Navigator Resource Center

Advanced Features, Part 2

Financial Navigator is designed to make users more productive. Like any tool, it can best
increase productivity when the user is knowledgeable about the system'’s capabilities. This
section focuses on maximizing productivity through advanced features in Financial Navigator.
This document consists of 2 parts:
e Advanced Features 1:

Periodic Transactions, Suspense Accounts, Check and Address Fields
e Advanced Features 2: (this document)

Account Reconciliation, Reports, Beginning a New Year Efficiently

Using Advanced Features in Account
Reconciliation

Financial Navigator contains several significant enhancements to the account reconciliation
functions.

Bank deposits are often made up of a series of transactions, each
Subtotal representing a check that was received from a payor. Your bank statement

Transactions |ists only the single amount of the deposit.
for Deposits

Financial Navigator can calculate the subtotal for consecutive transactions with the same date
when reconciling an account. For example, if three checks make up a deposit, double-click on
the amount of any one of the transactions. FN will display a total amount of the deposit. If the
amount shown agrees to the bank statement, respond “Yes” to the prompt, “Mark #
transactions as cleared?” This prompt appears as follows:
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Subtotal E |

Trangzaction subtatal ix:
3.607.95
far 3 transactions for Dep

o 11./30/00.

Mark 3 transactions az cleared?

‘ Ly N Cancel
i | Mo ancel
L\ ‘ Note: Provided that all the items in a deposit are entered consecutively,
\ this technique will also work in data entry. In other words, when
/s |\ entering several deposit items, you can double-click on one of the
T‘ T amounts, and the subtotal will be shown.
. At any time during reconciliation, press Ctrl+N to display a subtotal of
— Display of  jtems cleared during the current session that can be compared to the
‘ ‘ Cleared current statement.
A | Items
il Note: The display is only for items cleared in the current session.
‘ ‘ Therefore, it is advisable not to exit the bank reconciliation as this
| resets this display to zero.
Here is a sample of a Reconcile Summary. Select Print to print the summary.
70N Sep 2199
N\ Deweay & Vera Goode
=~ ol - Reconcile Summary
CHECKING ACCOUMT AJOINT
) Month: Movember
I8 Mumber  Deszcription Amournt
‘ ‘ 3 Checks cleared -257.81
fg 0 Charges cleared .an
; 3 Checks/charges cleared -257.81
\ ‘ E Deposits cleared 7.215.90
Al 9 Total Cleared £,954.09
_:_ Statement Balance 21.207.07
) - Checks/charges not cleared -1,530.00
W ( + Deposits not cleared .aa
— = Adusted Statement Balance 19.677.07
[ | |
i) Balance 18,816.76
Tf‘ \ - Adjusted Statement Balance 19,677.07
‘ F = ToReconcile 133,69
] e o

© Copyright 2001 Financial Navigator Int'l « All rights reserved
Revised 9/15/2001



During reconciliation, you can sort the current month’s transactions in
ascending order by double-clicking on the header for that column. This
technique can be used on any of the columnar headings. For example,
to find the transaction for an amount, sort the transactions by the Charge column and scroll
down to the transactions in amount sequence.

Reconciliation
Column Sort

Note: This sorting ability can be very useful if the Transaction Activity
option Cleared Transactions in Reconcile is selected. Each month’s
data can be sorted on any of the column headings.

Normally, only transactions with the status Outstanding (or Print or
Cleared . Released, which are equivalent to Outstanding) appear while in the
Transactions reconcile function. It is possible, however, to show all transactions while in
in Reconcile  Rreconcile. This may be useful if the reconciliation does not balance and

you suspect that an outstanding item was incorrectly marked as Cleared.

To show all transactions during reconciliation:

1. Select the Tools | Transaction Activity Options command button. The following
screen appears:

Transaction Activity Options

— Statuz
[ iConfirm Amount for New Payee: % Cleared
[ 10 from Previous Transaction i~ Outztanding
[ Cleared Tranzactions in Beconcile i~ Frint Checks
i~ Electronic B anking
= Future
Transfer Clearing Acct... Short-term Capital Gains...
Urnrealized Gains/Loszes. . Long-term Capital Gains...
0k, Cancel Help

2. Check the Cleared Transactions in Reconcile box. Select OK. Cleared transactions
now appear in the reconciliation.

Note: Use the column-sorting feature discussed above. Double click on
the Status column heading to sort by status. This will help you to
quickly isolate the cleared transactions in the current month.

L As discussed above, an outstanding item incorrectly marked as cleared
R-econC|I|at|on can make completing a reconciliation difficult. Here is a way to find out
Tip those kinds of errors before they become a problem.

© Copyright 2001 Financial Navigator Int'l « All rights reserved
Revised 9/15/2001 3



To verify no new transactions were entered as Cleared instead of outstanding:
1. Set the Transaction Entry Option to show Cleared transactions in Reconcile (see above).

2. Begin a reconciliation for the current month. If the statement date is August 31, 2000,
select August in the Transaction Activity screen.

3. When FN asks you for the statement balance, don't enter it. Accept last month’s statement
balance by selecting OK.

Note: This procedure assumes that you reconciled last month’s
statement, and that the "amount to be reconciled” was zero.

4. Sort the current month'’s transactions by Status (see above).

Review the list of transactions. As you haven't yet reconciled the current month, there
should be no Cleared transactions listed.

6. Review the “amount to be reconciled” at the bottom of the screen. If no new Cleared
transactions have been entered, the amount to be reconciled should be zero. If it is any
other amount, new Cleared transactions have been entered.

Producing Reports at Both Historic Cost and
Market Value

) _ Financial Navigator has extensive capabilities to update marketable
Historic . securities to current market value. Once current values are entered, the
Cost Basis  gsystem can produce financial statements showing the updated value of

investments. This is valuable when an up-to-the-minute picture of net worth is desired.

However, there are situations when having a complete representation of historical cost basis is
more important than current values. An example would be a trust that needs to keep track of
the cost of assets for use in calculating trust distributions.

Even when cost basis financial statements are desired, it is still important to be aware of the
performance of the marketable investments for management purposes. Fortunately, Financial
Navigator can accomplish both these objectives.

To set the option to not calculate current market values:

1. Select Investments | Investment & Account Options.

2. Clear the Calculate Balances for Investment Accounts check box. The screen appears
as follows:
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Investment & Account Options |
— Calculate Balances For,.————— — &llow Changes To:
[ Imwestment Accounts [ Balances for Accounts

[~ Executive Stock Options

—Autornatic Mode;
W Skip Unpriced 5 ecurities

Unrealized G ainz/Loszes... Cancel Help

3. Select OK to apply changes and return to the FN desktop.

If this approach is used, the balance sheet reflects the historical cost basis (often called just
“cost basis”) of investments, and current value information will not be used to change the
values shown on the balance sheet.

Note: If market values have previously been entered and the market
values updated, clearing this option will not take the securities
back to historical cost. Updating securities values creates entries
in Financial Navigator. If desired, these entries can be cancelled
like any other entry.

However, because of the capabilities built into the Investment reports, those reports still show
the fair market value, the cost basis and the resulting gain or loss. Thus, the balance sheet
shows cost basis while the Securities Portfolio Analysis and other investment reports show
current values. This is very useful for investment management purposes.

When you need a current market value Balance Sheet, copy the data files to
Market _ afolder with a slightly different name. For example, the file JDOE can be
Value Basis gayed as IDOE.FMV. Use these data files only as a temporary set of files to
produce the market value financial reports.

Then, using the newly created file, select: Investments | Investment & Account Options
and then select the option:

[x] Calculate Balances for Investment Accounts

Then enter the current market values for the investments.

Note: To avoid entering corrections twice, be sure that any corrections
are made to the original file instead of the new file.

Be aware of the following when using the reports from the Market Value data files:

o Deferred Tax Report — The difference shown by the Deferred Tax Report will only be
correct in a user’s file that is calculating market value.
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e 12-Month Balance Sheet Reports — On this report, only the current month reflects
changes in market value. The other months will show cost basis. For this reason you may
not want to use this report.

Cost Basis Even when market values have been updated, a Cost Basis Balance
Bal Sheet Sheet is available. An example of this report is as follows:
| alance ee
l 12N
‘ ‘ 4k Print Proview [_[=]x]
= = Pag Zoom Layout... Piint, & OnePage
— — 7 o 5 o -~ = £ TwoP
N ‘ ’V o[ |1_ LN Y ’V K] < F soz | sz | 1002 o i & i‘mp‘:ﬁges
N A
Septewher 12, 2001
Dewey & Vera Goode
L5, \ COST BASIS BALANCE SHEET
y/. 2\ As off October 31,2000
B | Ta Balarce CostBagis  Difference
ASSETS
MARKETABLE NV ESTMENTS
L N Strcks- Basic Indnstry
_L_N 1,000 A NIS o.m 1,000.00 -1,0000
g \| 200 AKANAIMNE 2,600.00 260000 0.0
400 LUNARMINING LTD 3o00.00 210000 32,8000
— Stocks Enemy.
wr— 200 SEEND QILINC 6,140.00 191475 422525
‘ 400 WILD CAT DRILLING 223.200.00 1570000 20750000
| Stacks-Technology
; 240 ASTRO GEARS/DEWEY 963120 4,800.00 483110
400 CELLILAR 21 INC 3120000 5150000 -20,400.00
100 MDUSETRAP 1-1-90MLL 3,000.00 1,000.00 40000
100 MOUSETRAP SOLD SHORT MIL -12,000.00 -12,000.00 0.m
600 ROBOTECH INCJDEWEY 7,878.00 247578 540212
200 ROBOTECH INC /WERA 2,626.00 82526 1,800.74
200 SUPER. WIDGET INC 4-24-87 8,000.00 5617.00 2383mM
300 SUPER. WIDGET INC 7-10-89 12 p00.00 6,703.45 529635
500 TECHNI COMPANY WERS BI50.00 Q7800 1407200

__ Beginning a New Year Efficiently

When you begin a new year, FN prepares a new set of data files and

l Information performs the tasks listed on page 438 of the AN 7.0 Reference Guide.
b Not The most troublesome year-end function is the transfer of uncleared
N T Transferred transactions. This becomes obvious when the first bank reconciliation of

A the New Year is attempted. Any transactions entered into the previous year after the New Year
S\ was started do not appear as outstanding transactions in the New Year.

L W ( “ Warning:  After the year-end procedure, only balances can be rolled
— forward from the old year. Other items, such as uncleared

« ] transactions, new payees and payors, changes to periodic
gl transactions, and so on, cannot be rolled from the old year
} %¥ to the new year once the new year’s data has been

created. This is why it is best to wait as long as possible
before you open a new year.
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. Even though you may not have finished the old year’s accounting, it is still
Entering , . .
the New necessary to enter the New Year’s checks and deposits. You are faced with a

Year's Data decision, based on the number and type of transactions you have to enter.

¢ Possibility #1 — You have many checks to be entered for the New Year, but you have a
minimum of brokerage transactions yet to be entered from the old year.

e Possibility #2 — You have many brokerage transactions yet to be entered from the old
year (the statements haven’t shown up yet), but you have only a few checks you have to
write for the New Year.

It's January 3 and you have dozens of checks to write. You have only a few

Many brokerage statements still to be received, and expect only a few securities
Ch?CkS to  transactions. What to do? Probably the easiest solution in this situation is to
Write go ahead and start the New Year. When you make transactions in the old

year, run the FN utility Update Starting Balances in the New Year’s data. This utility will update
any asset and liability account balance changes.

In versions 6.5 and later, Update Starting Balances will also look for and prompt to update any
Asset and Liability Information changes. Thus, any stock purchases and sales you entered in the
old year will be properly updated in version 6.5 or later.

It's January 3 and you have just a few checks to write. However, you're
Few Checks gypecting to receive many brokerage statements with lots of securities
to Write transactions involving purchases of new assets, sales of securities, and so
on. What to do? Probably the easiest solution in this situation is to go ahead and start the New
Year in a “temporary” set of data files and write the checks. Then you can take your time and
make the entries in the old year as the statements come in.

Note: Because of the capabilities of versions 6.5 and later, use this
technigue only when you have many securities transactions to
enter in the old year. In this case, actually entering these
transactions will take less time than "updating” them.

To use a "temporary” set of data files for the New Year:
1. Continue to work on the old year as the various bank and brokerage statements come in.

2. Enter any urgent checks in the “temporary” data files for the New Year. Don't enter any
non-vital transactions.

3. When you feel that the old year is substantially complete, swap to the “temporary” data files
for the New Year and print out a Transactions with Distributions report for category All
Accounts.
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Note: It is vital that you print out a report of all the transactions you
have entered to the "temporary” New Year data. This data will be
overwritten when you Begin a New Year again, after you've
completed the accounting for the old year.

4. Complete your normal Begin a New Year procedure, including backing up your old years
files and so on.

5. Using the Transactions with Distributions for All Accounts as a guide, re-enter in the “real”
New Year’s data files all of the transactions you entered in the “temporary” data files.

6. Using Windows Explorer, delete all the files in the “temporary” New Year’s data files.

o Whether you realize it or not, journal entry transactions have a Status
Avoiding Code assigned to them. Many users enter them with a Status of
Outstanding Outstanding and leave them that way. The Outstanding Status has no
Jou r_nal negative impact on your files until you begin a new year. Since they are
Entries coded Outstanding, those transactions are carried forward to the New

Year as prior year transactions. You can avoid this by changing the Status to Cleared for all

general journal entries.

To avoid carrying forward journal entries with a Status of Outstanding:

1.

5.
6.

Do not begin the New Year until you perform the following operations on the old-year data
files.

Open the old-year data files.
Select Transactions | Reconcile Statement.

In the Function group box, indicate:

e Month — December

e (Category — General Journal

e Account — GENERAL JOURNAL

When the system prompts for a statement balance, enter zero.

Mark all the journal entries with a Cleared status.

You may now perform the Begin a New Year operation.

Outstanding
Transactions
in Other
Journals

Note: The above explanation describes this situation related to General
Journal entries. The situation occurs with all journals where you
enter transactions with a Status of Outstanding.

Before beginning a new year, it is advisable to review your outstanding
transactions in all journals. It is desirable to carry forward outstanding
transactions in journals that are reconciled using the Reconciliation feature
in FN. However, carrying forward outstanding transactions in other
journals is cumbersome and a waste of system resources.

© Copyright 2001 Financial Navigator Int'l « All rights reserved
Revised 9/15/2001



To find outstanding transactions before you begin a new year:
1. From the FN desktop, select Reports | Report Selection.

2. Select the following:

Report Groups — Transaction Entries
ﬁ Report List — Transactions by Status
il | Category — All Accounts

‘ ‘ e Month Range — Jan to Dec

N T 3. Select OK. The Select Status screen appears.

4. Select Outstanding. Select OK to display the report. The report shows all outstanding
transactions for the year.
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How to Reach Us

Information and Sales: ............... 800 468-FNFN (3636)
2 ) 650 962-0730
Web site: .....ccoeeeeeeeeeeee s www.finnav.com
E-mail: ...ccoooeree customerservice@finnav.com
Technical Support: ........ccccceccciieiiinnnnees 650 962-8510
Hours: .......... Monday - Friday 7:30 a.m. - 4:30 p.m. PT
Business Address: ..........ccceeviriineennne 254 Polaris Ave
............................................... Mountain View, CA 94043
Telephone:........cccocviiiiiieeiinie e 650 962-0300

Trademark Acknowledgments

Financial Navigator, Navigator, Advanced Reports, CheckForm Navigator,
Navigator Access, Navigator DataBridge, Navigator Impressions, and
Navigator StockWeb are trademarks or registered trademarks of Financial
Navigator Int’l.

Windows is a registered trademark of Microsoft Corporation. Other product
names mentioned in this reference material may be trademarks or registered
trademarks of their respective companies and are hereby acknowledged.
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