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Navigating to the GL Accounts Page

Navigating to the GL Accounts Page

1. Hover over your name in the upper-right corner of the browser window.

2. Click Company Settings.

{Help Desk) (Signout) | John Doe

My Messages

My Settings

User Administfation

User Profile

Activities
Select calendar: Journals
Exhibit Spaces

My Widgets
Select view: My Media
M3 _Mﬂnth About EbLihk
(@ 92472014 | Company Settings

3. Click GL Accounts.

Choose a Section GL Accounts
Code Description
468-11 Employees &
527-42 Food & Beverage
816-15 Space and Fumniture @
+Add

nartments

=

GL Accounts

(@]
T

Custom Fields



Adding a GL Account

Adding a GL Account

1. Click +Add.

Choose a Section
Calendars

Tag Group

User Summary
User Management
Currencies
Exchange Rates
Inventory Units
Multiplier Settings
Departments

GL Accounts
Profile Groups
Calendar Widgets
Invoicing Settings
Custom Fields

GL Accounts

468-11

527-42

816-15

2. Type the ledger code for the GL account.

3. Type a description for the GL account.

4. Click Save.

Add GL Account

Code: [477-21

Description: IEquipment

»

Cancel

Description
Employees
Food & Beverage

Space and Furmiture

®

®



Editing a GL Account

Editing a GL Account

1. Click the pencil-and-paper icon next to the GL account you want to edit.

Choose a Section GL Accounts
Calendars Code Description
Tag Group
User Summary 468-11 Employees ®
User Management
Equi t
Currencies £ 47721 quipmen &
Exchange Rates 970 Food & Beverage
Inventory Units
Multiplier Settings 2 B16-15 Space and Furniture &
Departments Add
GL Accounts

2. Type the ledger code for the GL account.
3. Type a description for the GL account.
4. Click Save.

Edit GL Account 4

Code: [468-11 I)
Description: IEm ployees I

Save Cancel



Deleting a GL Account

Deleting a GL Account

1. Click the circled X to the right of the GL account you want to delete.

Note: GL accounts that are in use cannot be deleted and will not have a circled X.

Choose a Section GL Accounts

Calendars Code Description

Tag Group

User Summary 468-11 Employees ®

User Management .
- Equipment

Currencies 477-21 auip @

Exchange Rates 527-42 Food & Beverage

nventory Units

Multiplier Settings 816-15 Space and Furniture @l

Departments

GL Accounts =hdd

2. Click OK to confirm that the GL account should be deleted.

The page at templates-staging.ebconnection.com says: x

Are you sure you want to delete this GL Account (477-21)7

OK Cancel




Assigning a GL Account to a Set or Category

Assigning a GL Account to a Set or Category

1. Hover over Resources.

2. Click Sets / Categories (new).

Home Calendars Sales AddressBook Resources Invoicing Reports

n Resofirce Library (new)
event b00k|ng PricefLists (new)
Sets [ Categories (new)
= Overview (obsolete)
Choose a Section

Details (obsolete) b ot
escription

Usage

3. Click the set or category to which you want to assign a GL account.
4. Click Edit Set or Edit Category.
Sets and Categories
Rearder itams
+  Administrative Add Child Calegory

+ Deposits

e Audio Visual
GL Account
Invoice Instruction

s Insurance
« Payments Received
s Shippin

TAXES, DISCOUNTS, AND CHARGES:



Assigning a GL Account to a Set or Category

5. Select the GL account from the drop-down.
6. Click Save.

Edit Set

Set Name
GL Account
Irviodce Instruction

Taxes, Discounts, and
Charges

Audio Visual

I 4771

MNone
468-11

527-42
#1615

ik Chainge (Other)
Alcohal Tax
Sales Tax (7%)

Repeat Chient Discount

slied multipliers. on child categones and resources!

9.25%
100
5%
10%
T.5%

9.25%

10%



Assigning a GL Account to a Set or Category

The GL account is now applied to the set or category and is being inherited by any categories and
resources in it.

Catlggon,' Name PA Systems
G

L Account 477-21 (Specified at Audio Visual)|
Invoice Instruction

Category Name | PA Systems

GL Account Inherit vy
Actions | = Ea
GL SERIAL
B PATH ITEM QUANTITY STOCK TYPE STATUS ACCOUNT BRAND NUMBER DESCRIPTION
| Administrative/Deposits Deposit 0 Unlirmited Active
L] Adminkstrative/insurance Insurance 0 Uniimited Active
0 Admings.. /Payments Recetved Payment Received 0 Unlimited Active
O AdminEstratveShpping Shipping 0 Unlimited Active
1 Audio VisualPA Systems 1000V Stereo wi Mic 4 Limited - durable Active J477-21°
0] Audio VisualPA Systems Mixer 0 Limited - durable Active J 477-21°
O Audio VisualProjectorsTv 120" Screen 0 Limited - durate Actve g477-21°
0 Audio VisualProjeclors TV HD Projecior 0 Limited - durable Active J477-21°
] Audia VisualProjectors TV Projecion 5 Limited - durabbe  Active §477-21°
O Audio VisualTelecom Ethemet - 10Mbps 0 Unlimited Active §477-21°
O Audio VisualTelecom Telephone Connection (2-linej 0 Unlimited Active §477-21°
O Audio VisualTelecom WIFI ACCess 10Mbps 0 Unilimited Active ] Equipment (Specified at Telecom) !I
| ElectricaliElectrical 20 AMP Circuit - 100 Meters [i] Unlimited Active




Assigning GL Accounts to Resources

Assigning GL Accounts to Resources

1. Hover over Resources.

2. Click Resource Library (new).

Home Calendars Sales AddressBogk Resources Invaoicing Reports

N Resource Library (new)
eventbooking T E—
Sets / Categories (new)

Overview (obsolete)

Sets and Categories Details (obs

Usage

3. Click Info.
4. Click Edit.

VIEW RESOURCES DY INPG VIEW

All Sets and Calegories

Pru o
age 1 ol 2 Bt
FILTERNG e E
Actr » SERRA
& PATH mes ATUS & M1 ERAN u N
Al Exp Colapse IAanage
& Administrathe AdmintsirafiveDeposits Active
o Auso Vsl S BN Aciive
+ Electrical i 4
+ Exquipment J L Active
+ Food and Beverage ] Acthen
+ Fumitue W A
4 Labor b durabie  Active
+ Space Rera durable Aciive
+ Services

durable Active

AL VUM PIRCIIETY

Qurabke  Active



Assigning GL Accounts to Resources

5. Select the GL account for the resources from the drop-downs.

6. Click Save.

Editinfo [IEE goree

PATH

Administrative/Deposits
Administrative/insurance
Adminis._/Payments Received
Adminisirative/Shipping

Audio VisuallPA Systems

ITEM
Deposit
Insurance
Payment Received
Shipping

1000W Stereo wi Mic

Unlimited

Unlimited

Unlimited

Unlimited

Limited - durabile

STATUS

Active

Active v
Aclive v
Aclive v

GL ACCOUNT
Inherit
Inherit  *
Inherit  *
Inherit -
Inherit v

10



