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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.

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

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

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.

9
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System Process Flowchart

Purchasing & Receiving |  Accounts Payable Department Accounts Payable System File General Ledger System
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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.

e 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

e 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.

e 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

2
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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.

in Accounting Main Menu

Books  File Maintenance  Hospital Links

CRE E:-:lt

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 Wouchers Reporks  General  Exik

Zheck Preparation
Check Printing
Check Cancellation
Check Release
Check Yerification

Check Youcher Printing
Check Youcher Gancellation

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.

. Cash Disbursement Book

ChecksfCheck Youchers | Reports  General  Exit

Qq Check Reqister (by Date)

i Check Register (by Check [Mo)
Check Reqister (by Mendor)
_DE Detailed

DB Sundry

CDE Surnmary

Surmmary of Unreleased Checks
Summary of Released Checks
‘ithholding Tax Repork Complete - Al
Complete - Specific
Professional Fee - Al

Professional Fee - Specific
Commission - Al
Camission - Specific
Others
Alphalisk
Quarketly

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 Password
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 Click on Q button located at the right corner of the toolbar (possible only if no
other window is open) or

2 Click Exit menu or

3 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.




Visual Accounting Manual 1

7

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:

:m SOL Server Enterprise Manager - [Console Root'Microsoft SQL Servers'SQL Server Gi

% File  Action Yiew Tools  indow  Help
e~ | B@EXPHE[2 % NGO B
[:| Consale Roaot Databases 11 Tkems
EI-- Microsoft SQL Servers Name #
Elﬁ SOL Server Grl:ll?lp J Accounting
=y (LOCAL) (Windows NT) Biling
=1+ Databases
a BuildFiles
gl Mew Database.., masker
A model
alt Mew 4 [
Irnpott Data...
Export Data...

ms  Mew \Window from Here

Pa Delete
pre  Refresh

Maintenance Plan. ..
Generate SOL Scripk, ..

Properties

Backup Database. ..

Restore Database, ..

ker

-] DataT  Help

shrink Database. ..

[

-2 Management
-2 Replication
[]--D Security
-1 Support Services
[-[L1] Meta Data Services
-3y MEDS¥S-01

S0QL Server Backup - Accounting

General I [pticns |

Dekach Database. ..
Take Offline

Copy Subscription Database. ..

‘Wiew Replication Conflicks, .,
T

X

=

Database: I.-’-'n.cu:u:uunting
Mame: I.-’-'«ccaunting backup
Description: I

Backup
(¥ Database - complete

" Databage - differential
| Tranzaction log
| Eile and filegroup:

Deztination

Backup bo: ) Tape = Dizk

Lontents... |

Owenwurite

" Append to media

" Dvenarite existing media
Schedule

[ Schedule: I _I

0k | Cancel | Help |
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2. Click on add button. The window below will appear:

Select Backup Destination

=)

Select the file name or backup device to uze for the

backup operation. Backup devices can be created for files

that you uze fregquently,

x|

[E-\DATAN _|

i Backup device:

=
Ok 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)

=0 DaTa
-1 Medsys Dlls
F-_1 PSHYISUALPROGRAMS

File name:

Selected file:

-0 E:\ (10450 MB free] [
@23 Biling
{3 COH MANLALS

..... ACCOUNTING. db
----- BUILD_FILE _db_ 200608230201 . BAE.

= CARDIO_db_2006808230207 BAK,

= CLIMICAL_AREA_db_ 200608230201 . BAK,

E CurrentUzer.dll

----- HEMODIALYSIS_db_ 200608230201 BAK,

----- Histary_Data MOF

£ History_Log LDF

----- MEDICARE _db_ 200608230203 BAK,

----- MIUCLEAR_db_ 200608230203 BAK ;I

IﬁCED UNTING_db_200603290200.BAk

EADATANACCOUNTING _db_200603290200.BAk.

ak I Cahicel

5. Just click on OK button.

1
8
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Restore Procedure

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

General I Dp[ignsl

S0QL Server Backup - Accounting

Databasze: I.é.c:counting
MName: IAccounting backup
[rescription: I

Backup
* Database - complete
" Database - differential
 Transaction log

| Eile and filegroup:

Destination
J Add.
Owenarite
" sppend to media
" Owenwnite existing media
Scheduls

- Schedule: I

X

ok |

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

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

1
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0

':m SOL Server Enterprise Manager - [Console Root' Microsoft SOL Servers',SOL 9

% Fil=  Action  Wiew  Tools  WWindow  Help

[:l Consale Rook Databases 11 Ikem
=} Microsoft SQL Servers Mame ¢

Elﬁ SOL Server Group

- A .
-y (LoCaL) twindows NT) coounting
S|

Eilling
BuildFiles
masker

4] Accounting

model

msdb
Morkhwind
Patient_Data
Prepaid

pubs

empdb

H-{_1] Managernent

H-{_1] Replication

H-[_1 Security

H-_] Support Services
H--Z] Meta Dakta Services
[ MEDSY5-01

- MEDSYS-03 (Windows MT)

- MEDSYS.LORMA.MET (Wwindows MT)

[ I I A e B B

2. Expand Databases, right-click the database, point to All Tasks, and then click Restore Database.

Fm S0QL Server Enterprise Manager - [Console Root'Microsoft SOL Servers ' SL Server
'ﬁ] File Action ‘Wiew Tools  Window  Help

¢~ | Bn X rRBE| @ NGO B3

[:| Consale Root Databases 11 Ikems
E|-- Microsoft SQL Setvers

Eﬁ SOL Server Group
-y (LOCAL) (Windaws NT)

e
=

=3 Mew Database. ..
£ i .
E Backup Databass. ..
E - > Restare Database...
n 54 . Attach Database..,
r Mew Window From Here
Import Data. ..
" Refresh e
I . Export Data. ..
P E:xport List. ..
Copy Database Wizard. ..
F' Help :
Pt
tempdb
[]--{:| Data Transformation Services
I:I--{:l Management
{27 Replication
[]--{:| Security
[]--{:| SUppOrE Services
I:I---[:| Meka Daka Services

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

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
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 | Optiohs |

Restore as databaze: I.-'i‘«ccu:uunting j
Restare: " Databaze " Filegroups or files
— Parameters
Devices:

Select Devices. .. |
Backup number: I'I Yiew Cantents. . |

¥ Festore backup st

¥ Datsbaze - complete
" Databage - differential
" Transaction log

™ File or filegroup

" Fiead backup zet infamation and add to 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

Select the file name or backup device to use for the restore
[g operation. Backup devices can be created for files that pau
Lze frequentiy.

X

* File nams:

IE:&D;’-‘-.T.-’-'«'-J

™ Backup device:

o]

[

L

Cancel |

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

Backup Device Location - (LOCAL)

X

File name:

Selected file:

-] Medsys Dlls
-0 PSHYISUALPROGRAMS
ACCOUNTING_db_200608230200.BAK,

BUILD_FILE_db_ 200808290207 BAK.
CARDIO_db_200608230207 . BAK,
CLIMICAL_AREA_db_ 2006082902071 Bk,
CurrentU ser.dll
HEMODIALYSIS_db_200608290201 BAK,
Hiztory D ata MDF

History_Log LOF

MEDICARE_db_ 200608290203 BAK
MUCLEAR_db_200608290203.BAK
Pazswaord_Data MOF

Pazzword Log LOF

PATIEMT_DATA_db_ 200603280205, BAK,

2l

E:ADATAN

o]

Cancel

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

2
2
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Choose Restore Devices il

When the backup iz restored, SCL Server will atternpt bo restore friam the
devices listed below.

Backup set: [Unkrown)
Restore fram; * Dizk ) Taps
Device name |

EADATANPRERPAID _db 200B03230204 BAK, = .
Edit |

Hemaove |

Remove Al |

Media verfization aption

[ Only restore from media with the Following name:

Media name:

0k 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 x|

General  Options |

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

[” Eoice restore over existing database

Restore database files as: Fead fram media |
Logical file name |M|:u\-'e to phyzical file name |
PREPAID_Data FADATAVPRERPAID mdf

PREFAID_Log FPREPAID_log If |

— Recoveny completion state

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

" Leave databasze read-only and able to restore additional transaction logs.

1 i il C:“Program FileshMicrozaft SOL ServerstSSOLABACKLIPWUM J

0K I Cahcel | 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

Program Setlings Maintenance
Hospital Information: T Account Codes T Program Settings T BIR. Reqistration ]
‘fear Tyvpe
Hospital Mame : I Hozpital % Calendar " Fiscal
Hosp, Address : [ Month End :
APY Prepared by I AP Yerified by Il
AP Posted by I AP Approved by I
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

o 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.
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» Click the SAVE button to save the data entered
» Click the CANCEL button to disregard the data entered

Account Codes Window

Calendar Year — begins on January 1 and ends on December 31.

Program Setlings Maintenance

6

Haspital Infarmation T T Program Settings T BIR. Reqgistration ]
GL Bank Code @ [111-4 o | [CASH T BN - METROBANK
Voucher Payable : [201-2 o | [ACCOUNTS PAYABLE - SUPPLIERS
Withholding Tax : | o | [ Tl Code, 5>
WAT Code |118-3 J |<:=: Invalid Code, =
CashInBank:|111 ;:J|CASH
AfR. Closing Acct : |113-3 o || PaTIENTS
CRE Closing Acet : [110 o | [casH O HanD
Retained Earnings |31? J |<:=: Invalid Code ==
Fixed Assets : | J |« Invalid Code >
Income Acck : |32EI J |<< Invalid Code. ==
Expanded Tax | J|
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 T;/Apcecount Sub-Category Company Code
XXX XXX X XX
K b J v P 3
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 : Itrefers 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.

¢ 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 ¥ Paper : Use of % 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 Y Page

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

o 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 P rocr = - - Jgl= e
Hospital Information T Account Codes T T EIR. Registration ]
Check Mumbering AP Youcher Mumbering
& C¥No=CheckMo " Sys,CheckMo+1 " wyyymmecoo + 1 (¢ sys.Voucher +1
Check Printing Comparative Reporking
&+ Faormatted CW+Check © Blank 1/2 Paper " Compared Last Month f« Compared Same Month Last Year
AP Youcher Printing Direct Disbursement
i~ 1 Whole Page f« 1/7 Page e wiiith Direct Disbursement 7 M4 - Use APY Always
Check Youcher
f* Mo Check Voucher Use Check Voucher
Save Exit
BIR Reqistration Window
This option is the build file for Bureau of Internal Revenue Registration information.
Settings E|

Program Settings Maintenance

Hospital Information T Account Codes T Program Settings T ]
TIM IDDE|55142? Branch Code : |123
Renistered Mame: I Address 1 : I[
Last Mame : I Hours,/Bigy £, Straal, Farangay
Address 2 I
Firsk Mame |
I Sipbeirtiuniopalty, S Prawnce
Middle Mame : | RDO Code : |123
Trade Mame ! I

Save Exik
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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 button in the main menu to display the window below.

Accounts Payable Book X]
AP Woucher Memo Reports  Maintenance  Exit

Accounts Payable 800«

Raare ks Crad Comating bo
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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.

YV V V V V VYV 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
Perind : |2EIDE'DB | Dehits Credits Difference
Woucher Ma, ; |DDEIDEIE| | | | _ | | _ | |
Date: |@fo0/2006 =)
Armount | | Pavable Type : | j
vendaor 10 : |3845 | | Terms : | j
Payee: | | DueDate: | 8 /20/2006  ~|
Particulars :
References T WAT Compubation T Account Entries ]
B/20/2006
Total Invoices | 0.00

Dptions:

Save ‘ Ignore ‘ Close ‘ Delete Row ‘ Add Riow
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In the References tab enter the following data

>

YV V V 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

3
1
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B 1 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 IE
Enter Parameters: LS
Fram g 000005
Ta 000005

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 1 Cancel AP Voucher

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

o)
o . . = A .
option in the Accounts Payable Main Menu or click on === button. This will display the window
below
AP Mo, || |
APY Information
Payvees 8 |
Particulars :
APY Date | |
Arnounk B | |
Options:
Ok Close

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 ] 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

AP ¥oucher ¥erification ]
Takal
voucher Mo, I:l oras Dehits Credits Difference
R | - | - | |
bate [ ] Payatle Type : | |
Particulars
References T Payable List T Accounk Entries T Ledger
nroice # ER ¥ FON Date Amount
Dptions:
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 ¥erification

Vendor D ¢ |

[rvaice Ma,

Invoice Details

[Frvoice Aok ©

[Fvoice D ate

AP Mo

YWendaor
AP Date

AP Arnount

Pernod

Options:

Ok ‘ 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] 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

Period Selection

Options

Cancel

Messages
HOTE: The Penod 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.
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¥A - Enter Batch =]
Batch MNo. Ciptions
Date
Period
Total

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
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Data Entry

Credit Memo

Period ; |EDEIE|DE | Totals Debits Credits Difference
MM : | | | | - | | = |
Youcher No, | | Payable Type : | j
Date | 9 f21/2006 j Terms : | ﬂ
Amount ;| | DueDate : [9/21/2006 |
Wendor I : | | | Payes ! | |
Particulars :
Account Entries ]

Account Code  |Descriplion

Dptions:

Save | Ignore | Close | Delete Row

Enter the following data

V V V V V V V V V

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

Particulars — Item description

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
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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 1 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 [Z|

Options

Enter Parameters

From H CW 000000

To CWO00000

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

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
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Credit Memo Cancellation X

M Mo, CMOE31 21|

Credit Memo Information

Vendar ID

Pavee

Particulars

M Date

Arnounk

Options:
(] 3 Close

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.

REPORTS

The following report can be generated in this book
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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 2006005 To 200608

ZUELLIG PHARMA CORPORATION

0

AF Veucherd AFVDias Herne ! Inwiulbs e AFW Aansune Chash/CLL My - Dinee 2hk Amzune Feleoze Dote Faference Mo Feceived by
STEs G2 ZUELLIG PHARMACORPORATIZN 1302820 enel¥ ) GR02005 1302620
PAYMENT FOR KLARK D TABLET
0.00
SoTER2 G205 ZUELLIG PHAR AT om0 zdE BR0D00G 21,1770
PAYRMENT FOR ZANTA CMOET S aO0o00E 0.0
TABLET AUGRENTIN TABLET AND
PLAZIL ARPULE
0.00
arand Total: APV Amount : 4,290,324.72 Balanes : 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 livoices

Period From 200808 To 200805
ZUELLIS PHARMA CORFORATION

BPvoucher BP Date BPVRrmourt  Inwoice Mo, Invoice Date Ime Bt
QITEL3 G1952006 8.260.00 05072586 G 552006 8.,860.00
Q2744 61952006 13,033.00 05072587 Gi1552006 13,033.00
G 552006 0.o0
QITE45 61952006 11,583.80 05072583 Gi1552006 11,583.80
Bi1552006 0.o0
QETEAG G 1952006 15,766 .40 05072585 G 52006 15, TG .40
Gi152006 0.o0
QETE4T G1952006 100,300.00 01076994 & G 52006 100,300.00

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
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Accounts Payable Schedule
As of June 20, 2008

“endorlD Company Arnournt

1007 ACTION AGAD ALUME GLASS SPECIALIST 245000
3493 AGTISTI EMEUSCAD O 13,500 00
1009 AIRDAC SVETEMS COMTROL, INC. 40222805
1315 ALES0OH PRINTIMG PRESS 1595000
1323 ASSOCIATED DRITGS IHC 361500
3583 ATGAS TRADERS 55000
1616 ATTFEMS HUEYVA LIMES 4544554
1617 AVE IMDTISTRIAL MARKETIHG CORD 120000
EYL] B4 ELECTRICAL SUPPLY |sp_.ﬁ.P5cheduIe.Cnmpany (String) | 351000
1336 BATAAN MANUFACTURING CO_THC. 1086700
1483 EELLLAH LAEORATORIES 565500

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
g of Nowenks 1 23, 2006

FAST DUE
Term:  CURRENT 0 days &0 days 0 days over i dajs TOTAL
MEDICINES

BELMAN LABORATORIES Ay Bl Bl
BEST DRUG INDUSTRIES "y

BEST DRUG INDUSTRIES Dy 505000 0.0
BLOGRING FIELDS PHILS., INC. Ay 1047713 1047713
COMPLETESOLUTION E1 340m 3430M
DIETHELR (PHILIPPINES: INC: Ay Zhamal 2B o632
ELIN PHARRAC EUTIZALS NG by 15,7630 18,7630
EURG-MED LABCRATORIES PHILIPPINES, INC, £ Doy H e H a0
EURG-MED LABCRATORIES PHILIPPINES, INC, Ay JE91205 Fo 91268
EVANZ MARKETING CORPORATEIN Ay 2320 234200
GLOBD ASIATICO ENTERPRISES, INC. Ay 6000 60000
HEDHN LABORATORIES, INC Ay 5900 5500
INTL APEX PHARMACEUTICALS Ay 17100 17000

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
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Schedule of Payable B
Asof June 20068
AF Voucherd AFPVDace Famne AFWV Auneunc ChachCIL M CHhECLL Dines “hk Aun ount AYVE s lsnce

S2TEDD DR 200E BZTKIN AGAD ALUM.ZGLAZZ SPECIALI 000 (et k) [ T 2AS000 245000
SiToLl 03112005 AGUZTIN EMEUSCADG 50000 oTERE OEASD00S 350000 13500000
fal b D5 2005 AIRPAC VT 5,300 00 [LiAi k] D830 200 1350000 32,1000
arg it Q55312005 AR 145,300 00 ez (LA LE 3550000 102,330
QxTam D551.2005 AIRPAC SVYITEMSCONTROL, INC. g3 [y Iy DCE D005 15545 267 2GR0
il Q22005 BLEXZOHN PRINTING PRESS 233000 233000
xrenk D1 E2005 BLEXZON PRINTING PREZS 1310000 13,100,080
2T LE D 2005 ATDLTIATED DRUGS,INC 351500 351500
CELER O1162005 ATGAZ TRADERS 25000 23000
ot B [naaata s ATGAZ TRADERS 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 30, 2008

3551 - A7 MARKET ENTERPRISE DEYELOFERS IMC.

Payments

Vioucher APW Date OPW Ot Inyoice Moo FO RR Iny. Date Inv. Bt Check Date Check Mo,  Chk Amit
@] Texk Ob]El:t 1] 6,30000 117 26057 OFEF000IS0 CSA162005 630000 08272005 0801533 65,3000
91EE20 05302005 252000 1140 23043 AD-0000GS  DRG02005 252000 OO0 Oe0dET 23200
19434 07510005 6,300,000 1216 26 H-E0T000RL 07312005 G000 ROToEE Ei1EEE G300
Cr00en 05510005 6,300,000 1235 o e H-ROT00NT0 DRSS 200E &,300.00 (LUENT B L LT okt G300
GEEED 11200 S7E000 1250 26061 Q12002801 11300200 37000 |2onoms 0E362 375000

25,200.00 25,200.00

AP Balance per AP Schedule 0.0a
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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
Momthhy VAT From Suppliers

FOR JUKWE 2006
SUPFLIER TIN WAT 2mount

BEENSON INC. DO0HCEHIEE iz
ABENZIM INC. OO 378204

Sub Totsl: AEFIEOQITIOC 789043
AOVANCE MEDICAL PRODUCTS Ho-3d-5T8 ot et}

Sub Totd: ADVAITUT LICTI CAL FERODOUT: 36423
BLEZON PRINTING PREZZ 1073121 140557

Sub Tota: AL OITPRINTLICG PET:E 1.403.57
BIEGTIATED DRUGS, N DO0-3 e a2

Sub Tota: &80 CLATFDIFDCG, LT 3BT.a2
BOOTS HEALTHCARE O-145118 g3

Sub Totd: BOOT! HFALTHCAFT 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

ACCOUNTS POYRELE BOOK
SUMMERY OF SUNDRY ACCOUNTS
Farthe month of June, 2006

Text Ohject

Acoount Deseripticn Vauchker # Debit Credit

1131 AR DOCTORS Q27459 4.465.00
Q27460 5,396 .95
a276E7 345814

Q7674 - 710

13,443 36 710

113-3 AR PATIENTS QITEOS - 1,000

QITEGS - 1,000

2,000
13-5 AR PHILAWCARE Q27597 3,162.83
QITE13 G0,000.00

6316283
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11. AP Vouchers Summary — This generate a report on vouchers entered for specific vendor / payee
and it is grouped by ap voucher # by payee.

Sample Report

Summary of Wouchers

Frind Time BOZERR
For June 2006

& waleher Cate Payas Coda Cascrption Cabit Credit
1 SarEz BT 20085 D143 EA EIEA FOO D SERVE E,ING T B0 0D

S0 FUELE LUBRKCANTS - CZ5R 1,551.00

S0 FUEL & LUBRIC ANTS - BMERGENC T ROGI I4ET OO

Zio o GBS 45200
2 S2TETE [ oy PG ELVE ZEY TRADING COLINC . 321 0,852 o

ped L) o =0,118.32
3 i SI00S ET0 TRUFFLES FOO D NG, s LE*ZE EXFENZE 203450 -

210 - 203450
+ HITETE B0 ZFT br. ALVIN K UG RGE 261 &S AT -

Zio o & S 5T
= sarFe [ oy CIEETI ZVELLIG FHARMACORPORATERN iz A3EI24

1232 2R o

ped L) o 42,268 .00
3 ST SI00S (18573 ZUELLIG PHARRMA CORPORATEN -z BITZE

(=] f=upiry

Zio TS 55

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

Sample Report

Accounts Payable Vouchers

PHRITIME © SDH21PR
Frorn DE04/2008 To DEMDV20I0E
Dae Woucher Paiyes Code Description Debit Credit
DEUTIZ0G  SRTER CIHISEA KIKA FOO D SERVICEINC 579 S0414500
520 FUEL S LUBREANTS - CISR 155100
=m0 FUELE LUBRE ANTS - EMERGENC Y ROOM 3487 00
= SE45200
Total ET2008 £5.452.00 £5,452.00
DEONID0E  S2THE CHEHELUE SKY TRADING SO .INC. 4321 EIEEH
210 EEEEH
DEOWIN0S  S2THTT CTOSTRUFFLES FOOD ING. S22 LEASE ExF ENSE 203450
= 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.
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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 [x

Options

Meszages
MOTE: The Period Entered Determines
The Period For All Subsequent
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

(]
w Vendor File Maintenance
List 1 Edit/Add ] Options
SEARCH: ||

Close
PAYEE CODE | ADDRESS 1 | ADDRESS 2 |~
€3 5Y-ORTIN, TERESA 3694
{3 3- 1 PHILIPPINES 1001 704 AURORA BLYD,  QUEZON CI
~ B COPY SYSTEM PHILS., INC 3741 UMIT 1053-1055 ¥....  METRO MA! Delete
3 AARON SANCHEZ 3707
{5 4B SANDOVAL DRUGSTORES, INC. 1005 A.B SAMDOVAL BLD...  PASIG CITY Brinkt
{3) £BAD, JANICE R, 7921 —
{3 ABANCIO, LARRY N, 7922
3 BBANTE, RITA 7923
€3 ABAGUIN, LORNA R, 7924
€3 £BAT, MARINELLA AGHES 56 1590
{3 nBATAY, RUTHR 1591
~ BEEL, ROMALD MATHEW 3333 Sorting
~ BEELARDO, AGUSTINA 1594
~ ABELLA, REEECCA 1395 {" Code
~ AEELLADA, LLORA K 1896 * Desc
~ ABELLD, LIWANAG 1897
~ BEENSON TNC, 3720 BEMITO BLDG, # 11...  MANDALUY
~ BEIZO, JMRED 3624
~ BELANG, ALEERTO MARIAND D1, 1598
~ BELAZA ZAMORA ENTERPRISES 1461 42, STAROSA ST, ... QUEZON CI
_/ AR TR FEOWFD T i =F. = v
% *

LEGEND -+ Active {3 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

List |

¥endors File

Payes Code
Classification :
Complete Mame
Last Mame
First Mame
Middle Mame ;

Contact Person

|4 - SUPPLIERS |

\BBENSON INC.

Address 1 |EENITO ELDG, # 11 SHERIDAM ST,
Aoura/Aidy £ Shaal, farangay
2 |M.|:'.ND.':'.LL|"|"OI"-.IG CITY
SiEteitAuniioalty, CrdSromince
Telephone # : | Fax Mo, |
TIN: |000-050-036 VAT : REG
Payable Type : |CAPITAL EXPEMDITURES ~|
Terms : |COD j
aTC: | j
GL Account VAT Rate: |12 % WTx Rate: |1 Y
Incentives Rate: |o % W Active Save | Cancel |

Vendor File Maintenance

Options

Print

Sorting

(" Code

(* Desc

(%)

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.



Visual Accounting Manual

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

Cash Disbursement Book
Checks/Check vouchers  Reports  General  Exik

2BV

]

23

CDE

Cash Disbursement 290«

button in the main menu.

£

Ry dwls Crad Comabing ba

4
8
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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

ey
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

w| Check Youcher

Check VYoucher Preparation IbITransType

Check Youcher

% No. D000012053 | ¥ Amount |
W Date 11/14/2006 J Particulars
Wendor ID J

Payee |

AP ¥Youchers To Pay T Invoices T Tax T Checks T Account Entries

Orig. Amount AFY Balance Amount fo pay Balance

Nexk >

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

o g kM w N e

Particulars — description of the voucher
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AP Vouchers to Pay Tab

5
0

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.

Invoice ¥
11/14f2006
Total Invoices D.DD|
MNext ==

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 | l].l]l]|

Next ===

Enter the following data

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

Amount

% - tax percentage

YV 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

Bank Acct:

Check Mo,

Check Date

Payee

Amaounk

Next ==

The following data should be entered:

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

b) Check No. — Enter the check number

c) Check Date

d) 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.
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Account Entries

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

[ Account Entries

Account Code  |Descriplion
Q00-213-2 | ACCOUNTS PAYABLE - PICDI 100.00
000-214-1 |'WITHHOLDING TAXES PAYABLE 4,46
000-111-4 | CASH IMN BAMK - 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.



Visual Accounting Manual §

5
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.

R o
Enter Parameters Options
From : 0000012085
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 ¥Youcher Cancellation ]

Cv Mo, :

C¥ Information

Check Mo

FPapees

[rate

Aot

Farticulars ;

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

| Check Number Range f'5_<|

Enter Parameters Options

Bank Acct | J
s |
o

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

Sl }
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 Informaktion

CY Mo, | |

APY Mo

Pawves

Chk Date | |
Arnounk |

—OpEtions:
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 Relecse

Check Mo.:

—Check Information

Bank Account

ApY Mo .

Payee

Chk Date

Date Prepared ;

Arnounk

—Release Information

Release Date ;

Reference Mo,

Received by

—Options:

Save Ignore Close

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 |
Arnounk | | Date Cleared :| |
Pavee | |
— 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

Period - [PO0611

Cancel

Meszages
MOTE: The Period Entered Determines
The Period 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

LARCTN TTL-RN

Check Register
Cheda From 001 To 100

CheckMo  ChkDate AP Mo. Fayes Check Broournt
ooio00  e32006 925001 KOHL INDUSTRIES CORPORATION 1,745.69
00001 44342006 925008 LIFE 5% STBws MEDICAL DISTRIBUTOR S, INC. 2663450
O01002 4302006 Q25026 LIGHTMIMG SALES MARKETIMG 228145
O01003 4342006 925004 hMAIORIE MSR KETING, IMC. 71357
ooio04  4e3d2006 925007 MATRED' IMOUSTRLAL SALES a02. 77
001005 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 Reoister - Per Vendor PrETIE | GOE25
Period From 200806 To 2008068

1887 - ZUELLIG PHARMA CORPORATION

Check Mo, Check Date AP MNo. Fayes ChkArnount

o211z 061 /2006 Q27100 ZUELLIG PHARMA CORPORATION 5,470,232
Q27101
ooz113 061 /2006 Q27096 ZUELLIG PHARMA CORPORATION 5052426
QzT0a7
Q27092
Q27099
ooz114 D61 2006 Q27102 ZUELLIG PHARMA CORPORATION 40,001.14
Q271032
Q27104
Q27105
Q27106
Q27107
Q27108
ooz 164 0662006 Q27166 ZUELLIG PHARMA CORPORATION 5388091
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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 PINtTIne - sooad
For the month of b=y, 2008
Textk Object

At ERIFNE Debit Credit

111-4 CASH IN BANE - METROBANEK 27.404,034.08

513 MEALS SUBSIDY - 5,054,249
Grand Taotal: 0.an 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 Dak © 1 22006
Surarary of Check Viouchers
For the ronth of ke, 2006 Prnl T : & A1TPM
Cv Dae Fayee Aot Desoription Diehit Credit
01470 S22005  (GARCSMENUFACTURING CORPORATIN =0 ACCOUNTS PAVABLE-TRADE 1575000 -
ez EXPANDED WITHHOLDING TAXES PATAELE - 14052
i+ CATH IN BANE - ATA 15,500.38
01471 SI005  (1626B00TS HEALTHC ARE =0 ACCOUNTS PAVABLE-TRADE 5100000
ez EXPANDED WITHHOLDING TAXES PATAELE - 45535
i+ CATH N BANE - ATA 5054454
01472 S2200E  (14SHEEST DRUG INDUSTRIED L] ACCOUNTS PATAELE- TRADE 532500 -
24z EXPANDED WITHROLD NG TAXES PATAELE - S

111-4 CAZH N BANE - ATA
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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)
A5 OF NOVEMBER 23, 2005

Check & Checlk Date Ozte Prepared  Payees Arnournt
ooooooot 2 114082006 11082006 RITA ABAMTE 1,000
D00000Z44a2 094222006 09,2 2/2006 OR. TERESA SY-ORTIN 1,000
o004z DZ2£20/2006 022042006 Or. JEAMMA PLES 935
o043 D220/2006 022042006 Or. OLYMPLA O hisLANY AON 3375
Doo0G1 022042006 022042006 Or. IGHACIO W RINERA 1,275
ooo110 DZ2F22/2006 022202006 JAEL J. GARIANDO 2,400
o017 02232006 02232006 DULCE ESTOY 2,320
o062 02232006 02232006 Or. CARLOS REYES 70
o069 02232006 02232006 Or. OLYMAP L2 O bl AN Y A0M 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)

e To 1A
U— - ?Address (String)

Chsch Chsch Relaass
Ho. Caty Date  oRpNo Retelved By Payes 2mount
BIG2008
[Lx er) 00 CEuDE, 2005 SMEILLS PAY.CENTER TEFETS INTERNET 611300
BR2006 £, 113.00
TOLRA2008
o031 s 10242005 oS MIEZHAEL BOREBE MEHAEL EOREE S0m
102420068 5,000.00
THA3 2006
=k 1] 121 32005 117132005 T8la JERGMETY EAST LANECORPORATION 336
1132008 3.,963.64

GRAND TOTAL 15,076.64
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ACCOUNTS RECEIVABLE

2

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

~]

Reports

Q

Exxit

&/R

button in the main menu to display the AR

Accounts Receivanle 899k

Ry dwls Crad Comating ba

(%]

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

=
=t

button to
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AR - Enter Batch %]
Batch No. Dptions
Date
Period
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 i Tokals
Date Period Totals i | IDD.DD|
|1 1/15/2006 ‘ Fuuan | | 1uu.nu|
Credits | IDD'DD|
Particulars . ) 0.00
REPLEMISHVENT OF MEALS ( Debit - Credi ) | |
Account Descripkion
Iqm PATIENTS |
Description
403 LABORATORY 100.00
113-3 AfR PATIENTS 100,00
Dptions:
ok 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.



Visual Accounting Manual 6

5

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 Paramekters:

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 [x

Batch MNo. Options

297
Dakte

037012006
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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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

Pernod

Meszzages

Reports.

200605 J

HOTE: The Penod Entered Determines
The Perniod For All Subsequent

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

DALY TRAMNZSACTIOMNS ALUDIT TRAIL (1IN PATIERT 1

Reference Codos _> PATIENTS DISCOUMT

Fawa Date: 11/1s8/2008

Pain Taime: @-zs:09PM

FPage: 1

rRef. # Amount Adm. No. Ref. # Amount Adm. HNo rRef. # Amount Adm. HNo.
DR0133220 1802 11038

2G TOTAL=—===== 18.02
Reference Codnic _= DISCOlImT
rRef. # Amount Adm. No. Ref. # Amount Adm. HNo rRef. # Amount Adm. HNo.
D113 26107 11031 D120 FETAS 11020 D123 STE.45 11050

DC TOTaL=—====> 1.174.97
Reference CodppR -> DELWERY ROON FEE
Ref. # Amount Adm. No. Ref. # Amount Adm. No. Ref. # Amocunt Adm. HNo.
|={=rpe] (2.000 00 11047

DR TOoOTAL=====> {2.000.00) b
Reference Codppg -= OPDVER MISC, CHARGE
Ref. # Amount Adm. No. Ref. # Amount Adm. No. Ref. # Amocunt Adm. HNo.
ceE2T 250.00 11114

Er TOTAL ===== 250.00
Reference CodFp _> PROFESSINOMNAI FEFE
Ref. # Amount Adm. No. Ref. # Amount Adm. No. Ref. # Amocunt Adm. HNo.
OROAF3251 FO0 00 111141 OROA33257 2.000.00 11053 ORO13326% S.000.00 11064
OR0133295 250.00 11023 ORO133237 2.500.00 11043 ORO133303 10.000.00 103963
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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 :

, L ) i Print D ate : APIEEC
Accounts Receivable Register Print Time : 32806
Period From 200610 To 200610
Batch No. Particulars Batch Total
Account Coie Account Description Debit Creilit
306 UPLOADED REVEMUES RELATED TRANSACTIONS 10/03/2008
113-3 AR PATIEMTS F21 87320
113-4 AR PHIC 18343.35
402 PHARMALY 15239.30 -
- 357000
113-3 AR PATIEMTS - 34 556.15
402 PHARMALY - 107 01720
4003 LABORATORY - 42 431.00
404 H-RAY - 7.345.00
407 EMERGEMCY ROOM - 1,810.00
411 ROOK OM BOARD - A7 795.00
412 ECG - 250.00
443 MISCELLANEQLS INCOME - 500.00
atata] SALES DISCOUNT - 81.680
255,455.85 255,455.85
308 UPLOADED REVENUES RELATED TRAMSACTIONS 10042006
1133 AR PATIENTS 189 62210
113-4 AR PHIC 16 ,870.30
402 PHARMALCY 10,273.30 -
- 5.405.00
1133 AR PATIENTS - 28 457 .70
402 PHARMALCY - o7 583.10
403 LABORATORY - 20,060.00
404 WRAY - 4 840.00
407 EMERGEMNCY ROORM - B50.00
408 DOPERATIMG ROOM - 4 800.00
410 RECOWERY ROCM - 1,000.00
411 ROOM ON BOARD - 53,935.00
428 PULSE CXIMETER - S00.00
443 MISCELLANECQUS INCOME - 300.00
o538 SALES DISCOUMNT 34.90

215,765.70 215,765.70
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2. Detailed Register — This generate a Detailed AR transactions based on data uploaded
from hospital transactions.

3. Summary — This generate a Summary of AR for a specific period. Below is a sample
report.

Frint Crate 14MEaC
Frint Time : jete.nle =1
Accounts Receivable Book - Summary
For the month of November, 2006
Acct Description Debit Credit

50.00 54 17250
113-3 AR PATIEMTS 4,395 51555 2542 46977
113-4 AH PHIC 1.378.060.03
157 DELWERY & LABOR ROOK 26.200.00
402 PHARMACY 141 113,25 1333.023.45
403 LABORATORY J28.148.50
404 HRAY 55.700.00
405 MEDICAL Oy GEN 160234 70
407 EMERGEMNCY ROCK 51,355.00
408 OFERATIMG ROOM 135,336 65
410 RECOVERY RODM 24,000.00
411 ROOK 0N BOARD 7056 257 .50
412 ECG 1.260.00
42 MEBULIZATICON 31.230.00
423 MURSIMG SERVICES 53.500.00
426 DRESSING INCOME 2597500
426 PLASTER AMD CHART 12.,600.00
428 PULSE OXIMETER 7.900.00
443 MISCELLAMEQOUS INCOME 44 110.00
556 SEMIOR CITIZEM DISCOUNT a7 Bea.77 oba.32
555 SALES DISCOUNT 10.160.60 253681

Grand Total: 6,012,868.20 6,012.868.20
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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 X
Batch Entries  Hospital Reporks  Exit

1Q

Cash Heceipts ook

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

ey
or click on button to display the window below.
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CR - Enter Batch £
Batch MNo. Options
Date
Period
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 button to load the window below

Batch Number Range 3]

Options

Enter Parameters: ~pHan
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 [
Batch Mo. Opkions
1 e
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

Cancel

Meszages

MOTE: The Period Entered Determines

The Period For All Subsegquent
Reports.

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

PrivtDate : 1232
Cash Receipt Register PrintTime @ 1002
Period From 200611 To 200611
Batch Mo, Farticulars EBatch Total
Aocount Code Aocount Description Dehit Credit
2E0 UPLOADED COLLECTIONS TRAMSACTIONS 11/00/2006
17.450 -
110 CASH OM HAMD 2 668,32 -
113-3 AR PATIENTS 148 ,056.21 -
201-4 ACCOUNTS PAYABLE - PROF. FEES 3,055 .65 -
2G-2 WITHHOLOING T (AT S0URCE) PAYASBLE 130.00 -
402 PHARMALC Y 10,845.00 -
403 LaBORATORY 2,370.00 -
405 MEDICAL OXYGEM 150.00 -
407 BWMERGEMCY R OO 150.00 -
443 MISCELLANEOUS IMCOME 32.00 -
G56 SEMIOR CITIZEM DISCOUNT 20 466 -
658 SALES DISCOUNT 36208 -
110 CASH OM HAMD - 171,248.20
A56 SEMIOR CITIZEM DISCOUNT - GI7.86
G583 SALES DISCOUNT - 1,940 .45
17381652 17381652

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:

Frivt Dl - 11230
PrintTime : 10107 =
Cash Feceipts Book - Sumimary
For the morth of Howember, 2008
oot Description D=hit Credit
27 476 .63
110 CASH OM HAND 3711414 4 27T .62E.
113-3 AR PATIENTS 3.005,316.62
Z01-4 ACCOUNTS PAYABLE - PROF. FEES 175,427 .62
246-7 WATHHOLOIMG T2 (AT SOURCE) PAYABLE S4,302 .50
0z PHAR ST 214,G56.00
40 LeBORATORY 29, 776.00
EHE] H-Foay <.210.00
A0S MEDICAL OXY GEMN 1.027 .50
07 BWER GEMCY ROOh 235.00
435 AFFILIATION INCOME Z.500.00
LS ] MISCELLANEOLS [MCOME 77111
A5G SENIOR CITIZEH DISCOUMNT S0 .20 T.aTa.
555 SALES DISCOUNT 268583 29,235,

Grand Total: A.514.742.20 4,514,742,
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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
Items 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 recordhed 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.

E3

Journal ¥Youchers Book
Batch Entries  Reparts  Exit

2010

Journal Youchers 899k
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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

ey
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.

1¥ - Enter Batch %
Batch Mo. Cptions
| ..
Dake
Period
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.
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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 Mumber Range ]

Enter Paramekters:

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 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. Cptions
1
Dakte
Period
Totkal

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 : [PO0GOS|

Meszzages
HOTE: The Penod Entered Determines

The Period For All Subsequent
Reports.

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 PrletTine : 53143
FPeriod From 200512 To 200512

Batch Mo, Farticulars Batch Total
Account Code Account Description Debit Credit
22 TO RECORD THE 55% BWPLOYER 5HARE OF STEFHEN AND 2,215.50
SANICAS FOR THEMONTH OF DEC. 2005.
514 MEAL ALLOWANCES (OR/DOR) 1,658.00
515 MEAL ALLOWAMCES (RODO) 33750
516 WEAL ALLOWMAMCES (BOD) 20.00
510 PAG-IBIG PRBVIUM EXPENSE 200.00 -
1121 - 1,658.00
22 - 33750
212-3 - 20.00
124 - 200.00
2,215,350 2,215,350

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

JOURHAL ¥OUCHER
Far the month of b=y, 2008

Date Reference Aot Code Farticular=s Debit Credit
5202006 h58 210 3,000.00
17-2 27T
118-3 T3
T R'5'3|5|:|_J'u'DEI:aiha-:I..|:'.|:|:I: I{String]lF AP #225433 DATED
3520020008
G2 2006 554 514 MEASL ALLOWANCES (ORSOR) 1,633.00
a18 WEAL ALLDWANCES (ROD) 33780
G16 MEAL ALLOWANCES (BODY 20.00
21241 1,638.00
222 337.50
2123 20.00
14 hEAL ALLOWAANCES (OR/ORY- OPER: 910.00
15 MEAL ALLDWANCES (ROD) - OPERAT 187.50
516 MEAL ALLDWPANCES (BOD) - OPERATI 10.00
21241 a10.00
15 MEAL ALLDWANCES (ROD) - OPERAT 127.50
212-3 10.00
212-2 127.50
212-3 30.00
A16 MEAL ALLDWANCES (BOD) - OPERATI a0.00
515 hEAL ALLOWAANCES (ROD) - OPERAT 187.50
A10 PAG-IBIG PRBWIUM EXPENSE 300.00
2241 30.00
14 MEAL ALLDWANCES (OR/DR) 30.00
212-4 200.00

TO RECORD THE 555 CONWTRIBUTION OF STEPHEN (BIO-MEDAMD
NOREEN (ONCOLOGY) FOR THE MONTH OF hi&Y 2006,

Grand Total : E 630,50 E G40 .0

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

Journal Voucher - Summary
Far the ronth of kMarch, 2008

Aot De=cription Debit Credit
212-1 1,658.00
2122 33750
212-3 20.00
212-4 200,00
510 PAG-1BIG PREIUM EXPENSE - OPERATING R 100.00

510 PAG-1BIG PREIUM EXPENSE 100.00

514 WEAL ALLOWGANCES (OR/DR) - OFERATING R 20,00

14 MEAL ALLOWIANCES (OR/OR] 738.00

515 MEAL ALLOWIGAN CES (RODY - OFERATING ROI 15750

515 WEAL ALLOWANCES (RODY 150.00

516 REAL ALLOWIAN CES (BOD) - OPERATING ROC 10.00

516 WEAL ALLOWIANCES (BODY 10.00

Grand Total: 221550 221550

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

Raare dhls Crad Commating bo
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A] Financial Report Preparation

9

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

Period

[200605

Mezzages

HOTE: The Penod Entered Determines
The Period For All Subsequent

Options

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 Period For All Subsegquent
Reports.

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
BI100001 | DEVELOPWMENT BANK OF THE PHILIPPINES 296,812 50 | 024172006
Options: 0000002 FRED ALUMINUM & GLASS CORPORATION 2 B24 Bl 02/17/2008
O0ooo0d4  KAMAHALAN PUBLISHING CORPORATION 558975 02172008
. Oooooos  DERARTWENT OF OB-GYMNE 15,000.00 0DZf17/2008
Chiist O000008  Sky CABLE CENTRAL CATY, INC. 17,840 00 D2/17/2008
0000007 ETHEL REYMUNDO 556671 02/17/2008
Save O000o0g  SHARCN O, FRANCISCO 427101 D217/2008
— | |O000008  ALEXAMDER SIBEUG 7.800.00 02172008
— Oooooio CAsH 400000 D217/2006
- Ooooo11 CASH 200000 024172008
Ooooo2  CASH 1,000.00 0271772008
Ooooo3  casH 1,000.00 024172008

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 Emtered
For May 31, 2006

CHECHK HO AMOUMNT CHECHK DATE PAOYEE
00000z 252461 272006 FRED ALUMINUNM & GLASS CORFORATION
000010 4,000.00 2M7 2006 CASH

Grand Total : B 224 51
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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:

OUTSTANDING CHECKS
CIE - B S0A2031-0032-86 (REHAB.)
Month Ending Febmary 28, 2006

Chee kMo Payves Amsunt  ChkDaie CVna APVoucher
January 2004

07E1151 JESSAMINE GABUTIN 20000 Oli2dR004 03300

0721152 DE, CONSTANCIO DELA CRUZ 4600700 OU24672004 032095

47,707.00

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 ner Bank 200,601.00
Deduct:

Cutztanding Checks (zee schedule) (39,9458 525 .66)
Balance per Book [39,748 224 65)

OATE FRYEE CHECHK NO. BMOUNT

24302001 OF. OUhSG 55 oa3504 4967 24
43052001 OF. BEATRICE “1CENTE 0537H Q30 .65
10312001 OF. C. MANCAD JILE ] 246500
1043152001 OR. R. MINA 054811 209491
11202001 ERISTOFFER JAURTAN oas167 A00.00
112302001 HEALTH TECH 0a5212 1,266 60
11302001 CEU Oa5364 5.632.00
1223152001 OR. A DIAL DE5520 03722
125312001 OF. J. CHUA Oa5a5349 5,391.50

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.

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

below
begnningBatances )
Balance Forwarded
Wear ! 2006 Eeqg. Debit : | 1DD.DDU-UU|
account Code : |'I 13-8 | | EBeg. Credik : | 5.?DU-UU|
Account Mame: |-‘*‘--’"F‘ COCOLIFE |
Total Debik - Tokal Credit : -
| eh h.oo | Cred 0.00
Feriod Book Debit Credit
DOptions:
Save lgnare LCancel

Enter the following data
o Year
0 Account Code
0 Beginning Debit
o]

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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c)
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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 X

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

\‘_‘:) Proceed with Posting Forwarded Balances Far the Year 2006 7

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

Warning

? Transactions on the current period can no longer be edited after posting! Do vou really wish to post transactions
"'-\f" oy

Yes [}

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

e) 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

Eank &cck IAT.& _I

Check Mo. : |E|12345E|T-"89

— Check Information

¥ Mo, |0123456?89

Payee IJU.-‘-\N DELA CRUZ

Chk Date IDEuIleEDDEu

Amount |24,D|:|D.|:|D

Pericd IEDDEuIIIEu

Date Cleared I

— Options:

ok Exit

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

o0 Payee — Refers to the Name of the Payee
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0 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

Repork Year

Year 2007
GL Code 200002 Cancel

Messages
’7® NOTE: 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

Help

Sample Report

Print Tima ; 2:30:39PM
GEMERAL LEDGER
WVOUCHERS PAYABLE
200002
Date Ref Dehit Credit Balance
2007
Jun, AP 00 18,06, B0 01 | {18,051 680.99)
Jun co 000 45,767 3311 2755065720
Jul AP oo 20,503,527 50 (17,837 £70.30)
Jul ch fuis] 17,414, 15408 (408, 706, 24y
g, AP 000 24.771,212.39 (2507 1B A3y
g co oo M TTATE T2 o,620.00
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General Ledger of All Accounts

Report Year |
Options
Year 2007
Messages

@ 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

Frire Tireee: © T:4301F
GENMERAL LEDGER
CASH ON HAND
100001
Date Ref Debit [Grow 1 M;ne{stri-q}! Balance
2007
Balance Fomvarded s wc i -] 200 R
Jun, s o0 005, 207 &0 56 206,32 155264554
Jul, g o e TR B e A.300,0637 65
g, o oo 21,720,821.7% 21,323,908.23 1,007, 261,10
g T ] 35,000,000 4,652, 254 16
Haxg. o oo 0.4 4,652, 251,05

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

Penod - [?00804 |

—Meszages
HOTE: The Penod Entered Determines

The Period For All Subzequent
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

BALANCE BALANCE
WARCH 31, 2008 APRIL APRIL 30, 2008

Aot Code Accourt Mamae DR CR OR CR i CR
100001 CAEH H HARD FHITHDS . HFIIINOF 20,1050 EL pELT T
100E8L MAKBLESECURITES 1,000,000 00 . - . 1900,000 03 .
100201 CAFHIH EAHE. . AGTASS 60 0307 353 90 0600 50 59 . PR
1040301 PETTY CASH 22,740 00 . . . 16000 .
100402 DOLL AR FUHD 1365235 90 - TEME2 . 2404027 11 .
1 H000% AR PATIENTS LEELET LR . A TR EATED SEMAST .
180003 ALLOWANCE FOR BAD DERTS . 5,136 06442 . TERIETL . 51125513
1M A COLLEGE 55550680 . 03562 63582 325546 8 .
18004 A CT 11544 00) . AB4LET . 14,008 &1
10504 A ENGFL YIRS L OAR TO4ANLLS . M 1g 1A (L= rFirE LR .
1HD604 B EES 33931 . IR 3720 105301 !
1H0P A LORMA FOUTHDATION e . - . 1001284 03
1R 100 AR OTHERS LEFA LK) - 120 A, 10200 L]
130005 EVENTORY-DEUGE F153546 50 . ETEIH S 640521308 PATIEED 55 .
120006 DIVENTORY-STORERDOH 718,602 57 . 156550830 333426633 EEGF LB
LM DHVES THEMT. CT 550,000 08 . . . 350,000 0
Latat DA ITEL BPVES TMENT 550000 . - . $300.00 .
130009 LAHD T0ED 11105 . 2673500 ! LIL534695 !
130010 EULDENG 9138101200 . 150,000 D3 . 9253201202 .
130310 ACUM, DEFE-BULLIHY - EEM 2 63,0362 EREE R - NI
138410 DORMITORY 1823881 . : ! EET] !
130510 ACUM. DEFR- D ORMITORY . 1425881 . 1H23BEL
130610 LOBMA B0 AD-FENCE 122,500 £ . . . 121,500 86 .
156710 ACCUM. DEFR-ROAD & FENCE . (F=Er R . . . L3500 0
130010 FOURDERS RESDEICE 3000 00 . . BH000 00 .
13910 ACCUM. DEFE-RESIVEHCE . 50000 . . 3500000
131010 CHAPEL AH31253 . IS5 FOTE5A 26 .
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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 OF INCOWTE AND RETAINED EARNINGS
FOR THE FORTH MONTH ENOED APRE., 2068

<3300 PRl

s, o AT HONTHY ACHTHLT BAGET haCRMLE "
Ya i el

REVEHUES T T

FROM OFERATIONS
HURSING 2,871,096 70 6,878,070 07 041950077 04105107
HURSERY 167 (536 00 235871705 G020 6067020
BELARR AT 00 TS0 Lt e ] e
OFMDRESR 234685821 19,541,155 58 4505298 50 . 4505 200 50
LABORATORY 2,570,280 00 4,548,008 21 0,808 478 55 0,08, 470 55
RADIOLOGY 1,427 585 00 087 500 00 2,804,450 75 2,484,450 75
FHARMAL ¥ AT T e e FAE L] FLEIE R ]
FHTEI0 THERASY 191.780.00 1,505,950 00 T : .57 50
OPEAERAADRITTI NG 35 8 551537341 1,378,543 35 137884335
[ £H] 1A 00 Fle g B LT LT
TRAHSFORTATION 20250 ALTI56 25 105,738 91 . 105.738.81
ACTIVERESIDENT 1,300,575 00 181, 138 70 2064797 18 364,707 15
OXTOEN 1,138,500 30 11,379,434 50 2EHETES 2EHETIS
UNASSIGNED E400 00 g Ti 484 09 T1ab4 0%
EEC 2025 00 1045 00 240124 . 40124
CT-SCANMULTRASOUND 121 50020 2,007 004 50 £01,078.83 500,578 47
DALYl 1A4u40 20 14T e 08 AP RsATY DT AT
EYE REFERRAL CENTER 70,800 00 425420 00 107,255 00 . 107,255 00
RESFIRATORY THERSRY [ Wy 411,207 50 1,327,801 2% 1,397,001 22
TOTAL ZEEA3EF901  24ZT0Z 13638 BOETS534.11 000 E0ET553411
GROSS FEVENUE 23 200 000 4 242 T AN % GOETS 834,11 0,00 GOLETS 534,11
DISCOUKT 1,550,503 1 1,004 47 0F 500800178 : 5003001 78
BAD DESTS 8513871 2,112.590.5% 2008147 87 . 2008147 67
TOTAL ZA2178182 3210735771 025,839 43 0.00 8,005,539.43 .

HET REVENUE 21372217598 10,554 TTH 85 82 BB E04 B 000 52 548 E94 B8 -
QEM, AMD ADM. EXF 10T VA3 24 Haenn PRl ]
ORERATING BEXP 0B 0T O TG e R e an 04 et

TaTAL 20,164 28880 0 AT BE02 99 Jrlel 0000 0.00



Visual Accounting Manual 9

0

2. Schedule of Operational , General and Administrative Expenses

Sample Report

SCHEDLE E OF OPERATIONAL, GEMERAL AND ADNVENTS TRATIVE EXPENSES LT
FONR THE FORTH MONTH ENDED APRI, 2008
LE LT
ACTHA BORTHLY NERTRLY [
e 10k ARG [ [T L
QPFERATIONAL EXPENSES
SALARIEE 8 WAGES A 500 01 B9 T 507 J0% 82 100 G . (11,278 800 43) .
335 240,785 80 3,520 4% 50 B1T 8 . B31.547.55)
SUPPFLIES 1PN 1T R AL 4404 550 80 . A N B
REFAIR & MANTENANCE 1450340 35 ez M 2,333,344 .03 . TATLAH0T)
OTHER EXPENSES ). 13042 1506 A4 00 B30 0E 7 - (B8 . T2)
DEPRECLATION 1,480,259,45 15,007 990 53 2,756, 737.38 . (EI55137.58)
R EAD ENT S ILMEA0N YGEN AL k] 16,877 445 06 4090, 381 47 - R8T
PROFEESSI0MAL FEES 719,558 03 0,240 314 30 1,531,525 . I[1,500 580.53) .
GASOLINE e A T4 05 100 565 51 . (H00 5E4.451)
COET OF S8LES = 50,852 000 TR 14883, HF . (14 963 257700
FOOD & MET G, IszEm-MIM:quhﬂ” 4,168 567 84 1040 840,71 - {108,840, 71)
TRAVEL EXPENEES 10,039.41 00 B8 B TsEar - FARIZT)
REPRESENTATION EXPENIES [L R e 1003173 26 00,703 32 . (I00.TE.30)
"WaT ER EXPENSE 5T 21 98505 154 a0 40 . (U556 43)
LIGHT & POWER BR1.013.58 6130968 85 004,907 21 . (T3 000 21) -
POSTTELTELEGRAM F-ud- N 1244, T 1040 MATT A0 . N .
EDUCATIORAL PRO GRS 104000 171 501 44 43 57535 . (41A75.55) .
CONATION & CONTRIBUTION 1060000 108 060 00 A0 - 15000 .
SAOVERT I3BMENT 12,370.72 00, 321.0% TI,5803% - (2550 D5) .
ODUES & SUBECRIPTION L ek I35.345 00 08 S0 - E 600 '
LEGAL 8 AUDIT FEEE 3,000 .00 BE 000 00 4,500 00 . 8,500 .00 .
INTEREST EXPENSE o ALK 0 i - 1081 .
DONATHOH-LCOFR 10,000 .00 1000 D00 00 24 000 00 . (25,000 0F)
BANE CHARGES iR Arp SR 104802 13 - (AR ET)
BLODD EUPFLIES 5,000 .00 AED B0 00 104, 150 00 . (A0S, 150 .00
THOES & UCENSES 514110 TR ALY 44 72,001 30 . TI200.68) .
PHIC Ta.850.00 630000 306 00 . (242 335 00) .
MiRI EXPENSES 131000 10T R as 0,454 40 - Er o] .
DIRECTORE FEES 4 EXPEMEES 1, T3 82 1,256 248 3T 40 e T - (2490 055, 72) '
INSURANCE 0.0 84,791 50 10,105 83 - LAL AL N =] .
RETIREMENT PLAN .00 W 246 507 00 - 298032000 .

LEE RN % T BT S (W ST e ST e



Visual Accounting Manual 9

1

3. Consolidated Income Statement

Sample Report

COMPARATIVE INCOME STATEMENT
FOR THE MONTH ENDED AFR 30, 2008

BALANCE TRANSACTIDNS HELANCE INC ¢
A% OF MAR 21, FOR APR 10, A3 OF APR 10, (DEC)
003 008 008
REVEHUES
IN-FATIENT ROUTINE SERMVICES 1,757 89T 40 130,509 50 FLOMOITTSE 100278 %
IN-FATIENT SUPPLIES 1,208 510,04 1,509,381 50 1508150500 100850 %
IN-FATIENT CLINICAL SERVICES 497 510,00 11,052 50 654332180 101609 %
ORDRICSR 1.664.353.30 21.040 8545 31 1904115585 100813 4
PROFESSIONAL FEES 1,378 823,00 1 306 516 .00 1460018870 1,043,132 4
LABORAT ORY 349124100 3070260 00 26,448 006 21 R
HRATULTRACT.SCAN 1,868 276,30 1167 6388 12,806 061 30 01840 4
PHARMALY 7531 041 02 7478 00 G 0BE 04 100207 4
OUT-PATIENT CLIMICAL SERVACES 65 G570 TR I24EETEI 102046 %
OTHER INCOME B2, 64720 THE 51565 BANIOIEES 124638 %
TOTAL 2130612627  23593,95361 24270213636 103312 %
LESS: DIRECT COST
DISCOUNT 1,008 04302 1,538 503 11 T3AWTOTOE 100020 %
B&D DEBTS 055 07320 TS, 16871 BNZAG00S 10384 %
TOTAL 2,723,116.88 2,321,781.92 2210735771 1,078.07 %
SALARIES & WAGES 43N BT AT 4541 081 50 ATADT 050 103635 4
555 13485110 140,268 50 2520 460 50 0T %
SUPPLIES 1.718.167.23 1,721 454 48 17,810 230,16 1714 %
REPAIR 2 MAINTENAHCE 1,166 24942 1421342 35 BIATEN 008 %
OTHER EXPENSES 163,762 34 5373052 250682489 14077 %
DEPRECIATION 1,462 555 05 1,429,250 45 15,002 840 52 92640 %
READENT S/F ILMSA0N TGEN 1,578 300247 2,144,867 51 196774588 114637 %
PROFESSI0NAL FEES 470057 50 T19,568.0% 624635408 120386 %
BASOLINE 7 58,19 #3304 59 400, 37407 905,19 %
COST OF SALES 500549017 5 J04677.15 SASIONTE 109578 %
FOOD &MKTG, 315.115.85 7, 11585 498050284 LT %
FOOD &MKTG/GASOLINEDIL 0.00 000 000 000 %
TREVEL EXPENSES 872550 11,030.41 WHBEENE 330641 %
REFPRESENTATION EXFENSES 133,745.00 145,308 75 1.203,173.20 T E0 1
WATER EXPENSE G0 .0Rs, 15 B5.071.35 031,685 95 mgns 1
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4. Departmental Income Statement
Sample Report
Departmental Income Statement g i
For Period Ended April 2008
NURSING
VEAR TO DATE
This Month This Month
This Year Last Year This Year Last Vear
REVEWUE
From Operations
R0 &ACCOMODATION 2,078 78500 1,008 415 .00 T18TS 0D &Y 20,409 202 50
NURSING SUPPLIES %3.020.70 20320450 150237840 4,168,507 20
147150570 1400810 50 Hars Ty 24,000 88070
LESS:
Discount
DISCOUNT 08,7097 251 82841 1870 5441 18817104
BAD DERTS 2140 4 #4081 44 #5083 TS 680 TR
P 905 590 5 EETTYIEEN 3.4 9
OPERATING EXPENSES
Operational Expenses
SALARIES & WAGES Tz Ae0 28 6 S0 .07 7808 400 %0 T80 004 42
1 +4,740.60 5 401 00 HTTNI230 20,6950
SUPPLIES 122 450592 117 #4068 1,043,737 40 1712 852 72
REPMR 2 MAINTENANCE £8.654.00 18557 14 565,840 02 8907634
OTHER EXPENSES 2540800 0.0 02 I2400 T 424 00
DEPRECLATION 07T 434,32 TEAl D B3, 101 54 .50 2T
PROFESSIONAL FEES 000 040 1534060 0.00
PHIC 12,500 .00 £ 000 00 167 52500 129,800 00
PAGIBIG 5.90060 $,300.00 70,0000 #5.800.00
1000 80771 057 S8 07 12,058 900 77 10,530 345 45

HET OPERATING PROFIT (LOSS) 1,131,205 62 £36,241.18 10,064,226 56 10,372 501.23
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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 PECEIVABLE-OTHERS
INVENTORY-DRUGS
INVENTORY-STORERDOM
DIGITEL INVESTMENT
INVESTMENTS

INPUT VAT

L&ND

BUILDING
TRANSPORTATION
EQUIPMENT

TOTAL

|Grnup £4 Narne {Strihgﬂ

JTAL ASSETS
LIABILITIES AND STOCEHOLDERS  EQUITY

FROVISION FOR INCOME TAX
VOUCHERS PAYABLE

&P - OTHERS

AP-COLLEGE

RES, FOR LEGAL CASES

RES, FOR RETIREMENT FUND

BALANCE BALANCE
As of March 2008 Agril 2008

(1,506,310.65) (1,089,791 599
1,265,233.90 2,604027.11
2532298235 26.015,002.13
3601,130.67 3,833,119.10
9,153,966.90 9,475,669 55
7,112,602.27 6,269,242 24
5,500,00 5,500.00
3,650,000,00 3,650,000.00
0.00 0.00
2089,111.95 2,115,246 95
71,253,522.18 71,131,557.15
104,748.13 1,21595437
48,480,428.16 47.915,520.44
171,228,916 46 173,742, 24205
171,228,016.46 173,742,248.05
283420024 2.834.890.24
6,679,978 24 115827508
07.421.58 104,297 91

0.00 0,00
749,571.77 49,5171
6,823,333.10 6,916,666 43

INC Y
(DEC)

2165
3061 %
273 %
385 %
331 %
G40 %
0.00 %
0.00 %
22.00 %
128 %
D17 %
1,060.34 %
117 %
141 %

1.47 %

0.00 %
16.14 %
TET %
0.00 ¥
0.00 %
1.22%
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E] Expenses by Department

Sample Report

Departmental Expenses Report
Period From 200804 To 200804

AN ETRATION 12%
EEENEEEOFFICE uf-i
MALYBE ZE%
DEETARY DE%
BOWSEREEP INO 0.4%
AR Z7%
LARDRATORY 07%
LINEN & LAUNDAY ox%
MANTENANGE 1%
NYARIRY 14
NUREING & [
DPFRERAINITTING 0%
DRSNCER 2a%
QEOEN OZ%
FESFIBATOAY THERAPY 156
TRANSFORTATION El
Tod: 1Mo

Department Amount
REPAIR & MAINTENANCE

ADMINISTRATION 17420077
BUSINESS OFFICE LU b=
DIALYSIS 40,290.50
DIETARY 14,2680.00
HOUSEKEEFING 151728
ICUNRR 30,256.00
LABORATARY 10,220.00
UMEM & LAUHDRY 485000
b M TENANCE 4088, 196,15
HURSER™Y £2.961.01
NURSING 53,054.01
OFDIERMDMITTING 1,934.00
ORI RAC SR 427,141,000
DXAEEN 35143
RESPIRATORY THERAPY 2828360
TRANSPORTATION 46,054.00

1,481,342.25
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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 ]

Options

Period 200605
Meszages

HOTE: The Period Entered Determines
The Penod For All Subzequent
Reports.

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|
L T ERERES ] Account Type
SEARCH: | [arL =

Code Description Type Class Budgt Mas Options

FO0-431 IMSURAMCE - ArBULANCE Ex P -

E7O-413 O-¢GEN - GEN_& OPERATION E<_|F Close I

0a0-555 [OWER] A SHORT DEPOSITS 18] u] —

810-442 13TH MOMTH Pay' - PULMOMARY LM | Ex F —— I

E74-442 13TH KO, Pay' - ADMIMNISTRATION Ex P =

990-442 13TH MO, P&y - HUCLEAR MEDICIME | Exx F

000-442 13TH MOMNTH PaY Ex P Erint |

950-442 13TH MOMTH PaY - <EROS MIMEOG| Exx F

SE0-442 13TH RMOMTH P&y’ - HRD E= P

FEO-442 13TH MOMTH PaY - bAIMTERAMNCE Ex F

E73-442 13TH FMOMTH Pay' - ADMITTINGAMFO | Exx P

FO0-442 13TH MOMTH P&y - AMBILLARMCE Ex F 4|

900-442 13TH FMOMTH P&y - BARERY E= P

870-442 13TH MONTH PAY - CANTEEN Ex_|P Sorting

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

BE0-442 13TH MOMTH P&Y - CATHLAR /CARDI [Exx [P & Acct #t

E72-442 13TH RMOMTH P&y - CEMTRaL SUPFL-| Ex P

980-442 13TH MOMTH PaY - CHEMOTHERAFY | Exx F i Desc

540-442 13TH MOMTH P&y - CSSR Ex_|F _'|LI -

Click on the specific account where to edit and another window will be loaded for the entry
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List | Budget ]

— Acoount Dekail
fccount Code IE?D-ME
Descripkion |13TH MOMNTH PAY - CANTEEM
—Budget Details
Manth 1 Manth 2 Mankth 3 Manth 4
4334 544.00 E5.45E.00 54.00
Month 5 Maonth & Month 7 Month &
345.00 345.00 34500 45.00
Manth 9 Maonkh 10 Maonkh 11 Maonth 12
345.00 345.00 345.00 345.00
ST IEE,EE?.DEI
)4 | Cancel

The monthly budget

detail of specific account is displayed on the screen.

YEAR END PROCESSING

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

Helm

9
7



