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Slide 1
Slide notes: A Help option on the topic of 'Extensions to the Chart' is found at the
Chart of Accounts menu.
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[ Hete et ot Furchiors Cewwands I

Euvereling che Charn of Aoooumtsl -
prion A ¢Imporr & Oploadis -

he Fusivess Ayacew Becup way D used aC ang Acage To edGend The CTAET of Rooomncs,

an in & live syatas. Evean s the ociginel Chact of Aocounts ssy b= ispoctad ducing
implemenvarion, this oprion may also be waed To iMpOCT 4 Tenpe Of TeW RICOEIGS AL A1
latac painkt in tims.

uxy 'darign' the raw Accomnt rushery off-lirm, or Exporc s Iwpactssant, than rsmmbsc, than
gae che Taks On Bazrer File opcionisd oo inscall the new Ledpsr Raooonca.

FaE exemplel -

0Ly Be Jan dfacse Taer dervices, duecy Bullder. Then thpe 'Ohart' snd press ENTER oo
Chact af arport cpiion. The malact the moak

mitalils :u.ne Of RIOOTHES O 'lu:i with, el en:-u:l: cheae Mm T epreeishesn,

2} Back with the w1 requiced.

hen geve it again (oaw :\u:l.u'l:-.'l

1) Maw choars Syatas Satup, ard st Maxtscs Filsa Teke (o cloacas Caracel Ladges wrd

chen obooae Ledger Haaoer File ©o impoer The new Logomits,

Dprion B (ohe-by-ansil -

In The oade of 4 aingle or & few pew Aoomts, 16 19 practical to wae che wigard for
CImting ac cpening = raw Ladger Account frams the Fils Axintsnsnce aptiaro (i.w.

chooze fDpen o Baincsin ledpse Rocounca'|. For ecompls, when we ohooss & pew Aooomt Code
that iz rak yat preasnt, us can fallear tha wizsecd cpeion to 'ivherit peapactiax' fras sno
& iariTey ApaounT &l Then just ohange che Adoouhin Bies (@sriprion] & ey other of che
Einlds wtara spplicable, mrd uharn w8 clacas SAVE than & rav Accomnk i3 ccawtsd.

Slide 2

Slide notes: There are 3 primary methods available to extend the Chart, i.e. to open
additional Accounts. The first option is to import Accounts as listed in a spreadsheet.
Then there is an option to export from the current Chart to spreadsheet first, then
manipulate some new Account Numbers, and upload.
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Slide 3

Slide notes:

Exurrding che Chacs of Aodomts) -

prion & (Ieport & Upload|n -

e Pusiress Spacce BAup Ay BE Ussd AT A ACAQE 0 edeerd The CRAET OF ROOTEies,

vEn in & liva systas. Evan s tha aocigirml Chere of Accounty say b isporead durcirsy
AMplemsicarion, this opriom 4y alss be uaed To IEpOET & TengE Of DU LOCOTHEA AL Ay
laktarc paink in timm.

sy 'daripgn' the rav Accomnk rushery off-lira, or Expeore s Dapactsant, then rsmmbac, than
e che Take On Mascer File eprioh|ad oo inacsll oo new ledpsr Aooouhics.

FoE edmaplel -

0L B g abacae THer dervices, l:rneq’ Bullder. Then type ‘Oharr’ ahd preas ENTER co
Chart a

axpoce cpeion. Tha malact tha moat

auiakile ::au;e A RIS T 'luﬂ Il'.l.'r:|:|r el eq:-u:l: thisag Mm o sprssshiser,

[ Mack with the w3 regquicad.
gt Age AT Apain {oaw Ed!l.n'bﬂ

[1) Maw choars Syscam Satup, mrd mk Martsr Filss Teks Dn chocas Carmcal Ledges mred

chien Ohdcae Ledger Hasesr Flld To dEpaEt The HRw Aodomes,

Oprlof B ohR-DP-ameEil -

In the om3e of 4 single o0 4 few new Aoaounts, 16 i3 practical To mae che wizapd for
crambing ac cpening s rew Ladger Account fros the Fils Bsintsnsnce aptions (i.s.

chooze *lpen oF Bainoain ledger Rocomicat|. For cxample, vhen e chodse 4 new Aoqoemt Code
that iz rat yak pressnt, we can falless the wizsed cption to 'icherit propactiss' fras sn
epiaving Avoount ol Tien just dhange che booomns Bow: (desoriprioni ared any other of che
finlds whare spplicable, ard whan wa chooas SAVE than s raw Accomnb in crastsd.
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Exrarding chie Chart of Aodomtn -

prion & (Ieport & Upload|n -

e Pusiress Spacce BAup Ay BE Ussd AT A ACAQE 0 edeerd The CRAET OF ROOTEies,

vEn in & liva systas. Evan s tha aocigirml Chere of Accounty say b isporead durcirsy
AMplemsicarion, this opriom 4y alss be uaed To IEpOET & TengE Of DU LOCOTHEA AL Ay
laktarc paink in timm.

sy 'daripgn' the rav Accomnk rushery off-lira, or Expeore s Dapactsant, then rsmmbac, than
e che Take On Mascer File eprioh|ad oo inacsll oo new ledpsr Aooouhics.

FoE edmaplel -

0L B g abacae THer dervices, l:rneq’ Bullder. Then type ‘Oharr’ ahd preas ENTER co
Chart a

axpoce cpeion. Tha malact tha moat

auiakile ::au;e A RIS T 'luﬂ Il'.l.'r:|:|r el eq:-u:l: thisag Mm o sprssshiser,

[ Mack with the w3 regquicad.
gt Age AT Apain {oaw Ed!l.n'bﬂ

[1) Maw choars Syscam Satup, mrd mk Martsr Filss Teks Dn chocas Carmcal Ledges mred

chien Ohdcae Ledger Hasesr Flld To dEpaEt The HRw Aodomes,

Oprlof B ohR-DP-ameEil -

In the om3e of 4 single o0 4 few new Aoaounts, 16 i3 practical To mae che wizapd for
crambing ac cpening s rew Ladger Account fros the Fils Bsintsnsnce aptions (i.s.

chooze *lpen oF Bainoain ledger Rocomicat|. For cxample, vhen e chodse 4 new Aoqoemt Code
that iz rat yak pressnt, we can falless the wizsed cption to 'icherit propactiss' fras sn
epiaving Avoount ol Tien just dhange che booomns Bow: (desoriprioni ared any other of che
finlds whare spplicable, ard whan wa chooas SAVE than s raw Accomnb in crastsd.

Slide 4

Slide notes: The next option is the capture method, where we open 1 or a few
Accounts 1-by-1. This method is quite easy, but not suitable for large numbers of new
Accounts.
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Slide 5

Slide notes:

Excerding the Charo of Aooounts -
prion A ¢Imporr & Oploadis -

he Fusivess Ayacew Becup way D used aC ang Acage To edGend The CTAET of Rooomncs,
an in & live syatas. Evean s the ociginel Chact of Aocounts ssy b= ispoctad ducing
implemenvarion, this oprion may also be waed To iMpOCT 4 Tenpe Of TeW RICOEIGS AL A1
latac painkt in tims.

uxy 'darign' the raw Accomnt rushery off-lirm, or Exporc s Iwpactssant, than rsmmbsc, than
gae che Taks On Bazrer File opcionisd oo inscall the new Ledpsr Raooonca.

FaE exemplel -

0Ly W oan dhoose Taer dervicss, doery Bullder. Then type Sohart’ shd peess ENTER £o

Chact af arport cpiion. The malact the moak
mitalils :u.ne Of RIOOTHES O 'lu:i with, el en:-u:l: cheae Mm T epreeishesn,

2} Back with the w1 requiced.
hen geve it again (oaw :\u:l.u'l:-.'l

1) Maw choars Syatas Satup, ard st Maxtscs Filsa Teke (o cloacas Caracel Ladges wrd
chen obooae Ledger Haaoer File ©o impoer The new Logomits,

Dprion B (ohe-by-ansil -

In The oade of 4 aingle or & few pew Aoomts, 16 19 practical to wae che wigard for
CImting ac cpening = raw Ladger Account frams the Fils Axintsnsnce aptiaro (i.w.

chooze fDpen o Baincsin ledpse Rocounca'|. For ecompls, when we ohooss & pew Aooomt Code
that iz rak yat preasnt, us can fallear tha wizsecd cpeion to 'ivherit peapactiax' fras sno
& iariTey ApaounT &l Then just ohange che Adoouhin Bies (@sriprion] & ey other of che
Einlds wtara spplicable, mrd uharn w8 clacas SAVE than & rav Accomnk i3 ccawtsd.
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Be mey fdesign’ che pew koot pumbers off-1ines, or Export a Iepartesnt, chen remmi=c, then
win the Taks On Martsx File cption|a) ta iratell the naw lsdpec Acoomnia.

Fac sxsmple: -

OL) ¥a cen clacas Taer Services, Joecy Boilder. Then type 'chact' snd prsax INTEE ta

peErTiews The pre-foreacred CRAET of ROOOWiCS SEport opCiof. The S&1sor The moan

muitshls rsnps of Accomnts to wack with, ared sxporc cthsae Accomnia to spoasdzhsat.

02} Work with che dah oy e ing che & arel SRTLLIrGE B3 Iequlred,
n asvs it apein (cav facmst).

) Bow chioge dpacew Bscup, and a0 Basrer Files Teke n cioode Pereral Ledger and
than charas Ladger Axstac Fila to impact tha naw Accounts.

bpticn B (ons-by-ama): -

In tha csas of m 3ingle or m faw new Accountr, it i3 practicsl to uwae the wizacd for
oreaniny o opening & e Ledger Aooount from che File Halnrensnos oprdoma dd. e

choara 'Dpen o Meintein ledgec Accomnia'|. For szsspla, vhan we chooms & new Account Cods
chat is oG yen presenc, we can Collow che wigacd oprion to ‘ivherit ppopertiss from en
mxiating Account ard than jurt charge the Accomt Mo (darcciptian| aredl oy athax af the
Cleldy wieps applicable, ard oien we ohaode BAVE Then & DEW RO00Ent 19 Jesared.

a1 riomil -

Slide 6

Slide notes: The 3rd and most productive option for large numbers of hew Accounts is
the Chart wizard. Please also see the tutorials for the opening of new GL Accounts.
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Slide 7
Slide notes:

way fdesim’ che new Roooenc rombers off-lins, or Exporc a Teparteent, chen remmber, then
win the Taks On Martsx File cption|a) ta iratell the naw lsdpec Acoomnia.

Fac sxsmple: -

OL) ¥a cen clacas Taer Services, Joecy Boilder. Then type 'chact' snd prsax INTEE ta

peErTiews The pre-foreacred CRAET of ROOOWiCS SEport opCiof. The S&1sor The moan

muitshls rsnps of Accomnts to wack with, ared sxporc cthsae Accomnia to spoasdzhsat.
Iy Ie ing che & el AETEITE B Dequlrsd,

han awrs it spein [cav Socmst).

) Bow chipose Syacew Secup, ard aC Baster Files Take in oiwode Gererdl Ledger and

than charas Ladger Axstac Fila to impact tha naw Accounts.

bpticn B (ons-by-ama): -

In tha csas of m 3ingle or m faw new Accountr, it i3 practicsl to uwae the wizacd for
oreaniny o opening & e Ledger Aooount from che File Halnrensnos oprdoma dd. e

choara 'Dpen o Meintein ledgec Accomnia'|. For szsspla, vhan we chooms & new Account Cods
chat is oG yen presenc, we can Collow che wigacd oprion to ‘ivherit ppopertiss from en
mxiating Account ard than jurt charge the Accomt Mo (darcciptian| aredl oy athax af the
Cleldy wieps applicable, ard oien we ohaode BAVE Then & DEW RO00Ent 19 Jesared.

cionil -

Page 7 of 7



