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System Overview

System Description

The Visual Medsys Accounting Program combines the study and practice of accounting with the design,
implementation and monitoring of information system. It is a computerized recording, measuring and
communicating information about financial transactions. A bookkeeping method involved in making a financial
record of hospital transactions and in the preparation of statements concerning the assets, liabilities, and
operating results of business.

It is a system that is user-friendly, flexible and simple in design. Its modules are grouped according to the
following books.

1. Accounts Payable Book

Accounts Payable is a record that shows how much is owed to a company by the hospital on
purchased supplies or services rendered on credit.

2. Cash Disbursement Book

Cash Disbursement is a record that shows how much money is paid out for the purchased items,
or services rendered to the hospital.

3. Accounts Receivable Book

Accounts Receivable is a record that shows how much money is owed to the hospital by customers
who purchased supplies or services rendered on credit.

4. Journal Voucher Book
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Journal Voucher book contains items which alter the General Ledger to correct errors, account for
standard recurring items, and make tax adjustments.

a. Standard Entries

Items such as amortization and prepaid expenses, which are periodically being adjusted,
are done through Journal voucher entries.

b. Errors

The correction of errors, which posted to the General Ledger, the Journals, or the
subsidiary ledgers, is also done through the Journal Voucher.

c. 13" Month Entries
At the end of the taxable year, and prior to the preparation of the Trial Balance, several
entries are made which constitute corrections to previously recorded errors and adjustments
in yearend account balances for tax purposes. These 13" month entries generally address
accruals; write downs to name a few.

General Ledger

General Ledger is prepared monthly and is cumulative, summarizing entries made to each account
By the journals. Being computerized, source codes are used to post summaries of monthly
journal entries to the General Ledger accounts.




Visual Accounting Manual 1()

System Process Flowchart
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System Objectives:

It is designed to improve the process of recording on the Accounting Books of the hospital by
automating faster and more accurate computations. Likewise, this will lessen the clerical work of the
Accounting Department.

Features:

e Fully customized and complete bookkeeping like A/P Book, Cash Disbursement Book, Cash Receipts
Book, Accounts Receivable Book, Journal Ledger Book and General Ledger Book.

e Linked with other modules of Visual Medsys like Uploading of Cashiers Summary of Collections Report,
Billing’s Departmental Income Report, Adjustments from Bank Reconciliation, etc.

e Batch Printing of Vouchers and Checks

e Can generate complete schedules and registers like A/P Schedule w/ Aging, APV Register, Check
Register, Batch Register. Etc.

¢ Imbedded controls and warnings for unbalanced and incorrect entries
e Can generate reports of any previous periods

e Can generate departmental income reports

e Automated Year End Processing and closing of entries

o Password-protected - The use of password is necessary to restrict unauthorized access. Thus the
program only accepts passwords which are registered into it. This feature ensures the confidentiality and
integrity of data entered in the program.

e User-friendly - The program user is guided by instructions in doing the next step providing an easy-use to
process transactions.

o Data retrieval - Backtracking of previous report can be generated on the system.
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Getting Started

System Requirements

Workstation
PC-CPU PENTIUM (Clone or Branded)
At least 512 Random Access Memory
At least 10 GB Hard disk Capacity
Minimum of 500 MHz CPU speed
Server
PC-CPU PENTIUM
At least 1 Gig Random Access Memory
At least 10 GB Hard disk Capacity
Minimum of 500 MHz CPU Speed
Must have UPS
Software Requirements
Visual Medsys Accounting
SQL 2000, SQL 2003 or SQL 2005
XP
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System Menu Operations

The Opening Screen serves as the passage way to the system. The name of the current user is
shown on the lower left side of the window.

¥ Accounting Main Menu

Books  File Maintenance  Hospital Links

Accounting System

Accounting Main Menu Window

The Menu selections appear on the menu bar at the top of the screen same with a toolbar on the left
side. Each of these menus contains a group of similar, commonly used options. Although each of
thee options has an associated menu icons that performs the same functions, the Menu system
provides a quick way for the user to learn how to use this system. To access the menu simply click on
the desired menu on the menu bar or on the toolbar.

im. Cash Disbursement Book
Checks/Check Youchers Reporks  General  Exit

Check Preparation
Zheck Prinkting
Check Cancellation
Check Release
Check Yerification

Check Youcher Printing
Check Youcher Cancellation

Post Checks

Prior Period Check Cancellation | Staled Checks
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Once inside a menu, the up arrow and down arrow keys move the highlight bar up and down, the
list option. To select an option, simply highlight the desired option and click it.

i, Cash Disbursement Book

Checks/Check Youchers | Reports  General  Exit

&ﬁ‘ Check Reqister (by Date)
Check Register (by Check Mo}
Check Redqister (by Vendor)
DB Detailed

DB Sundry

CDE Summary

summaty of Unreleased Checks
Summaty of Released Checks
Withholding Tax i Complete - All
Complete - Specific
Professional Fee - All

Professional Fee - Specific
Cormission - Al
Commissian - Specific
Dthers
Alphalisk
Cuarterly

When selecting a menu option, pressing up arrow on the first option causes the highlight bar to wrap
around to the last option. The reverse is true if you press down arrow on the last option.
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How to start the Program

1 Click on El Visual Accounting program executable file icon located in your
Computer desktop.

2 The Login window will display asking you to type in your employee number and
password for security purposes.

The password gives you security for illegal access of the system

Medsys Passwaord
Employee Number RSk

Password 11

3 If the program has validated your employee number and password, you may now
start a transaction. Otherwise, a message will display prompting “Unauthorized User”.

How to End the Program

It is recommended to close your program when you are done to end-up your session.
Other users might use the open program using the same password.

There are three ways to close the program.

1 Clickon Q button located at the right corner of the toolbar (possible only if no
other window is open) or
2 Click Exit menu or

Press <Ctrl + X>
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Backup and Restore Database Procedures

Backup Procedure

It is necessary to back up your hospital’s database file regularly. Back up is a process of saving an exact
copy of your database files to a storage medium like CD, tape or separate hard disk.

Backup copies will serve as your last resort in case your working data at your server are damaged or
corrupted due to machine malfunctioning, power fluctuation, computer shutdown while the system is still
active, virus infection, etc.

An online transaction processing (OLTP) system captures incoming data and updates a database. To
ensure against loss of data, the system logs transactions as they are performed, and administrators
develop backup strategies that include periodic full and incremental backups of database. These
strategies are designed to prevent loss of data, to minimize interference with operational transaction
processing, and to provide for rapid recovery from system malfunctions.

A back up rotation plan will provide assurance against losing data if the back up copy is destroyed.
Increasing the number of sets in the rotation plan is better for precautionary measure

BACK UP ROTATION PLAN

It is necessary to ROTATE at least three daily and three period-end of back up set. Your period-end
back up sets should be kept off the premises (off site back up). A set may require 1 or more
tapes/CDs/hard disks to back up a copy of your data.

A log sheet shall be maintained with complete status like a date of back up, restore, actions taken, etc.

How to create a logical disk backup device (Enterprise Manager)

To create a logical disk backup device

1. Expand a server group, and then expand a server.
2. Expand Management, right-click Backup, and then click New Backup Device.
3. Inthe Name box, type a name for the named backup device.

4. Click File name, and then do one of the following:

e Type the name of the file used by the disk backup device.

e Click the browse (...) button to display the Backup Device Location dialog box, and then
select the file on the local computer used by the disk backup device.
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To Backup

1. Select the database you want to backup, for example accounting. Right click accounting database
and select ALL TASK, BACKUP DATABASE. See sample below:

[ii SQL Server Enterprise Manager - [Console Root' Microsoft S{L Servers',SOL Server G

% File  Action  Wiew  Tools  window  Help
= | B X ERNE 2 N R
|:| Console Foot Databases 11 Ikems
=R Microsoft SQL Servers e o
E@ S0L Server Gru:utlp 1 Accounting
-l (LOCAL) (Windows NT) i
] Databases
o BuildFiles
gl Mew Database.., masker
A model
B Mew 4 [

Import Daka. ..

Expart Daka...

Maintenance Flan. ..
Generake SOL Scripk,

ker

ms  Mew Window From Here
Mo

Pa Delete

pre  Refresh

pu Properties

:up Database.. .

Restare Database. ..

-] DataT  Help

Shrink Database. ..

[

-2 Management
-2 Replication
[]—-D Security
-] Support Services
[#-[[1] Meta Data Services
-y MEDSYS-01

S0QL Server Backup - Accounting

General I [ptions |

Detach Database...
Take Offline

Zopy Subscription Database, ..
Wiew Replication Conflicts. .
T

X

[ atabasze:

I.-’-'l.u:u:uunting

=

Mame;

I.-’-'«ccaunting backup

D escription: I

Backup
¥ [Database - complete

" Databage - differential
= Tranzacton log
| Eile and filegroup:

= Disk

Lontents. . |

Destination

Backup to; ) Tape
Owensrite

=" Append to media

" Ovemwrite existing media
Schedule

[ Schedule:

-

Ok

| Cancel | Help |




2. Click on add button. The window below will appear:

Select Backup Destination

lg Select the file name or backup device to uze for the

backup operation. Backup devices can be created for files

that you Lze frequently,
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x|

|E:HD#—‘«TM

" Backup device:

| i

k. I Cancel |

|

3. Click on (...) button to select the filename where you want to backup the database.

4. Click on OK button. This will display the selected file.

Backup Device Location - {(LOCAL)

=] E:A[10450 MB free)

File name:

Selected file:

{27 Billing E

(2] COH MANUALS

= DATA

-] Medsys Dlls

- PSHYISUALPROGRAMS
EACCOUMTIMNG db

BUILD _FILE _db_2006053230201.BAK.

= CARDIO_db_2006808230201 . BAK,

= CLINICAL_AREA_db_ 200608230201 BAK,
-[2] CurrentUszer.di

----- HEMODIALYSIS_db_ 200608230201 BAK.
----- Histary_DataMDF

¥ Histary_Log LDF

----- MEDICARE_db_200608230203.BAK,

----- NUCLEAR_db_200608230203.BAK

|

I.-’-\I:CD UNTING_db_200603290200.BAk

EADATANACCOUNTING _db_200603290200.BAk.

ak I Cahicel

5. Just click on OK button.

18
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SQL Server Backup - Accounting 1

General | Options I

X

Database: I.&ccounting

Mame: IAccuunting backup

Description: I
Backup

* Database - complete
" Database - differential
€ Tranzaction log

" Eile and filegroup:
Destination

Dverwrite

_}l Cortents... |

& sppend to media

" Ovemwrite existing media
Schedule

[ Schedule: I

k. | Cancel | Help |

6. After checking the location where to save, click on OK button.

Restore Procedure

In case of corrupted data, you need to restore your latest back up copy.

Restore is a process of retrieving from the files from the backup CD, tape or hard disk.

How to restore a backup from a backup device (Enterprise Manager)

To restore a backup from a backup device

1. Expand a server group, and then expand a server.

Open SQL Enterprise Manager and choose for the SQL SERVER NAME you have created.
After that click the Database option under the
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2. Expand Databases, right-click the database, point to All Tasks, and then click Restore Database.

Right Click the DATABASE option under the database name you have created. Select All Task -> Click

Restore Database

3. Inthe Restore as database box, type or select the name of the database to restore if different from

'Tm SOL Server Enterprise Manager - [Console Root' Microsoft SOL Servers . SOL 9

Elﬁ SOL Server Group

=y (LoCaL) twindows NT)
B

- Accounting

+-{_] Management

+-{_1] Replication

H-{_] Security

f-_] Support Services
t-(_7] Meta Dakta Services
[ MEDSYS-01

B~ MEDSYS-03 {Windows MT)

- MEDSYS.LORMA.MET (Wwindows MT)

o 10 O o O e O

Eilling
BuildFiles
masker
model
msdb
Forkhwind

Prepaid
pubs
empdb

'% File  Ackion Wiew  Tools ‘Window  Help

= | B@mE| X ®[EE|E2] k| B w03

D Console Rook Databases 11 Ikem
=] Microsoft SQL Servers B

Accounting

Patient_Data

'{fi SOL Server Enterprise Manager - [Console Root'Microsoft SOL Servers',SOL Server

E| Microsaft SOL Servers
Eﬁ SOL Server Group
-y (LOCAL) (Windaws NT)

23 Mew Database. ..

=t 3
Mew Window from Here

nﬁu File  Action Wiew Tools  Window  Help
¢ | @ X2RB|2[% (N0 B
[ Cansale Roat Databases 11 Ikems

Refresh
E:xport List. ..

Impoark Data...
Export Data...

= A A mom .

F Help

Copy Database Wizard. ..

Pt
tempdb
[]--{:| Data Transformation Services
[]--{:| Managerment

[]--{:| Replication
[
[
[

]--{:| Security
1-{_7] Support Services
:I[:l Meta Data Services

[ MEDSYS-01
[ MEDSYS-03 (Windows MNT)

the default. To restore the database with a new name, type the new name of the database.
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Restore database x|

General | Options |

Restore az databaze: I.-’-'xccu:uunting j
Restore: " [Databaze " Filegroups or files
— Parameters
Devices:

Select Devices. |
B ackup number; I'I Yiew Cantents... |

¥ Festore backup set

¥ [atabase - complete
" [Diatabaze - differential
" Tranzaction log

£~ File or filegroup

" Fiead backup zet information and add ko backup histony

0k I Cancel Help

e Choose what database you want to restore

Note Specifying a new name for the database determines automatically the new names for the
database files restored from the database backup.

4. Click From device, and then click Select devices.

If no devices appear, click Add to add an existing backup device or to create a new one. In the
Restore Database dialog box, click View Contents and select the backup set to restore.

Note This option scans the backup set for the backup content information and can be time

consuming, especially when using tape devices. If you already know the backup set to restore, type the
backup set number in Backup number instead.

5. Under Restore from, click Tape or Disk, click Add button and then select a device from which to
restore.
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Choose Restore Destination ) 5[

Select the file name or backup device to use for the restore
g operation. Backup devices can be created for files that pou
uze frequently.

% File name:

[EDaTAY _|

™ Backup device:

| [
0k, I Cancel |

Click on _| to search for the backup file where you save it.

Backup Device Location - (LOCAL) x|
[

=23 Medsys Dllz

F-_0 PSHYISUALPROGRAMS

. ACCOUMTIMG_db_200808230200.BAK,
. BUILD_FILE_db_ 200608290201 Bk,
CaRDI0_db_ 200808230201 BAK,
CLIMICAL_AREA_db_ 2008082302010 BAK,
Currentlzer.dll

HERMODIALYSIS_db 200808230201 Bak,
| History_DataMDF

-[2] History_Log LDF

MEDICARE _db_ 200608230203 BAK,
MUJCLEAR_db_200608290202.BAK,
-[2] Password_Data MDF

2] Password_Log LDF

PATIEMT_DATaA_db Z00E08230205 BAK ;I

File narne: I

Selected file: EADATAN

(]S I Cancel

Select the database to restore. For example the ACCOUNTING Database, select
accounting.bak then select OK button.
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Choose Restore Devices il

When the backup iz restored, SOL Server will attempt o restore from the
devices listed below.

Backup set: [Unik o)
R estare from: f* Dizk © Tape
Device name |

E:ADATAVPREPAID _db_200808230204. BAK, l
Edit |
Hemove |
Remowve Al |

Media verfization option

[™ Orly restore from media with the fallowing name:

tedia name:

(1] Cancel

e Click on OK button

6. Under Restore backup set, do one of the following:

e Click Database - complete to restore a database backup.
e Click Database - differential to restore a differential database backup.
e Click Transaction log to apply a transaction log backup.

e Click File or file group to restore a file or file group backup. Specify the name of the file or
file group.

7. Optionally, click the Options tab, and then do one of the following:
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Restore database |

General  Options |

[~ Eject tapes [if any] after restaring each backup
[™| Erompt befaore restoring each backup

[~ Eoice restore over existing database

Restore database files as: Fead fram media |
| ogical file hame |M|:|ve to physical file name |
FREPAID_Drata FADATAVPREPAID mdf

PREFAID_Log F-\PREP&ID_log Idf |

— Recoverny completion state

¥ Leave databaze operational. Mo additional tranzaction logs can be restored.
" Leave database nonoperational but able to restore additional ranzaction logs.

" Leave database read-only and able ta restare additional transaction logs.

1 e Filie: C:“Program FileshMicrozoft SCIL ServersMSSOLABACKLIPYWUIM J

Ok I Cancel | Help |

Click Leave database operational. No additional transaction logs can be restored if no
further transaction log backups are to be applied.

Click Leave database non-operational, but able to restore additional transaction logs if
another transaction log backup is to be applied.

Click the checkbox option for Force Restore over existing database. Be sure that the path on
the MOVE TO PHYSICAL FILE NAME is correct before clicking OK button.
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Program Settings Maintenance

This option allows authorized users to Add / Update or edit the accounting set-up.

To do this, click on Set-up on the main menu, from the pull-down menu click on Accounting
Set-up.

A password window will appear. This is to restrict unauthorized person to Update or edit the
Set-up. Enter the correct password for this set-up and this will display the window below.

Hospital Information Window

gn Program Setlings Maintenance
Hipspital information; | account Codes 1 Program Settings 1 BIR Registration )
Year Tyvpe
Haospital Name : | Hospital (+ Calendar " Fiscal
Husp. Aeklisss | Manth End §
APY Prepared by : I AP Verified by : IL
APV Posted by : | APV Approved by | |
Save Exit | ‘
Hospital Information Tab
» Hospital Name : Name of the Hospital
» Hosp. Address : Address of the Hospital
» APV Prepared by : Default name of signatory in the report who prepared the Account Payable
Voucher
» APV Posted by : Default name of signatory in the report who posted the Accounts Payable
Voucher
» APV Verified by : Default name of signatory in the report who verified the Accounts Payable
Voucher
» APV Approved by: Default name of signatory in the report who approved the Accounts Payable
Voucher
» Year Type
. Fiscal year — (Financial year or Accounting reference date)

It is a12-month period used for calculating annual (“yearly”) financial
reports in the hospital. Regulatory laws regarding accounting require such
reports once per twelve months, but do not require that the twelve months
constitute a calendar year.




Account Codes Window

Settings
=

Hospital Information T

GL Bank Code

Youcher Pavable

WAT Code
Cash In Bank

AR Closing Acck
CRE Closing &cck

Retained Earnings

Incame Acck

withbalding Tax :

Fixed Assets :

Expanded Tax

Visual Accounting Manual 24
. Calendar Year — begins on January 1 and ends on December 31.
» Click the SAVE button to save the data entered
» Click the CANCEL button to disregard the data entered
X
Program Setlings Maintenance
T Program Settings T EIR. Reqistration ]
t111-4 J CASH TN BAMK - METROBANK
[201-2 o | [HCCOUNTS PAYABLE - SUPPLIERS
| J |<:=: Invalid Code, ==
: 1183 e | [ Invalid Code. »>
F[111 =
1133 o || PATIENTS
: [110 o | [cASH ON HAND
! |31? J |<:=: Invealid Code ==
| J |<:=: Invealid Code ==
;320 o |[22 Invalid Code. >
Save Exit

The chart of accounts coding structure used in this system identifies the financial activity concerning Hospital

assets, liability and fund balances. This activity includes cash, receivables, payables, expenses and cash

receipts.

Example: 000-106-4-05

Group Code Account Type| Sub-Category Company Code
XXX XXX X XX
K h v -
000 106 4 05

e The first digit (000 indicates the account is for balance sheet) of the 3-digit account number identifies
the accounts as a General Ledger Account

e The second through 3 digits (106 refers to Accounts Receivable) serve as an account identifier
(Asset, Liability or capital/fund)

e The third through 1 digit (4 refers to Account Receivable Company) identify the category which
represents the specific asset, liabilities, or capital balance activity recorded with the fund.

e The fourth through 2 digits (05 refers to specific company code like Ayala Life) refers to company /

account

code.
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e Click the SAVE button to save the data entered
e Click the EXIT button to disregard the data entered
Program Setting Window

This option allows the user to choose the format or numbering system to adopt in the operation of
Visual Accounting system.

» Check Numbering: It refers to the series of number to use by the computer in the check preparation.

e CVNo=check no : It means, the check number to use is the computer generated check
voucher number.

e Sys.CheckNo+1 : It refers to a unique series of number solely for check number.
» Check Printing: It refers to the type and size of paper to use in printing the check.

e Formatted CV+Check : It refers to a whole page paper with check voucher printed on top and
the other half is for the check

e Blank 2 Paper : Use of %z blank papers which will only serve as duplicate copy for the
manual preprinted check.

» AP Voucher Printing: It refers to the size of paper to use in printing the Accounts Payable Voucher.
e 1 Whole Page
o 2 Page

» AP Voucher Numbering: It refers to the format of computer generated series of number to use for
Accounts Payable Voucher number.

e Yyyymmxxxx+1: The number will start with the 4 digits year (2006), followed by 2 digits
month (10 for October) and the incremental digits. The last 4 digits number
will start to zero every start of the New Year.

e Sys.Voucher+1 : The number is a continues series of computer generated voucher number

» Comparative Reporting: A default option for a report to be compared last month of the same year or
comparing the month to the same month of last year.

» Direct Disbursement — An option for the user to tag if they will use direct disbursement or none at all.
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E F o = - - =
Hospital Information T Account Codes T T EIR Registration ]
Check Mumbering AP Youcher Numbering
& C¥No=CheckiNo " Sys,CheckMo+1 O wyyymmeooo + 1 f* sys.Woucher + 1
Check Printing Comparative Reporking
(* Formatted Cyv+Check © Blank 1/2 Paper " Compared Last Month f« Compared Same Month Last Year
AP Youcher Printing Direct Disbursenent
" 1 Whole Page fv 1/2 Page o WWith Direck Disbursement  © MJA - Use APY always
Check Youcher
{* Mo Check Voucher Use Check Youcher
Save Exit
BIR Registration Window
This option is the build file for Bureau of Internal Revenue Registration information.
Settings S |

Program 3Settings Maintenance

Huospital Information T Account Codes

|

Program Settings T

1

TIN : |00055142?

Branch Code : |123

Reqistered Marne: I Address 1 I[
b e I Housa,/Bidy £, Straal, Saranga)y
Address 2 I'
First Mame I'. T R :
Dipbrictiundiopalty, CtkPrownce
Middle Marme I ROC Code : |123
Trade Mame I

Save

Exit
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Accounting Books

Accounts Payable Book

This book is known as the current liability in the Balance Sheet. These are the debts resulting from
purchasing assets or receiving services on credit or on an open account. This deals with money owed
by the organization to vendors. It summarizes the amount owed, handles partial payments and vendor
credits and also manages vendor terms and sales taxes payable.

To load the AP window, click on _#F__ button in the main menu to display the window below.

Accounts Payable Book X
AP Woucher Memo Reports  Maintenance  Exit

Baare el Crad Comating b
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AP VOUCHER
A ] Entry / Editing of AP Voucher

This option allows you to enter the AP vouchers. To do this click on AP Voucher in the AP Main Menu

then Enter / Edit AP Voucher Option or click on button.

Enter the following data.

Period

Voucher No.

Date — This refers to the data of the vendors invoice. it should be within the Period date
Vendor Id — click on ( = ) to display list of Vendors/payees. Double click on the item
Payable Type — click on (= ) to display list of item. Double click on the item.

Terms — This refers to the vendor’s payment terms.

V V V V V V V

Particulars — This refers to the expenditure being requested such as the item(s) purchased,
services rendered and reimbursement

» Payee — This refer to the Vendor/payee.
* Below is the ENTRY AP VOUCHER WINDOW

Data Entry

Accounts Payable Youcher New Voucher
Totals
Period : |2I:IDE'DE | Debits Credits Difference
Youcher Mo, |DDDDEIE| | | | z | | o | |
Date: |G f20/2006 =)
Amount | | Payable Type : | j
Vendor 1D |3EI45 | | Terms | j
Payes ! | | DueDate: | & /20/2006 =
Particulars :
References T WAT Computation T account Entries ]
2/20/2006
Total Invoices | 0.00

Dptions:

Save | Ignare | Close | Delete Row | add Row
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In the References tab enter the following data

>

YV V VYV V

Invoice Number

Receiving Report Number ( RR # )
Purchase Order Number ( PO #)
Date — Invoice Date

Amount of Invoice

In the Vat Computation tab enter the following data

>

>
>
>

Payee Name
Gross Amount
Vat Percentage in the % column

Vat Amount

In the Account Entries tab enter the following data

>
>
>

Account Code
Description
Debit and Credit

Click the Save button to save the data entered.

Click the Ignore button to disregard the data entered.

Click the Delete button to remove an item entered. Highlight the specific item
Click the Add button to add another item
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B ] Printing of AP Vouchers

This option allows you to print AP Vouchers entered within a period.

To do this click on AP Voucher in the AP Main Menu then Print AP Voucher Option or click on

button to display the window below.

AP ¥Youcher Range
Enter Parameters:

From

To

000005

000005

Cpkions

To Print

» Enter the AP Voucher Range

Click the OK button to generate the report

Click the Close button to go out from this option

C } Cancel AP Voucher

32

This option allows you to cancel a specific AP Voucher. To do this, click on Cancel AP Voucher option

el
in the Accounts Payable Main Menu or click on button. This will display the window below

APY Information

Payvees B |

Particulars :

APY Date |

Amounk 2 |

Dptions:

Close

nP Youcher Cancellation ==
APV Mo, || |

Enter the APV No. you want to cancel. If found, it will display the APV Information such as the Vendor

Id, Payee, Particulars, APV Date and Amount.

Click OK button to cancel the APV.

Click Close button to go out from this option.
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D 1 AP Voucher Verification

This option allows you to verify or recheck the information in a specific AP Voucher. To do this, click

on Verify AP Voucher option in the AP Main Menu. This will display the window below

33

Total Invoices I:l

LP Youcher Yerification X
Tokal
voucher Mo, I:l 225 Debits Credits Difference
ows+ [ | | - | |
Date [ ] Payable Type : | |
Particulars
References T Payable List T Account Entries T Ledger
nvoice # RR ¥ FON Date Amount

Options:

Ok | Close |

This option allows you to verify or recheck the data entered in a specific AP Voucher. If the entered
Voucher No. is found, it will display the details of that specific voucher else it will prompt a message
that the entered voucher number is not found on the file.

Click the OK button if the data are correct or the Close button to go out from this window.
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E ] Verify Invoice

This option allows you to verify the information of a specific invoice. To do this, click on Verify option
button in the AP Main Menu to display the window below.

Invoice Yerification

Verdor D |

[rvoice Mo,

Invoice Details

[Fvoice Amount ;

[rvoice D ate

&P Mo

"Wendor
AP Date

AP ArnoLnt

Period

Options:
ik Exit

Enter the vendor then the specific invoice #. If the entered invoice number is found, it will display the
details on the screen else it will prompt a message that the invoice number doesn’t exist.

If the data are correct, click OK button or click the Exit window to go out from this option
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F]1 Post AP Vouchers

This option allows you to post a specific voucher. If the voucher is already posted, you are not allowed
to edit or cancel that specific voucher. To do this, click on Post AP Vouchers in the AP Main Menu or

click on button to display the window below.

Period Selection

Options

-Meszsages -

MOTE: The Period Entered Determines
The Period For All Subsequent
Reports.

Enter the Period Date. The default format is (year-month) for example the date you wanted to
determine is September 2006 the period would be 200609.

Click the OK button to Post otherwise click on Cancel button close this option.

G] Prior Period Adjustment

This option allows the user to cancel a voucher made under a report period that was already posted
to General Ledger. This will mark the voucher as “Cancelled” and the reversing account entries will be
recorded under the Journal Voucher Book. To do this, click on Prior Period Adjustment in the AP Main
Menu.

¥A - Enter Batch

Batch MNo. Options

Date

Period

Total
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CREDIT MEMO

Credit Memo is used to apply credit to your accounts for goods returned or overpayments.

A] Enter or Edit Credit Memo

This option allows you to enter or edit credit memo. To do this, click on Enter / Edit Credit Memo in the
AP Book Main menu. This will display the window below

Data Entry

Credit Memo
Period ; |EDDE\DB | Tetols Debits Credits Difference
MM : | | | | - | | - | |
Youcher No, ; | | Payable Type : | j
Date : | 9 f21/2006 j Terms : | j
Amount ;| | DueDate: |3 /21/2006 ~|
Vendor I : | | | Paves ! | |
Particulars :
Account Entries ]

Account Code  |Descripfion

Dptions:

Save ‘ Ignore ‘ Close ‘ Delete Row

Enter the following data

Period — this defaults to the current posting period based on the posting date

CM No. ( Credit Memo No )

Voucher No.

Date - Date of the Credit Memo

Amount — Enter the total amount to be paid by the vendor as indicated on the credit memo
Vendor Id — This refers to the vendor account number

Particulars — Item Description

Payable Type - click on ( ™ ) button to display list of choices

V V V V V V V V V

Particulars — Item description
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Account Entries Tab

Enter the following data

» Account Code — type the first few letter(s) of the Account description to display list of items that
corresponds to the entered items or key in the account code then press Enter key

> Enter the amount in the Debit / Credit column

Click on save button to save or update the entered credit memo
Click on Ignore button to disregard the entered data
Click on Delete Row button to remove an entered data.

Click on Close button to go out from this option

B ] Print Credit Memo

This option allows you to print credit memos. To do this, click on Print Credit Memo option in the
Accounts Payable Main menu and this will display the window below

| Credit Memo Range

Enter Parameters el o
From CHO00000
To CH 000000

Enter Credit Memo Range, see sample in the loaded window then click OK button to display the data

Or Close button to go out from this option
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C] Cancel Credit Memo

This option allows you to cancel a specific credit memo. To do this, click on Cancel Credit Memo
option in the Accounts Payable Main Menu and this will display the window below

Credit Memo Cancellation X

M Mo,

Vendar ID

Pavee

Particulars

M Date

Arnounk

Options:

CMOE1 21|

Credit Memo Information

Close

38

Enter Credit Memo No. If the entered CM # is found in the database, it will display the information else
it will prompt a message that it is already posted or doesn'’t exist. Click on OK button to cancel the

item or CLOSE button to go out from this option.
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REPORTS

The following report can be generated in this book

1. APV per Vendor — This generate a report on the accounts payable grouped by vendor. The
following data can be viewed such as the AP Voucher #, AVP Date, Name/Particulars, APV
Amount, Check/Credit Memo #, Check Amount, Released Date, Received by, Grand Total,
Invoice Report per Vendor, APV Amount and Balance.

Sample Report:

AP Youcher Register
Period From 200605 To 200605

ZUELLIG PHARMA CORPORATION

AF Veucherd FAFVDacs Dumns ! Ineieuls AFW funsunt Chach/CLL MM+ . - Dines Chk Aanzune Feleo:s Doce Feferencs o Feceived by
el BIIC005 ZUELLIG PHARRA CORPORATION 1300820 oodE B0 13,0520
PAYRMENT FOFR FLARKCID TABLET
0.00
il G005 ZUELLIG PHARRMACORPORATION 2200 odis BON006 21,1330
PAYRMENT FOR ZANTAZ CRMOET G AD0ON0E &0
TAEBLET SUGRMENTIN TAELET AHD
PLASIL AMPULE
0.00
Erand Total: APV amount : 4,290,324.72 Ealanes : 0.00

2. Invoice Report per Vendor — This generate a report of invoices per vendor on a specific vendor.
The following data can be viewed such as the AP Voucher, AP Date, AP Amount, AP Invoice,
Invoice Number, Invoice Date and Invoice Amount.

Sample Report:

List of Invoices

Feriod From 200808 Ta 200805
ZUELLIG PHARMA CORFPORATION

BPoucher BPY Date BPWOrmourt  Invoice Mo, Inuwoice Date Im 8t
Q2TE43 G/19/2006 8.860.00 05072586 G/ 5/2006 £,860.00
Q27644 G/19/2006 13,033.00 05072587 B152006 13,033.00
6152006 0.oo
Q27645 G119/ 2006 11,583.80 05072583 6152006 11,583.80
G/15/2006 0.oo
Q27646 G/19/2006 15,766.40 05072585 6152006 15,766 .40
G/15/2006 0.oo
Q27647 6/19/2006 100,300.00 01076994 = G 5/2006 100,300.00
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3. AP Schedule — This generate a report on the schedule of payable for a specific period. The
following data can be viewed such as the vendor id, company name and the amount to be paid.

Sample Report

Accounts Payable Schedule

Az of June 20, 2006

“endor|D Company Arnournit

1007 ACTION AGAD ALUME GLASS SPECLALIST 2450000
3403 AGTISTIH EMBUSCAD O 13,500 00
1009 ATRDAC SVETEMS COMTROL, IHFC. 40223805
1315 ALEHS 0N PRINTING PRESS 1595000
128 ASSOCLATED DEUGSIC 341500
3583 ATCAS TRADERS 550000
1616 ATTHEMS HUEWY.S LIMES 4544554
1517 AVEE IDUTSTRIAL MARKETTHEG CORE 120000
EYAL] B4 ELECTRICAL SUPPLY |5D_.ﬁ.PSchedule.CDmpan';.-' [Skring) | 351000
1336 BATALN LAHTFACTURING C0_THC. 10,867 00
1483 BELMAN LAE ORATORIES SE5500

4. AP Schedule with Aging — This generate a report on the schedule of payable with aging (30 days,
60 days, 90 days and over 90 days) for a specific period. The following data can be viewed such
as the payable type (e.g. medicines, laboratory supplies, csr supplies), current payable amount,
terms of payment and the total amount.

Sample Report
ACCOUNTS PAYABLE AGING
A7 af Nouember 23, 206
PAST OUE
Teme  CURRENT 0 days &0 days 30 days over 30 days TETAL
WEDHCINES

BELMAN LABORATORIES o Dy SR SR
BEST DRUG INDUSTRIES " Dy

BEST DRUG INDUSTRIES Dy 5000 5000
BLOCMING FIELDS: PHILS., INC. Dy 0417.15 047,15
COMPLETESOLUTEN o Dy 345000 3E0m
DIETHELR (P HILIPPINES: JHE. Dy 26 5165 25 57657
ELIN PHARRACEUTIALS NG D {97680 977800
EURi3-MED LAECRATORIES PHILIPFINES, 1N, £ Doy W EEEn 050
EUR-MED LAECRATORIES PHILIERINES, 1N, Dy 091266 091266
EVANS MARKETING CORPORATIIN Dy 232 Z3m
GLOBO AS18TICO ENTERPRIES, INC. o Dy ol G000
HEN LABORATIRIES, INC Dy 53m00 53000
INT L. 2PE PHARMACEUTIZALS o Dy 7m0 770000
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5. AP Schedule (Detailed) — This generate a report on the detailed schedule of payable for a specific
period. The following data can be viewed such as the AP Voucher#, APV Date, Name, APV
Amount, Check/CM No., Check/CM Date, Check Amount and APV Amount.

Sample Report

Schedule of Payable sl
Az of June 2008
AF Voucherd AFVLnes Fuins AFV Am sunt Chiach/CIL Fe . kI Disew Chk Am sunt AXVEs lsnes
ST 05192006 ACTION AGAD ALUM.E GLASS SPECIALL IR cafe] [EralEE] CR/O02006 245000 24000
QITOH 03112005 AGUSTIN EMBUSCADD 50000 OTETE O IS2005 31,5000 13,5000
oW D520 AIRPAC SYSTERMS CONTROL, INC. 52000 o2 DEDE005 1350000 32,1000
L ag1] OS50 NTROL, INC. 145,500 00 ooz (LA LA 385000 102 250 00
AT 1] 05312006 BIRPAC SVITERMS CONTROL, INC. FiaNm i DG 2006 SRS 267 2805
s el 0230006 BLE<ZON PRINTING PREZS A0 2E3000
el (L[t 5 BLEXZON PRINTING PREZS 13,1000 13,1000
TS [ratete nn o] ATIOCIRTED DRUGS, NG 351500 351500
sl 0162006 ATGAZTRADERZ 23000 23000
s [ada=ta s ATGAZ TRADERZ 000 000
6. AP Schedule Subsidiary Ledger — This generate an individual vendors account in a subsidiary
ledger. The following data can be viewed such as the voucher number, apv date, apv amount,
invoice no, purchase order no., receiving report no and payments.
Sample Report

Accounts Payable Schedule - Subsidiary Ledger
As of June 20, 2008

3551 - A2 MARKET ENTERPRISE DEVYELOFERS IMC.

Payments
Vioucher AP Date APY Ot Invoice Mo, PO RR Irw. Date Imw. &t Check Date Check Mo.  Chiks At
'3| 6,30000 117 26037 Q00000 OSOIG00s 630000 ORZTO00S  OE01E5 6,300
G150 D000 2520000 1140 23043 AT eGCNES DES0D00S 250000 OToaonns OE0dET 252000
19434 07312005 630000 1216 26409 AT -000Ad 07512005 530000 O0WO00a0S 051653 56,3000
G200 0312005 630000 1233 2532 0070109 0851005 530000 10002005 O5ZeA 56,3000
92230 11302 373000 1250 28051 Q120020 1130200 38000 200200 oEEex 378000
25,200.00 23,200.00
0.0

AP Balance per AP Schedule
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7. Vat Reports (Summary, Monthly, Quarter) — This generate a report on value added tax per
suppliers / vendor. The following data can be viewed such as the supplier name, TIN, Vat Amount
and the Total Vat computed per vendor.

Sample Report
Momthhyr VAT From Suppliers
FOR JUKE 2005
SUPPLIER TIH VAT &mount
BEENZON INC. QO0-EHOEE ez
BEENSGN INC. DOO-CEHIEE e
Sub Totd: ABRIGO[IOC T.B36.43
ADVANCE MEDKCAL PRODUCTS =378 it e}
Sub Totd: ADVAINT BFTICAL PROINUTS 64.29
BLE<SON PRINTING PREZS 103751211 1 05T
Sub Totd: AL OTPRINTIACG FET:S 140357
BIEOCISTED DRUGS, NG DO0-3 5052 Az
Sub Total: A0 (LAITrDIFEDCE I 387,32
BOOTI HEALTHCARE oo0-145-715 §357.1
Sub Totd: BOOT: HEALTHCAFT 83571

8. AP - Detailed — This generates a detailed accounts payable of a specific period. It is grouped by
date and sorted by accounts payable voucher number.

9. AP - Summary — This generates a summarized accounts payable grouped by account number.
The following data can be viewed such as the account code, account description, debit and credit.

10. AP — Sundry — This generates a summary of sundry accounts.

Sample Report

ACCOUMNTS PAYRELE BOOK
SUMMARY OF SUNDRY ACCOUMTS
Farthe month of June, 2006

Texk Ol:ujectl

Aooount Descniptian Vauoher # Debit Credit

113-1 AR DOCTORS Q27450 4.465.00
Q27460 6,296 .95
QITET1 3458141

QITETS - Tin

13,443 36 710

113-3 AR PATIENTS Q27609 - 1,000

QTGS - 1,000

- 2,000
13- AR PHILAWCARE QITHAT 316282
Q27613 G0,000.00

B3 162.82
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11. AP Voouchers Summary — This generate a report on vouchers entered for specific vendor / payee
and it is grouped by ap voucher # by payee.

Sample Report

Bummery of Vouchers PniTime © GE2EPR
For June 2006

& voushsr Cate P Code [ seriptian Ceblt Cradit
| STER  GTEGE (1415 KA KIKA FOOD SERVEE,MC ED 80,4140

= FUELE LUBRK ANTS - SR 155100

£ FUEL S LUB R ANTS - EMERGENS v ROOHM 345700

210 2 5545200
: SNIE  @WI00E (11800 ELUESKY TRADING COUINC. 321 o0, 11832 -

2o - @, 1183
3 NI SW2006 3708 TRUFFLES FOOD INC, = LEACE ExPENSE 203450 -

210 - 203450
L aMIA  GED006 (233 D ALVIN I JORGE 351 555557 <

210 = BEEGET
I SNIH  EWI00E (1557 TUELLIG PHARMA CORPORATRN 7z s3EERA4

13 EESErsS -

210 - EER00
6 NI G006 (ISST)ZUELLIG PHARMA CORPORATEN iz 572128

13 s

210 153055

12. AP Vouchers Per Day — This generate a report on vouchers entered for a specific vendor / payee
sorted by date.

Sample Report

Accounts Payable Youchers

PRl Time BD4ZIPM

From 08012008 To 06005
Dae ioucher Faes Code Description Debit Credit
OE07T/2006  SoTIC (#15EA EIEA FOOD SERVIEE,INC 59 B0 14+00

5 FUELZ LUBRKANTS -CTTR 155100

530 FUELE LUBREANTS - BAERGENC Y ROGHM 3487 00

210 BE4SZ 00

Total BTz £3,452.00 E3,452.00

OE0VI00E 927376 (HEHELVE ZEY TRADING CO L INC . #3231 aniieaz

210 b= xR E- ikl
0502006 9277 GTOUTRUFFLES FOOD INC. sz LE~AZE EXPENTE 203+ E0

L] 203450

13. Fixed Asset Schedule (Summary) — This generate a report on schedule of fixed assets
acquisitions on a specific period.

14. Credit Memo Summary — This generate a report on credit memo’s entered on a specific vendor /
payee on a specific period.



Visual Accounting Manual 44

Maintenance
A] Update Current AP Period

This option allows the user to change the default Period appears in the entry of new vouchers and

reports under the Accounts Payable Book.

To do this, click General on the menu bar and select on Update Current AP Period to display the
window below.

Period Selection ]

Options

—Meszages - 1
HOTE: The Penod Entered Determines
The Period For All 5ubsequent
Reports.

Enter the New Period Date then click OK button to update it or the Cancel button to go out from this
option.
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B] Edit / Print Payee Info

This option allows you to edit the information(s) of the payee or vendor. To do this, choose Edit / Print
Payee Info option in the Maintenance Menu of the Accounts Payable Main Menu. This will display the
window below

Vendor File Maintenance
List 1 Edit{add ] s
SEARCH: |

Close
PAYEE CODE | ADDRESS 1 | ADDRESS 2 |~
&) sv-oRTIN, TERESA 5694
&) 3- 1 PHILIPPINES 1001 704 AURORABLYD,  QUEZON CI
~ A4 COPY SYSTEM PHILS., INC 3741 UMIT 1053-1055 %....  METRO MAL Delete
) aarRON SANCHEZ 5707
8 4B SANDOYAL DRUGSTORES, INC. 1005 .6 SANDOVAL BLD...  PASIG CITY Prink
&) ABAD, JAMICE R. 7971 —
8 ABANCIO, LARRY I, 2022
8 ABANTE, RITA 2025
8 ABAGUIN, LORNA R 2924
) ABAT, MARINELLA AGNES S5G 1590
& aBatay, RUTHR 1891
" AEBEL, ROMALD MATHEW 3333 Sorting
~ ABELARDO, AGUSTINA 1594
~ BEELLA, REBECCA 1795 (" Code
~ AEELLADA, LLORA K 1596 + Desc
~ ABELLO, LIWANAG 1597
~ ABENSON INC, 5720 BENITO BLDG, # 11...  MANDALLY
~ ABIZO, JARED 3624
~ ABLANG, ALBERTO MARIAMO D.J, 1596
~ ABLAZA ZAMORA ENTERPRISES 1461 42, STAROSA ST, ...  QUEZON CI
-/ Rl TR FFOIFD T a2dc il
£ »

LEGEND -+ Active & Inactive
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Choose or double click on the Vendor’'s name then click on Edit/Add tab to display the information(s) of the
payee. See the window displayed below

3]
Vendor File Maintenance

List |

Yendors File

] Options

Payes Code ! |

Classification : |4 - SUPPLIERS R

Complete Mame |.|!'.BENSDN IMC,

Last Mame : |

First Name : |

Middle Mame | Brint

Contack Person |

Address 1 ¢ |I3El‘-.IITC| ELDG, # 11 SHERIDAM 5T,
HoueaiRidy & Sheaalf, farangay

21 |r‘-'1.l5.I"-.ID.ﬁ.LL|"|"OI"-.IG CITY

St nicipalty, CfProwince Sorting
Telephone # : | Fax Mo, ; | " Code
TIN:  |000-050-036 VAT : REG ' Desc
Payable Typs : |CAPITAL EXPENDITURES v
Tetms |CDD ﬂ

AT | j
Gl Account VAT Rate: |12 % WTx Rate: |1 %o

Incentives Rate: g %y v Afctive Save | Cancel |

Edit / update the payee information then Click on Save button to save the data entered or Cancel
button to disregard the data entered.

In here, you can also update the status of a payee if he is still an Active or Inactive payee of the
hospital, Check or uncheck ( W Ackive )

To add a new payee, click on Add button.

To print information of payee, click on Print button.
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Cash Disbursement Book

Cash Disbursement is a record that shows how much money is paid out for the purchased items,
or services rendered to the hospital.

This book is used to record all payments made in cash such as for accounts payable, merchandise
purchases, and operating expenses.

To load the Cash Disbursement Book window, click on ELE button in the main menu.

Cash Disbursement Book
Checks/Check vouchers  Reports  General  Exik

B a0

Cash Disbursement 8004

Bare dwls Crud Cowmationg bo
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CHECK VOUCHERS
A] Check Voucher Preparation

This option allows the user to prepare a check for a specific vendor. To do this, click on Check

Oy
Preparation option on the Check/Checks Vouchers menu of the CDB Main Menu or click
button in the CDB window. This will load the window below

. Check Youcher

Check Voucher Preparation IbITransType

Check ¥oucher

€V No. 2000012053 v Amount |
Y Date 11/14/2006 Particulars
Yendor I ’—

Pavee |

AP Youchers To Pay T Inwoices T Tax T Checks T Account Entries

Qrig. Amount APY Balance Amount to pay Balance

Next ===

Save Ignore Close | Delete Row ‘

In this option, enter the check details to be prepared :
CV No. — Check Voucher Number

CV Date — Check Voucher Date

Vendor Id — code of the vendor / payee

Payee — name of the vendor / check’s recipient
CV Amount — Check Voucher Amount

2

Particulars — description of the voucher
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AP Vouchers to Pay Tab

This option allows you to enter the specific APV to be included on the check being prepared
or automatically gets the ap vouchers entered in the Accounts Payable book.

Click on the APV to pay tab

AP Youchers To Pay:

]

Total amount to pay:

Enter the following data.

>
>
>
>
>
>

APV No.

APV Date
Orig. Amount
APV Balance
Amount to Pay

Balance

The total amount to be paid is automatically added and displayed in the Total Amount to Pay box

Click on Save button to save the data entered.

Click on Ignore button to disregard the data entered.

Click on Delete Row button to remove a specific data or entry.

Click on Add Row button to add new entry.

Click on Close button to go out from this window.
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Invoices

This option allows the user to enter the invoice(s) included in the voucher. To go on this option, click
Invoices tab in the Check Voucher Preparation menu. This will display the window below.

nvoice ¥ RE® FPOX Date Amount
11/14f2006
Total Invoices l].l]l]|
Next =2

The user can enter the following data:
a) Invoice #
b) RR# - Receiving Report Number
c) PO # - Purchase Order Number
d) Date — Invoice Date

e) Amount

Click on Save button to save the data entered.

Click on Ignore button to disregard the data entered.

Click on Delete Row button to remove a specific data or entry.
Click on Add Row button to add new entry.

Click on Close button to go out from this window.
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This option allows the user to enter the computed withholding tax. To go on this option, click the
Withholding Tax Computation tab in the Check Voucher Preparation menu. This will display the
window below

Tax Withheld

Total Amount | I].I][I|

MNext ==

Enter the following data

Code - this refers to the Vendor ID. Click on( == ) button to display lists of vendors
Payee

Amount

% - tax percentage

vV V V V V

Tax withheld — computed withholding tax

The total withholding tax will be displayed on the Total Amount box.

Click on Save button to save the data entered.

Click on Ignore button to disregard the data entered.

Click on Delete Row button to remove a specific data or entry.
Click on Add Row button to add new entry.

Click on Close button to go out from this window.
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Checks

This option allows the user to enter the data for check printing. To go on this option, click on Checks
tab in the Check Voucher Preparation menu to display the window below.

[

Checks

Biank Acct:

Check Mo,

Check Date

Payee

Amaounk

Next ==

The following data should be entered:

a) Bank Account — click on ( =) to display list of banks

O

)

) Check No. — Enter the check number
) Check Date
)

)

o O

Payee — automatically gets the name of the vendor entered in the check voucher
e) Amount

Click on Save button to save the data entered.

Click on Ignore button to disregard the data entered.

Click on Delete Row button to remove a specific data or entry.
Click on Add Row button to add new entry.

Click on Close button to go out from this window.



Visual Accounting Manual

Account Entries

Click the Account Entries tab in the Check Preparation menu of the CDB book. This will

display the window below

53

( Account Entries

Account Code Descripiion

000-213-2 | ACCOUNTS PAYABLE - PICOI 100.00

000-214-1 | WITHHOLDIMG TAXES PAYABLE 4.46

000-111-4|CASH IM BANK - ATA 405,54
| 100.00 || 100.00 || 0.00

The following data should be entered:

a) Account Code — based on the Chart of Accounts
b) Description — Account Code description

c) Debit and Credit Amount

Click on Save button to save the data entered.

Click on Ignore button to disregard the data entered.

Click on Delete Row button to remove a specific data or entry.
Click on Add Row button to add new entry.

Click on Close button to go out from this window.
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B] Check Voucher Printing

This option allows the user to print the voucher prepared. To do this, click on Check Voucher
Printing in the Check/Checks Voucher menu of the CDB . This will display the window below.

e —————
Enter Parameters Options
From : 0000012085
Cancel
To : 0000012085

Enter the range of Check Voucher Number you want to print then click OK button to print or
Cancel to go out from this window.

C] Check Voucher Cancellation
This option allows the user to cancel a specific check voucher. To do this, click on Check

Voucher Cancellation in the Check/Checks menu of the CDB. This will display the window
below.

Check ¥oucher Cancellation X

EEM o

CY¥ Information

Check Mo

Faypee

[rate

Aot

Particulars ;

Options :

ok Exit

Enter the Check Voucher Number you want to cancel in the CV NO. textbox then press Enter
Key. The details of the entered CV No will be displayed on the screen. To cancel it, click on
OK button or Exit to go out from this window.
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D] Check Printing

This option allows the user to print the checks as per check or per batch. To do this, click on

the Check Printing option in the Checks Voucher menu of the CDB or click on button.
This will display the window below

il Check Number, Range

Enter Parameters

Options

Bank. fcck |

Frorm |

Cancel

To: |

Enter Bank Account then Check Number Range of the checks you want to print. Click on OK
button to print checks or CANCEL button to go out from this option.

E] Check Cancellation

This option allows the user to cancel a specific check. To do this, click on Check Cancellation

__h
option in the Check Voucher menu of CDB or click on button. This will display the

window below

Check Cancellation - |

Check Cancellation

Check Mo.: ||

—Check Information

CY Mo, |

APY Mo

Pawes

Chk Date

Arnounk

—Options:

Cancel Check. I Close I

Enter the check no. you want to cancel. If not yet posted, it will display check details for verification. To
cancel it, click Cancel Check_ button or Close button to go out from this option.
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F] Check Release

This option allows the user to enter release information of checks released. Below is the

check release window

Check Release

Check Release

Check Mo.:

—Check Information

Bank Account ;

APY Mo

Payves

Chk Date

Date Prepared

Arnount

—Release Information

Release Dake ;

Reference Mo, :

Received by

—Options:

Save

Ignore

Close

56

Enter the Check No. of the Check to be released. The checks information will be displayed on

the screen. In the release information window, enter the following information

= Release Date
= Reference No.

= Received by

Click the Save button to save the data entered.
Click the Ignore button to disregard the data entered

Click the Close button to go out from this option
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G] Check Verification

This option allows the user to view the status of a specific check if it is cancelled, released
and others. Below is the check verification window

=
Check Mo.: | |
— Check Information
¥ Mo | | Stakus :| |
AP Mo | | Release Date | |
Period | | Reference Mo, : | |
Chk Date | | Received by |
Armounk | | Date Cleared :| |
Pavees | |
—Options:
Ok, | Close

Enter the Check No. of the check you want to verify or see status.

H] Post Checks

This option allows you to post checks and once checks are posted, it can no longer be edited
or cancelled. To do this, click on Post Checks option in the Check/Checks Vouchers menu of

CDB or click on button to display the window below.

Period Selection

Options

—Messages -
HOTE: The Period Entered Determines
The Penod For All Subsequent
Reports.

Enter the Period ( format year — month ) where you want to post checks then click OK to post
or Cancel to go out from this option.
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REPORTS

The following reports can be generated.

1. Check Register (By Date) — This generates a report on checks payments on a selected date of
time. The following data can be viewed such as the check date, payee, APV No. Check No,
Check Amount and Due Date.

2. Check Register (By Check No) — This generates a report on list of checks payments based on the
entered range of check numbers. The following data can be viewed such as the Check No, Check
Date, Payee, APV No and Check Amount.

Sample Report

Check Register

Chede# From 001 To 100

LARCTN ITL-RN

CheckMo  ChkDate APWY Mo. Fayes Check Brnount
ooio0D 032006 925001 KOHL INDUSTRIES CORPORATION 1,745.69
ooio01 44342006 925008 LIFE % STBwS MEDICAL DISTRIBUTORS, INC. 2663450
00002 432006 Q25026 LIGHTHIMG SALES MARKETIMG 228145
001003 &e302006 925004 hMAIORIE MSR KETING, IMC. 71T
o004 42006 925007 MATRED IMOUSTRLAL SALES 20277
O01005 302006 925056 hARSMAN-OR Y S0ALE MEDICAL PRODUCTS, INC. 95,322 46

3. Check Register (By Vendor) — This generates a report on list of checks payments for a specific
vendor. The following data can be viewed such as the Check No, Check Date, Payee, APV No

and Check Amount.

Sample Report

Checks Reqister - Per Vendor PrItTHe @ BIE25

Feriod From Z00505 T o 200605

1887 - ZUELLIG PHARMA CORPORATION

Check Mo, Check Date  APY No. FPayes ChkArount

ooz11z

ooz113

ooz114

ooz 164

061 72006

061 72006

061 72006

D506/ 2006

927400 ZUELLIG PHARNMA CORPORATION 5.470.83

Q27101

Q27096 ZUELLIG PHARMA CORPORATION 50,584.26

j=ieirgul=
Q2709
Q27099

Q27102 ZUELLIG PHARMA CORPORATION 40,001.14

Q27103
Q27104
Q27105
Q27106
Q27107
Q27102

Q27166 ZUELLIG PHARMA CORPORATION 53,880.51
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4. CDB Detailed — This generates a detailed lists of Cash Disbursements sorted by date on a
specific period.

5. CDB Summary — This generates a summary of Cash Disbursement grouped by account number
on a specific period. The following data can be viewed such as the Account No, Particulars and
Debit & Credit.

Sample Report

CASH DISBURSEMENT BOOK - Summary PrvtTie :  gpocu
For the month of kMay, 2008
Text Ohjeck

Bt aricalars Debit Credit

111-4 CAS5H IN BAME - METROBAME 27 40403408

513 MWEALS SUBSIOY - 5,054.29
Grand Total: 0.0a 27,409,088 .37

6. CDB Sundry (Detailed) — This generates a detailed list of sundry accounts of a specific period.
The following data can be viewed such as Account Code, Account Name, CV No and Debit &
Credit.

7. CDB Sundry (Summary) — This generates a summary of sundry accounts of a specific period. The
following data can be viewed such as Account Code, Account Name and Debit & Credit.

8. Check Vouchers Daily — This generates a list of check vouchers in a selected date of time. It is
sorted by date and the following data can be viewed such as the CV No, Payee, Account Code,
Account Description and Debit & Credit.

9. Check Voucher Summary — This generates a summary of check vouchers of a specific period and
sorted by CV No.

Sample Report

Prinl Dake : 2205
Summery of Check Wouchers
For the month of by, 2006 Prinl Time : & :ITPR
Cv Dae Fayes At Description Diebit Credit
G040 S200E  (4GHACSMANUFACTURING CORFORATIN 210 ACCOUNTS PATAELE- TRADE 1575000 -
14z ExXPANDED WITHHOLD ING TAXES PATABLE - 14052
i CAZH N BANE-ATA - 15 609,35
CO1471  SR200E  (I626E00TS HEALTHCARE 210 ACCOUNTS PATAELE- TRADE 5100000
214z ExXPANDED WITHHOLD ING TAXES PATABLE - 5535
i+ CATH N BANE-ATA - SOS4454
2 SEN0S  (1485EEIT DRUG INDUSTRIES 210 ACCOUNTS PAYABLE - TRADE 532500 -
24z ExPANDED WITHHOLD ING TAXEZ PATABLE - 4154

111-4 CAZH INBANE - ATA = 527745
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10. Unreleased Checks — This generates a summary of unreleased checks by Bank Account of a
specific period. The following data can be viewed such as the Check #, Check Date, Date
Prepared, Payee and Amount.

Sample Report

UNRELEASED CHECHKS {ATA)
45 OF NOVEMBER 23, 2005

Check # Check Date O=te Prepared  Payes Arnount
nooooooot 2 114082006 11082006 RITA ABAMTE 1,000
00000024482 09222006 09222006 OR. TERESA 5Y-0ORTIM 1,000
noon4z 02202006 022042006 Or. JEAMMA PLES 35
000043 D2¢20/2006 022042006 Or. OLYhAPLA O hislANY AON 3375
00061 D220/2006 022042006 Or. IGHACIO W RIVERA 1,275
ooo110 D2£22/2006 022242006 JAEL J. GARIANDO 2,400
o017 02232006 02232006 DULCE ESTOY 2,320
o062 02232006 02232006 Or. CARLOS REYES 70
o016 02232006 02232006 Or. OLYMAPLA O hisLANY AOMN 3375

11. Released Checks — This generates a summary of released checks by bank account of a specific
period. The following data can be viewed such as the Check No, Check Date, Release Date, OR

No, Payee, Received by and Amount.

Sample Report

Released Checks

(ATA)

FAddress (Strin
Fromm 07012008 To 1402202008 ( )
Chsch Chsch Relsass
Ho. Caty Date  oRNo Recelved By Payes 2mount
SISIE00E
[Lx ner) CEE0a0s DG 2005 SMEILLS PAY.CENTER TRFETS INTERNET 611300
82006 £,113.00
TR L2008
o131 el 10242005 oS MIZHAEL BOREBE MEHAEL EDREE Som
102432008 5,000.00
TITNE008
Lok 1] 121 3200 11132005 T84 JERGMETY EAST LANECORPORATION I35
T3zoe 3,963.64
GRANDTOTAL TATEEd
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ACCOUNTS RECEIVABLE

Accounts receivable are amounts owed by customers for supplies purchased and services rendered.

To load the Accounts Receivable window, click on

window.

Accounts Receivable Book

Batch Entries  Hospital

o9

)

Reports

Q

Exit

&/R

button in the main menu to display the AR

Accounts Recevanle 299k

oty iels Crad Comating bad.

(%)

Batch Entries

A] Enter / Edit Batch

This option allows the user to enter new AR batch entries or allows you to edit an existing entry. To do
@m
=

this, go to Enter / Edit Batch in the Batch Entries menu of the AR book or click on
display the window below.

button to
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AR - Enter Batch X

Batch Mo. Cptions

Date

Period

L L L

Total

Click on NEW button for new AR batch number. It is a computer generated number.

If the entered batch number already exists, it will display the data automatically or if not, the following
data should be entered

» date

» period - choose from the lists of period displayed

» total AR amount

After entering the data, click on OK button to load the AR batch entry window for the details
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Accounts Receivable Book

Balch # 1 Batch Entry
Batch - Tokals
Date Period Totals et | 1DD.DD|
|1 1/15/2006 ‘ Fuuan | | 1uu.nu|
Credits | 1E|D.I:|D|
Particulars : ; 0.00
REPLEMISHVENT OF MEALS {ebikstralt) | |
Account Descripkion
P;R PATIEMTS |
Description
403 LABORATORY 100.00
113-3 AfR PATIENTS 100.00
Options:
]l Add Row Delete Row Cancel Batch Close

Enter the following data:

- Code - choose from the list of Chart of Account(s) the specific account
description that will be included in the entry

- Dept — Department
- Description — Automatically gets the description of the Chart of Account
- Debit/ Credit

Click the OK button to save the data entered

Click on Add Row button to add another code

Click on Delete Row button to remove a specific entry
Click on Cancel Batch button to cancel the batch entered

Click on Close button to go out from this window.
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B] View / Print Batch

This option allows the user to print the AR entries. To do this, click on View/Print batch option

of The Batch Entries menu in the AR Book or click on button to load the window below

Batch Mumber Range

—Enter Parameters:

From 290

297

To

Enter the range of the batch number to be printed then click on OK button to generate the
data or click on CLOSE button to go out from this window.

C] Cancel Batch

This option allows the user to cancel a specific AR batch number. To do this, click on Cancel
Batch option of the Batch Entries menu in the AR Book to display the window below.

AR - Enter Batch ]
Batch Mo. Cpkions
297 ]

Dakte

iD3/01/2006 ]
Period
Total

0.00

Enter the Batch Number to be cancelled. If the number entered exists, the date, period and
total will be displayed. To cancel, click on OK button or CLOSE button to go out from this
option.
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D] Post Batches

This option allows the user to post AR entries. Once posted, it can no longer be edited. To do

this, click on POST Batches of the Batch Entries menu in the AR book or click on

button to display the window below.

Period Selection [

Period

200605 J

-~ Meszages

MOTE: The Period Entered Determines
The Period For All Subsequent
Heports.

Options

Cancel

~

Enter the period where you want to post AR entries. Click on OK button to post it or Cancel
button to go out from this option.

HOSPITAL

This option allows the user to generate Daily Transaction of Audit Trail and Summary of Daily
Transaction of Audit Trail for Inpatient and Outpatient.

Sample Audit Report

DAILY TRAMSACTIONS ALUDIT TRAIL 0 1IN PATIERNT 1

Reference Codos _= PATIEMNTS DISCOUMNT

Fawma Date=: 11518/2008

Fana Time: T:2s:03FM

Page: 1

Ref. # Amcunt Adm. No. Ref. Amcount Adm. HNo Ref. # Amount Adm. HNo.
OR0132220 1502 11093

2G TOTAL ======>= 18.02
Reference Codnic _= DISCOLIMT
Ref . # Amount Adm. HNo. Ref. Amcunt Adm. Ho. Ref. # Amount Adm. No.
D13 26107 11031 D120 337 A5 11020 D123 76 A% 11050

DT TOTAL =====> 1., 174.97
Reference Codpp -= DE| WERY BOOM FEE
Reft. # Amount Adm. No. Ref. Amount Adm. No Reft. # Amocunt Adm. HNo.
BTz 2,000 007 11017

DR TOTAL ======> {2.000.00) =
Reference CodEp > OPO/ER MISC, CHARGE
Ref. # Amount Adm. No. Ref. Amount Adm. HNo Reft. # Amount Adm. No.
CEERT 250 .00 11114

Erd TOTAL ====== 250.00
Reference Codrp > PROFESSIONAI FEE
Ref. # Amount Adm. No. Ref. Amount Adm. HNo Ref. # Amount Adm. No.
OROA33251 FO0 0y 11111 OROAZ325T 2000 .00 11053 OROZ3ZEE 5,000 00 11064
OROA33295 250 .00 11023 OROAZ3237 250000 11043 OROAZ3303 A0L00O0 D0 10363
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REPORTS

The following reports can be generated from AR Book

1.

Batch Register — This generate a report on AR entries based on the data uploaded from
hospital transactions. The following data can be viewed such as the Account Code,
Description and Debit & Credit Amount. Below is a sample report :

2 L ] . Print [ ate : UG
Accounts Receivable Register Frint Time: 32806
Period From 200610 To 200610
Batch No. Particulars Batch Total
Account Code Account Description Dehit Credit
306 UPLOADED REVEMUES RELATED TRAMSACTIONS 10/03/2006
1133 AR PATIENTS 22187320 -
113-4 AdR PHIC 18,343.34 -
402 PHARMMACY 15,239.30 -
- 3670.00
1133 AdR PATIENTS 34 55614
402 PHARMACY 107 017.20
403 LABORATORY 42 431.00
404 WRAY 7.345.00
407 EMERGEMCY ROCM 1,810.00
411 ROCK ON BOARD a7.795.00
412 ECG 250.00
443 MISCELLANECUS INCOME 500.00
atatai SALES DISCOUNT 81.50
255,455.85 255,455.85
308 UPLOADED REVENIUES RELATED TRAMSACTIONS 10/04/2006
113-3 AR PATIENTS 189 52210 -
113-4 AR PHIC 15 870.30 -
402 PHARMALCY 10.273.30 -
- 5.405.00
113-3 AR PATIENTS - 26 457 70
402 PHARMALCY - 97 583.10
403 LABORATORY - 20,060.00
404 FRAY - 4 840.00
407 EMERGEMNCY ROOM - 8a0.00
403 DOPERATING ROOM - 4 800.00
410 RECOWERY RO - 1,000.00
411 ROOM 0N BOARD - 53 935.00
428 PULSE CXIMETER - S00.00
443 MISCELLANECQUS INCOME - 300.00
558 SALES DISCOUNT - 34.90

215,765.70

215,765.70



Visual Accounting Manual

report.

Frint Crate : 110620
Frint Time : et nhw =1
Accounts Receivable Book - Summary
For the month of November, 2006
Acct Description Debit Credit

o0.00 24 172.50
113-3 AR PATIENTS 4395 315.55 2042 46977

113-4 AR PHIC 1.378.060.03
167 DELMERY & LABOR ROOM 26 .200.00
402 PHARMACY 141 113.25 1333 023.45
403 LABORATORY 328 .148.50
404 WRAY 55 .700.00
405 MEDICAL CxYGEM 160 234 70
407 EMERGEMCY ROOK 61,3255.00
408 OPERATIMNG ROOM 135 33665
410 RECOVERY ROOM 24.,000.00
411 ROOM OMN BOARD 705 26750
412 ECG 1.250.00
422 MEBULIZATION 31.230.00
423 MURSIMNG SERVICES 83.500.00
425 DRESSING INCOME 2587500
426 PLASTER AND CHART 12,600.00
428 PULSE OXIMETER 7.800.00
443 MISCELLAMNEOUS INCOME 44 110.00
o056 SENIOR CITIZEM DISCOUNT a7 Bea.77 868,32
053 SALES DISCOUNT 10.160.60 2536.81
Grand Total: 6,012,868.20 6,012.868.20

67

Detailed Register — This generate a Detailed AR transactions based on data uploaded
from hospital transactions.

Summary — This generate a Summary of AR for a specific period. Below is a sample
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CASH RECEIPTS BOOK

Cash receipts are evidenced by source documents like pre-numbered official receipts (OR),
cash register tapes (CRT) or cash slips, and bank credit memorandum.

]

Cash Receipts Book
Batch Entries  Hospital Reports  Exit

o914

Cash Receipts 800k

BATCH ENTRIES

A] Enter / Edit Batch

This option allows the user to enter new Cash Receipts on batch entries or allows you to edit an
existing entry. To do this, go to Enter / Edit Batch in the Batch Entries menu of the Cash Receipt book

Oy
or click on button to display the window below.
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CR - Enter Batch %

Batch Mo. Cptions

Date

Period

L L L

Total

Click on NEW button for new CR batch number. It is a computer generated number.

If the entered batch number already exists, it will display the data automatically or if not, the following
data should be entered

> date

» period - choose from the lists of period displayed

» total AR amount

After entering the data, click on OK button to load the AR batch entry window.

B] View / Print Batch

This option allows the user to print the CR entries. To do this, click on View/Print batch option

of The Batch Entries menu in the CR Book or click on
Batch Number Range ]

button to load the window below

Options

—Enkter Paramelers: 2 bl
From : 290
To 297

Enter the range of the batch number to be printed then click on OK button to generate the
data or click on CLOSE button to go out from this window.

C] Cancel Batch
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This option allows the user to cancel a specific CR batch number. To do this, click on Cancel

Batch option of the Batch Entries menu in the CR Book to display the window below.

CR - Enter Batch X

Batch Mo. Options

1.
Date

=
Period

=
Total

Enter the Batch Number to be cancelled. If the number entered exists, the date, period and total will

be displayed. To cancel, click on OK button or CLOSE button to go out from this option.

D] Post Batches

This option allows the user to post CR entries. Once posted, it can no longer be edited. To do

this, click on POST Batches of the Batch Entries menu in the CR book or click on
button to display the window below.

Period Selection

Options

Period : 200605 ]

~Messages —

MOTE: The Period Entered Determines
The Penod For All Subsequent
Reportz.

i

Enter the period where you want to post CR entries. Click on OK button to post it or Cancel

button to go out from this option.
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REPORTS

The following reports can be generated

1. Batch Register — This generate a report on CR entries on a specific period. The following data can
be viewed such as Account Code, Account Description and Debit & Credit and it is grouped by
date of transaction.

Sample Report

PrintDake [ et
Cash Receipt Register FrintTime ©  1002S
Feriod From 200811 To 200811
Batch Mo, Particulars Batch Total
Azcount Code Azcount Description De=bit Credit
R0 UPLOADED COLLECTIONS TRAMSACTIONS 11002006
I7.80 -
110 CASH OM HAMD 2 66837 =
11232 AR PATIENTS 148,056 21 -
01 - ACCOUMTS PAYABLE - PROF. FEES 3,065 65 g
Z46-2 WITHHOLDIMG TAX (AT S0URCE) PAYABLE 120.00 -
40z P HARhEE Y 10,2500 -
403 LeBORATORY 2,370.00 -
405 MEDICAL OXY GEM 150.00 -
407 EMERGEMCY ROOM 150.00 -
defz MISCELLANEDUS IMCOME 3Z.00 -
bt SEMIOR CITIZEN DISCOUNT 0 66 -
a5 SALES DISCOUNT 26228 2
110 CASH O HAMD 171,246 20
556 SEMIOR CITIZEMN DISCOUNT GI7 .26
558 SALES DISCOUNT 1,940 6
172 216 52 172 216 52
2. Detailed Report - This generates detailed report on cash receipts of a specific period.
3. Summary Report - This generate a summary on cash receipts of a specific period.
Sample Report:
Privt Dz Blexled
PrisntTime : 1007 =
Cash Feceipts Book - Sumimary
For the mornth of Mowember, 2008
oot Description D=bit Credit
27 476 6E
110 CAas5H ON HAaND 311414 4 27T 628
113-3 AR PATIENTS 3.695,316.62
z01-4 AZZOUNTS PAYABLE - PROF. FEES 175,427 .62
G2 WMYITHHOLDING TaH AT SOURCE) PAYABLE A 302 .50
40z PHARMAC Y Z14,G56.00
<03 LSBORATORY 89 77600
<H} H-Foan <.810.00
05 MEDICAL OXY GEM 1.027 .50
407 BJiERGEHCY ROOhd 235.00
435 AFFILIATION IMCOME 3 600.00
] MISCELLSMEQOUS IMCORE 701011
SA6 SENHIOR CITIZEN DISCOUNT S0 20 T.ava.
G55 FALES DISCOUNT 2 GE8.83 29,235,
Grand Total: 4,314, 74220 4,314,742,
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JOURNAL VOUCHERS BOOK

Journal Vouchers contains items which alter the General Ledger to correct errors, account for
standard recurring items, and make tax adjustments.

d. Standard Entries
Iltems such as amortization and prepaid expenses, which are periodically being adjusted,

are done through Journal voucher entries.

e. Errors
The correction of errors, which posted to the General Ledger, the Journals, or the

subsidiary ledgers, is also done through the Journal Voucher.

f. 13" Month Entries
At the end of the taxable year, and prior to the preparation of the Trial Balance, several

entries are made which constitute corrections to previously recorded errors and
adjustments in yearend account balances for tax purposes. These 13" month entries

generally address accruals; write downs to name a few.

=

To Load the Journal Vouchers Book, click on ¥ button to display the window below.

Journal ¥ouchers Book [

Batch Entries  Reports  Exit

1 Q
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BATCH ENTRIES
A] Enter / Edit Batch

This option allows the user to enter new JV on batch entries or allows you to edit an existing entry. To

Oy
do this, go to Enter / Edit Batch in the Batch Entries menu of the JV book or click on button to
display the window below.

J¥ - Enter Batch

Batch MNo. Options

Date

Period

L L L

Total

Click on NEW button for new JV batch number. It is a computer generated number.

If the entered batch number already exists, it will display the data automatically or if not, the following
data should be entered

» date

» period - choose from the lists of period displayed

» total AR amount

After entering the data, click on OK button to load the AR batch entry window.



Visual Accounting Manual 74

B] View / Print Batch

This option allows the user to print the JV entries. To do this, click on View/Print batch option

of the Batch Entries menu in the JV Book or click on button to load the window below

Batch Number Range ]

Options

—Enkter Paramelers: 2 bl
From : 290
To 297

Enter the range of the batch number to be printed then click on OK button to generate the
data or click on CLOSE button to go out from this window.

C] Cancel Batch

This option allows the user to cancel a specific JV batch number. To do this, click on Cancel
Batch option of the Batch Entries menu in the JV Book to display the window below.

CR - Enter Batch X
Batch Mo. Options
T
Dake
Period
Total

Enter the Batch Number to be cancelled. If the number entered exists, the date, period and
total will be displayed. To cancel, click on OK button or CLOSE button to go out from this
option.
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D] Post Batches

This option allows the user to post JV entries. Once posted, it can no longer be edited. To do

]

this, click on POST Batches of the Batch Entries menu in the JV book or click on button
to display the window below.

Period Selection

Options

Period : [PO0GDS|

~Meszages
MOTE: The Period Entered Determines
The Penod For All Subsequent
Reportz.

Enter the period where you want to post CR entries. Click on OK button to post it or Cancel
button to go out from this option.

REPORTS
The following reports can be generated

1. Batch Register - This generate a report on JV entries per batch number of a specific period. The
following data can be viewed such as batch no, particulars and batch total.

Sample Report

Journal Voucher Register PONtTING 53043
FPeriod From 200512 To 200512

B=tch Mo, Farticulars E=tch Total
Account Code Account Description Debit Credit
2z TO RECORD THE 55% BWMPLOYER 5HARE OF STEFHEHW AND 2.25.50
SAMICAS FOR THEMONWTH OF DEC. 2005,
A14 hiEAL ALLOWANCES (OR/DR) 1,658.00
515 MEAL ALLOWANCES (ROD) 33740
A16 MEAL ALLOWANCES (BODO) 20.00
510 PAG-IBIG PRBuWIUN EXPENSE 200.00 -
21241 - 1,658.00
22 - 33740
2123 - 20.00
2124 200.00

2213550 2213550
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2. Detailed Report - This generate a detailed JV entries of a specific period.

Sample Report

JOURNAL wOUCHER
Far the month of b=y, 2008

D=ate Reference Acct Code Farticulars Debit Credit
A1212006 558 210 3,000.00
17-2 272707
118-3 27273
To R'5'3|5|:|_J'u'DEI:aiIEEI..E'.u:u:I: {String) [} AP #925435 DATED
2052000k FOWG THFOT WA ]
A24/ 2006 550 a14 MEAL ALLOWANCES (OR/OR) 1,638.00
a15 MEAL ALLOWMAANCES (ROD) 23750
16 WEAL ALLOWANCES (BOD) 20.00
21241 1,638.00
212-2 237450
211-3 20.00
514 MEAL ALLOWANCES (ORSORY - OPER) a10.00
a15 MEAL ALLOWANCES (ROD) - OPERAT 187.50
516 hEAL ALLOWAANCES (BOD) - QPERATI 10.00
2121 910.00
a15 MEAL ALLOWAANCES (RODO) - OFPERAT 187.50
212-3 10.00
2122 187.50
212-3 30.00
A16 MEAL ALLOWANCES (BOD) - OPERATI 30.00
G145 MEAL ALLOWANCES (RIODY - OPERAT 187.50
a10 PAG-IBIG PRBWlUNM EXPENSE 00.00
2121 30.00
a14 MEAL ALLOWANCES (OR/OR) 30.00
2124 300.00
TO RECORD THE 555 CONTRIBUTION OF STEPHEN (BIO-MEDWMD
NOREEM (OMCOLOGY) FOR THE MONTH OF hi®Y 2006,
Grand Total: B 650,50 B,650.50

3. Summary Report — This generate a summary report on JV entries of a specific period.

Sample Report

Journal Voucher - Summary
For the month of bMarch, 2008

Dt Description Debit Credit
212-1 1,658.00
2122 33750
212-3 20.00
212-4 Z00.00
510 PAG-1B1G PREWIUM EXPENSE - OPERATING R 100.00

510 PAG-1BIG PREWIUR EXPENSE 100.00

514 REAL ALLOWIANCES (OR/DR) - OFERATING R 920,00

514 MEAL ALLOWIANCES (OR/DR] 735.00

515 MEAL ALLOWKAN CES (ROD) - OPERATING ROC 187,50

515 MEAL ALLOWMANCES (ROD) 150.00

516 RAEAL ALLOWWANCES (BOD) - OPERATING ROC 10.00

516 MEAL ALLOWIANCES (BODY 10.00

Grand Total: 221550 2,215.50

4. Adjustment of Accounts Payable Summary — This generate a report on the Adjustment done on

Accounts Payable of a specific period.

76
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GENERAL LEDGER BOOK

General Ledger is prepared monthly and is cumulative, summarizing entries made to each account by
the journals. Being computerized, source codes are used to post summaries of monthly journal entries
to the general ledger accounts. This contains a summary or details of all transactions affecting the
accounts of the hospital.

To load the General Ledger Book, click on GL button to display the window below

General Ledger X
Process FReports  General Year End  Quik

Q

Ceneral Ledger
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PROCESS

A] Financial Report Preparation

This option allows the user to prepare a financial statement of a specific period. The purpose of this is
to provide information about the financial position, performance and cash flows of the hospital.

To do this, click on Financial Report Preparation of the Process menu in the GL book and this will load
the window below.

Period Selection

Options

FPeriod : [PO0ROS|

- Meszages -

MOTE: The Peniod Entered Determines
The Period For All Subsequent
Reports.

Enter the period for the financial statement ( format :yyyymm ) then click on OK button and to go out
from this option, click on Cancel button.

B] Bank Reconciliation

Bank Reconciliation is use to reconcile the cash balance per books with the balance per bank
statement to ensure that all cash transactions are accounted for and that both records are correct.
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1. Cleared Checks Data Entry

This option allows the user to tag cleared checks of a specific period. To do this, click on Process
> Bank Reconciliation > Cleared Checks Data Entry option to load the window below

Period Selection

Options

Period : 200605

Cancel

Meszages
MOTE: The Period Entered Determines
The Penod For All Subsequent
Reportz.

a) Enter the period date where you want to tag checks then click on OK button to load the sample
window below.

leared Checks Data Entry

CheckMo | Payee Amount | ChkDate
(WN00001 | DEVELOFPWENT BANK. OF THE PHILIPPINES 206,812 50 | 0271772006
Options: 0000002 FRED ALUMIMUM & GLASS CORPORATION 2,824 81 02172006
O000004  KAMAHALAN PUBLISHING CORPORATION £,689.75 0217/2006
_ 00000052 DEPARTMEMT OF OB-GYME 15,000.00 DZ/17/2008
Chiist O000006 Sk CABLE CEMNTRAL CATY, INC. 17,640.00 D2/17/2006
0000007 ETHEL REYMUNDC 5,866.71 02/17/2006
Save Ooo000g  SHARCN O. FRARNCISCO 427101 021772006
— |O00oo08  ALEXAMDER SIBUG 780000 0241772006
Cancel Ooooo10 CASH 4,000.00 02172006
= Ooooo11 CASH 2,000.00 02172006
Ooooo12  CasH 1,000.00 D21772006
Ooooo12  CASH 1,000.00 02/17r2006

b) Check the box of the check number to be cleared then click on Save button. To print a print-
out of the checks tagged, click on ChkList button to display a report.

Sample Report:

Cleared Checks Entered
For May 31, 2006

CHECHK HO AMOUMNT CHECHK DATE POYEE
00000z 252461 2072006 FRED ALUMINUNM & GLASS CORFORATION
000010 4,000.00 20172006 CASH

Grand Total : B, 824 B1
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2. Print Outstanding Checks

Outstanding Checks: These checks are already issued by the entity but not yet cleared or paid by
the bank.

To do this, click on Process > Bank Reconciliation > Print Outstanding Checks option. Enter the
period where to print outstanding checks (period format: yyyymm; Example: 200606 (June 2006)

Sample Report:

OQUTSTANDING CHECKS

CIB - B S/A2931-0032-86 (REHAB.)
Month Ending Febmiary 28, 2006

Chee kiNe  Payee Amouni  ChkDaie CVna AP Youcher
January 2004
orrE1151 JESSAMINE GABUTIN 20000 012460004 033004
U e DE. CONSTAHCIO DELA CRUZ 45, 20700 DL26004 032095
A7, 70700

3. Print Cleared Checks
Cleared Checks: These are the issued checks paid by the bank.

This option allows the user to generate lists of cleared checks of a specific period.
To do this, click on Process > Bank Reconciliation > Print Cleared Checks.

Enter the period where to print cleared checks (period format: yyyymm; Example: 200606 (June
2006)

4. Print Staled Checks

Staled Checks: These are the cancelled Checks

This option allows the user to generate lists of cancelled checks of a specific period.
To do this, click on Process > Bank Reconciliation > Print Staled Checks.

Enter the period where to print cleared checks (period format: yyyymm; Example: 200606 (June
2006)
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5. Bank Reconciliation

This option allows the user to generate a Bank Reconciliation Report.
To do this, click on Process > Bank Reconciliation > Bank Reconciliation Report

Enter the period where to print cleared checks (period format: yyyymm; Example: 200606 (June
dd2006)

Sample Report

BANK RECONCILIATION
January, 2006

Balance per Bank 200 501.00
Deduct:

Outstanding Checks (zee schedule) (38,948 825.65)
Balance per Book [39,745 224 B

OATE FAYEE CHECHK MNO. BMOUNT

213002001 OR. OURAG S8 053504 4067 24
&/30/2001 OR. BEATRICE *1CENTE 05374 950 G5
100312001 OF. C. MANCAD DA 256500
1003172001 OF. F. hlMA 05411 29991
112002001 KRISTOFFER JAURTAN DA5167 A00.00
114352001 HEALTH TECH 055212 1,266 .60
113002001 CEU D536 553200
1203172001 OF. A DAL DE5520 Q3722
1203102001 OFR. J. CHUA 055539 5,391.40

1202172001 OR. C. MAMCAD 055612 6, 705.00
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C ] Beginning Balances

a)

Enter Beginning Balance

This option allows the user to enter beginning balance of a specific account in a year.

82

To do this, click on Process > Beginning Balances > Enter Beg. Balance to load the window below

Beginning Balances

Balance Forwarded

Wear 2006 Eeg. Debit ; | 1DD.DDU-UU|
Account Code : |'I 13-2 | | Beg. Credit : | 5,?DD.UD|
Account Mame: |-‘5'--"'F! COCOLIFE |
Tatal Debit : | D.Uﬂl Total Credit ; | U.EIEI|

Feriod Book Debit Credit
Options:
Save lgrnore LCancel

Enter the following data

o

o

Year

Account Code
Beginning Debit
Beginning Credit

Click on Save button to save the data entered

Click on Ignore button to disregard or cancel the data entered

Click on cancel button to go out from this option
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b)

c)

Print Beginning Balance

This option allows the user to generate report on beginning balances of a year.

To do this, click on Process > Beginning Balances > Print Beginning Balance to load the window
below

Report Year [

Options

Year 2006

Meszages -
NOTE: Enter Year to Report

Enter the year where to generate the beginning balances entered then click on OK button.

Post Forwarded Balance

This option allows the user to post the balances entered.
To do this, click on Process > Beginning Balances > Post Forwarded Balance

Enter the year where to post the forwarded balances then click on OK button to load a verification
message

Warning!

\?() Proceed with Posting Forwarded Balances For the Year 2006 ?

Yes Mo

Click on YES button to continue posting the balances of the year entered or NO button to
discontinue / cancel posting.
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d)

Post Monthly Beginning Balance

This option allows the user to post beginning balances of a specific period. Once posted,
transactions can no longer be edited.

To do this, click on Process > Beginning Balances > Post Monthly Beginning Balance

Enter the period (example: 200606 (For June 2006)) then click on OK button to load a verification
message

&

Transackions on the current period can nao longer be ediked after posting! Da wou really wish ko post transackions
plullT

Yes | Mo |

Click YES button to continue posting the transactions of the period entered or NO to
discontinue posting.

Outstanding Checks

This option allows the user to enter outstanding checks.

To do this, click on Process > Beginning Balances > Outstanding Checks to load the window
below

im. Outstanding Checks

Bank Acck I.&T.ﬂx _I

Check Ma. |0123456?E=9

— Check Information

oV Mo, ||:!12345C—.?9@

Payves IJU.-'!\N DELA CRUZ

Chk Date |En5,f01,f2|306

amourt |24,|:u:u:|.|:n:|

Period |EDE!6L'EE|

Date Cleared |

— Dptions:

Exit

Enter the following data
o Bank Account — Refers to the name of the bank
o Check No — Refers to the check number issued but not paid

o Payee — Refers to the Name of the Payee
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o Chk Date — Refers to the Check Date
o Amount — Refers to the check amount

Click on OK button to save data entered or click on EXIT button to disregard the data entered.

REPORTS

A ] General Ledger

This option allows the user to generate general ledger of a specific account or a summary of all
accounts in a year.

To do this, click on Reports > General Ledger to load the window below

General Ledger of a Specific Account

Reporkt Year

Year 2007
GL Code 200002 Cancel

Help
Meszages
|7® MOTE: Enter Year to Report

Enter the year and the specific account. Click on OK button to generate the report or CANCEL
to go out from this option.

Options

Sample Report

Friet Tima 30 30 FM
GEMERAL LEDGER
VOUCHERS PAYABLE
200002
Date Ref Dehit Credit Balance
2007
Jun AP oo F 18,051,660 21 | (16,034 BE0.91)
Jun co o 97T EE M 2.7e80T 20
i, AP o 050, ST A0 (17237 B0y
i, ch oo 17,4904, 95408 (4005, 0 24
Paig AP sl 247712123 (2LRT SR A
Aug co e 24 TTATRHTE 78.530.00
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General Ledger of All Accounts

Report Year |
Options
Year 2007
Meszages

@ MOTE: Enter Year to Report

Enter the year for the generation of GL then click on OK button to generate report or Cancel
button to go out from this option.

Sample Report

T IAT0TF
GEMERAL LEDGER
CASH ON HAND
100001
Date Ref Debit e #1 Name (string)] Balance
2007
Balance Fosvarded el v o} 2 e O
dun. Ju oo 00, 307 20 S 0 22 185260559
Jud, o oo AE0EE AT 02 R-A==g N =R E-01 1. 300,057 65
Aug. T oo 17062174 21.323.908.23 1,097, 251.10
Ay o oo 36,0000 1,852,269, 18
e aw o o4 1 2, 254 06

B ] Trial Balance

Trial Balance is a list of all accounts with their respective debit or credit balances. It is prepared to
verify the equality of debits and credits in the ledger at the end of each accounting period or at any

time the postings are updated.
To generate, click on Reports > Trial Balance to load the window below

Trial Balance Report

Options

Period {?00804 |

Cancel

Helm

—Meszages
MOTE: The Period Entered Determines

The Period For All Subsequent
Reports.
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Enter the period where to generate trial balance (Ex. 200804 (For April 2008)) then click
on OK button or Cancel button to go out from this option.

Sample Report

Trial Balance Report

BALANEE BALANCE

MARCH 31, 2008 APRIL APRIL 30, 2008
Aocl, Code Aocourt Nams L] CR OR CH DR CR
100081 CASH 0K HAKD G ITEDS - H0HFF I 05 20,109 51481 1IT 0L 0
100k MAEBLE SECURTES 1008 00 01 = . - 142000 0 () +
100301 CAFHIH BANE. ! AT ASS 60 0307 353 90 1500 5053 . IS
100321 FETTY CASH 3274000 . . . EF T !
1002 DOLL AR PTHT: 1865235 00 - TEME2 - 04 05711 -
1 bl AR PATIENTS LERTE N L ) ' ST O 214850 BT LD BASMANT '
100003 ALLOWANCE FOR BAD DERTE , 52.13000042 : TELIZETL . 891123513
1H A COLLESE 55556 B . 5035 63 T6 3582 S2ESG B }
] ARCT LB S £ - AAL Y - 1008 Y
(F1121 AR ENEL OVERS L DA IO ANL LS - 161040 14 [ Er 1] 3 lreial
1EDG AEEEE 3031 FIET H 3T 1105201 !
Lo A L ORI FOTHD ATICHN IR i F i 10012054 06 i
LR AR DTHERS: AREATELY - al EEREEE-] AI4ASS 5T +
1300 BRNENTORY-DRII0E FASI GG . I E LR rd] FATIGE 53 '
100G DVENTORY-STORER 00N P ET T . 2965508 ¥ 32 EE3T BB
L DTVESTMEHT. CT 350,000 00 f : - 240,000 03
(P DIOTTEL DFvES TR 5500 00 " S50 03
fetiTe LAHD 106001195 T35 0 ] L1565 |
130210 EURDONG PI3E201202 ] 150000 0 . 923101207 !
130610 ACCUR DEFR-BUILOCIHNG - ZLRIGEPO A2 B3763 A2 XTI - 2121 D
130410 DORMITORY 1423mE1 . . . RT3 !
130410 ALCUM. DEFRD ORMITORY ! 1435881 . 1258 8L
130610 LOBMA B ALLFENCE 121,500 B i " 123500 B4 '
1310 ALEUM DEFR-ROAD & FENCE * [FEEN T = b i
13010 FOIRMDERS KEDRKE 50000 . 000 (3 .
130910 ALCUM. DEFR-RESIVEHCE . 350000 . . 35000 00
131010 CHAPEL L MR - FHIS 5 = PS5 2 -
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C] Income Statements

Income Statement is a report showing the performance of the hospital for a given period of time.

To generate it, click on Reports > Income Statements

1. Statement of Income and Retained Earnings

Sample Report

STATERENT (W INCOME ANTH EETAINED EARNINGS
FOR THE FORTH AAONTH EPCD APRIE, TeE

REVENUES
FROM OFERATIONS
BUREING

BURSERY

HWnRR

OFDRACER
LABORAFORY
RADIOLOGY

AR Y

FHTHI0 THERARY
OPINERADRUTTIRG
ECO

TRAMSPORTATION
BLTIVEREEIRENT

LER L=

UNASSHONED

EEG
CT-20RNILTRASGUND
DTS

EYE REFERR#L CENTER
AESFIRATORY THERAP Y

TOTAL
ORDSS REVENUE

DSCOUNT
BaD DESTE
TOTAL

WET REVENUE

GEN, AMD 200 EXP
OPERATING BXP.

TOTAL

DG P

iy T AT AT MEATHLY BSAGET paraALE W
iy ket

14158570 T ATH ORI 041859077 0 AISTT .
15T IS 00 FEE R S K700 LET
it o 402530 00 R L
1M 18,340, 13550 4593 1em 00 4,363,708 00
;870,789 00 8,545,000 21 068,470 55 0,854,470, 55

1,137,686 00 0507 ERLDD 28005078 248,450 75 ;
pLE R B5.150 a0 04 IHFI4 40 T4 TL A4 T4
101.720.08 1,504,050 04 100,407 50 ‘ Y KT

0 KIS 05 55137340 13T 4 08 i 379,843 38 .
171580 00 39550 00 ST R b
3005 AT 15028 108738 91 : i0a. 798 51

1,304 508 00 14,819, 12270 3,864,707 2 . 385470718 .

£1.200 30 18,370 44 0 2445 88 2E4ETH S ;
LR T TE s Tl r T4l
EN T 0400 B3.401 2% SR E ]
131,000 28 20075 50 501,570 45 . 401,670
bAHAT AT R 107 AT T EELIE LA

T 0 A AZD 00 1073500 . 107 258 0 .
[ T 450120750 1227501 35 1337 B0 55
IEAA359301 MITOIAIEIE  EOETSSIA GO0 EOETSEMAM
2358080981 243 702 136 36 GOGTE 234 11 0.00 BO5TS 534,11
5S35 3,594 747 0F L - 50 601 T8
TERIS6 71 8112590 0% dgaa47 87 : 50814 87

ZAMTINEE 307357M £005 820 43 .00 B00E 530 43 .

FIIT221749 20N TIEES SrSBElA G [ T -
1T [ ] A0 e
10,008 840 01 I A 0.0 a1 04
204,37 B8 000 £ el5 B0 03

0,164 28 31



Visual Accounting Manual g9

2. Schedule of Operational , General and Administrative Expenses

Sample Report

SCHEDWL E OF OPFERATIONAL, GENERAL AN ADNINS TRATIVE EXPENSES Lol
Filhe THE FORTH MONTH ENDED APRL, 7008
Pl gLl
ACTEA FOETHLY WO o SrCRELE |
S T0RHT AT et [T L]
OFERATIONAL EXPENSES
SRLAFIEE & WIRGES A 5a0 [ ) B AT 407 305 4% T 08 4 . (11270 800.4) .
8% 240 D5 R0 A0 A0 50 632,007 38 . ME2.37.55) <
SUPFLIES LT Ak F AR 4,404 800 E (A4 BEL ) .
REFAIR 4 WANTENANCE 1488342 15 LBk B 2,333,324 03 . 3 ¥ 38407 +
OTHER EEPENEES TR @0 A e B 0E T2 - T T
DEPAECIATION 1,450 250 45 1500 340 53 3.756, 737 18 H BT
REAGERT ST IWE0N Y EN T.hEmT 8 TETT 445 00 4,010,341 47 & 4.519,7081,47)
PROFESSIOMAL FEES 710,588 03 0,340 35430 1,581 83 50 . {1.551,502.59) .
GASOLINE R A T 03 100 556 51 - (D0 S8a.40) v
COST OF 28LES SEap WRPMC . Deserintion y 39252 030 TR T, 083 T ’ (18 903, 257,700 '
FOOD & METG, |EE-I_'—WT'FH13&_‘..LJ 4, 150 507 34 1Dt 40 71 . 1.0 520 71} -
TRAVEL EXPENEES 18,0004 00 A2 AR gAY . TARZ21T) .
REPRESENTATION EXPEMSES b3 HHL TS 1303173 2% 00,703.32 = CHO.TRLET)
'WATER EXPEMSE 250755 22 sen0 1545 408 4 . CNES A5 43 -
LITHT & FOWER TR LR IRELT T 2,034,503 11 . L034.082.21) 3
POSTTELTELEG A HarETa 13 TI0 40 MATTAD v [AARMER N k] +
EOUCATIORAL PROGRSM Th04 00 A1 801 41 A2 5T . {42.075.35) 4
DORATHM & CONTRIBFTION 11,600 00 18060 00 SR - [re BALE ] .
ADVERT |SEMENT 12,570,732 00 3210% T30S - (FEEE0.35) -
DUES & SUBECRIPTION a0 TR0 BEE S0 - [ e ] .
LEGAL & 8UDIT FEEE 2,080 10 BE 000 00 4,500 00 i 4500007 .
INTEREST EXPENEE i¥ ] MRS 22 105648 31 . C19.042.81) '
DOMNATFIN-LCOFE 100000 100 000 00 3 S0 0 . (25,000.00)
BEIE CHARGED 7 ELE ] (R F ] . (EOIEL ET)
BLOOD SUPFLIES 5,000 .00 &30 80000 104,150 500 . (BDS. 150,000
TAIES & ICENSES EARTRIY T 0T 4 72,3013 . 10 -
FHIC Tas0 .00 0030000 4232600 v [l rlebu ] '
MR ENPENSES 231000 AT RIT RS 30,454 40 . [ril 2] <
DIRECTORE FEES & EXPENEES LR 1,390 34897 T . (43088, 71 i
IMSURANCE 050 8407 40 10,19553 - LALRE ] +
RETEREMENT PLAN B3 00 TR 00 28 90T 00 - @300 .

LELRTATY v Fue Tl S (e LR FOT STy W
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3. Consolidated Income Statement

Sample Report

COMPARATIVE INCOME STATEMENT
FOR THE MOMNTH ENDED AFPR 30, 2008

BALANCE TRANSACTIONS BALAMEE NG/
A5 OF MAR 31, FOR APR 30, A% OF APR 0, (DEC)
003 008 003
REVEHUES
IN-FATIENT ROUTINE SERVCES 1,757 BT 40 1,540 50950 ILOOBITTSE 10627 %
IH-FATIENT SUPPLIES 1,108 530,05 15T 36E 40 1505160900 100880 %
IH-PATIENT CLINICAL SERVACES 497 510,00 21,063 50 644337250 120509 %
ORDRICER 1,064 353 30 114aR55 19,040 155 4% 1,0981% %
PROFESSIOMAL FEES 1,308 25300 265 51800 14,600,188 70 104313 %
LEBORATORY 3431 241 00 3,070,260 00 38 A48 006 31 00138 4
MRAYAILTRACT. S CAN 1,884 276,30 08T 628 T 12,805,061 10 giga0 4
PHARMALY 7,501 041 02 7478 600 21 EISEUBE A 100207 4
QOUT-PAT [ENT CLINICAL SERMCES 268 557 40 FALTE T2MBETEIN 102048 4
OTHER IMCOME B4EAT20 TOE 1505 ARSI 1282 4
TOTAL 21,306, 128.27 23,553 550 51 J2ZTO2AE3E 103892 W
LESS: DIRECT COST
DISCOUNT 7,068 043 82 1538 563 21 IRES4TETOE 100038 %
BAD DEBTS 055 073,20 T35.188.71 BINZSB0ES 103840 4
TOTAL 2723, 11688 2321,781.82 32,407 35771 1,079.07 %
SALARIES & WAGES 4,230 92T 87 40541081 50 AT 50T D6GE 103635 %
555 23581 10 B 265 B0 2520 460 50 oIro %
SUPPLIES 171887 22 111 i 48 1781083018 BITA4 %
REPAIR 2 MAINTENAHCE 1,166 249 48 41,042 35 233761 T00E %
OTHER EXPENSES 163.763.04 25179057 TAMETES 14T 4
DEPRECIATION 1,462 545 05 1 480,250 45 15,002 940 52 92640 %
FEATENT &/F ILMEA TOEN 1,570 502 47 2,144,887 51 THATT A5 EE 114637 %
PROFESSIOMAL FEES 470 D57 50 T19. 508 0F BI4B25418 120088 %
BASOLINE 97 Sr0d. 1 85,304 408 174,07 0819 %
COST OF SALES 5005.440.47 5 20407715 ESIOM0TE 100576 4
FOOD &MKTG, 72611588 7T I5 85 418850284 LTI 4
FOOD & MKT G I0ASOLINEDIL .00 .00 .00 000 %
TRAVEL EXFENSES 875550 11,536.41 wessEeE 303547 %
REPRESENTATION B{PEMSES 133,745 .00 143 308 35 1.203,173.0% e %
WATER EXPENSE G018 BE0TH S 620 084 94 GEEO8 4
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4. Departmental Income Statement

Sample Report

Departmental Income Statement i e
For Period Ended April 2008
MNURSING
YEAR TO DATE
This Month This Manth
This Year La#t Yad Thi® Yead La#t Vaar
REVEHUE
From Opearations
FODM AL COMODATION 207 T8 B0 1,008 415 00 20808 00 87 20,400 200 4D
HURSIMG SUPPLIES I 0E0.T0 10330450 1802 T8 o, 152 50T 20
247150570 1400 810,50 HATETROT 24,000,529 70
LESS:
Discount
DISCOUNT 08 Tk AT s LETR A A LARIATING
BAD DERTE #5040 40 400 44 SHER THS 8 T
206 3T 0% 290 25 JAEREEZ T4 3080 000 2
OPERATING EXPENSES
Operstionsl Expenses
SALARIES 8 WALES Tl e =5 050 521 .07 TR 40050 T8 004 52
54 A0 B0 & 8000 T30 AT
SUPPLIES ¥k A0 ek 107 31408 1,743,797 4 1L es
REFAR & MAINTENANCE a5 182457 14 G600 BT
OTHER EXPENSES pods ] 000 LTk Bl T ] T4 00
DESRECIATION Wr A TeA1430 8210154 30,590 37
PROFESSIOMAL FEES oo 000 14,340 00 000
PHIC 13,500 00 2,000 00 10T 425 60 120,900 00
PAG-IBIG 5000 00 880000 To 50000 84,200 .00
1.001,807.74 057 83807 12,055 40077 10,550,345 56

HET OPERATING PROFIT (LOSS) 1,131,20562 635,241.18 10064 225 56 10,372 50123
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D] Balance Sheet

Balance Sheet is a statement that shows the financial position or condition of an entity by listing the
assets, liabilities and owner’s equity at a specific period of time

Sample Report:

BALANCE SHEETS
April 2008

ASSETS

C4SH & MARBLE SECURITIES
DOLLAR & MARKETABLE SECURITIES
ACCOUNTS RECEIVABLE
ACCTS RECEIVABLE-OTHERS
INVENTORY.-DRUGS
INVENTORY-STOREROOM
DIGITEL INVESTMENT
INVESTMENTS

INPUT VAT

L&D

BUILDING
TEANSPORTATION
EQUIPMENT

TOTAL

[Group #4 Name (String) |

JTAL ASSETS
LIABILITIES AND STOCKHOLDERS EQUITY

PROVISION FORINCOME TAX
VOUCHERS PAVABLE

AP - OTHERS

AP-COLLEGE

RES FOR LEGAL CASES

RES, FOR RETIREMENT FUND

BALANCE BALANCE
s of March 208 Al 208

{1,506,31065) (1,089,791 59)
1,865,233.90 2,604027.11

2532298235 26,015,002.13
3,691,130 67 1,833,115.10
215396690 0475660 55
T11800227 6,869,242 24

550000 5,500.00
Z,650,000.00 3,630,000.00
.00 0.0

202811195 211584695

T1,253,522.18 T,131,557.15

104,748.13 121595437
48 450,428.16 47.915,520 44
171,228 916 46 173,742 242 105
171,228,916.46 173,742,248.05
2,834,250 24 2,834,.290.24
6,679.972.24 7,758.275.08
57,421 58 104,297 91
000 0.00
749,511,717 749,577.77

6,833,333.10 6,916,666 43

INC f
(DEC)

2165 %
3961 %
2713 %
385 %
351 %
349 %
0.00 %
0.00 %
2800 %
128 %
017 %
106024 %
11T %
141 %

147 %

0.00 %
16.14 %
187 %
0.00 %
0.00 %
1.22%
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E] Expenses by Department

Sample Report

Departmental Expenses Report
Period From 200804 To 200804

Department Amount
REPAIR & MAINTENANCE

ADMINISTRATION 74077
BUSINESS OFFICE 9.117.85
DIALYSIS 4029850
DIETARY 1,280,00
HOUSEKEEPING 15178
ICUVRR B0
LABORATORY 10,280.00
LIMEN & LALUNDRY 485000
BN TENAHCE 1.052,1495.15
NURSERY 2
HURSING 5395401
OPDVERVADMITTING 158400
ORDRICER 127, 441,00
OXVEEN 357143
RESFIRATORY THERAFY IS
TRAHSPORTATION 465.054.00

1,481,342.25

ARIETRATION 12%
EEEMESSOFFCE 0E%
VRLTEE IEG
DIETARY 0z%
HOESEXEEFING 04%
AR 7%
LABORATO BY o
LENEN £ LAUWGAY o3
WANTERANDE Tk
LDt Ty 14
NORRED &
OFFERABIITTING o.i%
QRS RCER, T
ORYOEN nz%
RESFIRATORY THERAPY  15%
THARSFOATATION 3
Tew: Tmo%
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GENERAL

This option allows the user to update the Current GL period, edit budget and un-post book.
A ] Current GL Period

This option allows you to change the current period of the GL book.

To do this, click on General > Update Current GL Period to load the window below

Period Selection 3]

Penod

200605 J

Messages

HMOTE: The Penod Entered Determines
The Period For All Subzequent

Reports.

Options

Enter the NEW GL Period ( Ex. 200606 (For June 2006)) then click on OK button or click on
Cancel to go out from this option.

B] Edit Budget
This option allows the user to update the budget of a specific GL group.

To do this, click on General > Edit Budget to load the window below

x|
T Hidget ] Account Type
SEARCH : | jaLL -]

Code Description Type Clazs Budgt Mas Options

FO0-4.31 INSURAMCE - AMBULANCE Ex F -

E7D-413 O:vGEM - GEM. & OPERATION Ex F Elocs |

aa0-558 [OWER] /SHORT DEPOSITS 1K} ]

g10-442 13TH MOMTH P&y - PULMOMARY M | Ex F o I

E74-442 13TH MO, P&y - ADMINISTRATION Ex P =

930-442 13TH MO, P&y - HUCLEAR MEDICIME | Ex F

000-442 13TH MOMNTH P&y Ex P Erint I

950-442 13TH MOMTH P&y - ERO=S MIMEOG| Ex F

8E0-14.2 13TH MOMTH Paxy' - HRD Ex P

TEO-442 13TH MONTH PAY - MAINTENAMCE | Ex P

E73-142 13TH MOMTH Pay - ADMITTIMNGAMFO | Exx P Help

FO0-442 13TH MONTH PAY - AMBULANCE Ex P 4|—

300-44.2 13TH MOMTH Pay' - BAKERY Ex P

270-442 13TH MONTH PAY - CAMTEEM Ex P Sorting

952-442 13TH MOMTH Pay' - CAMTEEM/CAFET | Exx P

280-442 13TH MONTH PAY - CATHLAE. ACARDI | Ex P = Acct it

E72-442 13TH MOMTH Pay' - CEMTRAL SUPPL-| Ex P

920-442 13TH MONTH PAY - CHEMOTHERAFY | Ex P " Desc

340-442 13TH MOMTH PaY' - CS55H Ex P _PILI i Type

Click on the specific account where to edit and another window will be loaded for the entry
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Lisk I

— Accounk Detail

Budget ]

Account Code

Description

|E?D-442

|1 3TH MOMTH PAY - CAMTEEN

—Budgek Details

The monthly budget

Manth 1 Manth 2 Manth 3 Manth 4
4334 544.00 ER.45E.00 54.00

Manth 5 Mankth & Manth 7 Manth &
345.00 345.00 345.00 45.00

Manth 9 Mankth 10 Maonkh 11 Maonth 12
345.00 345.00 345.00 345.00

TOTAL IEE,EE?.EIEI
QE | Cancel

detail of specific account is displayed on the screen.

YEAR END PROCESSING

95

This option is executed once a year at the end of the year before setting the period dates for the
month of January of the following year. This is to initialize all tables needed for the New Year.

To do this, click on Year End > Process Year End Closing to load the window below
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Year End Closing

Year

2006

— Meszzages
Enter Year to close.

Options

Cancel

Help

96



