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Ascente & Traverse
Requirements for ‘Going Live’

Objective

This document is intended to outline the necessary steps to Go-Live in each of the
modules in Ascente and Traverse. ‘Going Live’ refers to being able to do all daily
operations and accounting processing in the Ascente and Traverse and having all of the
processing results flow from order entry through to the financials correctly. One primary
requirement to Go-Live and the primary purpose of this document is loading all of the
preexisting opening transactions and balances in each module up to the go live date
from your pervious system. In Traverse you can’t apply a payment to a preexisting
accounts receivable invoice that is not in the system just as you can’t pay a preexisting
accounts payable invoice that was never entered. Examples of opening transactions and
balances are:

e Open Job Cost Jobs

o Job Cost Report

o Billings and Payment Report
e Open Service Jobs with existing costs

o Service Order Report

o Prebill - Exceptions
e Accounts Receivable

o Open Invoices — Aged Trial Balance
e Accounts Payable

o Open Payables — Aged Trial Balance
o General Ledger Account Balances

o Financial Statements

o Trial Balance Report

General Requirements

Setup System Files

Gather Required Information

Loading Open Transactions

Loading History Records (optional and rarely done)

Balancing Open Transaction Sub Ledger to the previous systems totals
Balancing Sub Ledger to Financials

Assumptions

e That all operators can login and run Ascente and/or Traverse.

e This document assumes the necessary setup of the system files for all of the
modules that you will be using has been completed.

e ltis assumed that your operators have been trained in the daily operations in
Ascente and Traverse and are ready to use the Ascente and Traverse software for
daily processing as of the Go-Live date.

e Itis assumed that in your old system, you have balanced your sub ledger accounts
to the general ledger totals and that these totals will be the totals used to balance to
in Ascente and Traverse totals once all of the preexisting entries have been entered
in each module.

o All processing will be done in Ascente and Traverse as of the Go Live Date and the
financial statements will reflect that processing.
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o These are general instructions that may be different for your specific company.
Contact your Compusource representative to review this with you or if you have any
guestions.

Considerations

Go-Live Date

One of the first decisions that you must make is to pick your go live date. This will be the
date that all live processing in Ascente and Traverse will start. Typically this is at the
beginning of a month, quarter or year. We never recommend starting in the middle of a
month.

Enter your dates here:

Go Live Date: Example: 01/01/2013
Go Live GL Period/Year: Example: 01/2013
Cutoff Date: Example: 12/31/2012
Your cutoff date would be the day before the go-live.
Cutoff GL Period/Year: Example: 12/2012

These dates will be referenced throughout this document.

Job Cost Integration

Because of how many of the accounting modules interface with the Ascente — Job Cost
module, you will see references to the Job Cost module when entering your preexisting
invoices for accounts payable (AP) and accounts receivable (AR). You can ignore those
references if you are not using the Ascente — Job Cost module.

Level of Detail

Most companies will want their open invoices for accounts receivable and accounts
payable entered in detail, by individual invoice. Some other companies are content with
just loading summary balances so less input is required. Job Cost balance forward costs
are usually loaded as a summary balance forward total. You will need to determine what
is required for your company.

Historical Records

Every module has some type of transaction history and you need to determine by
module how much of the transaction history are required. Some considerations are the
time and cost required to enter or convert or manually these records if possible.

Preparing For Entering Opening Balances on Your Previous

System

This will require some preparation, planning and time. You may need to plan on working
some extra hours or getting some temporary help. You will also need to gather all of the
information together that is required for each module. You may want to consider doing
anything that you can in order to make this process easier. Examples of this would be:

e You should complete all daily and month end processing through the cutoff date and
cutoff fiscal period.

o Completing as much billing as possible prior to the go-live date
Writing off uncollectible accounts receivable transactions

o Determine the customers that do not need to be transferred to the new system
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o Pay as many of the accounts payable invoices as you can so that the open invoices
do not need to be entered in the new system.

e After all processing for the last month is completed:

e Print out all of the AR and AP Detail Ageing reports as of the cutoff date. You might
want to summarize by invoice if you plan on just entering the remaining balance due
as opposed to entering the original invoice and subsequent payments or
adjustments.

o Print out the GL trial balance and financial reports through the cutoff GL period.

o Print out a list of all open service orders and work orders with the detail uninbilled
costs and sale amounts.

o Print out all Job Cost reports for open jobs.

Print out a detailed Billing and Payments report for all open job cost jobs

o Print out a bank reconciliation report on your old system to determine the
opening bank balances and all unreconciled transactions.

(0]

Clearing Test and Training Transactions — Very Important!

Before entering your opening balances and transactions into Ascente and Traverse, it is
very important that you have any existing transactions that were probably created during
training or testing removed so that you start with a clean slate. You would not be very
happy if you entered all of your open transactions and determined that there were
preexisting transactions and you could not balance to your old systems totals. This is
why we recommend printing reports prior to entering the open transactions in order to
verify that there is no preexisting test or training transactions.

This will require the assistance of your project leader or Compusource representative
and should be scheduled as far in advance as possible.

Final Data Conversion

When data conversion is being done, the final data conversion needs to be scheduled
and completed prior to entering your opening balances and transactions. Any and all
data conversion issues need to be addressed before the final data conversion is done.
You should review this with your project leader and be sure to get the final data
conversion scheduled. Please know that this requires advance notice and planning in
order to get this done by the agreed upon date.

Use the Provided Checklists

You will find a checklist provided for each module discussed in this document. |
recommend that you use these in order to assure that no steps are forgotten and that
things are done in the correct order.
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Job Cost

Job Cost

Objective

This document will detail the steps required to enter the preexisting billings and
preexisting costs to date as of your Cutoff date in Ascente. We will discuss various
considerations that will determine how you enter your previous billings and costs to date
for your open Job Cost jobs. After completing the following procedures, you should be
able to print an Ascente Job Cost Report and balance the billings and costs to date to
your old system as of your cutoff date.

Special Considerations
e What costing method are you using:
o Direct Expense
= No special processing is required.
¢ Do you have retention on your jobs?
o Yes
= Determine the total accrued retention for each job and invoice before
proceeding to enter your preexisting invoices.
o No
= No special processing is required.

Gather Required Information

e You should print job cost reports from your other system or manually accumulate the
necessary job-to-date totals for:
o Billings-to-date by job with retention (if applicable).
o Costs-to-date by job and cost code.

Loading Opening Transactions

Jobs

All open prior to the ‘go live’ date must be setup in the system with the following:

e Contract amounts and change orders

¢ Billing breakdown amounts

o Estimate amounts or at the very least enter the cost codes used for the job without
amounts.

e These are entered using Ascente / Job Cost / Maintenance / Job

Preexisting Billings

e Prior to entering your billings, you should print the following reports to verify that no
records exist before entering any of the preexisting job cost billings and payments:
o Traverse / AR/ Open Invoices / Ageing Report
o Ascente / Job Cost / Reports / Job Age Analysis — Billings & Payments Report

e If there are any records on these reports, call your Compusource representative to
determine if these need to be removed prior to loading the preexisting billing and
payments.

e All preexisting billings and payments for the jobs prior to the cutoff date must be
entered into the new system. The original invoice date should be used. That date
and GL period must be prior to the go-live date.

e |If retention is being held against your invoices, you need to be sure that the invoice
and retention amount is correct for every preexisting billing processed.
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Job Cost
e Processing these preexisting billings that have not been paid yet will affect your
opening balance entry process in the Traverse — Accounts Receivable module.
Entering the preexisting job cost billings and payments should be done prior to
entering your opening balances in the Traverse — Accounts Receivable module. You
should work with the AR department to make sure that they will not be duplicating

any of this processing.

Entering your Preexisting Job-To-Date Billings

e Detail or Summary?

o You can and probably should process each individual preexisting invoice for
each open job. This is required if each invoice is required or if some of the
invoices have not been paid yet. This is the most common method used. This is
a requirement for preexisting AlA jobs.

o You can just do one job-to-date summary balance forward billing if each
individual invoice is not required and they all have been paid in full.

e The billings will be entered using:

o Ascente / Job Cost / Transactions / Job Contract Billing

e Special Considerations:
o Invoice Date

= All of these invoices must be dated on or before the cutoff date.

o Invoice Number

= The Contract Billing program will assign the invoice number from the Ascente
/ Job Cost / Maintenance / Job [Billing] tab, ‘Next Invoice’ field. In order to
make the opening balance invoice number be the same as the invoice
number from the old system, you will need to change the ‘Next Invoice’ to be

the invoice number you want assigned.

FE[S|R 1] e [n] 8|25 @E]E 2

=10lx]

84|24 7 |75

If you are doing
billings for preexisting
invoices, you need to
set this field to match
the invoice number
that was assigned in

your previous system.

wpmm  o/e] B
Phase I—QM

Genersl| Defauts Biling | Contracts|

Mame [Janes Tawers

Invoice Option:

clude Previous Bilings ¥
Chargs Use Tax [~

Biling Method [Percent Complate 7]
Mext Invoice |42000-001
Last Cartract Ifvoice ILOﬂtlaCt Eill |
Last T6M Invoice [Job Time & Materal Fiegiste 7
Ristention Percent 10.00
RetentionT abls m

Print 14 Fam [v Mest ALA Application [1

I~ Retention Biling

- Credit Infarmation

Invoice Terms [Met30 0% Dis ¥

Fuichase Order |

i Billing T otak

Subtotal
Retention
Sales Tax

Total

1.931.61
21462
11583

2262712

| Created: 9/30/2005 10:23.14 AM Changed: greq 10417./2005 3:12:12 AM

[ [12/2672012 | 11:63 AM

Figure 1: Ascente / Job Cost / Maintenance / Job [Billing] tab
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Job Cost
o Retention %

= The system will calculate retention based on the retention percentage as
determined by the retention rate entered on the Ascente / Job Cost /
Maintenance / Job [Contracts][Breakdown] tab. If retention should not be
calculated on these previous billings, then set this rate to zero for these

Invoices.
ey
] 0 = e R A Y I e e e B0 L ] [>[Z
Job [A2000 ale| B Name [Jones Towers
Phase o Al
Gereral| Defauts| Biling | Contracts]|
Dale Contiact Type Reference | Desciption Amount]
Contract Orginal Contract 10,000.00
101772005 Adustment 000

Biling Breakdown | Estimates |

AlA Code \ Deseription Bill Distribution | Subtotal\ Tar Class | Retention Z\ Dollars|3d|
| |F Erasion Contral Canstruction o2 10,00 £.000.00 10
| |G Starm Sewer Canstruction o2 10,00 1.000.00 10
| L Parking Shipes Canstruction [m] 2 10.00 2.000.00 10
| |0 Formwark. Canstruction o2 10,00 1.000.00 10

]
‘ 4 >
Total Dollars: 10,000.00
| Created: 9/30/2005 10:23:14 AM  Changed: sa 10/17/2005 3:12:12 AM [ [12726/2012 | 12:08 PM

Figure 2: Ascente / Job Cost / Maintenance / Job [Contracts] tab

¢ You will need to complete the processing of these billings in Traverse by running:
o Traverse / AR/ Transaction Journals / Sales Journal
o Traverse/ AR/ Transaction Journals / Misc Credits Journal
= (Only if credit memos were processed)
o Traverse / AR/ Transaction Journals / Post Transactions
e Preexisting Payments Against These Invoices
o You will need to do the following if any payments were applies in the old system
against any of these invoices:
= Traverse / AR/ Transaction / Cash Receipts
= Traverse / AR/ Transaction Journals / Cash Receipts Journal
» Traverse / AR/ Transaction Journals / Post Transactions
o After all preexisting billings and payments have been processed; you should print the
following report to verify your entries:
o Ascente \ Job Cost \ Reports \ Job Age Analysis — Billings & Payments Report
o Traverse / AR/ Open Invoices / Aged Trial Balance Report
= Your AR department needs to be aware of these billings and payments
entries before they load their opening balance entries.
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Job Cost

Preexisting Costs

You have the option of entering these summary costs by job and cost code by either:

¢ One summary job-to-date balance forward Ascente - GL Journal entry by job and
cost code. This is most commonly used method used.

e A summary Ascente - GL Journal with job-to-date cost totals for each accounting
period by job and cost code. This is more time consuming process and is less
frequently used.

e Please note that the previous two methods will only provide a summary total for the
balance forward entries. This will not provide the detail information for the costs
entered.

Costs can be entered in detail as opposed to summary job-to-date totals. You will need
to process every detail cost transaction through the standard transaction processing
procedures using the Ascente processes. This is very detailed and can require a lot of
data entry and attention to detail based on the number of transactions to enter.

Timecard Entry

Accounts Payable — Invoice Entry
Inventory to Job Transfer

G/L Journal

Most companies will load their job to date cost as a summary total entry as opposed to
entering each detail cost.

Prior to entering the opening costs, you should print the Ascente / Job Cost / Reports /
Job Cost Report for every job to verify that there are no preexisting WIP or actual cost
totals for any of the jobs. If there is any preexisting cost amounts, contact your
Compusource representative to determine if these need to be removed. These are
commonly a result of previous system testing or training.
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Job Cost
Entry Process

Summary Year to Date or Period to Date Totals Method
e All costs by job and cost code as of the ‘cutoff’ date should be entered as a balance
forward amount through the Ascente / Transactions / Journal program with a journal
dated using the cutoff date for year-to-date totals or for each previous period-ending-
date if you are entering totals by fiscal period as opposed to year-to-date totals.
o Only if the costing method used is WIP, then the journal records will each need to
be flagged as closed by checking the ‘closed’ box.

Transaction Date: This date must be ol x|
gal> on or before your Cut Off Date.

EJl /L Journal Entry

= E RS )

Soutce Code [T QJ O wenualE Total Debits  Total Credits Variance
Transaction Date [12/31/2012 5,000,000 £6.000.00 0.00
Job Phase Cost Cods:
03
[j22000 of | =] [wrs i [N R W{
GL Account . .
[TZ00000 Wark i Fracess =] ok in Process Closed: If you use the ‘Work in
Description Rcference Diebit Credit I Alocas Progress’ costing method, check this
Bz [eeE [ e PO caniiow | pox if the costs have been closed out to
Line| GL Account No [Description [Reference  |Job [Phase | CostCode I Debit] teat 0| the COGS accounts.

EBE A2000 LFG 2.000.00 0.00

""" BBE [ A2000

EBE E.000.00

[Changed: sa [12/26/2012 [ B:43PM
Figure 3: Ascente / Job Cost/ Transactions / Journal

e Run the Ascente / Job Cost / Journals — G/L Register to verify and update your
entries.

¢ Run the Ascente / Job Cost / Reports / Job Cost Report [Report Name: Job Costs by
Cost Code] after the preexisting costs have been registered and updated to verify the
costs by cost code for each job. Be sure to select all jobs and use the ‘Posting Date’
range with the ‘Starting Date’ being blank and the ‘Ending Date’ being your cutoff
date. Any errors will be corrected by processing another correcting journal.

e The GL Postings are not important, because these will be cleared or reversed since
they are all dated prior to the Go-Live date. A journal will be entered with the year-to-
date totals that will balance to the WIP account if the WIP costing method is used.

Detail Cost Transaction Entry Method

All costs in detail will be entered using the Ascente / Transaction programs. These will all
be entered in detail and dated passed on the actual fiscal cost date. This method can be
used, but is not used because of the amount of data entry required.
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Job Cost

Verification and Balancing to the Previous System
Run the Ascente / Job Cost / Reports / Job Cost Report [Report Name: Job Costs by
Cost Code] after the preexisting costs have been registered and updated to verify the
‘Work in Progress’ and ‘Actual’ costs by cost code for each job balance to the old
systems totals.
o Be sure to select all jobs and use the ‘Posting Date’ range with the ‘Starting Date’

being blank and the ‘Ending Date’ being your cutoff date.
e Be sure to select the ‘Costs Based On’ [Actual] option for the actual cost totals.
o Be sure to select the ‘Costs Based On’ [Work in Progress] option for the WIP totals, if

you do WIP processing.

=T
Fap| o| Bls)?
~ Select Report Yalu
i~ Range Selection
Sort by| Beginning | Ending -
Posting Date| [|  [Beginning] 12/31/202
Tiansaction date| [|  [Begining] [Ending)
Job! [Beginring] [Ending]
Phase within Job| [ [Beginning) [Ending]
Cost Gioup| []  (Beginning) [Ending]
Cost Code| [] (Beginning) [Ending]
Salesperson| [] [Beginning] [Ending] 8 . ] A R ’
Load Technigian| [ (Beginring] (Ending] Posting Date: Leave the ‘Beginning Date
ECERTE g {Sgg} EH blank and set the ‘Ending Date’ date to your
areman eginning nding
Start Date| [ [Beginning] [Ending] CUt Off Date-
Soft Close Date| [ [Beginningl [Ending]
Close Date| [ [Beginning] | =

- Field Selection

Report Mame IJob Casts by Cost Code

Option:

I™ Piint Options Cover Page

dob Statue el = ¥ Include Fictention
Sort within Job by ICosl Group hd ¥ Reduce Committed Cost by } o
Coloulate Proff Based on [Total Cost =] || I cessidstemPhaze: | Cost Based On: ‘Work in Progress’ for WIP costs that have
[Eost Based on [work in Progress :H:T not been transferred to the COGS accounts. ‘Actual’ to see
\ﬁ?\the total for all applied costs.

I I
Figure 4: Ascente / Job Cost / Reports / Job Cost Report [Report Name: Bob Costs by Cost Code]
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Job Cost - Checklist

Job Cost - Go Live Checklist

1. What date has been scheduled with Compusource to clear all existing test and
training transactions and tOLAIS? ...........uuuuiuiiiiiiiiiiiii i [ /7 1]
Has all of the testing and training data been removed? ..........ccccoooiiiiiiiiiiiii e, [ 1]
Has any final data conversion, if any is to be done, been completed?................c....... [ ]
4. All invoices and payments for these previous job cost transactions will be dated on or
before the cutoff date Of:........cooc o [ /7 1]
5. What costing method are you using?
O DIFECE EXPENSE ...ttt [ ]
0 WOrK IN Progress (WIP) ....uue e [ ]
= Are there any work in progress costs through the cutoff date that have
not been mover to cost of goods SOIA? ............uuuuiiiiiiiiiiiiiiiiiiiiiiiee [ ]
= Does the WIP total on the job cost reports balance to your WIP total in
your financial StatemMeNnt?............ooouiiiiii i [ ]
=  What is your Work in Progress total through the cutoff date? ............... $
6. Do you have retention 0N YOUT JODS? ........uuuuuuiiuiieiiiiiiiirinneinnenneeeeennenennnseeennenenneeeeeeenee [ 1]
o Should retention be withheld on these opening iNvoIiCeS? .........cccovvviiieeneennn. [Y/N]
o What is your total unbilled retention through the cutoff date?........................... $
7. Do You Have the Following Required Information?
o Billings-to-date by job with retention (if applicable) through the cutoff date. ..... [ ]
o Costs-to-date by job and cost code through the cutoff date. .............cccccvvennnns [ ]
8. Are all of the Open JODS SEIUP? ....uuiiiiiiiiiiiiiiiiiiiie i eeeeeeaaee [ ]
9. Are there preexisting billings against these jJODS? ...........uuviiiiiiiiiiiiiiiiiiiiiies [Y/N]
10. Are there any preexisting payments applied to those inVOICES? .....cccovveerviiiiiiiiieenneenns. [Y/N]
11. Has the ‘Next Invoice’ number been set correctly for the jobs that have preexisting
invoices so that the correct invoice # IS USEA? ......ooooveiiiiiie i [ ]
12. Has the ‘Retention % number been set correctly for the jobs that have preexisting
VO CES ? oo [ ]
13. Has the preexisting invoices been processed for the jobs that have preexisting
invoices and balances against the old System? ... [ ]
14. Has the preexisting payments been processed for the jobs that have preexisting
invoices and balances against the old SyStem? ... [ ]
15. Has the Ascente \ Job Cost \ Reports \ Job Age Analysis — Billings & Payments
Report been balanced against the old systems totals for billings, payments and
(=] 0T 110 0 PR [ 1]
16. Has the ‘Next Invoice’ number been set back correctly for the jobs that had

preexisting invoices so that it is in the format of JOB-00# where # is the count of the
previous invoices for this Job PlUS 0NE7 ..o [ 1]
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Ascente & Traverse
Requirements for ‘Going Live’
Job Cost - Checklist
17. Has the ‘Retention %’ number been corrected, if it was changes for entering the
preexisting invoices, for the jobs that had preexisting invoices so that is correct for
FULUNE INVOICES? oottt e e e e e et e e e e e e e e e e ae e e eeaes [ 1]

18. Have the preexisting costs been entered and balanced to the old systems totals?...... [ ]
19. If Work in Progress (WIP) accounting is done
o Have all the WIP costs been flagged as ‘Closed-Out’ that have been moved

to the cost of goods sold (COGS) aCCOUNTS? ....ccooeeeeeeeeeeeee e [ ]
o Does the WIP on the Job Cost Reports through the cutoff GL date balance to
110 [SIN 0] 0 IRV =] 1 PP [ 1]
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Ascente & Traverse
Requirements for ‘Going Live’
Service Dispatch

Service Dispatch

Objective

This document will detail the steps required to enter the preexisting invoiced service
orders and work orders with preexisting costs to date as of your cutoff date in Ascente.
After completing the following procedures, you should be able to print an Ascente
Service Order Report and Prebill - Exceptions Report and verify that all preexisting
service orders and work orders have been entered and that all uninvoiced service sales
and costs from your old system have been entered into Ascente.

Gather Required Information

¢ You will need to have all service orders that are unbilled as of the ‘go live’ date.

¢ You will need to know the detail of the unbilled costs and sales for these service
orders.

Loading Opening Transactions

Service Orders

e Ascente / Service Dispatch / Transactions / Call Taking
e Are the promised dates correct?

e Service Orders

Work Orders — Costs and Sales
Ascente / Service Dispatch / Transactions / Work Order

e Labor should not be entered using the timecard entry process and instead should be
entered using an item just as material lines are.

e Be sure that the service order references the correct branch and department.

e Be sure that every work order line is assigned the correct Bill Type code.

o All costs and sales entered should balance to the old systems totals.

Verifying Beginning Balance Entries

e You can print the Ascente / Service Dispatch / Reports / Service Order Report to
compare to the service orders from the old system to see that all of the open service
orders have been entered into Ascente.

e You can print the Ascente / Service Dispatch / Journals / Prebill Register [Prebill —
Exceptions] report to compare to the costs and sales from the unbilled service orders
and work orders from the old system and also to see that all of the preexisting open
service orders have been entered into Ascente.
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Ascente & Traverse
Requirements for ‘Going Live’
Service Dispatch — Checklist

Service Dispatch - Go Live Checklist
1. What date has been scheduled with Compusource to clear all existing test and

training transactions and tOAIS? ...........uuuuieriiiiiiiiiiiiii i [ /7 1]
2. Has all of the testing and training data been removed? .........ccccooovieiiiiiiiiiiiiii e, [ 1]
3. Has any final data conversion, if any is to be done, been completed? ................c...ee [ ]
4. Have all open service orders been entered and verified? ...........cccccciiiiiiiiiiiiiiiiiinnnn. [ ]
5. Have all open work orders been entered and verified? ..........ccccceeviiiiiiiiiiii e, [ 1]
6. Have all open work order detail costs and sales been entered and verified? ............... [ 1]
7. Are maintenance contract being processing in ASCENtE?..........uuvvuririmmmmmimiieiiiiiiiiiiiinens [Y/N]

o Have all existing maintenance contracts been entered and verified that the
‘Next Create Date’ is correct through the go live date?..........cccoviieeiniiinnnnn, [ ]

8. Have all operators doing timecard processing set their payroll year using the Ascente
[ File / Set Payroll Year FUNCHONT. ... .. iiieiiiiiiiiiieeiiiiieeieeeieeeeeeeseeseeseesesneeseeeeeeneeneneene [ 1]

9. Have all operators using the ‘Call Inquiry and Dispatch’ program set and saved their
Settings on the OptioNS taD? ... [ ]

10. Has the beginning service order and maintenance service order numbers been set
for each Ascente / Service Dispatch / Maintenance / Branch record?...........ccccceee....... [ ]
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Ascente & Traverse
Requirements for ‘Going Live’
Accounts Receivable

Accounts Receivable

Objective

When you are done with this processing you should be able to balance your Traverse —
AR Aged Trial Balance to your previous systems AR Aged Trial Balance report when run
through the Cutoff GL Period/Year. Please note that we are referring to the sub ledger
and not the general ledger balances through the cutoff date. The GL postings for these
entries are usually removed or reversed and a GL journal is entered using the cutoff date
to load the GL balance forwards and balance to the AR sub ledger report (AR Aged Trial
Balance Report).

Assumptions

¢ Please note the difference between a jobsite and a customer. Only customers are
created in Traverse. Customers are who you send a bill to. Jobsites are used in
Ascente and reference where service is done. Jobsites can reference a customer.
Customers are only billed typically if payment is not collected when the service is
completed. A jobsite is never billed. All AR invoices reference a customer, not a
jobsite.

e Other than for any beginning balance Job Cost invoices or payments, there should
be no existing accounts receivable transactions or balances for any of the customers
before you start entering your open invoices, credit memos and payments. You can
print the AR Ageing Report to verify this. If there are any records, call your
Compusource project leader or representative to clear

¢ When the balances are transferred, we do not want any postings to result to the
general ledger system. All sales will be distributed to the accounts receivable
account. This way the same accounts receivable account will be debited and
credited. There will be no net result to the general ledger balances.

e Someone later will enter a manual journal in the general ledger system to load the
accounts receivable balance and balance the accounts receivable to the general
ledger system.

e Allinvoices entered will be for the total invoice amount including any sales tax.
Typically the invoice is entered as one line total instead of breaking out the time and
material in detail. You should not have the system calculate and add any sales tax to
the invoices.

Recommendations

e You should change your workstation date in Traverse to be your cutoff date so that
any transactions entered will default to the cutoff date and not the date the entries
are being entered on.
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Ascente & Traverse
Requirements for ‘Going Live’
Accounts Receivable

Cash Receipts
Copy Recurring Entries
Change Batches

Favorites
Accounts Payable I
Accounts Receivable Transaction Journals ‘
Bank Reconciliation Open Invoices
Fixed Assets Management Reports 4 Workstation Date i x| i . -cli i
i Producivey Repors Workstatlg)p Date: Double' click on this
il Comtk s System Date 12/29/2012 ok Wks Date’ field to change it to your Cut
Point-of-Sale Periodic Processing Workstation Date 1231, T
Purchase Order Setup and Maintenance ST < Cancel Off Date.
System Manager Master Lists
DIR Company  |sa SysDate | 12/29/2012 WksDate [ 12/26/2012

e You need to pick a cutoff date for transferring the opening balances. This usually
done at the end of a month. If for example a date of June 30th is selected, all billing,
receipts and adjustments are stopped at the end of business on June 30th. All
processing from this point forward will be done in Ascente and Traverse after the
opening transactions are entered and balanced in the new system.

¢ Do any processing that you can to clean-up your accounts receivable, so that you do
not have as many transactions to enter into the new system. This might include
writing-off any receivables or finance charges that you do not expect to be paid.

e You should complete your normal month end processing in accounts receivable for
the month. This should include balancing your accounts receivable ageing total to
your general ledger — accounts receivable account.

e Many companies will just enter the remaining invoice balance due as opposed to
entering the original invoice and any subsequent payments against that invoice. This
is faster; you will just not have the available payment details.

e You should print a Accounts Receivable - Ageing Report by Customer summarized
by invoice as of the cutoff date from your old system. This will be the input document
you will use to enter your open AR transactions by invoice number. You may want to
print another copy to be saved for your records.

e When entering your open transactions, it is always recommended to do this in small
batches as opposed to one huge batch. | commonly will see the Aged Trial Balance
Report that is used as the input document, split-up in to about 5 pages or so. The
operators will enter and balance those five pages before starting another five pages.
The reason for this is that it is easier to edit and balance smaller batches. If the
grand total is incorrect by $12.00. Would you rather have to look through 50 or 1,000
transactions to find the data entry error?

Special Considerations

If you use the Ascente — Job Cost module and have jobs that had preexisting billings
and optionally payments against these job cost jobs, those AR billings and payments
should have already been processed and entered. Refer to the Job Cost section earlier
in this document for that specific processing. You do not want to double post those
invoices and possible payments again. You should have been provided a listing of those
invoices and payments that have been entered.

Gather Required Information
e Detail AR Ageing Report as of the cutoff date.
e Customer Listing
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Ascente & Traverse
Requirements for ‘Going Live’
Accounts Receivable

Processing Outline
e Required Setup

Enter, Proof & Post AR Sub Ledger Opening Entries

Compare AR Ageing Totals to Old System

Load Opening General Ledger for the Accounts Receivable Account
Balance Accounts Receivable Sub Ledger to the General Ledger

Required Setup

Create a Sales/COGS Account Code
e Traverse / Accounts Receivable / Setup & Maintenance / Sales/COGS Accounts
o Add an account code as follows:

Acct Code: BB

Description: Beginning Balance Entry

GL Sales Account: Enter your accounts receivable account here. This can be
determined in the Traverse / Accounts Receivable / Setup & maintenance /
Distribution Code record.

GL COGS ACCOUNT: Enter any account here. This will not be used because
you will not be entering any costs when entering your beginning balances,
only sales.

#, AR - Sales/COGS Accounts M=l EE
Acct Code Descriptian GL Sales Account GL COGS Account

» IE! | [Begirning Balance Entry [1300000.00.00 - | |3335000.00.00 =

il =] | T

COGS Account: Enter your suspense GL
account. This is typically 9999.0.00.

Sales Account: Assuming that you use just
one Accounts Receivable Asset GL Account,
enter that AR GL account number here.

[ake Marshall Service Jsa LI
Figure 5: Sales/COGS Accounts Screen
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Ascente & Traverse
Requirements for ‘Going Live’
Accounts Receivable

Recommended Setup

AR Transactions Tab Stop Options

In order to make the process go faster, | recommend that you set your tab stops so that
you are only prompted to enter information at the required fields. This will make data
entry quicker assuming that you use the [Tab] key to move between fields. Please do the
following:

e Click on the [Options] button at the bottom-right of the screen.
e [Main Form] Tab should look like this:

"""" | Headerl [tem Detaill Ship-TnI Tntalsl Misc I

Transackion Mo
D Transaction Type

Defaults | (N] | Cancel

Figure 6: [Main Form] Tab
¢ [Header Form] Tab should look like this:

Main Form  Header | [tem Detaill Ship-TDI Totalsl Mizc I

|»

[ Location 1D
Soid To

O criginal Invoice
Invoice Mumber
Inwoice Date
Oro tumber
Oro Date
Osalesrepin 1 -
D Percent 1
OsalesrepIn 2
Orercent 2

O terms Code LI

Defaults | ok | Cancel

Figure 7: [Header] Tab
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Ascente & Traverse
Requirements for ‘Going Live’
Accounts Receivable

e [Item Detail] Tab top of screen should look like this:

Dptions E3

T Fnlml Header Item Detail |5hi|:|—T|:|| Tntalsl Mizc I

[®]ieem o | -
Description

[ additional Descr
D Location ID
Oty ordered
O unit

Gty Shipped
Account Code
O sales acct

O coGs acct

D Imw Acck
Ortax Class

O sales cat j

Defaults | Ok | Cancel |

Figure 8: [Item Detail] Tab - Top of screen

e [ltem Detail] Tab bottom of screen should look like this:

Dptions E3

Main Forml Header Item Detail |Shi|:|—T0| Totalsl Misc I

O Lacation ID ;I
O aty Ordered
O uni

ity Shipped
Account Code
O sales acct

O coGs Acct
D I Acck
O7ax Class
Osales cat

Unit: Price

O unit Cost

Req Ship Date

Defaults | ok | Cancel |

Figure 9: [Item Detail] Tab - Bottom of screen

[4]

Please change any of the above as necessary.
Click on [Cancel] once you are done.
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Ascente & Traverse
Requirements for ‘Going Live’
Accounts Receivable

Enter Preexisting Accounts Receivable Sub Ledger Transactions

| am referring to entering all preexisting invoices, credit memos and payments from your
old system into the new Ascente and Traverse system. These are only invoices that are
not paid in full and do not reference an open Ascente — Job Cost job. All invoices that
reference a current open Ascente — Job Cost job must be processed in Ascente.

Enter Open Invoices and Credit Memos

The preexisting invoices and credit memos that do not reference an open preexisting
Ascente — Job Cost job will be entered using the Traverse / Accounts Receivable /
Transactions / Transactions program. The input document should be your AR Aged Trial
Balance Report from your old system. It is recommended that you enter these in small
batches as opposed to one large batch. This will make it easier for you to proof the totals
and locate errors and fix them before posting. This also makes it possible for you to
delegate this process between multiple operators. You could give each input person a
few pages of your Aged Trial Balance Report to enter. Be sure no note each invoice as it
is entered.

Main Menu
Accounts Payable Inguiry ars 15
Accounts Receivable Cash Receipts

Bark Reconciliation
General Ledger
Inventary

Payrall

Purchase Order
Systermn Manager
Favorites

Transzaction Journals
Open Invoices
Managernent Reports
Productivity Reports
Carmmissions

Periodic Processing
Setup and Maintenance
Master Lists

Copy Recurring Entries
Chanige Batches

Figure 10: Traverse / Accounts Receivable / Transactions / Menu.

This is where preexisting open invoices and credit memos are entered that does not
reference an Ascente — Job Cost job. Those are entered in Ascente.
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Ascente & Traverse
Requirements for ‘Going Live’
Accounts Receivable

Tranzaction No I] - I Wpdate | Tranzaction Type IInvoice - I
Header i i0-
= | tempetal | shpTo | Egments | Toes | /'Batch Code: Every operator should use
S their own unique batch code for all of their
sieh -ose Sa—:'[ g, =] entries. You can double-click in the ‘Batch
Ioz=Famile = Sales Rep 1D 2] =1 | Code’ field to create a new batch code to
Sold tol | E=C
Terms Code = I
Irwvoice Numberl Digtribution Code = I
Invoice Date |6/7 /2006 Tax Group 1D "I Taxable [T
PO Mumber GL Pd/ear 9/ 2006
PO Date |6/7/2006
Met Due | 0.0o
| | Bem Credit [Hnline | Ophiong | Mest Trans |

Figure 11: Traverse / Accounts Receivable / Transactions / Transactions.

Transaction Entry [Header] Tab

4%, AR - Transactions [_[g] Transaction Type: Select weather this

Transaction Mo I < I lpdate | Tranzaction Type |Invoice

is an invoice or a credit memo.

Invoice
Date: Enter Header | Item D etail I Ship-To I Payments I Taotalz I
the invoice Sold To: Select the customer to be billed ]_
date for this Batch Code |sa hd - ; — S 00
invoice or Location 10 |1001 =1 /@p D 2| 'I F'ercentl .o
: Chatt Controls a 9
credit ol :
o . This codtelE 02630 Enter the invoice Tﬁxalflg Make sure that this box is not ‘
. S|:]0U|d B ' Contractars, Inc. number checke
be prior to Terms Cade|10 | Due On Receipt
the cutoff ywoice Number|123385 Dictribution Coda 1 __[_ Chattanoogs
date Invoice D ate [5/15/2006 Tax Group 1D |1 Taxable; [
PO Mumber GL Pdvear
PO Date |6/7/2006 . - :
GL Pd/Year: This must be prior to the Go Live GL
Period/Year
Met Due | 0.00
|B “w Contractars, |ne. | Biem Credit | Online | Optionz | Megt Tranz

Figure 12: AR/ Transactions / Transactions [Header] Screen

Required Fields:

e Terms
e Distribution Code
e Tax Groupld

e GL Period & Year
Click on the [Item Detail] Tab once this screen is completed.
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Ascente & Traverse
Requirements for ‘Going Live’
Accounts Receivable

Transaction Entry [Iltem Detail] Tab
&, AR - Transactions

Description: | recommend

just entering ‘BBE’ as in ltem Detall |

Header

Tranzaction Mo IDDDDDS?B 'I pdate |

ShipTo |

Payments

Acct Code: Enter ‘BB’. This is done so that
Tianza the sales account will default to the accounts
receivable account. This account code ‘BB’

‘Beginning Balance Entry’

Itemn 1D

=

Acct Code

Description

Order Qty: This should L

Sales Acct

\should have been setup earlier

=T

should be the accounts
receivable GL account

3933000.00.00

Sales Account: This

1400000.00.00

default and be 1 fﬂ7 Addl Desc COGS Aect
N

{Unit Cost: This should be set to zero } Tax Class

LIty Un:lerecl| [ [W[yT13

Gty Shippedl 1.0000

L I r O |
Unit Price: This should
Td Pe the total amount of the
invoice

-

Urit Price
Unit Cost

Feq Ship Date
Recard: I<| 4 || 1 » Ibl |He|(3|’!_.| af 1
Met Due | 0.00
|B\-\-"Eontlactors,|nc. | Bem Credit | Online | Optiong | Mezt Tranz |

Figure 13: AR/ Transactions / Transactions [Item Detail] Screen

Required Fields:
Location
Tax Class

Click on the [Totals] Tab once this screen is completed and verify the totals:

Transaction Entry [Totals] Tab
Verify that the totals are correct. If there is a problem, correct it before proceeding.

-Ioix]
Trangaction No |00000004 h Update Trahgaction Type |Invoice h

Header | lemDetal | ShipTe | Papments Totals

Nontaxable: Verify that this is the correct
total invoice amount.
0.00

280.00 Tax Class |

—ﬁ@smes Tax: This should be zero.
[ o I

& Invoice Total: Verify that this is the
correct total invoice amount.

Taxable

Montaxable
Freight

Misc

Sales Tan

Invoice Total

Total Payments I 0.00

NetDue [ 250.00

Bem Credit | DOnline | Fre_ferencesl Megt Trans |

|Ames Property Management

DLR Company
Figure 14: AR / Transactions / Transactions [Item Detail] Screen

[sa

Click on the [Next Trans] button to enter another invoice or credit memo transaction.
Sales Journal & Miscellaneous Credits Journal — Review Transactions

Sales Journal

The Traverse / Accounts Receivable / Transaction Journals / Sales Journal will need to
be printed to verify that the invoices were entered correctly and that the totals are correct
before posting these entries. Credit memos will not print on this report.
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Ascente & Traverse
Requirements for ‘Going Live’
Accounts Receivable

%, AR - Sales Journal =10 x|
Cugtomer D' From

Sort By: Select ‘Customer ID’ e[ =1
Sualsbigbalches SRR HAEED Selected Batches: Only select the batch
Huluug
you entered.

:I
=]
| I
= (Print: Select ‘Full Detail
Sort By Print

- & FulDetal

& © Summary I

©invoice Number K .

. Fical Yoou/BLPaSals ccoun Click on the [Print] button to

ftem 1D print the AR Sales Journal
Print Additional Description I
Reset | Eie | Preview Print Cose |
DLR Company [sa

Figure 15: Sales Journal Form

Review the Sales Journal Report for Errors

12/27/2012 . : Page 1/1
. Customer: Is this the SaIEDLJR C°“‘|‘:a[;“’ ) Invoice Date: Should be age
:59 P etai R
correct customer? s Journa less than the Go Live Date i c
Sorted By Customer ID Unit Cost: Should
be zero
TransNo  Customer ID Ship To 1D Rep 1 Tenms GL Pd Invoice No Inve Date Ship Date
BatchCode Name Rep 2 TaxGmp Fiscal Year PO No Ord Date
00000004  [AmesProp Net30 12 12348 122612012
Mark Ames Property Management GA 22 12/26/2012
Item 1D Loc ID Sales Acct K Unit Qty Ordered Unit Cost nit Price
Description COG § AcH Sales Acct: Is should Tax Class Qty Shipped Ext Cost Ext Price
mvacet | be the AR account.
bbe Ga Invoice Total: Is this 250.0000
9999.00.00 ” 0.00 250.00
1300.00.00 the correct total’
Taxable Nontaxable Freight Misc SalesTax v Total Ext Price
Trans Ho 00000004 Total 0.00 250.00 0.00 0.00 0.00 250.00 250.00
Taxable Nontaxable Freight Misc SalesTax Pmt Amt Imve Total Ext Price
Customer ID AmesProp Total 0.00 250.00 0.00 0.00 0.00 0.00 250.00 ; 250.00
Grand Total Taxable  Nontaxable Freight Misc  SalesTax Pmt Amt Inve Total Ext Price
0.00 250.00 0.00 0.00 0.00 000 50.00

Customer Total: Is this the

Figure 16: Sales Journal by Customer. Used to verify entries before posting them. correct total for the customer?

Miscellaneous Credits Journal

If credit memos were entered, the Traverse / Accounts Receivable / Transaction
Journals / Miscellaneous Credits Journal will need to be printed to verify that the credit
memos were entered correctly and that the totals are correct. Invoices will not print on
this report.

The runtime options and report are the same as the above mentioned Sales Journal.
The same runtime options should be used along with the same things to check on the
Miscellaneous Credits Report.

Any errors need to be corrected before posting these invoices or credit memos.

Cash Receipts

This is necessary to enter any preexisting payments to any of the invoices that were
previously entered. If the original invoice was entered for an amount less any payments,
then this step is not necessary for those specific invoices. This is typically required for
job cost invoices that were entered using the Ascente / Job Cost / Transactions /
Contract Billing program.
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Ascente & Traverse
Requirements for ‘Going Live’
Accounts Receivable

Enter Cash Receipts
Enter your beginning balance entry payments using the Traverse / Accounts Receivable
/ Transactions / Cash Receipts program. Use your unique batch code.

Main Menu Accounts Receivable

Accounts Payable Tniguiiry Transactions
AcCcounts Receivable

Bank Recandiliation Transaction Journals Capy Recurring Entries
General Ledger Open Invoices Change Batches
Irventory [Management Reports

Payrall Productivity Reports

Purchaze Crder Cornrmissions

System Manager Periodic Processing

Favarites Setup and Maintenance

Master Lists

Figure 17: Traverse - Cash Receipts

Cash Receipts Journal — Review Entries

Print the Cash Receipts Journal to check your entries using the Traverse / Accounts
Receivable / Transactions Journals / Cash Receipts Journal program. Select your batch
code you used.

Main Menu Accounts Receivable
Accounts Payable Trniguiry Sales Journal
5 2 Transactions Miscellaneous Credits Journal
Transaction Journals Ciaily Sales Tax Journal

General Ledger Open Invoices Cash Receipts Jourhal
Irventory Management Reports Methiods of Payrnent Journal
Payrall Productivity Reports Deposits Journal

Purchase Crder Commissians Post Transactions

Systemn Manager Perindic Processing

Favarites Setup and Maintenance

Master Lists

Figure 18: Cash Receipts Journal
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Ascente & Traverse
Requirements for ‘Going Live’
Accounts Receivable

Post Invoices, Credit Memos and Cash Receipt Transactions

Run the Traverse / Accounts Receivable / Transactions Journals / Post Transactions to
post the AR batches of either invoices, credit memos or cash receipts to accounts
receivable. This is only done if there are no errors. Only post the batch you entered.

Main Menu Accounts Receivable
Accounts Payable Inguiry Sales Journal

ACcounts Receivable Transactions Miscelaneous Credits Journal
Bank Reconciliation Transaction Journals Daily Sales Tax Journal
General Ledger Open Invoices Cash Receipts Journal
Irwentary Managermnent Reports Methods of Payrment Journal
Pavyral Productivity Reparts Deposits Journal

Purchase Order Cormmissions Post Transactions

Systern Manager Perindic Processing

Favorites Setup and Maintenance

Master Lists

Jake Marshall Service |sa SysDate | /82008 WksDate | 6/g/2008
Figure 19: Accounts Receivable — Post Transactions

You should always check this box
-IF pefore posting batches.

#, AR - Post Transactions

Do the following, then check the box M—
Complete AR Transaction Entry
Print Invaoices
Print the: Transaction Joumals

Available Batches Selected Batches you entered.
HuHHHE

sharon

Selected Batches: Only select the batch ‘

ENENEX 2

3

Comments: It is always a good habit to
enter a descriptive comment when posting
transactions. This will make auditing easier.

Comments [BEE Invoices /02709 -mk

0K |ﬁeplint Logl Activity | Cloze |

Figure 20: AR - Post Transactions Screen

Important Things to Do

Check the ‘Do the following then check the box’ box at the top of the form. Do not be
concerned about printing invoices.

Select the batch you are working with.

Always enter a comment in the comments-box at the bottom of the form. Do not leave
the field blank.

Sub Ledger Verification and Balancing to the Previous System

You should be able to balance Traverse / Accounts Receivable / Open Invoices / Aged
Trial Balance Report to determine you're the total accounts receivable balance in
Traverse to your previous systems AR Aged Trial Balance report. Both of these reports
should be run through the Cutoff GL Period/Year. These should balance to the penny.
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Ascente & Traverse
Requirements for ‘Going Live’
Accounts Receivable

Sub Ledger Balancing to the General Ledger

When your balance forward general ledger balances are entered as of your Cutoff GL
Period/Year, your sub ledger (AR Aged Trial Balance) should balance to your general
ledger balance for your accounts receivable GL account(s). Once the AR sub ledger
balances to the general ledger AR accounts(s) you have completed this process of
entering your preexisting AR transactions.

You can print the Traverse / General Ledger / Management Reports / Subsidiary Ledger
Audit Report through the Cutoff GL Period/Year to verify that the AR is in balance.

12/29/2012 DLR Company
5:42 PM Subsidiary Ledger Audit Report
Ending Period 12/2012

Accounts Payable Accounts Receivable
Subsidiary Balance 14,124.00 Subsidiary Balance
GL Balance 14,124.00 GL Balance
Variance 0.00 Variance
Inventory . L
Subsidi Bal 0.00 You want the variance to be zero. That indicates
ubsidiary balance : that your AP Aged Trial Balance balances to your
GL Balance 0.00 AP GL account.
Variance 0.00

22,358.25
22,358.25
0.00
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Ascente & Traverse
Requirements for ‘Going Live’
Accounts Receivable

Accounts Receivable - Go Live Checklist
1. What date has been scheduled with Compusource to clear all existing test and

training transactions and tOtalS? ..........ccovviiiiiiii e [ /7 1]
2. Has all of the testing and training data been removed? ...........cccccoiiiiiiiiiiiiiiiiiiiiiiinnns [ 1]
3. Has any final data conversion, if any is to be done, been completed? ................c...ee [ ]
4. Have you completed all AR processing on your old system as of the Cutoff date?...... [ 1]
5. Have you printed an Aged Trial Balance Report sorted by Invoice for as of your
Cutoff date on your 0ld SYSIEM? ......ooiiiiiiiiieieee e [ ]
6. What is the total AR Balance from the AR Aged Trial Balance Report as of the Cutoff
GL Period/Year on YoUr Old SYSEIM .......occeiiiiiiiiiiie e e e e e e e aaaeas $
What is the total GL Balance as of the Cutoff GL Period/Year on your old system ...... $
Will you be using the Ascente — Job COSt MOAUIE? ..........uvuviiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieens [Y/N]

If not, proceed to step 14

9. Can you print a Job Cost — Billings and Payments Report sorted by Customer and on
YOUT Ol0 SYSTEM? Lottt [ 1]

10. Have you determined which AR invoices, credit memos and payments on the old
systems AR Aged Trial Balance Report reference an open Job Cost — job that will be
carried OVEr 10 ASCENTE?.......oiiiiiieiieeeeeee e [ 1]

11. Have you processed all Job Cost invoices, credit memos and payments that
reference open Job Cost jobs using the Ascente / Job Cost / Transactions / Contract
BilliNG PrOQIamM? e [ 1]

12. Have you printed the Ascente / Job Cost / Reports / Job Age Analysis [Report Name:
Billings and Payments Report] through you Cutoff date and balanced it to the sale
FEPOIt ON YOUL Old SYSIEIM? ..eenii e e e et e e e e e e e reaaaaes [ ]

13. Have you processed all payments toward invoices that reference open Job Cost jobs
using the Traverse / Accounts Receivable / Transactions / Cash Receipts program?..[ ]

14. Have you processed all other open invoices and possibly payments? ....................... [ ]

15. Have you balanced the AR Aged Trial Balance Report totals between Traverse and
YOUT Ol0 SYSTEIM? ettt [ 1]

16. Have you entered your general ledger balance forward totals in Traverse as of the
Cutoff GL Period/Year and balanced it to your Traverse — AR Aged Trial Balance
=T 010 TP PP PP PSURPPPPPPTIN [ 1]
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Ascente & Traverse
Requirements for ‘Going Live’
Accounts Payable

Accounts Payable

Objective

This document will detail the steps required to enter the unpaid preexisting payable
transactions from your old system as of your Cutoff date using Ascente. These can be
entered in Traverse — Accounts Payable module if you prefer, but this document will
reference the Ascente — Accounts Payables method. After completing the following
procedures, you should be able to print a Traverse / Accounts Payable / Managements
Reports / Aged Trial Balance Report and balance it to your old system as of your Cutoff
date.

Recommendations

e Process and pay as many of your open payables as you can in the old system so
that they do not have to be entered in the new system. Some companies will pay
them in the old system and just not mail the check until a later date.

o Have you ordered and received your Traverse AP checks? Do not just assume that
your AP checks from your old system will work with the new system.

Special Considerations

e Accounts payable invoices that are entered using this process, will not reference
detail purchase order lines. This is because they will not be there unless you
manually enter and receive the PO’s relating to the preexisting payables. This is
typically not an issue and | have never had anyone enter and process the existing
purchase orders in Traverse only for the purpose of entering the preexisting
payables.

o | typically recommend that the open payables entries use the accounts payable GL
account as the distribution GL account. This is so that there are no GL implications
because that account will be both debited and credited for the same amount.

o There will be no sales tax, freight charges or miscellaneous charges applied to the
preexisting invoices that are entered.

Gather Required Information

You should print a Detail Accounts Payable — Aged Trial Balance Report from your old
system after all processing prior to the cutoff date has been completed. This will be the
input document used to enter the open payables into the new system.

Processing Outline

The invoices and debit memos will be entered and updated Ascente by using the
following programs:

e Ascente / Service or Job Cost / Transactions / A/P Invoice

e Ascente / Service or Job Cost / Journals / A/IP Register

When these steps are done the accounts payable sub ledger (invoices and debit
memos) records will have been updated into the Traverse database and no other
processing is required to load your opening balance transactions.
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Ascente &

Traverse

Requirements for ‘Going Live’

Accounts

Payable

Enter Preexisting Accounts Payable Invoices and Debit Memos
The recommendations below are only for loading the preexisting invoices and debit

memos.
A/P Invoice

Vendor:

Select the E]l &/P Invoice Entry

Al Wl dr ] 8@ Bl 2]

PO #: You can enter a PO h

# here, but it will only be a
reference, since the PO

vendor code
here. Type the

Transaction No Il]l]l]l]l]l]l]5 g

[#] Click on this button to add a

does not exist in Traverse.

Met Due

G P [12426/2007 j
Invoice/GL Date:

These dates must be invoice.

Invoice Number: Enter the
invoice # from the vendor

first few digits new invoice or debit memo.
and then hit Delaill Totalsl
[F2] If it is not Yendor IAmEH—J American Express Corp Purchase Order Mo
on the IiSt’ Tansaction Type Invoice Trans Type Invoice or Terms Code: This h
??:Vlij/ it Wi IW Debit Memo Terms Code |30Days 30 Days gﬁ:g[lr:inae:dtggtgiscount
Invoice Date lmj Distribution Code W . )

Tax Group INassau Mazzau Cau 'I

99 [ryvoice [T

[ Taxable

prior to the cut off date
or Temp Hold

=

)

Invoice Status: Either
Released for Payment, On Hold

Invaoice Status |Released for Payment ~

Taxable: Leave this field blank
because sales tax should not be
added to this invoice.

You can optionally enter notes
here.

| Changed: sa

[ [12/2872007 | 956 AM

Figure 21: [Header] tab of the A/P Invoice Entry Screen.

5 A/P Invoice Entry M=l E3
Gulsa «|dr |+ Blo| Bs? Ext Cost: Enter the total invoice
Transaction No [00000005 Q| [ amount here. [ mm
; . (s Click [OK] when done.
Hesder Detai | Totas| [Job: Leave this field blank. }
PAOLine dob | _— Phase Cost Code QK‘/K
| 20 =y | 2 e
G/L Account Tax Class Guantity Uit Unit Cost stended Cost
|20000.0.00 Accounts Payable |0 MorTasatle =] 1.0000 [Each [ 1000000 100.00
Location /\ Item Description e
|BEE | Desc: | recommend you enter BBE here. }
|

Line| G/L Account Extended Cost| Description

Job FPhase Cost Code

GL Account: Enter your AP GL account here

[ F&Maint [12/28/2007 | 9557 &M

Figure 22: [Detail] tab of the A/P Invoice Entry Screen
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Miscl 0.00 |0 mE
| Sales Tax 0.00 Freight / Misc / Sales Tax: These should all be zero. J
Invoice Total: Irvvaice Total

Verify this is 1> (Disc Date: Correct this if it is wrong. }
— Payment Information
correct.
Pre-Payment I 0.00 Check Mumber Check Date I j

———————— | Net Due 100.00
Net Due: ’%

. .. wment Dates |1/27/2003 - - -
Verify this is | ¥“\ || -l

Payment Amounts I 100.00 0.00 I 0.0
correct.

Ascente & Traverse
Requirements for ‘Going Live’
Accounts Payable

Ell &P Invoice Entry

e W] r+Rle| ElE 2]

ion No [30000005 i
Transaction No [00000005 O @'\L[#]: Click here to add another transaction.} Net Due | 1000

Complete |
1

LNet Due: Verify this is the total invoice amount. j

Header | Detail
~ Invoice Information

Taxable 0.00
Mon-T axable 100.00 T o Class
Freighll 0.00 IU NonT axable j

100.00

Dizcount I 0.00 Disc Date ITZ.-"ZB.-"ZEIEI? = Bank Acct IEhecking Ch ‘l

‘(Due Date: Correct this if it is wrong. W‘

| [12/28/2007 [ 10:14 &M
Figure 23: [Totals] tab of the A/P Invoice Entry Screen

A/P Register

The A/R Register is used to review your preexisting invoices and debit memos and verify
that they are entered correctly. If any errors are found, end out of this program and run
the A/P Invoice program to correct the problem and then rerun the A/P Register again. If
there are no problems on the A/P Register, click on the [Update] button to finalize these
transactions and post them to the Traverse Accounts Payable module.

E A/P Register

qil%l&l Ql & ?| Click on the [Register] button to print

or preview the A/P Reqgister Report.

— Select Report Walue:

BEeqister |
— Range Selection
| | pdate |
Tranzaction No| [Beginning) [Ending]
Wendor | [Beginning) [Ending)
E— The [Update] button is only active after the
e P : AIP Register is printed. Click this button if
qudeﬁamac"m for 33 there are no corrections necessary and you

| are entering A/P Invoice records.
[ L [12/28/2007 | 10:22 44 l

Figure 24: A/P Register is used to print areport to verify that the entries are correct and to update
the transactions to the Traverse — A/P module.

All fields outlined in red need to be verified - -
before updating these transactions. [These dates should all be prior to the Go Live Date. J
A/P Register

Check this box if multiple operators F\Want to post these transactions.
|

11:34 am

Transaction Id: 00000005

Inwoice Date: 12/28/2007 PO Number: Taxable: No
G/l Date: 12/28/2007 Terms: 300 ays 1093 Inwoice: Mo

“endor Id: AmEx American Express
Imwoice Mumber: 21311AM Inwoice Status: Released for Paym ent Distribution: Std
Transaction Type: Invaoice T=x Group: N ass au
GLAcct # Job FPhase Cost Code ttern Dezcription Loc 1D Unit Gty Unit Cost Ext Cost
20000.0.00 BBE Each 1.00 100.00 10000
Invoice Totals Ext Cost: 100.00 Sales Tan: 0.o0 Amt 1: 100.00 Date 1: 01/27/2008 Frapaid: o.oo Discourt : 0.00
Irwoice Total @ 10000 Freight: o.oo Bt 2: o.oo Date 2: Check No: Dizc Date: 12/28/2007
Mizc: o.oo Bt 2: o.oo Date 3: Check Date:
Grand Tatals Ext Cost: 100.00 Sales Tax: o.0o0 Prepaid: 0.00 Discourt : o.on
Irwioce Tatal: 10000 Freight: 000 %These should all be zero. J
Mize: 000
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Ascente & Traverse
Requirements for ‘Going Live’

Accounts Payable
Sub Ledger Verification and Balancing Process
You should be able to balance Traverse / Accounts Payable / Management Reports /
Aged Trial Balance Report to determine you're the total accounts payable balance in
Traverse to your previous systems AP Aged Trial Balance report. Both of these reports
should be run through the Cutoff GL Period/Year. These should balance to the penny.

=k
General | Secondary I
Wendor ID From jv Tranzaction Cutoff
Thru =1 C Date T2/26/2012 5
. & GLPdMear  [12) /2012
Sort By Select your Cut Off GL
:i &enjorlﬁ Period/Year Payrert Cutaff
£ ClosoCoto | " Date Ter2er20122
" Priority Code + GLPdfear  [12 J|2012
€ Distribution Code SeLeCt your Cut Off GL
Period/Year Aging Date [ 12/26/2012 2]
e PastDue 1 [ 30 2] 11/26/2012 5
e : | osice Dt PastDue 2 [ a0 2] 10/272mz 4
* nwvolce Lhate = =]
" oo S e oz
1202 =i
Beset | File Preview Frint LCloze |
rD LR Compary |sa

Figure 25: Traverse / Accounts Payable / Management Reports / Aged Trial Balance Report

Sub Ledger Balancing to the General Ledger

When your balance forward general ledger balances are entered and posted as of your
Cutoff GL Period/Year, your sub ledger (AP Aged Trial Balance) should balance to your
general ledger balance for your accounts payable GL account(s). Once the AP sub
ledger balances to the general ledger AP accounts(s) you have completed this process
of entering your preexisting AP transactions.

You can print the Traverse / General Ledger / Management Reports / Subsidiary Ledger
Audit Report through the Cutoff GL Period/Year to verify that the AR is in balance.

12/29/2012
5:42 PM

DLR Company
Subsidiary Ledger Audit Report
Ending Period 12/2012

Accounts Payable

Subsidiary Balance 14,124.00
GL Balance 14,124.00
Variance 0.00

Inventory
Subsidiary Balance 0.00
GL Balance 0.00
Variance 0.00

Accounts Receivable

Subsidiary Balance 22,358.25
GL Balance 22,358.25
Variance 0.00

You want the variance to be zero. That indicates
that your AP Aged Trial Balance balances to your
AP GL account.
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Ascente & Traverse
Requirements for ‘Going Live’
Accounts Payable — Checklist

Accounts Payable - Go Live Checklist
1. What date has been scheduled with Compusource to clear all existing test and

training transactions and tOLAIS? ...........uuuuiieiiiiiiiiiiiiii i [
2. Has all of the testing and training data been removed? ..........cccooooiiiiiiiiiiiiieneeinn, [
3. Has any final data conversion, if any is to be done, been completed? ................c...ee [
4. Have you completed all AP processing on your old system as of the Cutoff date? ...... [
5. Have you printed an Aged Trial Balance Report for as of your Cutoff date on your old

£ 2S1 (= 1 1 12U [
6. What is the total AP Balance from the AP Aged Trial Balance Report as of the Cutoff

GL Period/Year on YoUr Old SYSEM .......cccciiiiiiiiiee e e e e e e e anaeas $

7. What is the total GL Balance for your Accounts Payable GL account as of the Cutoff
GL Period/Year on your Old SYSEM .........ccoviiiiiiiiiiiiiiiiieeeeeeeeeeeeeeee e $

Have you entered and updated all preexisting open AP invoices and debit memos?...[

Have you balanced the AP Aged Trial Balance Report totals between Traverse and
L0 LU o] 0 I3 £ (= o USRS [

10. Have you entered your general ledger balance forward totals in Traverse as of the
Cutoff GL Period/Year and balanced it to your Traverse — AP Aged Trial Balance
=T 010 1 O SURUPPPUPTN [
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Ascente & Traverse
Requirements for ‘Going Live’
General Ledger

General Ledger

Objective

When you are done with this processing you should be able to enter your balances from
all of your general ledger accounts from your old system into the Traverse — General
Ledger module. You should be able to balance your Traverse — General Ledger - Trial
Balance and financial statements to your previous systems GL Trial Balance report and
financials when run through the Cutoff GL Period/Year.

Assumptions

You can print a summary trial balance report from your previous system that will list

the balances for each of your GL accounts as of the Cutoff GL Period/Year.

You can print a final balance statement and income statement from your previous

system that will list the balances for each of your GL accounts as of the Cutoff GL

Period/Year.

The balance forwards can be entered either as:

o One balance forward year-to-date journal or as a separate journal for each
previous fiscal period. Most companies just do one year-to-date entry.

o Occasionally we will see a company enter the balance forwards for each fiscal
period and even for a previous year. This is a requirement if you need the ability
to print financial statements with previous period or year comparisons. This
requires more time for the entry to be done.

It is not unusual for the chart of accounts to be different in Traverse than it was in the

previous system. This is because Ascente often allows more detail and

departmentalization than the previous system. What this means is that when
transferring the balances from the old system to the new system, you may need to
be sure to map how the old chart of account lines up with the new chart of accounts.
| recommend using a spreadsheet for planning this.

Table 1: Example of a General Ledger Chart of Accounts from your Previous System and compared to the
new Traverse chart of accounts that now departmentalizes the sales and costs of goods sold.

Previous System Traverse

GL Acct # | Description GL Acct # | Description
1000 | Cash 1000.0.00 | Cash
1200 | Inventory 1200.0.00 | Inventory
1300 | Accounts Receivable 1300.0.00 | Accounts Receivable
2000 | Accounts Payable 2000.0.00 | Accounts Payable
2100 | Loans Payable 2100.0.00 | Loans Payable
3000 | Owner’s Equity 3000.0.00 | Owner’s Equity
3900 | Retained Earnings 3900.0.00 | Retained Earnings
4000 | Sales 4000.0.01 | Sales - Svc

4000.0.02 | Sales - Const

5100 | Labor Cost 5100.0.01 | Labor Cost - Svc

5100.0.02 | Labor Cost - Const

5200 | Material Cost 5200.0.01 | Material Cost - Svc

5200.0.02 | Material Cost - Const

6000 | Rent 6000.0.00 | Rent
6100 | Phones 6100.0.00 | Phones
6200 Payroll Taxes 6200.0.00 | Payroll Taxes
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Ascente & Traverse
Requirements for ‘Going Live’
General Ledger
e A basic understanding of generally accepted accounting principles and the difference
between debits and credits is assumed; otherwise you may need to have your
accountant involved.
e Financial Statements

o Basic financial statements in the form of a balance statement and an income
statement will be setup for you. These will list every GL account and will do no
summarization or sorting other than by account number. If you have specific
financial statement requirements, be sure to schedule time with your
Compusource project leader to train you or assist you with these.

o We also provide templates that can be used for very detailed financials. These
will not work for you until they are tweaked for your company based on many
factors. You will need to work with your Compusource project manager to assist
you with these.

Recommendations

¢ You will need to complete your general ledger processing through the Cutoff GL
Period/Year before you transfer the GL balances from your old system to Traverse.

e Do any processing that you can to clean-up your chart of accounts of accounts that
are no longer needed. Do you have GL accounts for bank accounts or loans that are
no longer needed?

e You should change your workstation date in Traverse to be your cutoff date so that
any transactions entered, does not default to a date other than the cutoff date.

. - - 1 , o ".
> > =t X _ : 3 ,
Favorites Inquwv
Accounts Payable Cash Receipts
Accounts Receivable Transaction Journals Copy Recurring Entries
Bank Reconciliation Open Invoices Change Batches

Fixed Assets Management Reports X i . _cli i
Aot S GUSl o viortation Date K| }Norkstatlyor.\ Date: Double. click on this
;n\(e:tufnsr l gomrssﬁns System Date 12/5/2012 Wks Date’ field to change it to your Cut
oint-of-Sale eriodic Processing Workstation Date =

Purchase Order Setup and Maintenance ereietonts 12/31/208 Cancel Off Date.

System Manager Master Lists

DIR Company  |sa SysDate | 12/29/2012 WksDate [ 12/26/2012

Figure 26: Change Workstation Date Function

Gather Required Information

You will need the following from your previous system as of the Cutoff GL Period/Year:
e General Ledger — Trial Balance Report

e Balance Statement

e Income Statement
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Ascente & Traverse
Requirements for ‘Going Live’

General Ledger
Table 2: Example of a Trial Balance Report from Your Previous System

GL Acct # Assets Debit Credit

1000 | Cash 22,000.00

1200 | Inventory 8,000.00

1300 | Accounts Receivable 4,000.00
Liabilities

2000 | Accounts Payable 6,000.00

2100 | Loans Payable 5,000.00
Equity

3000 | Owner’s Equity 8,000.00

3900 | Retained Earnings 9,000.00
Revenue

4000 | Sales 30,000.00
Cost of Goods Sold

5100 | Labor Cost 10,000.00

5200 | Material Cost 3,000.00
Expenses

6000 | Rent 6,000.00

6100 | Phones 1,000.00

6200 | Payroll Taxes 4,000.00
Totals 58,000.00 58,000.00

Table 3: Example of a Balance Statement from Your Previous System

GL Acct # | Assets

1000 | Cash 22,000.00

1200 | Inventory 8,000.00

1300 | Accounts Receivable 4,000.00
Total Assets 34,000.00
Liabilities

2000 | Accounts Payable 6,000.00

2100 | Loans Payable 5,000.00
Total Liabilities 11,000.00
Equity

3000 | Owner’s Equity 8,000.00

3900 | Retained Earnings 15,000.00
Total Equity 23,000.00
Total Liabilities and Equity 34,000.00

Table 4: Example of an Income Statement from Your Previous System

GL Acct # | Assets

Revenue

4000 | Sales 30,000.00
Total Sales 30,000.00
Cost of Goods Sold

5100 | Labor Cost 10,000.00

5200 | Material Cost 3,000.00
Total Costs of Goods Sold 13,000.00
Expenses

6000 | Rent 6,000.00

6100 | Phones 1,000.00

6200 | Payroll Taxes 4,000.00
Total Expenses 11,000.00
Net Profit / <Loss> 6,000.00
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Ascente & Traverse
Requirements for ‘Going Live’
General Ledger

Processing Outline
¢ Required Setup
Clear or Reverse Balances from Training and Testing
Load Opening General Ledger Balances
Post to Master
Balance Traverse Balances to the Previous System

Required Setup
It is assumed that your chart of accounts has been created, reviewed and approved by
you, your project leader and possibly even your accountant.

Clear or Reverse Balances from Training and Testing — Very Important!

It is very important that any preexisting GL balances be removed or reversed before
entering your opening general ledger balances. This way you will only see the balances
you expect after you transfer your GL balances from your previous system.

There are two ways that this can be done:

e You can schedule a time for Compusource to do this for you. This is what is most
commonly done.

e You can post all of your unposted journals and then print a Traverse / General
Ledger / Management Reports / Trial Balance Report for each period that there are
postings for and then enter and post a reversing journal for each fiscal period that
there are postings for. This should back out all totals for every account and period.
This can take some time. Call your Compusource project leader and schedule a time
for him to do this for you.

Tips and Common Mistakes

e If your fiscal year starts in January of 2013, your beginning balance entries should be
entered in fiscal year 2012 in period 13. If you starting in period 7 of fiscal year 2013,
your beginning balance entries should be dated in period 6 of fiscal year 2013.

¢ | recommend that you use the [Tab] key when entering in the journal transactions.

o Remember to tab all of the way through the header fields so that the detail record is
written into the grid down below.

¢ Remember to use the [Report] button to review your entries before using the [Write]
button to update them to the journal table.

e You can edit the unposted journal records that were created when the [Write] button
is clicked. This is done using the Traverse / General Ledger / Transactions / Edit
Transactions program.
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Ascente & Traverse
Requirements for ‘Going Live’
General Ledger
Load Opening General Ledger Balances
After you have completed all processing in your previous system through the cutoff date,
determined your final balances to be transferred to Traverse, mapped what GL account
from the previous system goes to which new Traverse GL chart of account record, you
are ready to do the entry into Traverse.

Change Your Workstation Date
You should change your workstation date in Traverse to be your cutoff date so that any
transactions entered, does not default to a date other than the cutoff date.

7. ok ‘
Transactions
Favorites Inquiry
Accounts Payable Cash Receipts
Accounts Receivable Transaction Journals Copy Recurring Entries
Bank Reconciliation Open Invoices Change Batches
Fied e Narisgerment Repors Workstation Date: Double-click on this
eneral Ledger Productivity Reports 3 - |
e o System Date 12/29/2012 oK ‘Wks Date’ field to change it to your Cut
oint-of-Sale eriodic Processing Workstation Date 012
Purchase Order Setup and Maintenance LT T Cancel Off Date.
System Manager Master Lists
DIR Company  |sa SysDate |  12/29/2012 WksDate [ 12/26/2012

Figure 27: Change Workstation Date Function

Change Your Fiscal Year

You need to be sure that you have selected the fiscal year that you are entering the
transferred balances for. If you are not sure, contact your Compusource project
manager.

Change Fiscal Year
Year-End Maintenance
Update Current Year

Favorites
Accounts Payable
Accounts Receivable

Inquiry
Transactions
Transaction Journals

Current Year: Select the fiscal year that
you are entering your balances as of.

Clear and Close Last Year

Bank Recondiliation

Management Reports

Fixed Assets

Productivity Reports

General Ledger
Inventory Management Reports Setup
Point-of-Sale Setup and Maintenance

Purchase Order Master Lists

Period-End Maintenance
Consolidate Chart of Accounts
Purge History

System Manager AFA Manager

AFA Reports

#, GL - Change Fiscal Year

Current “f'ear

Change for thiz session anly

DLR. Company |sa

SysDate | 12/31/2012

Figure 28: Change Workstation Date Function
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Ascente & Traverse
Requirements for ‘Going Live’
General Ledger
Verify That the Testing And Training Transactions Are Deleted Or Reversed
You can run the Traverse / General Ledger / Transaction Journals / Post to Master
program to see if there are any unposted journals. If there are, do not proceed until

these are deleted or reversed. Call your Compusource project leader for assistance with
this.

You can run the Traverse / General Ledger / Management Reports / Trial Balance
Report to see if there are any balances in any of your GL accounts. If there are, do not

proceed to enter your all your account balances. Call your Compusource project leader
for assistance with this.
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Ascente & Traverse
Requirements for ‘Going Live’
General Ledger
Transaction Entry
The opening balances can be entered through a general ledger journal entry using
Traverse or Ascente. | am going to recommend using the Traverse method. These are
done using the Traverse / General Ledger / Transactions / Transactions program.

e These are done using the Traverse / General Ledger / Transactions / Transactions

program.
Chart of account # goes Use the [Tab] key to move to the
here for this entry. Dehit &t Credit &mt Description next field from all fields.
&l Date  Period Source A C rear
|1 0010.0.00 ;” 22,000.00 0.00 [Balance Transfer to Traverss] V
[BEE [INEZETEIE) A E IV [ziz
" Account ID | Debit .&mtl IEleditAmtl Description | Reference | Datel

10010.0.00 22,000.00 0.00  Balance Transfer to Trav...  BEE 124314202
Enter the cutoff date here.

Every entry for each GL
account will add another

record to the grid here. Use this button when you are done and the | | US€ this to print a report you can
journal is in balance. SIS
4| | i3
Tatal Debits Tatal Credits Debits Credits
I 22,000.00 I 0.00 Bal I 22,000.00 0.00
Preferences Wrike | Report | Activity |
|F|0bert H. Ranck, Inc. |sa m

Figure 29: General Ledger - Transactions program is used to enter your beginning GL balances

e Account ID
Select the account ID to which the transaction applies.
e Debit
Enter the debit amount for the debit transaction in the Debit Amt box. For credit
transactions, skip this field.
e Credit
Enter the credit amount for the credit transaction in the Credit Amt box.
e Description
Enter a Description of the transaction—for example, Opening Balance Transfer.
e Reference
Enter ‘BBE’ to indicate a beginning balance entry.
e Date
This date should be the cutoff date.
e Fiscal Period
This should be the Cutoff GL Period/Year and should default based on the cutoff
date that the entered.

e Year
This will default to the year based on the cutoff date that was entered. You can'’t
change this.

e Source Code
Enter ‘M1’

e Select the A box to allocate the transaction according to the account allocation
record set up for the account when it is posted; otherwise, clear the box. If you select
the box and there is no allocation for the account, a warning message appears.
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Ascente & Traverse
Requirements for ‘Going Live’
General Ledger
e Select the C box to include the transaction in the Cash Flow Statement. Clear the
box to exclude the transaction from the Cash Flow Statement (for example, in the
case of a correcting entry).

e ‘A’Box
Leave this box blank.
e ‘C’Box

Just accept the default value.

Continue entering transactions until the balance at the bottom of the screen is zero. To
split the offsetting amount between two or more accounts, enter the necessary additional
transactions to bring the balance to zero.

Click [Report] to print the Unwritten Transactions Report. This report shows transactions
not yet written to the GL Journal.

Click the [Write] button to write the transactions to the GL Journal.

Transactions are not immediately written to the GL Journal. Instead, they are held in a
transaction work file that is associated with the workstation where the transactions were
entered. After you click the Write button, the transactions are written to the GL Journal
and the current Transaction form is cleared. Use the Traverse / General Ledger /
Transactions / Transactions function to edit transactions that you have written to the GL
Journal.

Close the screen to save your changes and return to the main menu.

Post to Master

When you have completed the entry of your beginning balances using the Traverse /
General Ledger / Transactions / Transactions program and have verified that the totals
and dates are correct and that they balance to the trial balance from your previous
system, you are ready to post these transactions so that they will show on the Traverse
trial balance report and financial statements. You can print another report of the
unposted journals by running the Traverse / General Ledger / Transaction Journals / GL
Journal program. The Post to Master is the final step in transferring the balances from
your previous system to Traverse.

The posting of the opening GL balances is done using the Traverse / General Ledger /
Transaction Journals / Post to Master program.

You just select your unposted journals by year and period and click on the [OK] button to
post the records.

Balance Traverse Balances to the Previous System
You should now run the following reports to do a final verification that the totals in
Traverse balance to the totals in your previous system when run through the cutoff date:

o Traverse / General Ledger / Management Reports / Trial Balance
e Traverse / General Ledger / Management Reports / Financial Statements
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General Ledger
Close Previous Fiscal Periods
It is always a good idea to prevent postings from being done in periods that you consider
closed and finalized. You would not want a posting done to a previous fiscal period as a
result of someone incorrectly entering a transaction date. This can be done using the
Traverse / System Manager / Company Setup / Period Conversion program.

System Manager — Period Conversion

e Select the Company

e Select the fiscal year

o Check the boxed for each fiscal period and module that is closed.

RI=IEY
LCompany 1D DLR - Fizcal Year I 2EI'I2'I Periods Per vear I 12
Period | Begin Date | EndDate | GL| AP|AR|IN| PO[BR| PA|FA| Notes At Fill. |
1 112012 1312012 [
e 2012 Zzeenz W Clear |
BE 312012 3312012
| |4 4172012 4302012 [
HE 52012 5312012
| |8 82012 EEnz0z M
|7 THIZUZ T30z W
L aM2012 aE1z01z M
Bk 912012 9302012 W
| |10 10/1/2012) 106312012 [+
| n 11172012 11130202 M
12 12M/2012 12/31/2012
IDEE %]

Record: H| L || 13k IH |H%|B|P!_.| of 13

|DLF| Cormpaty |sa

Figure 30: Close the periods in order to prevent postings in those fiscal periods.

You can always open any of these periods again at any time in the future if any
adjustments or corrections are required. Do remember to close them once you are done.

Go Live Requirements.docx Page 40 of 41




Ascente & Traverse
Requirements for ‘Going Live’
General Ledger - Checklist

General Ledger - Go Live Checklist
1. What date has been scheduled with Compusource to clear all existing test and

training transactions and tOLAIS? ...........uuuuiiiiiiiiiiiiiiiii i [
2. Has all of the testing and training data been removed? .........ccccooovieiiiiiiiiiiiiii e, [
3. Has any final data conversion, if any is to be done, been completed? ...............cc..eee [
4. Have you set your workstation date to the cutoff date?.............cccccviiiiiiiiiiiiiiiiiiiiiiies [
5. Have you selected the fiscal year that you will be entering your preexisting balances

] 1SS [
6. Have you entered all General Ledger transactions on your old system as of the

L1V (0] 10 =1 (=1 [
7. Have you printed the transaction report and verified all General Ledger transactions

and made any necessary tranSaCONS?..........ccvviiiiiiiiiiiiiiie e [

Have you Post to Master program and posted all of your transactions?....................... [

Have you printed a General Ledger — Trial Balance Report for as of your Cutoff date

ON YOUT Old SYSTEIM? ...t [
10. Have you printed the final financial statements on your old system as of the Cutoff

L I T a1 o f A =T T PP [
11. Have you entered and posted to master all GL balance transfers as of the Cutoff GL

P OO Y A e [

12. Have you printed the Traverse General Ledger — Trial Balance Report to verify that
the Traverse system balances to the penny to your previous systems trial balance
(=T 0L ] PP S PP PPUTPTR [

13. Have you printed the Traverse — income and balance sheet financial statements and
balanced them to your previous systems financial statements?...........cccoeeeeeevivviiinnnnnn. [

14. Have verified that the Traverse subsidiary ledgers (AP & AR Trial Balance Reports)
balance to the corresponding AR and AP GL accounts in Traverse?..........ccccvvevvvvennnn. [

15. Have you closed the previous fiscal periods so that no accidental or otherwise
postings can be made to the previous fiscal periods?.........ccccevveeeriiiiiiiiiiin e, [

Congratulations! You have completed loading your general ledger balance forward
totals.
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