page 74). 

The General tab of the Chart of Accounts Maintenance window is displayed. 

3. Click the Maint tab. 

The Maint tab of the Chart of Accounts Maintenance window is displayed. 
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Chart of Accounts Maintenance - Maint tab key fields 

Field Description 

ModifiedDate Date the main account record was last changed. 

ModifiedByID Synergetic ID of the last user to change the main account record. 

GLCOACode General ledger chart of accounts code. 

ClassificationCode The classification code, such as income, expense or asset that 
applies to this chart of accounts code. 

TaxCode The tax code that applies to this chart of accounts code. 

ProfitLossFlag Indicates whether this is a profit/loss account. 

AutoCreateGLCodesFlag Indicates whether the GL codes are created automatically. 

ActiveFlag Indicates whether this account is active or not. 

HeadingLevel The position within a list of headings that this COA would normally 
be reported on. 

Description Add any text comments or description relating to the chart of 
accounts code. 

Display snapshot records Not currently used. 
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Maintaining general ledger cost centres 
Cost centres are used to group normal operating expenses for similar activities at your organisation. 

Use General Ledger Cost Centre Maintenance to view and maintain cost centres at your 
organisation. 

Also, see Accounting structure in the Finance manual. 

How to: 

 Search for a cost centre. See Searching for general ledger cost centres (on page 94). 

 Create a new cost centre. See Creating new general ledger cost centres (on page 96). 

What you can do: 

What you can do… See… 

Maintain: 

 key description and tax details of a cost 
centre 

 the staff member responsible for the cost 
centre. 

Cost Centre Maintenance - General tab (on page 
100) 

Maintain the general ledger codes associated with 
the cost centre. 

Cost Centre Maintenance - General Ledger tab 
(on page 102) 

View a list of journals associated with the cost 
centre. 

Cost Centre Maintenance - Journals tab (on page 
105) 

For a cost centre, view: 

 movements in the budget 

 actual income and expenditure against 
the budgeted amounts. 

Cost Centre Maintenance - Budget/Actual tab (on 
page 108) 

Maintain user-defined forms used within Cost 
Centre Maintenance. 

Cost Centre Maintenance - User Forms tab (on 
page 110) 

You can: 

 view audit details of who created and 
maintained this cost centre 

 add a comment about the cost centre. 

Cost Centre Maintenance - Maint tab (on page 
112) 
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Searching for general ledger cost centres 
Use the Set Cost Centre Search Criteria window to search for general ledger cost centres. 

See Searching in the Introduction chapter for details on how to use the search tools. 

Note: If the general ledger cost centre is not found, click  to add a new cost centre from 
this window. See Creating new general ledger cost centres (on page 96). 

Opening the Set Cost Centre Search Criteria window 

To open the Set Cost Centre Search Criteria window: 

1. Select Module > General Ledger > Cost Centre Maintenance from the main menu. 

The Set Cost Centre Search Criteria window is displayed. 

2. In the Set Cost Centre Search Criteria window, type in the information you know about the general 
ledger cost centre. 
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Set Cost Centre Search Criteria window key fields 

Field Description 

Cost Centre Code Select the cost centre code if known. 

Description Select all or part of the cost centre description, including a wildcard if required. 

Staff ID Select the responsible staff member. 

G/L Division Select the general ledger division. 

G/L Code Select the general ledger code or description. Either show the cost centres 
allocated to the: 

 G/L code. 

 G/L accounts that contain the description entered. A wildcard can be 
used. 

G/L Description 
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Creating new general ledger cost centres 
To create a new cost centre: 

1. Either: 

 click  on the Set Cost Centre Search Criteria window 

 click  on the Cost Centre Maintenance toolbar 

 select File > New from the main menu 

 right click on the Cost Centre Selector grid and select New 

 press Ctrl + N. 

The Create New Cost Centre - Cost Centre window is displayed. 

 

2. Type in the general ledger cost centre details. 
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3. Click . 

The Create New Cost Centre - Create GL Codes window is displayed. 

 

4. If required, change the G/L Year. 

The window is redisplayed for the general ledger year specified. 

5. Select one or more general ledger codes that you want to create. 

6. Click . 

Note: Once a new general ledger cost centre is added, you can maintain other information about the 
cost centre in Cost Centre Maintenance. See Maintaining general ledger cost centres (on page 
93). 

Tip: You can use the  and  buttons to navigate between the two windows. 
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Create New Cost Centre - Cost Centre window key fields 

 

Field Description 

Cost Centre Code Unique identifier for the cost centre. 

Description Description of the cost centre. 

Note: It is recommended that you have a standard naming convention for 

the cost centre code and description. 

Staff ID Staff member responsible for the cost centre. 

Tax Code Tax code that applies to this cost centre. 
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Create New Cost Centre - Create G/L Codes window key fields and buttons 

 

Fields 

Field Description 

G/L Year General ledger year that the cost centre applies. 

G/L Codes Select one or more general ledger codes that you want to create. 

Note: The COA codes available are those flagged to be used when 
general ledger accounts are created. See Chart of Accounts Maintenance 

- General tab (on page 80). 

Buttons 

Button Description 

 
Select all the general ledger chart of accounts codes displayed in the window. 

Your selections are used along with the new cost centre code to create a set 
of general ledger codes. 

 
Clear all the selections made in the window. 

 
Restore the default selections. 
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Cost Centre Maintenance - General tab 
Use the General tab to maintain: 

 key description and tax details of a cost centre 

 the staff member responsible for the cost centre. 

Opening the General tab 

To open the General tab: 

1. Select Module > General Ledger > Cost Centre Maintenance from the main menu. 

The Set Cost Centre Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Search for the general ledger cost centre. 

The General tab of the Cost Centre Maintenance window is displayed. 
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Cost Centre Maintenance - General tab key fields and buttons 

Fields 

Field Description 

Description Description of the cost centre code. 

Staff ID Staff member responsible for this cost centre. 

G/L Division The general ledger division for this cost centre. 

Tax Code Tax code that applies to this cost centre. 

Automatically create G/L 
Codes using this Cost 
Centre 

Select if you want this cost centre code to be used to create new general 
ledger accounts, whenever a new chart of account code is added. See 
Creating new GL chart of accounts codes (on page 76). 

 
If selected, this cost centre is active. 

Note: This field is not editable. To change the cost centre's active 
status, use the buttons described below. 

Buttons 

Button Description 

 
Update all the general ledger descriptions for all general ledger records 
that have this cost centre code. 

This is only required if the description of the cost centre is changed. It will 
automatically change all G/L accounts containing the old description so 
that they have this new description. 

 
Make the cost centre not active. 

Note: This button is only visible if the cost centre is active. 

 
Make the cost centre active. 

Note: This button is only visible if the cost centre is not active. 

 
Depending on the position of the button, launch into Staff Maintenance 
or Division Maintenance. 
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Cost Centre Maintenance - General Ledger tab 
Use the General Ledger tab to maintain the general ledger codes associated with this cost centre. 

Opening the General Ledger tab 

To open the General Ledger tab: 

1. Select Module > General Ledger > Cost Centre Maintenance from the main menu. 

The Set Cost Centre Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Search for the general ledger cost centre. 

The General tab of the Cost Centre Maintenance window is displayed. 

3. Click the General Ledger tab. 

The General Ledger tab of the Cost Centre Maintenance window is displayed. 

 

4. Either: 

 Type the G/L Year and click . 

 Click on the up or down arrow on the G/L Year field. 

Accounts linked to the general ledger year are displayed. 
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Cost Centre Maintenance - General Ledger tab key fields and buttons 

Fields 

Field Description 

G/L Year Select to filter the general ledger year. 

Either: 

 Type the G/L Year and click . 

 Click on the up or down arrow on the G/L Year field. 

Grid area fields 

Field Description 

Code General ledger code. 

Description Description of the general ledger code. 

Buttons 

Button Description 

 
Launch into General Ledger Maintenance. 

 
Create new general ledger codes using this cost centre code. 

 
Link this cost centre code to an existing general ledger code. 

To link general ledger codes with this cost centre code: 

1. Click  

The Link Cost Centre to G/L Codes window is displayed. 

 

2. Select the G/L codes. 

3. Click . 

 
Delete the selected general ledger code's link to this cost centre code. 
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Button Description 

 
Refresh the information in the grid from the database.  

Use this if: 

 you change the G/L Year and need to refresh the data 

 someone else is maintaining cost centres. 
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Cost Centre Maintenance - Journals tab 
Use the Journals tab to view a list of journals associated with this cost centre code. 

Opening the Journals tab 

To open the Journals tab: 

1. Select Module > General Ledger > Cost Centre Maintenance from the main menu. 

The Set Cost Centre Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Search for the general ledger cost centre. 

The General tab of the Cost Centre Maintenance window is displayed. 

3. Click the Journals tab. 

The Journals tab of the Cost Centre Maintenance window is displayed. 

 

4. Either: 

 Type the G/L Year and click . 

 Click on the up or down arrow on the G/L Year field. 

Journals for the selected general ledger year are displayed. 
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Cost Centre Maintenance - Journals tab key fields and buttons 

Fields 

Field Description 

G/L Year Select to filter the general ledger year. 

Either: 

 Type the G/L Year and click . 

 Click on the up or down arrow on the G/L Year field. 

Grid area fields 

Field Description 

Date Date of the journal transaction. 

G/L Code General ledger code for this journal transaction. 

Journal Description Description of the journal. 

Amount Amount excluding tax. 

Note: Debits are shown as positive amounts and credits are shown as 

negative amounts. 

Tax Code Tax code associated with the journal transaction. 

Tax Amount of tax included in this transaction. 

Balance Balances outstanding, if applicable. 

Posting No Order number for the transaction, if applicable. 

Source Synergetic program that is the source of the posting. 

Order No Purchase order number. 

Receipt No Receipt number. 

ID Synergetic ID of the person or company that the transaction relates to. 

Name Name of the person or company that the transaction relates to. 

Seq Unique sequence number of the transaction. 

Sub Alloc General ledger sub-allocation code. 

Deb Tran Debtor transaction sequence, if applicable. 

Cred Tran Creditor transaction sequence, if applicable. 

Pay Code Payroll pay code.  

Sale Inv No Sale invoice number from the Sales module. 

Inv No Issued Invoice number issued from Debtors or General Ledger module. 

Inv Line Desc Line description printed on the invoice. 

Rvrs Jnl Seq Reversing transaction reference. 

Income Selected if this is an income transaction for tax purposes. 

Classif'n Code Classification code for tax purposes. 

Adjustments Selected if the journal adjusted tax for a prior period. 
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Field Description 

BAS Posting Transaction sequence of the BAS posting number for this transaction, if 
applicable. 

Buttons 

Button Description 

 
Refresh the information in the grid from the database.  

Use this if: 

 you change the G/L Year and need to redisplay the data 

 someone else is maintaining journals. 

 
Based on the Source of the general ledger journal, launch into the relevant 
maintenance function. 

For example: 

 Debtor Maintenance 

 Creditor Maintenance. 
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Cost Centre Maintenance - Budget/Actual tab 
Use the Budget/Actual tab to view the movements in the budget and to view actual income and 
expenditure against the budgeted amounts for this cost centre code. 

Note: You can load your budget from a spreadsheet. See Importing general ledger budgets (on 
page 33). 

Opening the Budget/Actual tab 

To open the Budget/Actual tab: 

1. Select Module > General Ledger > Cost Centre Maintenance from the main menu. 

The Set Cost Centre Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Search for the general ledger cost centre. 

The General tab of the Cost Centre Maintenance window is displayed. 

3. Click the Budget/Actual tab. 

The Budget/Actual tab of the Cost Centre Maintenance window is displayed. 

 

4. Either: 

 Type the G/L Year and click . 

 Click on the up or down arrow on the G/L Year field. 

Budget and actuals for the selected general ledger year are displayed. 
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Cost Centre Maintenance - Budget/Actual tab key fields and buttons 

Fields 

Field Description 

G/L Year Select to filter the general ledger year. 

Either: 

 Type the G/L Year and click . 

 Click on the up or down arrow on the G/L Year field. 

Start Year Balance Opening balance of all accounts linked to this chart of accounts. 

Grid area fields 

Field Description 

Month Budget month. 

Movement Movement within the month. 

Running Balance Running balance of the income and expenditure for the month. 

Budget Budgeted amount for the month. 

Budget Approved Approved budget for the month. 

Budget Cash Additional budget field that can be used to store cash flow movement by 
month for individual general ledger accounts as opposed to normal accrued 
postings. 

L/Y Movement Journals summarised by month for all G/L accounts allocated to this cost 
centre code for the prior year. 

Buttons 

Button Description 

 
Refresh the information in the grid from the database. Use this if someone 
else is maintaining budgets or entering journals and you want to view the 
updated details. 
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Cost Centre Maintenance - User Forms tab 
Use the User Forms tab to open forms that have been created at your organisation. 

To launch the program linked to the user form listed, either: 

 select the user form in the grid area and click  

 double click on the user form record in the grid area. 

Opening the User Forms tab 

To open the User Forms tab: 

1. Select Module > General Ledger > Cost Centre Maintenance from the main menu. 

The Set Cost Centre Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Search for the general ledger cost centre. 

The General tab of the Cost Centre Maintenance window is displayed. 

3. Click the User Forms tab. 

The User Forms tab of the Cost Centre Maintenance window is displayed. 
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Cost Centre Maintenance - User Forms tab key fields and buttons 

Grid area fields 

Field Description 

Description Description of the user form. 

Code User form code. 

# Number of records displayed. 

Buttons 

Button Description 

 
Launch the highlighted user-defined form. 
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Cost Centre Maintenance - Maint tab 
Use the Maint tab to: 

 view audit details of who created and maintained this cost centre 

 add a comment about the cost centre. 

Opening the Maint tab 

To open the Maint tab: 

1. Select Module > General Ledger > Cost Centre Maintenance from the main menu. 

The Set Cost Centre Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Search for the general ledger cost centre. 

The General tab of the Cost Centre Maintenance window is displayed. 

3. Click the Maint tab. 

The Maint tab of the Cost Centre Maintenance window is displayed. 
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Cost Centre Maintenance - Maint tab key fields 

Field Description 

ModifiedDate Date the cost centre record was last changed. 

ModifiedByID Synergetic ID of the last user to change the cost centre record. 

CostCentreCode General ledger cost centre code. 

GLDivisionCode General ledger division code for this cost centre. 

TaxCode The tax code that applies to this cost centre code. 

AutoCreateGLCodesFlag Indicates whether the GL codes are created automatically. 

ActiveFlag Indicates whether this cost centre is active or not. 

Description Add any text comments or description relating to the cost centre. 
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Maintaining general ledger sub allocations 
Sub-allocations are used to identify expenses for departments or projects. Sub-allocations can be used 
where you do not need to budget at the general ledger account level. 

For example, you can use general ledger sub-allocations for camps or WIP (work in progress) entries. 

Sub-allocations: 

 Are mainly used for reporting purposes. For example, you can keep track of all costs relating to 
specific projects. 

 Identify expenses that you do not want to budget for at the general ledger level. For example, a 
school camp. 

 Can be directly linked to one or more general ledger codes. 

 Can be set up so that general ledger codes can be split up at posting time to one or more 
sub-allocation codes. 

As an example, you might have a budget for maintenance. Within the maintenance budget you identify 
the area of expense, such as plumbing, electrical, general and so on. There is no budget at this 
sub-allocation level, it is only used for reporting purposes. Reports can optionally show sub-allocations. 
The report GLJNLSUB displays a general ledger journal listing by sub-allocation. 

Also see, Accounting structure in the Finance manual. 

How to: 

 Search for an existing general ledger sub-allocation. See Searching for general ledger 
sub-allocations (on page 116). 

 Create a new general ledger sub-allocation. See Creating new general ledger sub-allocations 
(on page 117). 

What you can do: 

What you can do… See… 

Maintain key details about the sub-allocation. General Ledger Sub-Allocation Maintenance - 
General tab (on page 118) 

View general ledger accounts linked to the 
sub-allocation. 

General Ledger Sub-Allocation Maintenance - 
General Ledger tab (on page 120) 

Summary of movement for general ledger 
journals linked to the sub-allocation. 

General Ledger Sub-Allocation Maintenance - 
Actual tab (on page 122) 

View general ledger journals linked to the 
sub-allocation. 

General Ledger Sub-Allocation Maintenance - 
Journals tab (on page 124) 

Maintain user-defined forms used within 
General Ledger Sub-Allocation Maintenance. 

General Ledger Sub-Allocation Maintenance - User 
Forms tab (on page 127) 
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Searching for general ledger sub-allocations 
Use the Set General Ledger Sub-Allocation Search Criteria window to search for general ledger 
accounts. 

See Searching in the Introduction manual for details on how to use the search tools. 

Note: If the general ledger sub-allocation is not found, click to add a new general ledger 
sub-allocation from this window. See Creating new general ledger sub-allocations (on page 117). 

Opening the Set General Ledger Sub-Allocation Search Criteria window 

To open the Set General Ledger Sub-Allocation Search Criteria window: 

1. Select Module > General Ledger > G/L Sub-Allocation Maintenance from the main menu. 

The Set General Ledger Sub-Allocation Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

 

2. Type in the information you know about the general ledger sub-allocation. 

Set General Ledger Search Criteria window key fields 

Field Description 

G/L Sub-Allocation 
Code 

Type in the unique identifier for the sub-allocation. 

Description Type in part or all of the description for the sub-allocation. 

Staff ID Select the staff member from the drop-down list who is responsible for the 
sub-allocation. 

Active 
Sub-Allocation 

Select a status from the drop-down list to determine which sub-allocations are 
displayed. You can select: 

 active 

 inactive 

 ignore. 
 

Note: You can determine whether a sub-allocation is active using the 
Account Active field on the General tab. See General Ledger 
Sub-Allocation Maintenance - General tab (on page 118). 
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Creating new general ledger sub-allocations 
To create a new general ledger sub-allocation: 

1. Either: 

 Click  on the Set General Ledger Sub-Allocation Search Criteria window. 

 Click  on the General Ledger Sub-Allocation Maintenance toolbar. 

 Select File > New from the main menu. 

 Right click on the General Ledger Sub-Allocation Selector grid and select New. 

 Ctrl + N. 

The Create New General Ledger Sub-Allocation window is displayed. 

 

2. Type in the general ledger sub-allocation details. 

3. Click . 

Note: Once a new general ledger sub-allocation is added, you can maintain other information about 
sub-allocation in General Ledger Sub-Allocation Maintenance. See Maintaining general ledger 
sub-allocations (on page 115). 

Create New General Ledger Sub-Allocation window key fields 

Field Description 

G/L Sub-Allocation 
Code 

Unique identifier for the sub-allocation. 

Up to 15 characters are allowed for a sub-allocation code. 

Description Description for the sub-allocation. 

Staff ID Staff member responsible for this general ledger sub-allocation code. 
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General Ledger Sub-Allocation Maintenance - General tab 
Use the General tab to maintain key details about the sub-allocation. 

Opening the General tab 

To open the General tab: 

1. Select Module > General Ledger > G/L Sub-Allocation Maintenance from the main menu. 

The Set General Ledger Sub-Allocation Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Search for the general ledger sub-allocations. See Searching for general ledger sub-allocations (on 
page 116).  

The General tab of the General Ledger Sub-Allocation Maintenance window is displayed. 
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General Ledger Sub-Allocation Maintenance - General tab key fields and 
buttons 

Fields 

Field Description 

Description Description for the sub-allocation. 

Staff ID Select the staff member accountable for the sub-allocation, from the 
drop-down list. 

Account Active Whether the account is active. 

Automatically Apply 
to ALL General 
Ledger Codes 

Select to apply the sub-allocation code to all general ledger codes. The 
Confirm window is displayed. 

 

Warning: Deselecting this field will remove the sub-allocation code from 
all general ledger codes. 

Buttons 

Button Description 

 
Launch into Staff Maintenance for the selected staff member. 

See Maintaining staff in the Human resources manual. 

 
Select to mark the account as inactive. 
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General Ledger Sub-Allocation Maintenance - General Ledger tab 
Use the General Ledger tab to view general ledger accounts linked to the sub-allocation. 

Opening General Ledger tab 

To open the General Ledger tab: 

1. Select Module > General Ledger > G/L Sub-Allocation Maintenance from the main menu. 

The Set General Ledger Sub-Allocation Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Search for the general ledger sub-allocations. See Searching for general ledger sub-allocations (on 
page 116).  

The General tab of the General Ledger Sub-Allocation Maintenance window is displayed. 

3. Click the General Ledger tab. 

The General Ledger tab of the General Ledger Sub-Allocation Maintenance window is 
displayed. 
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General Ledger Sub-Allocation Maintenance - General Ledger tab key buttons 

Grid area fields 

Field Description 

Code General ledger code. 

Description General ledger description. 

Default Whether the sub-allocation account is the default for the linked general ledger 
account. 

Note: You can set sub-allocations as defaults for general ledger accounts 
on the Sub Allocations tab of General Ledger Maintenance. See 
General Ledger Maintenance - Sub Allocations tab (on page 19). 

Buttons 

Button Description 

 
Launch into General Ledger Maintenance for the highlighted general ledger 
account. 

See Maintaining general ledger accounts (on page 7). 
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General Ledger Sub-Allocation Maintenance - Actual tab 
Use the Actual tab to view income and expenditure for this sub-allocation code. 

Opening the Actual tab 

To open the General Ledger tab: 

1. Select Module > General Ledger > G/L Sub-Allocation Maintenance from the main menu. 

The Set General Ledger Sub-Allocation Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Search for the general ledger sub-allocations. See Searching for general ledger sub-allocations (on 
page 116).  

The General tab of the General Ledger Sub-Allocation Maintenance window is displayed. 

3. Click the Actual tab. 

The Actual tab of the General Ledger Sub-Allocation Maintenance window is displayed. 

 

4. Either: 

 Type the G/L Year and click . 

 Click on the up or down arrow on the G/L Year field. 

The window is redisplayed with data for the selected G/L Year. 
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General Ledger Sub-Allocation Maintenance - Actual tab key fields and buttons 

Fields 

Field Description 

G/L Year Select to filter the general ledger year. 

Either: 

 Type the G/L Year and click . 

 Click on the up or down arrow on the G/L Year field. 

Grid area fields 

Field Description 

Month Budget month. 

Movement Movement within the month. A positive value represents a debit and a 
negative amount represents a credit. 

Running Balance Running balance of the income and expenditure for the month. 

L/Y Movement Journals summarised by month for all G/L activity allocated to this 
sub-allocation code, from the prior year. 

Buttons 

Button Description 

 
Refresh the information in the grid from the database. Use this if someone 
else is maintaining budgets or entering journals and you want to view the 
updated details. 
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General Ledger Sub-Allocation Maintenance - Journals tab 
Use the Journals tab view general ledger journals linked to the sub-allocation. 

Opening the Journals tab 

To open the Journals tab: 

1. Select Module > General Ledger > G/L Sub-Allocation Maintenance from the main menu. 

The Set General Ledger Sub-Allocation Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Search for the general ledger sub-allocations. See Searching for general ledger sub-allocations (on 
page 116).  

The General tab of the General Ledger Sub-Allocation Maintenance window is displayed. 

3. Click the Journals tab. 

The Journals tab of the General Ledger Sub-Allocation Maintenance window is displayed. 

 

4. Either: 

 Type the G/L Year and click . 

 Click on the up or down arrow on the G/L Year field. 

The window is redisplayed with data for the selected G/L Year. 
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General Ledger Sub-Allocation Maintenance - Journals tab key fields and 
buttons 

Fields 

Field Description 

G/L Year Select to filter the general ledger year. 

Either: 

 Type the G/L Year and click . 

 Click on the up or down arrow on the G/L Year field. 

Grid area fields 

Field Description 

Date Date of the journal transaction. 

G/L Code General ledger code for this journal transaction. 

Journal Description Description of the journal. 

Amount Amount excluding tax. 

Note: Debits are shown as positive amounts and credits are shown as 

negative amounts. 

Tax Code Tax code associated with the journal transaction. 

Tax Amount of tax included in this transaction. 

Balance Balances outstanding, if applicable. 

Posting No Order number for the transaction, if applicable. 

Source Synergetic program that is the source of the posting. 

Order No Purchase order number. 

Receipt No Receipt number. 

ID Synergetic ID of the person or company that the transaction relates to. 

Name Name of the person or company that the transaction relates to. 

Seq Unique sequence number of the transaction. 

Sub Alloc General ledger sub-allocation code. 

Deb Tran Debtor transaction sequence, if applicable. 

Cred Tran Creditor transaction sequence, if applicable. 

Pay Code Payroll pay code.  

Sale Inv No Sale invoice number from the Sales module. 

Inv No Issued Invoice number issued from Debtors or General Ledger module. 

Inv Line Desc Line description printed on the invoice. 

Rvrs Jnl Seq Reversing transaction reference. 

Income Selected if this is an income transaction for tax purposes. 

Classif'n Code Classification code for tax purposes. 

Adjustments Selected if the journal adjusted tax for a prior period. 
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Field Description 

BAS Posting Transaction sequence of the BAS posting number for this transaction, if 
applicable. 

Buttons 

Button Description 

 
Refresh the information in the grid from the database. Use this if someone 
else is maintaining budgets or entering journals and you want to view the 
updated details. 

 
Based on the Source of the general ledger journal, launch into the relevant 
maintenance function. 

For example: 

 Debtor Maintenance 

 Creditor Maintenance. 
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General Ledger Sub-Allocation Maintenance - User Forms tab 
Use the User Forms tab to open forms that have been created at your organisation. 

To launch the program linked to the user form listed, either: 

 select the user form in the grid area and click  

 double click on the user form record in the grid area. 

Opening the User Forms tab 

To open the User Forms tab: 

1. Select Module > General Ledger > G/L Sub-Allocation Maintenance from the main menu. 

The Set General Ledger Sub-Allocation Search Criteria window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Search for the general ledger sub-allocations. See Searching for general ledger sub-allocations (on 
page 116).  

The General tab of the General Ledger Sub-Allocation Maintenance window is displayed. 

3. Click the User Forms tab. 

The User Forms tab of the General Ledger Sub-Allocation Maintenance window is displayed. 
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General Ledger Sub-Allocation Maintenance - User Forms tab key fields and 
buttons 

Grid area fields 

Field Description 

Description Description of the user form. 

Code User form code. 

# Number of records displayed. 

Buttons 

Button Description 

 
Launch the highlighted user-defined form. 
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Entering general ledger journals 
Most general ledger journals originate automatically from other Synergetic programs, such as Debtors 
and Creditors. 

Use the General Ledger Journal Entry window to manually create general ledger journals. 

The general ledger is updated when the posting is closed off. Before that time, you can modify the 
general ledger journal. 

A posting can be entered in a future year if the future year has been created. See Creating the next 
general ledger year (on page 223). 

The functions that require manual general ledger journal entries include: 

 Accruals. For example, for long service leave. 

 Standing journals. For example, lease payments. 

 Asset sales. 

How to: 

 Search for an existing journal. See Searching for general ledger journals (on page 130). 

 Create a journal posting. See Creating general ledger journal postings (on page 131). 

 Copy a previous journal posting. See Copying past general ledger journal postings (on page 
133). 

 Create a general ledger journal manually. See Creating general ledger journal entries manually 
(on page 135). 

 Create a reversing journal, by copying a past general ledger journal posting and indicating it is a 
reversing journal. See Copying past general ledger journal postings (on page 133). 

 Import general ledger journals from another application. See Importing general ledger journals 
(on page 143). 

What you can do: 

What you can do… See… 

You can: 

 maintain general ledger journal entries 

 view or maintain past general ledger 
journal entries, depending on your security 
clearance. 

General Ledger Journals Entry (on page 137) 

You can post general ledger journal entries. General Ledger Journal Entry - Posting Action 
(on page 141) 
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Searching for general ledger journals 
Use the Select General Ledger Journals to Process window to search for general ledger journals. 

See Searching in the Introduction chapter for details on how to use the search tools. 

Note: If the general ledger journal is not found, click  to add a new 
journal from this window. See Creating general ledger journal postings (on page 131). 

Opening the Select General Ledger Journals to Process window 

To open the Select General Ledger Journals to Process window: 

1. Select Module > General Ledger > General Ledger Journals Entry from the main menu. 

The Select General Ledger Journals to Process window is displayed. 

 

2. Select either: 

 Current G/L Journal Postings 

 Past G/L Journal Postings. 

3. Search for the general ledger journal posting. 

4. Click . 

The General Ledger Journals Entry window is displayed.  
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Creating general ledger journal postings 
To create a new general ledger journal posting: 

1. Either: 

 Click  on the Select General Ledger Journals to Process 
window. See Searching for general ledger journals (on page 130). 

 Click  on the Posting Action window. See General Ledger 
Journals Entry (on page 137). 

The New General Ledger Journals - Summary information window is displayed. 

 

2. Type in the posting details. 

3. Click . 

The General Ledger Journals Entry window is displayed. See General Ledger Journals Entry (on 
page 137). 
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New General Ledger Journals - Summary information window key fields and 
buttons 

Fields 

Field Description 

Posting Date Date of the general ledger journal posting. 

Defaults to today's date. 

Adjustment Posting Select to include in the adjustments section of the Business Activity 
Statement, in Australia. 

Ignore Tax Code Select to ignore the tax code, if the tax codes are not marked as fixed. 

To review general ledger accounts, see General Ledger Maintenance - 
General tab (on page 13).  

Description Description of the posting. 

Note: It is important to have a meaningful description to assist with 

searching for past journal postings. 

Control Amount The total debits entered in the posting's transactions must add up to this 
value.  

This is optional but is a precautionary measure, as you cannot close off a 
posting if the sum of debits does not equal this value. 

Note: Journals with a tax impact will have automatic entries created and 
adjustments to prior closed off postings will have reversing entries 
created, if allowed. These can affect the total debits figure posted. 

Buttons 

Button Description 

 
Copy a past general ledger journal posting. See Copying past general ledger 
journal postings (on page 133). 

For example, you can create a reversing journals posting. 
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Copying past general ledger journal postings 

You can copy a past general ledger journal posting to: 

 Create a reversing journal posting from a source journal. 

 Create a new standing journal based on a source journal. You can break up income and 
expenditure amounts. For example, you can set up direct debit payments that are made on a 
monthly basis. 

To copy a past general ledger journal posting: 

1. Open the New General Ledger Journals - Summary information window. See Creating general 
ledger journal postings (on page 131). 

The New General Ledger Journals - Summary information window is displayed. 

 

2. Click . 

The Select General Ledger Journals to Process window is displayed with past general ledger 
journal postings. 

 

Tip: If necessary, use the  button to locate past general ledger journal postings. 

3. Select the general ledger journal to copy. 
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4. Click . 

The New General Ledger Journals - Summary information window is displayed. 

 

5. Type in the posting details. 

6. If required, select Create Reversing Journals Posting. 

Note: Reversing journals are almost identical to the source journals except that each journal amount 

has the opposite sign. The reversing journal cancels the effect of the source journal. 

7. Click . 

The General Ledger Journals Entry window is displayed. See General Ledger Journals Entry (on 
page 137). 
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Creating general ledger journal entries manually 
To add a general ledger journal manually: 

1. First add the general ledger journal posting. See Creating general ledger journal postings (on page 
131). 

 

2. Click . 

The General Ledger Journals Entry window is displayed. 

 

3. Add details of the general ledger journal entry in the Allocation Detail area. 

4. Click . 

5. Repeat step 2 for each line to add. 
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6. Click . 

The Posting Action window is displayed. 

7. You have a number of actions you can take. See General Ledger Journal Entry - Posting Action (on 
page 141). 
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General Ledger Journals Entry 
Use the General Ledger Journals Entry window to: 

 maintain general ledger journal entries 

 post general ledger journal entries 

 view or maintain past general ledger journal entries, depending on your security clearance. 

Opening the General Ledger Journals Entry window 

To open the General Ledger Journals Entry window: 

1. Select Module > General Ledger > General Ledger Journals Entry from the main menu. 

The Select General Ledger Journals to Process window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Either: 

 search for an existing journal 

 create a new general ledger journal. 

The General Ledger Journals Entry window is displayed. 
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General Ledger Journals Entry key fields and buttons 

The fields in the Allocation Detail area correspond to the highlighted row in the grid area. 

 

Allocation Detail area fields 

Field Description 

Date Date of the journal. 

This defaults to the Posting Date. This can only be altered if Synergetic is set 
to allow Detailed Control Journals for General Ledger Postings. 

G/L Sub-Allocation 
Code 

Sub-allocation for the selected G/L Code, if sub-allocations are used at your 
organisation. 

Debit or Credit Debit or credit amount to apply to the general ledger journal entry. 

You cannot add a debit and a credit amount on the same line. 

Tax Code Tax code defaults to the value for the selected G/L Code. 

You can change the tax code if the Tax Code is Fixed field is not selected in 
the General tab of General Ledger Maintenance. 

Tax Calculated tax based on the Debit or Credit amount and the Tax Code. 

Classification Classification code defaults to the value for the selected G/L Code. 

Journal Type Type of journal, whether income or expense. 

In Australia, determines which side of the Business Activity Statement the 
amount is added to. 

Description Description to appear on the journal entry for this account code. 

Defaults to the last description entered. 
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Field Description 

ID Synergetic identifier of the community member. 

If tax is included on a journal an ID may be required for tax audit and 
possibly later printing a tax invoice, if applicable.  

Note: A minimum amount can be set before an ID is required. 

Note: The minimum amount is set in the Min G/L Journal Entry 
Allocation Amount requiring an ID field on the General tab of 
Finance Configuration Maintenance. See Synergetic Financial 
Configuration - General tab in the Finance manual. 

G/L Code Unique code identifying the general ledger account. 

See Searching for general ledger accounts (on page 9). 

Note: You may only be authorised to use some G/L Codes. See the 
General Ledger tab of Group/User Security Maintenance - Users View 
in the System maintenance manual. 
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Buttons 

Button Description 

 
Based on the location of the button either launch into: 

 General Ledger Maintenance. See Maintaining general ledger 
accounts (on page 7). 

 Community Maintenance. See Maintaining community members 
in the Community manual.  

 
To add a new journal entry line: 

1. Click . 

The cursor is positioned in the Allocation Details area. 

2. Type in the details of the general ledger journal line. 

3. Either click  or . 

A new line is added to the grid area. 
 

 

 

To modify an existing journal entry line: 

1. Click . 

The line entry details are displayed in the Allocation Details area. 

2. Change the line details as required. 

3. Either click  or . 

The details for the entry are updated in the grid area. 

 
Delete the highlighted line entry. 

 
Find the community member using the Find Name on Community window. 

 
Perform the required posting action.  

See General Ledger Journal Entry - Posting Action (on page 141). 

 
 



 General ledger 

Version v68 Page 20-141 

General Ledger Journal Entry - Posting Action 

The Posting Action button at the bottom of the General Ledger Journal Entry screen allows you to: 

 close off the current posting 

 change the summary information 

 discard the changes that have been made to the currently opened past posting 

 change to another posting 

 create a new posting 

 view a copy of the audit print 

 abandon the current posting. 

 

Note: You cannot edit postings already reconciled in a past or open bank reconciliation. 
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Actions 

Action Description 

Close Off Update the posting control record so that it recognises that the posting has 
been closed off. The posting can still be accessed through past postings. See 
Searching for general ledger journals (on page 130). 

When you close off the posting, an audit sheet of debtor charges is 
automatically printed. 

Modify Summary 
Information 

Allows you to change the control amount, description or posting date, if in the 
same financial year. 

You can also view the Posting number and General Ledger period. 

Discard Changes Discard changes that have been made to the currently opened past posting. 

Different/New Posting Either change the current posting that you are working on, or create a new 
posting without updating the posting you are currently working on. 

Audit Print View a copy of the audit print showing the current posting that you have 
entered, without affecting the journal entry. 

Abandon Posting Delete all journals entered in the current posting and delete the posting. 

Note: You must have Update privileges for 
GeneralLedgerJournalsEntry to be able to abandon postings. See 
Group/User Security Maintenance - Groups View in the System 

maintenance manual. 

Cancel Return to editing the current posting. 
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Importing general ledger journals 
Use the General Ledger Journals Import window to import general ledger journal entries from an 
external application. 

Opening the General Ledger Journals Import window 

To open the General Ledger Journals Import window: 

1. Select Module > General Ledger > General Ledger Journals Import from the main menu. 

The General Ledger Journal Import window is displayed. 

Tip: You can also access General Ledger functions by clicking . 
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General Ledger Journal Import window key fields and buttons 

Fields 

Field Description 

Select Use to select one or more records. You can then delete either: 

 selected records 

 records not selected. 

GL Code Select from the drop-down list to override the imported general ledger 
code. 

GL SubAlloc Select from the drop-down list to override the imported general ledger 
sub-allocation code. 

Amount Gross Journal amount, whether positive or negative. 

Tax Code Override the tax code, if required. 

Override Tax Override the tax amount, if required. 

Classification Override the classification, if required. 

Type Income or expense account. 

ID Synergetic ID number of the person the journal applies to, if applicable. 

Name Name of the person the journal applies to, if applicable. 

Description Description of the journal entry. 

Buttons 

Button Description 

 
The Load Merge File window is displayed. 

See Loading merge files when importing general ledger journals (on page 
145). 

 
Delete records that have their Select flag set. 

 
Delete the highlighted record. 

 
Delete records that have their Select flag cleared. 

 
Accept the records on the window and create a posting with the imported 
general ledger journals. 

The Create General Ledger Journal Import Posting window is 
displayed. 

1. Confirm the details on the window and click . 

2. Click  to confirm the posting. 

The journals are closed off and printed. 
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Loading merge files when importing general ledger journals 

Use the Load Merge File window to load a file when importing general ledger journals from an external 
application. 

Note: Ensure the file you want to import is not open in any other application, as this can cause an 

error during import. 

Opening the Load Merge File window 

To open the Load Merge File window: 

1. Select Module > General Ledger > General Ledger Journals Import from the main menu. 

The General Ledger Journal Import window is displayed. 

2. Click . 

The Load Merge File window is displayed. 
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Load Merge File window key fields and buttons 

Fields 

Field Description 

Name of Import 
File 

Directory and file name of the import file, including the file extension. 

The file must be a comma-delimited or tab-delimited text file. 

Delimiter 
Character 

The delimiter is the character that is used to separate each field in the import file. 

The default character used is the comma. 

Another common character used is the tab character. Type in a T to represent 
the tab character. 

File Contains 
Header Record 

Select to indicate that the first record in the file contains a header record, which 
specifies the names of each field in the records. All other records are data 
records. 

Buttons 

Button Description 

 
Display the rules used when importing data. 
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Transferring general ledger journals 
Use the Transfer General Ledger Journals window to transfer general ledger journals from the finance 
schema into another schema. 

Note: You need to specify which general ledger journals are transferred using the Transfer 
Journals to Other Database area fields on the General tab of General Ledger Maintenance. See 
General Ledger Maintenance - General tab (on page 13). 

 
 

Note: The Transfer General Ledger Journals program does not run automatically; you need to 

run it each time you want to transfer journals. 

Opening the Transfer General Ledger Journals window 

1. Select Module > General Ledger > Transfer Journals to Other Finance Database... from the 
main menu. 

Tip: You can also access General Ledger functions by clicking . 

The Transfer General Ledger Journals window is displayed. 
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Transfer General Ledger Journals key fields and buttons 

Fields 

Field Description 

Transfer to Database Finance schema that the journals are transferred to. 

Minimum Journal 
Date 

Journals dated prior to this date will not be processed. 

Source area fields 

Field Description 

Clearing G/L Code General ledger code used to take up the balance of the journals transferred in 
the source finance schema. 

Posting Description Posting description created in the source finance schema. 

Target Database area fields 

Field Description 

Clearing G/L Code General ledger code used to take up the balance of journals transferred in the 
target database. 

Posting Description Posting description created in the target database. 

Buttons 

Button Description 

 
Save selections for use with future transfers. 

Note: Clicking this button does not run the transfer. 

 
Transfer journals to the target database specified in the Transfer to 
Database field. 

 
Close the Transfer General Ledger Journals window without transferring 
journals. 
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Maintaining general ledger finance reports 
General ledger finance reports are used to report on the general ledger accounts. To reflect the general 
ledger, finance reports are separated into: 

 balance sheet reports 

 profit and loss reports. 

Account codes: 

 are linked to report sections 

 can be shown in detail or sub-totalled together. 

Also see, Accounting structure in the Finance manual. 

How to: 

 Copy an existing general ledger finance report structure. See Copying existing general ledger 
finance reports (on page 150). 

What you can do: 

What you can do... See... 

You can: 

 view the general ledger finance reports that are 
defined and the structure of each 

 add new reports 

 maintain existing finance reports. 

General Ledger Finance Report 
Maintenance - Structure tab (on page 
152) 

Link general ledger accounts to the highlighted structure line 
on the Structure tab. 

General Ledger Finance Report 
Maintenance - Details tab (on page 
160) 
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Copying existing general ledger finance reports 
To copy an existing general ledger finance report to a new report: 

1. Select Module > General Ledger > Finance Report Maintenance from the main menu. 

The Structure tab of the General Ledger Finance Report Maintenance window is displayed. 

2. Select the report code to copy. 

 

3. Select File > Copy from the main menu. 

The Finance Report Bulk Copy window is displayed. 

 

4. In the To field, type in the name of the new general ledger finance report. 

5. If required, select Also Copy G/L Code Details. 

This will duplicate the general ledger codes to the new finance report, as they exist on the original 
finance report. 

6. Click . 

The Structure tab of the General Ledger Finance Report Maintenance window is redisplayed 
with the details of the new report. 
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7. Edit the details on the Structure tab as required. See General Ledger Finance Report Maintenance 
- Structure tab (on page 152). 

8. Click . 

A preview is displayed for the GENFR Finance Crystal Report, based on the currently selected 
finance report. 
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General Ledger Finance Report Maintenance - Structure tab 
Use the Structure tab to: 

 view the general ledger finance reports that are defined and the structure of each 

 add new reports 

 maintain existing finance reports. 

Opening the Structure tab 

To open the Structure tab: 

1. Select Module > General Ledger > Finance Report Maintenance from the main menu. 

The Structure tab of the General Ledger Finance Report Maintenance window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

 

Note: You can use the centre splitter to display more of the left-hand side or the right-hand side of 
the Report Structure area. See Using the centre splitter in the Introduction manual. 
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Example 

The following report structure shows an example of a tiered report layout with sub-totals at each level: 

Report Structure Lv 
1 

Lv 
2 

Lv 
3 

... Seq Description Detail Credit 

INCOME (Lv 1) 

 

1 0 0 0 0 Income   

 Fee Income (Lv 2) 

 

1 1 0 0 0 Fee income   

  Tuition Fees 1 1 1 0 1 Tuition fees   

  Boarding Fees (Lv 3) 1 1 2 0 0 Boarding fees   

   Accommodation 1 1 2 0 1 Accommodation   

   Catering 1 1 2 0 2 Catering   

  Total Boarding Fees (Lv 3)         

  Administration Fees 1 1 3 0 1 Administration fees   

  Information Technology Levy 1 1 3 0 2 Information 
Technology 

  

 Total Fee Income (Lv 2)         

Total INCOME (Lv 1)         
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General Ledger Finance Report Maintenance - Structure tab key fields and buttons 

Left-hand grid area key fields 

 

Field Description 

Code Unique code for the finance report. 

Description Description of finance report. 

P/L Only Select if this report is a profit and loss report. 

Only profit and loss accounts are displayed in the list of available accounts. 

Bal Sht Only Select if this report is a balance sheet report. 

Only balance sheet accounts are displayed in the list of available accounts. 

Grd Tot Cred Select if the total of the report is normally a credit and you do not want to show 
as negative. That is, with brackets around the amount. 

For example, a profit and loss report where the profit figure would be a credit 
total but you want to show profits without brackets and losses with brackets. 

Lv 1 Pg Brk Select to enable a page break for every new level 1 heading entry. 
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Left-hand grid area buttons 

Button Description 

 
To add a new finance report: 

1. Click . 

A new report is added in the left-hand side of the Report Structure area. 

 

2. Type in the values in the left-hand side fields. 

3. Add new structure lines in the right-hand side fields, as outlined below. 

 
Delete the highlighted finance report. 
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Right-hand grid area fields 

 

Field Description 

Lvl 1 - Lvl 6 Levels define the grouping and layout of sections on the finance report. 

Three levels of grouping are available for the standard report. Six levels of 
grouping are available for custom reports. 

Each level is successively indented on the layout of the report. 

Although whole numbers are usually used as the level numbers, you can use 
numbers with up to 4 decimals if you want to insert new lines into the report. 

Seq Defines the individual detail lines within each group. You can use numbers with 
up to 4 decimals if you want to insert new lines into the report. 

Note: Only report sections with a sequence number can have general 
ledger codes linked to them. 

A heading section is identified by a blank or zero Sequence field. 

Description Description for the heading or account line. 



 General ledger 

Version v68 Page 20-157 

Field Description 

Detail Select to display: 

 all general ledger codes linked to the report structure line 

 total figures for each general ledger displayed, not just one total for all 
of the general ledger accounts linked to the line. 

For example: 

 Administrative fees 

– 0191 Infant School T.R. Levy 

– 0192 Primary School T.R. Levy 

– and so on. 

 Information Technology Levy 

Clear to display the report structure line only. For example: 

 Administrative fees 

 Book, Subject & Photocopy Levies 

 Information Technology Levy. 
 

Note: In this example, Book, Subject & Photocopy Levies appears on 
the report but with the Detail flag selected the general ledger codes 

appear instead. 

Credit Select to display credits without the reverse sign on the report. For example, 
Tuition fees 53009.00. This avoids the confusion from brackets being used for 
income, liability or ownership accounts. 

If the field is cleared, and credits are posted to income accounts, the total 
appears with brackets, to indicate a negative quantity. For example, Tuition 
fees (53009.00).  

Sub Total Select to sub-total all the structure lines in the same group that are above the 
position that it is placed. 

For example, the following three items are summarised in the fourth line: 

Lv 1 Lv 2 Lv 3 Seq Description 

1 1 1 0 Boarding Fees 

1 1 1 1 Day Boarders 

1 1 1 2 Full Boarders 

1 1 1 3 Sub Total (and structure line description) 

Grand totals can be given the name of the detail line if there is no general 
ledger code linked and the Sub Total flag is not selected. Otherwise the total is 
named Total Operating Surplus/(Deficit). 

Inc P/L If the report is a balance sheet report, include the net total of all profit and loss 
accounts for the period selected. 

The profit and loss total is calculated from all general ledger accounts that 
have the Profit Loss Account flag set on the General tab. See General 
Ledger Maintenance - General tab (on page 13). 
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Field Description 

Pg Brk Add a page break to force a new page on commencement of this section in the 
finance report. 

In the following P&L (profit and loss) example, a page break has been added 
for all sections except the common ones: 

 Tuition and 0110 - Gross Tuition 

 0130 - Discounts and 0150 - Other Discounts. 

 

Comment Comment for the report section. 
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Right-hand grid area buttons 

Button Description 

 
To add a new structure lines in the finance report: 

1. Click . 

A new row is added in the right-hand side of the Report Structure area. 

 

2. Type in the values in the right-hand side fields. 

3. Click the Detail tab to link general ledger accounts to the highlighted structure 
line. See General Ledger Finance Report Maintenance - Details tab (on page 
160). 

 
Insert a new structure line above the highlighted line in the finance report. 

 
Delete the highlighted detail entry in the finance report. 

 
Rename the highlighted finance report structure line. 

Note: Once you have allocated G/L codes to a structure line you must use this 

button to rename the line and not simply change the numbers in the grid. 
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General Ledger Finance Report Maintenance - Details tab 
Use the Details tab to link general ledger accounts to the highlighted structure line on the Structure tab. 

Legend 

The structure lines on the Details tab: 

 are displayed on the left-hand side of the Report Details area, using their type description 

 correspond to the right-hand side of the Report Structure area of the Structure tab. 

The structure lines are colour coded: 

Legend Description 

Bold Headings that do not have a sequence number. 

Blue Sub-totals for a section that has a sequence number. 

Green General ledger accounts are shown in detail. 

Black Normal report lines showing the total of all general ledger accounts linked to 
them. 

Note: When a line is selected, the legend which applies to that line is underlined. 
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Opening the Details tab 

To open the Details tab: 

1. Select Module > General Ledger > Finance Report Maintenance from the main menu. 

The Structure tab of the General Ledger Finance Report Maintenance window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Select the: 

– report code to display the details for 

– structure line to maintain. 

 

3. Click the Details tab.  

The Details tab of the General Ledger Finance Report Maintenance window is displayed. 

 

Note: You can use the centre splitter to display more of the left-hand side or the right-hand side of 
the Report Details area. See Using the centre splitter in the Introduction manual.  
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General Ledger Finance Report Maintenance - Details tab key fields and buttons 

Fields 

Field Description 

Show Show the general ledger accounts based on one of the following selections: 

Selection Description 

All Shows all general ledger accounts. 

Use this selection to help transfer general ledger accounts 
between structure lines. 

Note: If you select a general ledger account code that 
was linked to another section, the flag on the other 
section is cleared because an account cannot appear 
twice on the same report. 

Selected Shows accounts that are currently linked to the structure line. 

Available Shows accounts that are: 

 currently linked to the structure line 

 available accounts, not linked to another structure 
line on this report. 

Active Only Select to show only general ledger accounts that are currently active. 

G/L COA >= / 

G/L COA <= 

Select starting and ending general ledger COA codes. This allows you to filter 
G/L codes to smaller subsets. 

Only G/L codes linked to the range of COA codes are displayed. 

In the following example, selecting the G/L COA range between 0830 
(Boarding Fee Discounts and Concessions) and 0880 (Gross Boarding 
Fees from FFPOS) shows all of the linked G/L codes (assuming the Show 
All option is selected). 

 

Tip: You can type in the G/L COA codes directly rather than selecting 
from the drop-down list. Do not forget any leading zeros. 

Tip: To select one G/L COA enter the code in both fields. 
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Field Description 

Cost Cntr >= / 

Cost Cntr <=  

Select starting and ending cost centre codes. This allows you to filter G/L 
codes to smaller subsets. 

Only G/L codes linked to the range of cost centre codes are displayed. 

In the following example, selecting the cost centre range between 003 (Maths 
Department) and 005 (Science Department) shows all of the linked G/L 
codes (assuming the Show All option is selected). 

 

Tip: You can type in the cost centre codes directly rather than selecting 
from the drop-down list. Do not forget any leading zeros. 

Tip: To select one cost centre enter the code in both fields. 

Grid area fields 

The grid area displays the structure lines that are maintained on the Structure tab. 

Field Description 

Level 1 - 6 Corresponds to the Lvl 1 - Lvl 6 entry on the Structure tab. 

Seq Description of the structure line from the Structure tab. 

Buttons 

Button Description 

 
Preview the financial report as a Crystal Report. 
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Bank reconciliation 
Use the bank reconciliation function to reconcile Synergetic with your bank statements or bank files. 

How to: 

 Reconcile one or more bank statements. See Reconciling bank accounts using bank statements 
(on page 185). 

 Reprint Bank Reconciliation reports. See Reprinting Bank Reconciliation reports (on page 190). 

 Import each bank account file and reconcile the bank account. See Reconciling bank accounts 
using imported bank files (on page 192). 

 Restore the most recent bank reconciliation to correct it. See Restoring bank reconciliations (on 
page 198). 

 Manually add bank transactions that correspond to entries on the bank statement. These can 
then be matched to an existing general ledger bank transaction. See Manually creating bank 
transactions to match to a G/L bank transaction (on page 201). 

 Match two or more general ledger entries to a bank transaction. See Matching two or more G/L 
transactions to a bank transaction (on page 208). 

 Reconcile transactions that have not yet been brought to account, such as when fees have been 
paid into the account by EFT (electronic funds transfer) before the slip has been received and 
entered. See Reconciling transactions not yet brought to account (on page 217). 

What you can do: 

What you can do… See… 

You can: 

 display unpresented and presented general ledger 
bank transactions 

 match and reconcile bank account transactions with 
general ledger bank transactions 

 display bank transactions: 

– reconciled with corresponding general ledger 
transactions 

– manually-entered 

– not yet brought to account. 

 close off the reconciliation. 

Using the Bank Reconciliation window 
(on page 166) 

View unpresented general ledger bank transactions. View Bank Transactions - Unpresented 
tab (on page 219) 

View presented general ledger bank transactions. View Bank Transactions - Presented 
tab (on page 221) 
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Using the Bank Reconciliation window 
The Bank Reconciliation window consists of several areas: 

 A left pane which: 

– usually displays unpresented general ledger bank transactions before the closing date 
entered earlier 

– can be used to display presented general ledger bank transactions. 

 A totals area below the left pane, summarising the general ledger bank transactions. 

 A right pane which displays: 

– bank transactions reconciled with corresponding general ledger transactions (in the left 
pane) 

– manually-entered bank transactions, not yet matched to a general ledger transaction 

– manually-entered bank transactions, matching several bank entries to one general ledger 
transaction 

– bank transactions not yet brought to account (NYBA). 

 A totals area below the right pane, summarising the bank transactions. 
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Opening the Bank Reconciliation window 

To open the Bank Reconciliation window: 

1. Select Module > General Ledger > Bank Reconciliation from the main menu. 

The Select Current Bank Statement Control window is displayed. 

 

Tip: You can also access General Ledger functions by clicking . 

2. Click . 

The Create New Bank Statement Control window is displayed. 

 

3. Select the bank account to reconcile using the Bank Code drop-down list, if you have more than 
one bank account. 
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4. Either: 

 enter the statement control details using details from the bank statement 

 accept the current control details if importing using a bank file. 

 

Note: Most of the details are usually populated from the previous bank reconciliation. 

5. Click . 

The Bank Reconciliation window is displayed. 
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Bank Reconciliation window key fields and buttons 

Fields 

Field Description 

Unpresented Display the unpresented general ledger bank transactions in the left pane. 

 

Presented Display the presented general ledger bank transactions in the left pane. 

Selected Two values are displayed. Each one totals the selected transactions in the 
corresponding pane. 

 

You can match general ledger entries with bank entries when these values are 
equal. For an example, see Manually creating bank transactions to match to a G/L 
bank transaction (on page 201). 

Tick & Match Option used to manually reconcile individual general ledger transactions, which are 
then added to the right pane. 

In the following example, a general ledger transaction is being ticked (reconciled) 
and matched manually using the bank statement. 

 

Manual Match Option used to match individual transactions on the left and right panes. 
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Field Description 

Multi Match 

 

Option used to either match several transactions on: 

 The right pane with an individual transaction on the left pane. See Manually 
creating bank transactions to match to a G/L bank transaction (on page 
201). 

 The left pane with an individual transaction on the right pane. See Matching 
two or more G/L transactions to a bank transaction (on page 208). 

 Both panes. See Matching two or more G/L transactions to two or more 
bank transactions (on page 214). 

Note: There are limits to how many G/L transactions or bank statements may 
be included in a multi-matched statement. See Synergetic Financial 
Configuration - General tab in the Finance manual. 
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Buttons 

Button Description 

 
Add bank statement transactions manually. 

These can be used to add one or more bank transactions that correspond to a 
general ledger transaction. See Manually creating bank transactions to match to a 
G/L bank transaction (on page 201). 

 

 
Delete the selected manual bank statement transactions, if allowed. 

Note: You cannot delete reconciled transactions, items in red and NYBTA 

items from a previous bank reconciliation. 

Manually-entered transactions are initially displayed in a black font while reconciled 
transactions are displayed in a blue font. In the following example, transactions 8 
and 9 were entered manually and either can be deleted. 

  

 
Move the selected transaction before the next transaction. 

You can change the order of the transactions so that they match the order on the 
bank statement. In the following example, the 5th entry is being moved before the 
4th entry. The Ord fields are renumbered accordingly. 

 

Tip: Click the button repeatedly to move the entry up the desired number of 

lines. 
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Button Description 

 
Move the selected transaction after the next transaction. 

You can change the order of the transactions so that they match the order on the 
bank statement. In the following example, the 4th entry is being moved after the 5th 
entry. The Ord fields are renumbered accordingly. 

 

Tip: Click the button repeatedly to move the entry down the desired number of 

lines. 

 
Remove the selected transaction from the right pane, so that it is no longer 
reconciled. 

 

Tip: You can also double click on the entry in the right pane to remove it. 

 
Reconcile the selected transaction and add it to the right pane. 

 

Also see the Tick & Match field covered earlier. 
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Button Description 

 
Match the selected transactions if the Selected values are equal on the left and the 
right panes.  

 

Either match: 

 A single general ledger transaction with a single bank statement 
transaction. See Reconciling transactions not yet brought to account (on 
page 217). 

 Several transactions to a single transaction. See Manually creating bank 
transactions to match to a G/L bank transaction (on page 201). 

This button is disabled if the Selected values are different. 

 

Tip: You can also press Alt+M to match selected transactions. 

 
Reverse the match between the corresponding entries in the left and right panes. 

 

 

Automatically match manually-entered bank transactions with the general ledger 
transactions in the left pane. For example, Synergetic can match transactions 
based on the common cheque numbers. 

Synergetic automatically matches transactions when you import a file. 

 
Refresh the left pane so that the latest general ledger bank transactions are 
displayed. This is useful if other people are adding entries while you are doing the 
bank reconciliation. 

Tip: You can refresh the grid by right-clicking and selecting Refresh Grid. 
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Button Description 

 
Find an unpresented general ledger transaction in the left pane using the Find 
Entry window. 

 

To find an unpresented general ledger transaction: 

1. Enter one or more search criteria. 

2. Click . 

The first matching entry is highlighted. 

 

 
Load transactions from a bank file and automatically match them with general 
ledger transactions. 

See Reconciling bank accounts using imported bank files (on page 192). 
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Button Description 

 
Display the bank reconciliation hints. 

 

 
Change the bank statement control details on the Create Bank Statement 
Transaction window. 

 

For field descriptions, see Manually creating bank transactions to match to a G/L 
bank transaction (on page 201). 
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Button Description 

 
Display the Select Current Bank Statement Control window. 

 

You can: 

 select a current bank reconciliation for a different bank account 

 create a new bank reconciliation. 

 
Abandon the current bank reconciliation. For example, you may want to start the 
reconciliation again. 

The Abandon Bank Statement window is displayed. 

 

Type ABANDON and click . 

 
Close off the current bank reconciliation if the bank account is reconciled for the 
selected period.  

Tip: You can tell that the current bank reconciliation is reconciled if the following 
two messages are displayed at the bottom of the window: B/S Reconciled and 
G/L Reconciled. 

The following dialog window is displayed. 

 

When you click , the Bank Reconciliation report is spooled to your 
default Synergetic printer. You can then reconcile the next bank account statement 
or bank file. 
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Button Description 

 
Close the Bank Reconciliation window if you need to continue doing other tasks. 

You can return to the reconciliation by selecting the bank reconciliation control from 
the Select Current Bank Statement Control window. 
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Unpresented grid area fields (left pane) 

 

Field Description 

G/L Date Date of the posting in the general ledger. 

Chq No Cheque number. 

The cheque number is blank for transactions not involving a cheque. 

Description Description from the cheque, EFT or receipts posting. 

Deposits Amount of the deposit or transaction that increases the bank account current 
balance. 

Withdrawals Amount of the withdrawal or transaction that decreases the bank account current 
balance. 

Reconciled If selected, this transaction has been reconciled. 

If Tick and Match is selected: 

 select to reconcile the transaction and add it to the right pane 

 clear this field to unreconcile it and remove it from the right pane. 

 

Note: You cannot use the Reconciled flag to match transactions if Manual 

Match or Multi Match is selected. Select transactions and use the  
button. 

Also see the  button above. 

Posting No Posting number for the transaction. 

Posting Source Source of the posting. 
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Field Description 

Chq Date Date of the cheque if the transaction involves a cheque. 

Cancelled Selected if the cheque has been cancelled. 

GLBTSeq A unique number to identify the General Ledger Bank Transaction. 
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Bank transactions grid area fields and legend (right pane) 

 

Field Description 

Ord Order of the bank transaction. 

It is optional whether you move the transactions into the same order as the bank 
statement. It depends on the policy at your organisation. 

See the  and  buttons above. 

Date Date the deposit or withdrawal occurred against the bank account. 

Chq No Cheque number of any cheque payments. 

This is blank for transactions that do not involve a cheque. 

Description Description for the: 

 reconciled general ledger transaction 

 manually-entered bank transaction 

 bank transaction not yet brought to account. 

Deposits Amount if the transaction is a deposit or a transaction that increases the bank 
account current balance. 

Withdrawals Amount if the transaction is a withdrawal or a transaction that decreases the bank 
account current balance. 

Reconciled If selected, the transaction has been reconciled. 
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Legend 

 

Font Background Description 

Red White NYBA bank transactions, such as when fees have been paid 
into the account by EFT before the slip has been received and 
entered. 

Blue White Reconciled transactions. Also includes manually-entered bank 
transactions that have been matched. 

Note: Reconciled transactions have the Reconciled flag 
selected. If a reconciled transaction is selected, the 
Reconciled field of all matching transactions is highlighted 

green. 

Black White Manually-entered bank transactions that have not been 
matched.  

White Blue Currently selected record. 
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Bank Reconciliation window G/L Reconciliation area (below left pane) 

 

If the general ledger bank transactions are reconciled the following message is highlighted in green: G/L 
Reconciled. 

Field Description 

Unpresented 
deposits 

Total amount of unpresented deposits in the left pane prior to the Closing Date 
specified on the Create New Bank Statement Control window. 

The total does not include greyed out transactions. That is, unpresented general 
ledger transactions after the closing date. 

 

Unpresented 
withdrawals 

Total amount of unpresented withdrawals in the left pane prior to the Closing Date 
specified on the Create New Bank Statement Control window. 

The total does not include greyed out transactions. 

Unpresented 
Total 

Calculated sum of the following fields: 

 Unpresented deposits 

 Unpresented withdrawals. 

NYBA Not Yet Brought to Account total. 

See Reconciling transactions not yet brought to account (on page 217). 

B/S Closing Bal Closing balance of the bank account on the closing date. 

See Closing Bal in the B/S Reconciliation area below. 

Variance Calculated difference between the following fields: 

 Actual G/L Bank Bal 

 Calc'd G/L Closing Bal. 

The following message is highlighted in green when this field is zero: G/L 
Reconciled. 

Actual G/L Bank 
Bal 

Actual general ledger bank closing balance. 

Calc'd G/L 
Closing Bal 

Calculated general ledger bank closing balance. This is the calculated sum of the 
following fields: 

 B/S Closing Bal 

 Unpresented Total 

 NYBA. 
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Bank Reconciliation window B/S Reconciliation area (below right pane) 

 

If the bank statement is reconciled the following message is highlighted in green: B/S Reconciled. 

Field Description 

Reconciled dep Total amount of reconciled deposits in the right pane. 

Reconciled w/d Total amount of reconciled withdrawals in the right pane. 

NYBA Not Yet Brought to Account total. 

In the following example, a deposit of $2350 has appeared on the bank account. 
We cannot reconcile it today as we do not have a corresponding general ledger 
entry. This will be resolved when details come through from the debtor who has 
paid by EFT before sending in their fees slip. Once this transaction is reconciled the 
NYBA total drops to zero. 

 

See Reconciling transactions not yet brought to account (on page 217). 

Total Net amount calculated as the sum of the following fields: 

 Reconciled dep 

 Reconciled w/d 

 NYBA. 

Opening Bal Opening balance of the bank account on the opening date. 

This is entered on the Create New Bank Statement Control window. 

 

See: 

 Reconciling bank accounts using bank statements (on page 185) 

 Reconciling bank accounts using imported bank files (on page 192). 
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Field Description 

Diff Calculated difference between the following fields: 

 Closing Bal 

 Calc'd Closing Bal. 

The following message is highlighted in green when this field is zero: B/S 
Reconciled. 

Closing Bal Closing balance of the bank account on the closing date. 

This is entered on the Create New Bank Statement Control window. 

 

See: 

 Reconciling bank accounts using bank statements (on page 185) 

 Reconciling bank accounts using imported bank files (on page 192). 

Calc'd Closing 
Bal 

Calculated closing balance determined by summing the following fields: 

 Opening Bal 

 Total. 
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Reconciling bank accounts using bank statements 
Some organisations reconcile their bank accounts using printed bank statements.  

The following example shows a reconciliation with a perfect one-to-one correspondence between 
general ledger transactions (that is, what was entered into Synergetic previously such as cash receipts 
entry) and the bank statement entries. If there are some transactions that do not correspond exactly, 
see: 

 Manually creating bank transactions to match to a G/L bank transaction (on page 201). 

 Matching two or more G/L transactions to a bank transaction (on page 208) 

 Matching two or more G/L transactions to two or more bank transactions (on page 214). 

Note: There are limits to how many G/L transactions or bank statements may be included in a 
multi-matched statement. See Synergetic Financial Configuration - General tab in the Finance 

manual. 

To reconcile bank accounts using printed bank statements: 

1. Select Module > General Ledger > Bank Reconciliation from the main menu. 

The Select Current Bank Statement Control window is displayed. 

 

Tip: You can also access General Ledger functions by clicking . 
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2. Click . 

The Create New Bank Statement Control window is displayed. 

 

3. Select the bank account to reconcile using the Bank Code drop-down list, if you have more than 
one bank account. 

 

4. Get the statement for the bank account. 

5. Enter the statement control fields using details from the bank statement. 

 

Note: Most of the details are usually populated from the previous bank reconciliation. 
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6. Click . 

The Bank Reconciliation window is displayed. 

 

7. Identify the entry on the bank statement to be reconciled. 

Note: Postings that are open cannot be reconciled. Open postings are displayed in dark red italic 
font. 
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8. Select the Reconciled Flag for the corresponding unpresented entry in the left pane. 

The transaction is added to the right pane. 

 

Tip: You can also double click on the unpresented entry or select the entry and click . 

9. Mark off the entry on the bank statement. 

10. Identify the next entry on the bank statement to be reconciled. 

11. Select the Reconciled Flag for the corresponding unpresented entry in the left pane. 

The transaction is added to the right pane. 

 

12. Mark off the entry on the bank statement. 

13. Repeat steps 10 through 12 for each entry to be reconciled. 

If the bank statement is reconciled, the difference (Diff field) is zero and the following message is 
highlighted in green: B/S Reconciled. 

 

If the general ledger bank transactions are reconciled, the Variance is zero and the following 
message is highlighted in green: G/L Reconciled. 

 

Note: This information was only available from the Bank Reconciliation report previously. 
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14. Click . 

The following dialog window is displayed. 

 

15. Click . 

The following dialog window is displayed. 

 

16. Click . 

The Bank Reconciliation report is spooled to your default Synergetic printer and the Select 
Current Bank Statement Control window is redisplayed. 

 

Note: Depending on your configuration, the report can be previewed instead of printing. You can still 
print the report from the preview page. See Banking Configuration Maintenance - Bank Files tab in 

the Finance manual. 

17. Repeat from step 2 for each bank account to reconcile. 
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Reprinting Bank Reconciliation reports 
The Bank Reconciliation report is printed or previewed to your default Synergetic printer when you 
close off the reconciled bank account. 

To reprint Bank Reconciliation reports: 

1. Select Module > General Ledger > Bank Reconciliation from the main menu. 

The Select Current Bank Statement Control window is displayed. 

 

2. Select Past Bank Statement Control. 

The Past Bank Statement Control window is displayed. 

 

3. Select the required bank statement control. 
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4. Click . 

The Bank Reconciliation report is previewed in Crystal Reports. 

 

5. Click . 

The Bank Reconciliation report is reprinted on your default Synergetic printer. 
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Reconciling bank accounts using imported bank files 
Some organisations reconcile their bank accounts using account files imported from their bank.  

Synergetic supports several bank file formats, including: 

 NAI format, supported by the National Australia Bank (NAB) 

 OCBC format, supported by the OCBC Bank 

 QIF format (that is, Quicken file format), supported by most banks. 

This setting is configured on the Bank Files tab of Banking Configuration Maintenance. See Banking 
Configuration Maintenance - Bank Files tab in the Finance manual. 

To reconcile bank accounts using imported bank files: 

1. Select Module > General Ledger > Bank Reconciliation from the main menu. 

The Select Current Bank Statement Control window is displayed. 

 

Tip: You can also access General Ledger functions by clicking . 
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2. Click . 

The Create New Bank Statement Control window is displayed. 

 

Note: Most of the details are usually populated from the previous bank reconciliation. 

3. Select the bank account to reconcile using the Bank Code drop-down list, if you have more than 
one bank account. 

 

4. Download the bank account transaction file from the bank. 

5. Return to the Create New Bank Statement Control window. 

6. Click . 

The Load Bank Transactions window is displayed. 
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7. Click . 

A window similar to the following one is displayed. 

 

8. Browse for the bank account transaction file. 

9. Select the required file. 

10. Click . 

The Load Bank Transactions window is redisplayed. 
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11. Click . 

The following dialog window is displayed. 

 

12. Click . 

The Change Bank Statement Control window is displayed. 

 

Note: The Closing Balance is updated automatically from the bank transaction file. 
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13. Click . 

The Bank Reconciliation window is displayed. 

 

Note: In the example above a single transaction (Ord 2) in the right pane has not been matched. An 
EFT deposit has been added to the NYBA total. 

If the bank statement is reconciled, the difference (Diff field) is zero and the following message is 
highlighted in green: B/S Reconciled. 

 

If the general ledger bank transactions are reconciled, the Variance is zero and the following 
message is highlighted in green: G/L Reconciled. 

 

14. Click . 

The following dialog window is displayed. 
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15. Click . 

The following dialog window is displayed. 

 

16. Click . 

The Bank Reconciliation report is spooled to your default Synergetic printer and the Select 
Current Bank Statement Control window is redisplayed. 

 

17. Repeat from step 2 for each bank account to reconcile. 
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Restoring bank reconciliations 
You can restore the most recent bank reconciliation if you discover a mistake has been made. 

Note: Contact your system administrator if you need access to this function. 

1. Select Module > General Ledger > Bank Reconciliation from the main menu. 

The Select Current Bank Statement Control window is displayed. 

 

2. Select Past Bank Statement Control. 

The Past Bank Statement Control window is displayed. 

 

3. Select the required bank statement control. 

4. Click . 

The following dialog window is displayed. 

 

5. Click . 

The Select Current Bank Statement Control window is displayed with the restored bank 
reconciliation displayed. 
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6. Click . 

The Bank Reconciliation window is displayed. 

 

7. Update the transactions to reconcile the bank account correctly. See Using the Bank Reconciliation 
window (on page 166). 

8. Click . 

The following dialog window is displayed. 
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9. Click . 

The following dialog window is displayed. 

 

10. Click . 

The Bank Reconciliation report is spooled to your default Synergetic printer and the Select 
Current Bank Statement Control window is redisplayed. 
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Manually creating bank transactions to match to a G/L bank 
transaction 
You can manually add bank transactions that correspond to entries on the bank statement. These can 
then be matched to an existing general ledger bank transaction.  

For example, a debtor may have paid their fees using two direct credit transactions, to stay below their 
daily transaction limit. 

In the following example, we have paid for furniture in two EFT transactions but have entered them in the 
general ledger as one. We want to represent the transactions as they appear on the bank statement and 
reconcile the bank account. 

 

Note: Conversely, you can match two or more general ledger entries to a bank transaction. See 
Matching two or more G/L transactions to a bank transaction (on page 208). 

To create manual bank transactions, match them to the corresponding general ledger bank transaction 
and reconcile the bank account: 

1. Reconcile as many of the transactions as possible. See: 

 Reconciling bank accounts using bank statements (on page 185) 

 Reconciling bank accounts using imported bank files (on page 192). 

The Bank Reconciliation window is displayed. 
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2. Click . 

The Create Bank Statement Transaction window is displayed. 

 

Note: See descriptions for the fields and buttons below. 

3. Update the required fields and any optional fields. 

 

Note: Enter withdrawals as negative amounts. 

Tip: Include a suitable suffix to the Description field, such as Part 1, to distinguish transactions. 

4. Click . 

5. Update the required fields and any optional fields of the next manual bank transaction. 
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6. Repeat steps 4 and 5 for each manual bank transaction. 

Each manual transaction is added to the right pane. In the example below, two Burwood Furniture 
transactions have been added. You can distinguish manually-entered transactions by their black 
font. 

 

7. Click  when done. 

8. Select the Multi Match option. 

 

9. Select the manually-added transactions in the right pane. 

 

Tip: Hold down the Alt key and select each of the records. 

10. Select the corresponding general ledger transaction in the left pane. 

 

The values of each of the Selected fields should match. 
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11. Click . 

The manual bank transactions are matched to the general ledger transaction and highlighted in 
green. 

 

12. Repeat steps 2 through 11 for each set of manually-entered transactions required. 

13. Continue reconciling transactions. See Reconciling bank accounts using bank statements (on page 
185). 

14. Click . 

The following dialog window is displayed. 

 

15. Click . 

The following dialog window is displayed. 
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16. Click . 

The Bank Reconciliation report is spooled to your default Synergetic printer and the Select 
Current Bank Statement Control window is redisplayed. 
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Create Bank Statement Transaction window key fields and buttons 

Fields 

Field Description 

Transaction 
Date 

Date that the transaction was applied to the bank account. 

Description Description of the bank transaction to distinguish individual transactions. 

 

Tip: Include a suitable suffix to the Description field, such as Part 1, to 
distinguish transactions if several bank transactions are being added. 

Amount Amount of the deposit or withdrawal expressed in dollars and cents. 

Enter withdrawals as negative amounts. 

Cheque 
Number / Ref 

Depending on the transaction, you can optionally add either the: 

 cheque number 

 EFT reference number. 

BSB Six digit Bank State Branch number that uniquely identifies the bank, State and 
branch. 

Account 
Number 

Unique number that identifies the bank account of the debtor or creditor. 
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Buttons 

Button Description 

 
Add the manually-entered transaction to the right pane, using the details entered on 
the Create Bank Statement Transaction window. 

 

 Click  when you have finished adding each manually-entered 
transaction to the right pane. 

You can then match the manually-entered transaction(s) to the corresponding 
general ledger transaction(s). 
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Matching two or more G/L transactions to a bank transaction 
In the following example, two general ledger (G/L) transactions have been entered but only have one 
corresponding entry on the bank statement. To reconcile these transactions: 

 create a bank statement transaction 

 match the two G/L transactions to the bank statement transaction. 

 

To match two or more general ledger transactions to a bank transaction: 

1. Select Module > General Ledger > Bank Reconciliation from the main menu. 

The Select Current Bank Statement Control window is displayed. 

 

Tip: You can also access General Ledger functions by clicking . 
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2. Click . 

The Create New Bank Statement Control window is displayed. 

 

3. Select the bank account to reconcile using the Bank Code drop-down list, if you have more than 
one bank account. 

 

4. Get the statement for the bank account. 

5. Enter the statement control fields using details from the bank statement. 

 

Note: Most of the details are usually populated from the previous bank reconciliation. 
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6. Click . 

The Bank Reconciliation window is displayed. 

 

7. Identify the entry on the bank statement that corresponds to the G/L transactions. 

8. Click . 

The Create Bank Statement Transaction window is displayed. 

9. Enter the details of the bank statement transaction. 

 

Note: See descriptions for the fields and buttons below. 



 General ledger 

Version v68 Page 20-211 

 

10. Click . 

The transaction is added to right pane. 

 

11. Select the Multi Match option. 

 

12. Select the corresponding transactions on the left and right panes. 

The  button is enabled if the Selected values are equal. 

 

13. Click . 

The matched transactions are highlighted in green. 

 

14. Continue reconciling transactions and close off. See Reconciling bank accounts using bank 
statements (on page 185). 
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Create Bank Statement Transaction window key fields and buttons 

Fields 

Field Description 

Transaction 
Date 

Date that the transaction was applied to the bank account. 

Description Description of the bank transaction to distinguish individual transactions. 

 

Tip: Include a suitable suffix to the Description field, such as Part 1, to 
distinguish transactions if several bank transactions are being added. 

Amount Amount of the deposit or withdrawal expressed in dollars and cents. 

Enter withdrawals as negative amounts. 

Cheque 
Number / Ref 

Depending on the transaction, you can optionally add either the: 

 cheque number 

 EFT reference number. 

BSB Six digit Bank State Branch number that uniquely identifies the bank, State and 
branch. 

Account 
Number 

Unique number that identifies the bank account of the debtor or creditor. 
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Buttons 

Button Description 

 
Add the manually-entered transaction to the right pane, using the details entered on 
the Create Bank Statement Transaction window. 

 

 Click  when you have finished adding each manually-entered 
transaction to the right pane. 

You can then match the manually-entered transaction(s) to the corresponding 
general ledger transaction(s). 
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Matching two or more G/L transactions to two or more bank 
transactions 
In the following example, two general ledger (G/L) transactions have been entered that correspond to 
three bank transactions. To reconcile these transactions: 

1. Select Module > General Ledger > Bank Reconciliation from the main menu. 

The Select Current Bank Statement Control window is displayed. 

 

Tip: You can also access General Ledger functions by clicking . 

2. Click . 

The Create New Bank Statement Control window is displayed. 

 

3. Select the bank account to reconcile using the Bank Code drop-down list, if you have more than 
one bank account. 

 



 General ledger 

Version v68 Page 20-215 

4. Enter the statement control fields using details from the bank statement. 

 

Note: Most of the details are usually populated from the previous bank reconciliation. 

5. Click . 

The Bank Reconciliation window is displayed. 

 

6. Select the Multi Match option. 

 

7. Select the corresponding transactions on the left and right panes. 

The  button is enabled if the Selected values are equal. 

Note: If the number of transactions selected exceeds the maximum set in Synergetic Financial 

Configuration, the  button is disabled. See Synergetic Financial Configuration- General 

tab in the Finance manual. 

 

Tip: Use the Ctrl key when selecting multiple records. 
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8. Click . 

The matched transactions are highlighted in green. 

 

9. Continue reconciling transactions and close off. See Reconciling bank accounts using bank 
statements (on page 185). 

Note: You cannot use AutoMatch to match multiple G/L transactions to multiple bank statements. 
The transactions and statements must be matched manually. 
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Reconciling transactions not yet brought to account 
When you first open the Bank Reconciliation window, any NYBA transactions are displayed in red in 
the right pane. See Using the Bank Reconciliation window (on page 166). 

 

Any NYBA transactions that are not reconciled will continue to appear until a suitable general ledger 
transaction is available to match. 

Manually reconciling NYBA transactions 

If you are manually reconciling the bank statement: 

1. Select the general ledger transaction in the left pane. 

2. Select the corresponding bank transaction in the right pane. 

3. Click . 

 

The transactions are matched and highlighted in green. 

4. Continue reconciling the transactions. See Reconciling bank accounts using bank statements (on 
page 185). 
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Reconciling NYBA transactions automatically 

Any NYBA transactions are matched automatically if you are importing the transactions from a bank file 
and there are matching entries. 

In the following example, the Smith EFT Deposit from the earlier example is matched automatically by 
Synergetic with its general ledger entry (highlighted in green). See Reconciling bank accounts using 
imported bank files (on page 192). 
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View Bank Transactions - Unpresented tab 
Use the Unpresented tab to view unpresented general ledger bank transactions. 

Note: The old bank reconciliation screens have been made read only so that transactions can be 
viewed quickly. 

Opening the Unpresented tab 

To open the Unpresented tab: 

1. Select Module > General Ledger > View Bank Transactions from the main menu. 

The Unpresented tab of the View Bank Transactions window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Select the bank account using the Bank Code drop-down list, if required. 
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View Bank Transactions - Unpresented tab key fields and buttons 

Fields 

Field Description 

Bank Code Code of the bank account that transactions are being displayed for. 

Grid area fields 

Field Description 

G/L Date Date of the posting in the general ledger. 

Chq No Cheque number. 

The cheque number is 0 (zero) for transactions that do not involve cheques. 

Description Description from the cheque, EFT or receipts posting. 

Amount Amount of the transaction. 

Positive amounts include: 

 payments to suppliers. 

Negative amounts include: 

 cancelled cheques 

 deposits. 

Reconciled Whether the transaction has been reconciled against the bank statement. 

Posting No Posting number for the transaction. 

Posting Source Source of the posting. 

Chq Date Date of the cheque. 

Cancelled Selected if the cheque has been cancelled. 

Buttons 

Button Description 

 
To find an unpresented cheque: 

1. In the Find Entry window, type in the information you know about the 
cheque. 

2. Click . 

The first record found is highlighted. 

 
Refresh the transactions displayed. 
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View Bank Transactions - Presented tab 
Use the Presented tab to view presented general ledger bank transactions. 

Note: The old bank reconciliation screens have been made read only so that transactions can be 
viewed quickly. 

Opening the Presented tab 

To open the Presented tab: 

1. Select Module > General Ledger > View Bank Transactions from the main menu. 

The Unpresented tab of the View Bank Transactions window is displayed. 

Tip: You can also access General Ledger functions by clicking . 

2. Select the bank account using the Bank Code drop-down list, if required. 

3. Click the Presented tab. 

The Presented tab of the Bank Reconciliation window is displayed. 
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View Bank Transactions - Presented tab key fields and buttons 

Fields 

Field Description 

Bank Code Code of the bank account that transactions are being displayed for. 

Grid area fields 

Field Description 

G/L Date Date of the posting in the general ledger. 

Chq No Cheque number. 

The cheque number is 0 (zero) for transactions that do not involve cheques. 

Description Description from the cheque, EFT or receipts posting. 

Amount Amount of the transaction. 

Positive amounts include: 

 payments to suppliers. 

Negative amounts include: 

 cancelled cheques 

 deposits. 

Reconciled Whether the transaction has been reconciled against the bank statement. 

Posting No Posting number for the transaction. 

Posting Source Source of the posting. 

Chq Date Date of the cheque. 

Cancelled Selected if the cheque has been cancelled. 

Statement Date Date of the bank statement. 

Page Page of the bank statement that the cheque appears on. 

Statement amount Amount for this cheque as it appears on the statement. 

Buttons 

Button Description 

 
To find an unpresented cheque: 

1. In the Find Entry window, type in the information you know about the 
cheque. 

2. Click . 

The first record found is highlighted. 

 
Refresh the transactions displayed. 
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Creating the next general ledger year 
You create next year's general ledger when you are ready to either enter: 

 budgets 

 general ledger postings for the year. 

Before creating next year's general ledger you can inactivate unneeded general ledger accounts. 
Unneeded general ledger accounts are not carried over to the next G/L year. 

Note: Synergetic lets you work with two years of data. For example, if you create 2017, you can 
work in 2016 and 2017. 
 
Creating a general ledger year closes off another. For example, 2015 is closed and general ledger 
journals can no longer be posted to it. 

After creating the next year's general ledger: 

 You can continue to post to the current year. 

 Postings to the current year are also posted to next year as well, including P&L accounts. These 
are posted to the profit and loss Appropriation account in the next year. 

 You can run financial reports for next year as well as this year. 

Opening the Create Next General Ledger Year window 

To open the Create Next General Ledger Year window: 

1. Select Module > General Ledger > Create Next Year General Ledger from the main menu. 

The Create Next General Ledger Year window is displayed. 
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Inactivating general ledger accounts 

Also see General Ledger Maintenance - General tab (on page 13) in the General ledger manual. 

To inactivate general ledger accounts that are not required in next year's general ledger: 

1. Search for the general ledger account to inactivate. See Searching for general ledger accounts (on 
page 9) in the General ledger manual. 

The General tab of General Ledger Maintenance is displayed. 

 

2. Click . 

The Update G/L Account Active Status window is displayed. 
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3. Click . 

The general ledger account is set to inactive, as indicated next to the account name. 

 

Tip: You can activate the account later by clicking . Use the Update G/L Account 
Active Status window to activate the account for the next year and prior years as well, if required. 

 

4. Repeat steps 1 through 3 for each account that you need to inactivate. 
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Creating next year's general ledger 

To create next year's general ledger: 

1. Open the Create Next General Ledger Year window. 

 

2. Update any optional selections. 

3. Click . 

4. Click  to confirm you want to proceed. 

All active general ledger accounts are transferred over to the next year. 

5. Update the G/L Reporting End Date on the General tab of Finance Configuration Maintenance. 
See Synergetic Financial Configuration - General tab in the Finance manual.  

Important note: Only change this if you have finished running financial reports in the existing period 
and want to move to a new reporting period. See Closing off periods (on page 231) in the General 

ledger manual. 
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Create Next General Ledger Year window key fields 

Field Description 

Set as Default G/L 
Year 

Select to set the next year as the default general ledger year. 

Otherwise, the current year is retained as the default general year. You can 
also change the default year on the General tab of Synergetic Financial 
Configuration. See Synergetic Financial Configuration - General tab in the 
Finance manual. 

Transfer G/L Budget 
Amounts 

Select to transfer the general ledger budget amounts from the current year to 
the next year. 

 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This page intentionally left blank 



 General ledger 

Version v68 Page 20-229 

Renaming accounts 
General ledger accounts can be renamed if they have not had any journal activity. They can only be 
renamed in the current financial year. 

Initially, the renaming of accounts is only performed in the general ledger table. Run this program when 
you are ready to update the following sub-systems: 

 debtors 

 creditors 

 general ledger linked tables 

 payroll 

 sales 

 assets. 

That is, you can create next year's general ledger and rename accounts but have to wait until all 
processing has been completed in the sub-systems before you update them using this program. 

To rename general ledger accounts in sub-systems: 

1. Select Module > General Ledger > Apply General Ledger Rename. 

The Apply General Ledger Rename window is displayed. 

 

2. Click . 

The account is renamed. 
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Closing off periods 
When you are printing finance reports you need to ensure that data will not change after the reports have 
been printed. 

The Reporting Month End Date in Finance Config Maintenance is used to 'lock in' the reporting 
month so that data cannot be changed on or prior to that date without the appropriate security rights.  

The following security rights are needed in order to post prior to the reporting month end date. 

Module Resource1 Resource2 Resource3 Description 

CRD CreditorEFTPostingCloseOff PastPostings  View/edit closed off 
postings 

CRD CreditorInvoiceEntry PastPostings  View/edit closed off 
postings 

DEB DebtorCashReceiptsEntry PastPostings  View/edit closed off 
postings 

DEB DebtorChargesEntry PastPostings  View/edit closed off 
postings 

GEN   FutureDatedPosting Allows posting to dates 
past the current 
accounting month 

GEN   PriorDatedPosting Allows postings to 
dates prior to the 
reporting month end 
date 

GEN GeneralLedgerJournalsEntry PastPostings  View/edit closed off 
postings 

The 'lock in' date can be changed at any time if required but be careful as it can affect others who are 
working in the security areas listed above. 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This page intentionally left blank 



 General ledger 

Version v68 Page 20-233 

Running General Ledger Crystal Reports 
There are a number of standard reports available to you to help you manage your general ledger. See 
the folder of Crystal Reports supplied to your organisation. 

To access these reports, select Module > General Ledger > General Ledger Crystal Reports 
Available. You can browse or search through reports: 

 previously marked as 'favourites' 

 from a specific module 

 from all modules. 

You can search for reports based on the report: 

 description 

 code. 

See Running reports in the Introduction manual for general information on how to run reports in 
Synergetic. 
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Description of key reports 

Report Description 

G/L Finance Report 
(P&L Style) 

Using a structure that you have predefined using General Ledger Finance 
Reports. See Maintaining general ledger finance reports (on page 149). 

G/L Bank 
Reconciliation 

Print off after marking all cheques and deposits in bank reconciliation. 

Posting numbers are shown for all non-cheque entries. Cheque numbers 
are shown for all cheque entries. 

Departmental Expense 
Report - Any Month 

Print report of expenditure against budget to be given to departmental 
heads. Defined as cost centres on general ledger accounts. 

G/L Trial Balance - Any 
Month 

Print a listing of general ledger accounts showing their closing balance and 
movement for the month selected. 

Donation Receipts by 
Appeal (with Payment 
Type) 

Donor receipts by appeal with payment type. 

 

This report is similar to the DEVR donor report for donor receipts, except 
that it also includes the payment type. 

G/L Finance Forecast 
(P&L Style) 

Forecast two years in advance by specified percentages in the 
luGeneralLedgerBudgetForecastPercents finance lookup table. See 
Maintaining finance lookup tables in the Finance manual. 
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