I. ACCESING AND ENTERING DATA
1. Open MS Access File by clicking “File” in the Menu Bar. Next, click “Open” to find the Database.
2. Just click “File” in the Menu Bar then click Log-In.
[image: image1.png]frmaccountCode
frmapprovedsy
frmCertiiedCorrect
frmCreditor
frmCreditor_old
fmGiDate
frmGLDate

ey

frmiEVDate
frmUEVDetails
fmhyortice
frmResponsibilityCenter
fmSusiDate
fmsL264Date
frmsL401Date
frmslaz6Date
fmStAccounts
frmSlAccountiocator
frmsLaPDate
frmsLcoDate
frmS{Creditortocator
fmSIMOOEDate
fmstpsDate
fmSISTRIVEDate
fmSURUSTIDate
frmTBDate
OtherReports
Password

Switchboard

- — et Aecece T

Subsidiary Ledger
~ACCOUNTING DIVISION R0 DESK SECTION
Agency

DatePerod 126009 — 126009
Account Nam  MOOE - MDS GL Code: 108
Date Particulars Reference Debit Credit Balance
22008 NCAROXIG8 00054, HOGE P a0 oo Smsgnm

ot 383300000 om0 355,000

Page: 1 ro ‘ im | »

Num Lock |11 B




[image: image2.png]S W W T vieoetaces NN T

frmaccountCode
frmapprovedsy
frmCertiiedCorrect
frmCreditor
frmCreditor_old

fmGDate

fmGLDate
unt

SLper A
frmIEV. =

fmIEVDate AccountName [WOO -MDS =

fmIEVDetails Account Code 8[=]

fmMyOffice

Start Date: 2808

fimResponsibilityCenter -
fmsL1a1Date End Date: 2808 Preven | Cose

fmsL264Date

fmsla01Date
fmslazeate

fimStAccountt Other Repots

fmsLaccountLocator

frmsLaPDate
frmsLcoDate
frmS{Creditortocator
fmSIMOOEDate
fmstpsDate
fmSISTRIVEDate
fmSURUSTIDate
frmTBDate
OtherReports

Password

Switchboard

Form View Num Lock |[E/E 8@ 1B %





3. Type Username and Password to enter the Main Switchboard.
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In  “My Office” button, you can write what office are you and address of your office . And also you can write the “As of” of the reports. 
5. In the Chart of Accounts button, you’ll edit and see all account codes and titles if the account code are not yet include, you can access to add.
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In the Signatories button, you’ll  indicate who prepared and approved the reports.
7. In the Ledger button, you’ll put or indicate the Account Name and Creditors Name.
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In JEV Data Entry, you can create a entry per transaction.In this form, you can see the acct name, creditors name, date, particular, acct code and amount (credit & debit). And don’t forget to select the JEV No., month and year for the standard JEV No.

II. GENERATING REPORTS
1. In the Report button, you will find all reports like JEV, General Ledger, Subsidiary Ledger per Account Name and per Creditors and also monthly Trial Balance.
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Simply  click the button JEV, to appear the “Filtering Date Form” then type the date of the JEV to see what you want.
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This is sample generated report for JEV.
3. In “General Ledger” button  also the same step in JEV button because “Filtering Date Form” will appear then type the Start date and End Date. For example in Start Date “1/1/12” and End Date “1/1/12” mean one day report will generate. If you like to generate the report for one month, you will type like this, Start Date “1/1/12” and End Date “1/31/12”. 
[image: image13.png]f Financial Report System S S NS W @ 2HEE e

File

hboard

{ My Offce.

Chat of Accounis
Signtoes

Leders

dourne ity Voucher -Data Enty Form
Repats

Eit





4. [image: image14.png]


[image: image15.png]


By clicking the combo list you can select the Account Name then type the Start & End Date of the Subsidiary Ledger to generate this report. 
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By clicking the button per month, you will generate the monthly report of trial balance.
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