
 

 

Logics Finance - Purchase Cards, Reversing 
Entries & New Reporting 
 

Outline 
 
Purchase Cards 

• What are they used for? 
• Why use these? 
• How to use to effectively for Bank Reconciliation 

Reverse/Edit Posted Journals 
• Reverse 
• Edit 

Journals 
• Multiple Journal Combine 

New Report Options 
• General Ledger 

o GL Transaction Count by Dept 
o Account Category Code Budget YTD 

• Accounts Payable 
o Vendor Annual Summary 
o Claims Listing 

 
Purchase Cards 
 
Go to Accounts Payable.>Bills>Tools 

• Maintain Purchase Cards 

 



 

 
• Add Batch – The batch total will be the amount displayed during bank 

reconciliation 
• Add Purchase Card Transaction 

 
o Header Info 
o Invoice 
o Invoice Details 
o Update creates 2 journals as type CD.  One for the invoice and 

one for the payment. 
 

Additional Items: 
 

• Maintain Recurring Payables (templates to be used in entering 
bills/purchase cards) - $ amount or % - % handy when only one 
account but amount changes or for distributions for things like % 
assigned across special districts or water/sewer split 
 

• Import Bank Cards (specific format) – may be able to download from 
the bank website – There is usually some editing that you need to do 
to the file prior to import based on vendor Id not being stored by your 
bank but it can still allow for quicker entry if you want to maintain 
individual charge activity.  Once imported the main payment to the 
bank can then pay by check or electronic withdrawal depending on 
how you handle that payment. 

 



 

Posted Journals 
 
Go to General Ledger>Journals or General Ledger>Tools>View Posted 
Journals 
 Filter by Posted along with any other filters 

 
•  - Reverse Entry – a reversing entry is created to Unposted 

Journals. 

•  - Edit – both a reversing entry and an entry copy is created to 
Unposted Journals. 

• Information can then be edited prior to Approve/Update. 
 

Journals - Multiple Journal Combine 
 
Go to General Ledger>Journals  

• Multiple Journal Combine 
o Combine All Accounts 
o Combine Balance Sheet Accounts 

  
o Create Header for Combined Journal 
o Journal combined listed and selected journals removed.  



 

o Ready for Approve/Update 
 
New Report Options - General Ledger 
 
Go to General Ledger>Reports 
 

• GL Transaction Count by Dept– This report reads the posted journal 
count for each account for the account type selected. 
 

 
 

 
 

• Account Category Code Budget YTD– This report makes use of the 
category codes that can be assigned to your general ledger accounts.  
These codes are assigned in Maintain Accounts with codes being 
setup in System console.  These codes allow for accounts to be 
grouped together for reporting and do not to have them in sequential 
order.   



 

o Already existing was the Account Category Code Summary that 
allows you to select a category code group to report on.  This 
provides the actual posted activity for both the period entered 
and the YTD.  

o This new report is a YTD report based on the ending month 
entered showing the YTD status of the account and it’s budget.  
It includes the adjusted or current budget amount, the actual 
posted amount YTD and the budget balance for the account. 
 

 

 
 
Some Other GL Report Options: 
 
GL Detail Listing: 

• Date Range 
• Account Type Choice 



 

• Print Subsidiary Details. 
 
Budget Preparation Report  

• Proposal column literals set In System Console 
• Print Detail 
• Print Narrative 
• Landscape/Portrait 
• Sort/Subtotal by Class 
• Choice of historical columns 
• 2021 Scenario  

 
New Report Options - Accounts Payable 
 
Go to Accounts Payable>Reports 
 

• Vendor Annual Summary– this last report we are going to look at 
allows for a listing or summary of vendor checks based on a check 
date range.  This range can be a fiscal year or across fiscal years to 
allow for a calendar YTD range.  Options include the selection of 
vendors and if vendors with no payments should be included.  The 
Print Detail will include individual check information whereas with this 
unchecked it will just provide a total amount. 

 
 



 

 
 

 
 
 

• We do also have under Vendor>Tools the 1099 Processing that prints 
1099 forms but also has reporting available. 

 
 

• Claims Listing - "Claims Listing" shows vendors paid, description of service/materials, and 
dollar amount. Need to combine totals based on same vendor and description.  This needs Tab 
Delimited option also as they are submitting this to the newspaper. 

 

 
 



 

 
 
 
Warrant Report  
 

 
 

 
 

 


