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BusinessVision Reference Manual 
for the Roman Catholic Diocese and Parishes 

 Introduction 

The purpose of this manual is to supplement the on-line help available in Sage-
BusinessVision.  It is organized into tasks that are commonly required to be performed 
using Sage BusinessVision in the day-to-day operation of your parish.  These tasks are 
described in easy to understand, procedures as step-by-step instructions. 

The procedures are grouped into logical categories making it easy to first go to the 
section of the manual that contains related procedures and then locate the specific 
procedure for the task you wish to perform. 

Procedures are kept as brief as possible to allow you to read them easily while 
performing an unfamiliar task.  A large margin is provided on each page to allow you to 
supplement the Procedure with notes and turn this manual into a personal handbook for 
the operation of Sage BusinessVision as it relates to your parish. 

This material assumes that you are familiar with working in a Microsoft Windows 
environment. 

 

 

Sage BusinessVision is designed to help you automate your parish records and provide 
up-to-the minute information on demand.  All of the facilities required to keep your 
parishes’ accounts and automatically summarize important financial information are 
provided. 

Sage BusinessVision is easy to use and understand.  It will help you manage all of your 
record keeping for your receivables (if applicable), payables, general ledger, budgets, 
and payroll.    

When all of the Sage BusinessVision functions are used most of your daily accounting 
requirements will be managed automatically.   You don’t need to know about debits and 
credits; the system manages that part automatically.  When Sage BusinessVision prints 
a cheque or payment advice it will automatically adjust vendor statistics, accounts 
payable ledgers, bank balance records, etc. 

To use Sage BusinessVision you require an IBM PC or 100% compatible (Pentium 350 
or higher) computer with a minimum of 128 MB available memory (RAM), a video card 
and monitor capable of displaying 1024 x 768 x 256 colours and 400 MB of available 
hard drive space (additional hard drive space is required for data files), a CD ROM drive, 
Internet Explorer 5.01 (or higher). Sage BusinessVision requires that workstation runs 
either the Windows 2000 ® or Windows XP ® operating systems and has a mouse or 
compatible pointing device. 
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 Conventions 

The following conventions are used throughout the Procedures: 

 Italicized words represent module, field, account and report names and window 
titles, keystrokes and icons 

 When instructed to click you should press the left mouse button once; double-
click requires two quick presses of the left mouse button. 

 Right-click is the same as the above but requires pressing the right mouse 
button. 

Other terms are illustrated below using sample screen shots: 

 
 Calculator icon 

 Desktop menu                            Module icons     
     
 
   

 

 
 Menu button Tab Mini-browse icon Check Box   

 
 Indexed field      Email icon    
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 Top of list  Forward  Transaction search     Void cheque                        Notepad   
   Back            End of list             Browse bank accounts           Hold   
 

  

 

The Status Summary bar is displayed at the bottom of the BusinessVision desktop and 
is used to show settings for the current user.  Included in the Status Summary are the 
status of AutoPost, the log-on date and the last transaction number posted.  If active, the 
current General Ledger Department is displayed. 

The last transaction number posted is shown in the Status Summary bar and is helpful to 
network users as this field always displays the actual transaction number used, not the 
proposed transaction number. 

 
 

 

Note:  The system automatically assigns relevant numbers to transactions at the time of 
processing.  It is important to note that in a multi-user system it is possible, if not likely, 
that a specific user could commence a task before another user but complete it after the 
other user.  In such a case, the first user may initially acquire a transaction number (or 
another number) in the belief that it will be the number used.  However, the second user 
acquires this number since they are able to complete the transaction first.  Simply stated, 
whoever processes the transaction first gets the first available number and the other 
user gets the next available number.  This also makes allowances for transactions that 
have begun but are ultimately abandoned since no number should be consumed. 
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Menu 

The BusinessVision menus are: 

 

Menu Contents 

File This menu deals with company-wide issues, imports and exports, and 
printer settings. 

Edit This menu gives you access to maintenance functions and modules. 
View This menu gives you access to enquiry modules and functions. 

Utilities This menu gives you access to setup functions as well as some more 
complex / less frequent functions. 

Options You use this function to configure your personal user settings. For details 
about this, click here. 

Window You use this menu to control multiple open windows. 

Help This gives you access to the on-line help, the BusinessVision Overview, 
Internet links to relevant pages, and product registration. 

 

Modules 

BusinessVision divides work activity into modules. There are different types of modules: 

• Some modules, such as the Customer and Vendor module, consist of only a 
maintenance function. The module is equivalent to a standard maintenance 
window. 

• Sometimes, besides the maintenance function, there are additional icons at the 
top of the module window that you can use to invoke the transaction processing 
screens for that module. This lets you edit master file records and process the 
transactions for the module, all in one window. Examples of this is the General 
Ledger module. 

• Modules such as Accounts Receivable and Accounts Payable do not have 
master file maintenance capabilities. However, they have all the processing 
functions for the module, which you also access via icons at the top of the 
module window. 

• Finally, there are modules that work uniquely, such as the Reports module. 
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Short-Cut Keys 

The following key combinations can be used as an alternative to clicking with the mouse: 

The letter F followed by a number indicates a function key, one of the keys located 
across the top of your keyboard.  For example, F9 means that you press the Function 
Key labeled F9. 

Shift-F9 indicates that you first hold the Shift key and then tap the F9 key to invoke the 
browse by search key function. 

Ctrl- or Alt- followed by a letter indicates that you hold down the Control (Ctrl) key or 
Alternate (Alt) key respectively and then tap the appropriate letter.  For example, Ctrl-F 
indicates that you first hold down the Control (Ctrl) key and then tap the letter F to invoke 
the Find feature. 

Home, End, Page Up, Page Down, Tab, etc. are all directional keys labeled accordingly 
on your keyboard. 

 

Function Shortcut Action 

Calculator Ctrl-K Invoke Calculator 

Calendar Ctrl-L Invoke Calendar 

Close Esc Close Window 

Context Menu Ctrl-O Present context sensitive selection 
menu 

Help F1 Present context sensitive help 

Notepad F2 Invoke Notepad where applicable 

Full Screen 
Browse 

Ctrl-B Invoke Browse feature where 
applicable 

Mini-Browse Shift-F9 Search by module primary search 
key, starting at entry provided. 
Available when in module key fields 

Mini-Browse F9 Search by module alternate search 
key, starting at entry provided. 
Available when in module key fields 
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To Browse Records... 

Beginning Home Move to the beginning of the file 

End End Move to the end of the file 

Previous Page Up Go to previous record 

Next Page Down Go to next record 

In Browse Windows... 

Move Up/Down Directional 
keys 

Move up or down one line in browse 

Select Record Enter Select highlighted record 

Top of file Home Move browse to beginning of file 

End of file End Move browse to end of file 

Previous Page Page Up Move up one page in browse 

Function Shortcut Action 

Next Page Page Down Move down one page in browse 

Refresh F5 or Tab Refresh browse based on current 
criteria 

In Notepad... 

New Ctrl-Shift-N Create new note 

Print Ctrl-Shift-P Print note(s) 
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Delete Ctrl-Shift-D Delete current note 

Save Ctrl-Shift-s Save current note 

Stamp F5 Stamp current note with time and 
date 

Browse Shift-F9 Browse all notes on this topic 
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More Terminology 

AutoPost AutoPost is a very powerful feature. It allows you to forget 
about the General Ledger for most of your everyday business 
transactions.  BusinessVision will calculate the effect on the 
General Ledger accounts and will automatically take care of 
the accounting distribution.  AutoPost can automatically create 
and post several transactions simultaneously.  In Payroll, 
AutoPost can create and post a transaction with over 100 
entries. 

 

Balance Sheet The Balance Sheet may be printed to reflect your business as 
at the end of any fiscal period this year or last year.  When you 
select a date that is not the end of a fiscal period any 
transactions that have been postdated within that fiscal period 
will be reflected in the report. You can view all available ending 
dates in the Date dialog box. 
Unlike other reports, the Balance Sheet does not advance to a 
new page when the existing page is full; instead, it uses the 
line and page advance information from the Chart of Accounts. 
The underlining and totaling rules of the Balance Sheet are 
complex and are controlled by the information on the Chart of 
Accounts. (See Total Levels in the on-line help for more 
information on these rules.) 
In order to produce an accurate Balance Sheet the system first 
calculates the difference between income and expenses from 
the start of the year to the end of the fiscal month selected.  A 
temporary posting is made to the Equity account (usually Fund 
Balance) specified in the Special Accounts function.   

 
Browse The Browse function can be used at any time.  From the 

Browse by drop-down list, select the required browse criteria.  
You may browse customer, supplier, employee, and the 
general ledger. 
You may enter a Starting At value so that the browse will begin 
its search of the file at the specified position.  The left or right 
arrow buttons can be clicked to advance the Browse function, 
one record at a time, in either direction (previous or next). 
The left Beginning of File or right End of File Browse buttons 
can be clicked to advance the Browse function to the first or 
last record on file respectively. 

 
Chart of Accounts  A list of the names and account numbers assigned to the 

things you need to keep track of in your parish. 
Parish transactions affect two or more accounts on the 
General Ledger.  Put another way, parish transactions can be 
represented by the exchange of funds or goods from one 
place to another.     



Sage Business Vision Reference Manual 

xii 

The Chart of Accounts has four major account groups: 
Assets 
Liabilities & Equity 
Revenue 
Expenses 
These four major groups contain the accounts that make up 
your financial reports.  Accounts can be further organized to 
assist with the appearance of your financial reports by 
assigning them to Groups and Sub-Groups. 

 
Find The Find function lets you search for major items such as 

customers and vendors. 

 

Fiscal Period Normally a month, all parishes use the calendar year as their 
fiscal year. 

 

Flag The purpose of the Flag feature is to apply a payment to 
several (up to 200) open invoices.  It may also be used with 
the Link feature to attach open items to one another (e.g. an 
open credit to an open invoice), in order to arrive at one total 
figure. 

 

General Ledger Integration When integrated, any transactions affecting any one of the 
financial modules will also be immediately reflected in the 
General Ledger although, in most cases, you may partially 
modify the journal entry that is being posted to the General 
Ledger, providing that AutoPost is set to Off. 

Integration is normally only turned off temporarily so that the 
opening trial balance information can be posted to the General 
Ledger. 

Do not turn integration to Off unless you do not want postings 
in other modules to affect the General Ledger. 

 

Help Help is available throughout BusinessVision and can be 
accessed in two ways: 

• The Help window can be invoked by clicking the Help 
button or pressing the F1 key while the cursor is focused 
on a specific field, button or icon.  This provides context 
specific help. 

• Help can be invoked from the BusinessVision Help menu.  
When Help is accessed from the menu a table of contents 
is displayed and specific topics can be located using the 
Index and Search functions.  
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Income Statement The Income Statement may be printed to reflect your 
parishes’ performance as of the end of any fiscal period 
this year or last year.  When you select a date that is not 
the end of a fiscal period, any transactions that have 
been postdated within that fiscal period will be reflected 
in the report.  You can select from the available ending 
dates in the Date dialog box. 

Unlike other reports, the Income Statement does not 
advance to a new page when the existing page is full.  It 
uses the line advance information in the Chart of 
Accounts and only advances to a new page when a 
Page Advance is encountered. 

The underlining and totaling rules are controlled by the 
Total Level assigned to each account on the Chart of 
Accounts. 

Accounts that have a zero balance for the month, quarter 
and year-to-date are not printed. 

 

Journal Entry The method used to enter transactions into the General 
Ledger.  Other modules that post transactions to the 
General Ledger also create journal entries.  If AutoPost 
is On those entries are automatically created and posted. 

To access this function select Edit, General Ledger, 
Journal Entry from the menu. 

 

Special Accounts The Special Accounts function is located under System 
Manager – Utilities on the BusinessVision desktop menu. 
The purpose of this function is to tell the system which 
General Ledger accounts should be used when 
performing common processes such as paying supplier 
invoices or posting customer payments. You may accept 
the system defaults, or modify the lists to suit your 
requirements.  Parishes do not have access to the Special 
Accounts, these have been set for you. 

 

Transaction Number The system automatically generates transaction 
numbers to provide a reference for General Ledger 
entries.  The transaction number is six digits and begins 
with the value entered in System Setup for Next 
Transaction Number.  Every time a transaction is 
accepted and posted to the General Ledger the 
transaction number is increased by one.  A Transaction 
Journal report is available under the General Ledger 
reporting options and is sequenced by transaction 
number; providing full audit trail capability. 
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Note: It is good bookkeeping practice to write the 
assigned transaction number on your parish documents.  
For example, after posting a bank deposit, write the 
transaction number on your copy of the deposit slip after 
the transaction is actually posted. 

Important Note: When operating in a multi-user 
environment it is possible that two or more users could 
see the same transaction number on their screens at the 
same time. This is normal. The first user to post their 
transaction will be assigned that number. The next 
transaction to be posted will be given the next number in 
the sequence.  Accordingly, the system will automatically 
change your transaction number at the time it posts to 
the General Ledger. The actual transaction number will 
appear in the bottom right corner of the Status Summary 
bar. 

 

Trial Balance Report The Trial Balance lists only those accounts that have had 
some financial activity.  Accounts with a balance of zero 
and no activity are excluded.  You may select, as your 
period ending date any date shown in the Date dialog 
box.  If you select a date that is not the end of a fiscal 
period, transactions that have been postdated within that 
fiscal period will be reflected in the report. 
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Signing-On to BusinessVision  

Signing-On 
Start the system by double-clicking the BusinessVision icon.   
 
 

User I.D. and Password 

You cannot use the system without a User I.D. and Password.  New users may only be 
given access by an existing user with an Authorization Level at least as high as the new 
user being created.  
 
Enter your User I.D. and Password.  Your password will not be shown on-screen as you 
type it on the keyboard.  Instead, a row of asterisks appear on the screen so that other 
people do not accidentally see your password, thereby avoiding unauthorized access 
while maintaining security. 

Please make sure you have provided the ISS Department with your User I.D. and 
Password in order for you to be able to login to Business Vision. 

The User I.D. and Password are not case-sensitive. 

If you wish to change your password, please contact the ISS Department.  Do not 
change your password unless instructed to do so by the ISS Department. 

 

Remember your new password for the next time you sign-on. 
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Entering the Date 

Entering the date correctly is a critical part of the sign-on process. The format used must 
be month/day/year in numbers (e.g. 09-17-01).  To avoid confusion when confirming the 
log-on date the system displays the date in the format day/month in words/year (e.g. 17-
Sep-01). 
By default, the log-on date is taken from your computer’s built-in calendar.  If your 
computer doesn’t have a built-in calendar, the date the system was last used is shown in 
the dialog box. 
Enter today’s date or accept the date shown. You will be told if the date you have 
entered is invalid (e.g. February 30th). 
Because the date is so important for financial record keeping you will be asked to 
confirm that the date you have entered is correct.  The day of the week is computed and 
appears with the date on-screen.  If you have made a mistake, click Cancel, then re-
enter the date. 
The date entered must be within a range between the beginning of your last fiscal year 
and the end of your current fiscal year.  If log-on is denied due to the date being outside 
of your fiscal periods then you must log-on with a date that is within this range and 
change the fiscal periods in System Manager. 
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Company Selection Log-on 

When only one parish data files are present, BusinessVision will proceed immediately to 
the log-on screen.  When more than one set of parish data exists a window will appear 
showing all available parishes. 
To log-on to a specific parish, use the mouse or arrow keys to highlight the parish that 
you wish to work in and click the Log-on button. (You may also double-click or press 
Enter to log-on). 
 

 
 
If, during a BusinessVision session, you would like to log-on to a different parish, choose 
Company Selection from the File menu.  From the list that appears you may select 
another parish.  Once Parish Selection is chosen you are automatically logged-off the 
current parish.  
Alternatively, you may keep the first parish active and run a second session of 
BusinessVision, selecting the new parish.  You may then switch between the two active 
BusinessVision sessions using the Alt-Tab key combination. 
 
 



 

  

 
General Ledger  
 

 

In this section: 
 Introduction to the General Ledger 
 Chart of Accounts Structure for the Roman 
Catholic Diocese and Parishes 

 Adding, Modifying and Deleting Accounts 
 Modifying a Journal Entry in a Sub-Ledger 
Module with Auto Post Off 

 Creating a Journal Entry 
 Tips for Working in the Journal Entry 
Screen 

 Recurring Journal Entries 
 Browsing General Ledger Account 
Balances and Entries 



General Ledger 
  

1 

Notes Introduction to the General Ledger 

 
General Ledger 

 

The BusinessVision General Ledger is always in balance. You 
can add new fourth accounts whenever you wish. The general 
ledger module permits you to make journal entries between 
accounts and to print reports for any of the fiscal periods you 
have set up. 

BusinessVision numbers transactions sequentially to provide 
you with an audit trail. You can view a transaction and 
reconstruct all the elements of a transaction via this 
transaction number. 

You can view General Ledger balances and transactions at 
multiple levels: 

• The first level provides you with an on-screen overview 
of accounts and their balances 

• The second level shows the net change and closing 
balances for each month in the system, as well as any 
monthly and cumulative budgets for the current year 

• The third level shows every transaction in the general 
ledger, starting at the period you select 

• The fourth and fifth levels show source documents, 
showing the originating journal entry or invoice 
respectively 

BusinessVision allows you set up fiscal periods for the current, 
previous and next year.  You can process in all of these years 
at any time.  

 

Important Note:  You should understand the contents of this 
section thoroughly before you attempt to design your chart of 
accounts. BusinessVision has extremely powerful and flexible 
options for structuring accounts.  To properly set up your Chart 
of Accounts you need to find the balance between 
convenience and reporting power. If you make the structure 
too simple, you will not be able to retrieve sufficient 
information. If you make it too complex, you will get lost in the 
reporting details. In addition, you may complicate and slow 
down your data entry process. 
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Notes 
Account Types, Groups and Sub-Groups 

The system contains sufficient asset, liability, revenue and 
expense categories to produce financial statements.    

The chart of accounts is a list of the descriptions and account 
numbers you assign to areas you need to track. 

Transactions always affect two or more accounts on the 
General Ledger. For example, if you purchase supplies, you 
are exchanging supplies for money.  

The Chart of Accounts has four major account types: 
• Assets - 1000 
• Liabilities & Equity – 2000 and 3000 
• Revenue - 4000 
• Expenses – 5000, 6000, 7000, 8000 and 9000 

These account types are the minimum divisions you need in 
order to produce financial statements. 

You can add fourth segment accounts as best suit your needs. 
Ideally, you have at least the same level of detail as your most 
recent Balance Sheet and Income Statement. 

Financial statements you produce using the account types 
alone, however, are not practical. They do not break down 
your parish activities into sufficient areas that enable you to 
manage your activities, compare your performance against 
earlier periods, and detect problem areas. 

BusinessVision further breaks account types into fixed groups. 
These groups will indeed allow you to produce detailed and 
useful financial reports. 

You may find that in one or more areas standard groups are 
not sufficient for your requirements. You therefore have the 
option of creating sub-groups beneath groups. 

You can create and reorganize sub-groups at will, without 
affecting the integrity of your data. This is very powerful, as 
you can restructure your financial reporting without affecting 
anything, or anyone, else. 
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Notes 
Allocation Accounts 

An allocation account is a mechanism that automatically 
distributes a single transaction you enter across a number of 
General Ledger accounts on a percentage basis. For example, 
you may wish to distribute insurance costs across a number of 
locations (church, hall and rectory). 

You can use allocation accounts in vendors, payroll 
departments, and customers. You can also use them directly 
in General Ledger journal postings. 

An allocation account has its own unique account number. 
You should create these numbers in such a way as to easily 
identify the account as an allocation account and not a 
General Ledger account. 

In the allocation account you specify multiple General Ledger 
accounts, each with a percentage. The overall allocation must 
total 100%. When you post to an allocation account, the 
system creates a transaction for each General Ledger account 
in the allocation account, and gives it the percentage value 
you specify. 

Allocation accounts can sometimes alleviate the effort required 
to create a more complex General Ledger structure. The next 
level of complexity and power is to use General Ledger 
segments. 

 

Segments 
Segments are an optional mechanism that lets you create 
structures within the parish. You usually do this to analyze 
specific areas of your parish. 

You accomplish this by extending the General Ledger account 
number. You can do this in practically any way you like. 

You should consider your needs carefully when you design 
your segments. If you segment badly, you will end up with little 
or no benefit. 

Segments work as follows: 
• You can create fourth segments. 
• You specified length of the fourth segment is three 

characters. The maximum length of all segments is 10. 
• You specify whether a segment is numeric, alphabetic, 

or alphanumeric. 
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Notes 
As an example, assume you wish to produce reports by snow 
removal or lawn care. We do this as follows: 

• We retain the four digit account numbers in the default 
charts of accounts as the first segment. (5530) 

• The second segment of one character to indicate the 
location (0) 

• The third segment of two characters to indicate the 
group (00) 

• The fourth you create to indicate snow removal or lawn 
care (030 or 031) 

You can copy the chart of accounts from one segment to 
another to speed up the maintenance process. We suggest 
that you to get the chart of accounts as correct as you can 
prior to doing this, so that you do not have to correct errors 
you make multiple times. 

  
Using this example: 

• You can filter on the first segment to see a total cost for 
utilities 

• You could view an income statement filtered on the first 
and second segments to see the costs of utilities in 
each location 

• You could view an income statement filtered on the 
first, second, and third segments to see expenses for 
each ministry within the parish 

 

  

Chart of Accounts Structure for the Roman 
Catholic Diocese and Parishes 
As discussed above, each of the accounts in the General 
Ledger’s Chart of Accounts may contain up to four segments 
to help define the account and provide additional detail for 
reporting purposes.  The following describes how the Chart of 
Accounts has been set up in BusinessVision to accommodate 
the requirements of the Diocese and individual parishes. 

The first segment contains the account code and is 
mandatory.  The second segment provides the location that 
the account is associated with; the third segment identifies the 
ministry; and the fourth segment is available for individual 
parish use. 

The first three segments are created by the Diocese and 
cannot be modified.  To tailor the Chart of Accounts to meet 
the needs of your particular Parish you can use the fourth 
segment. 
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Notes 
 

 
 

Segments are separated by dashes.  In the example above, 
4000 is the Account Code, 0 is the Location, 00 is the Ministry 
Group, and 001 is the detail account. 
 

Guidelines for Using the Fourth Segment 
The fourth segment is a three-digit code that can provide 
additional detail in your General Ledger to help you better 
analyze your finances.  This code can be used in any way you 
like but we highly recommend that you have a predefined 
system and apply a certain degree of logic to the creation of 
these segments. 

 

Note:  It is important to have a thorough understanding of how 
the General Ledger, its’ Chart of Accounts and General Ledger 
reporting works before creating segments. 

 

1. Plan before you start.  Take time to plan what information 
you wish to see in the General Ledger and how you want 
to see it before you begin to create your segment codes.  
Once you have posted to these accounts they cannot be 
deleted. 

2. Be consistent.  Each code should identify a specific type of 
detail.  Once you have used a code for a particular detail, 
use it only for that same type of detail elsewhere in the 
Chart of Accounts. 
 
For example, your Parish has decided to track the 
expenses of bottled water, pop and coffee separately in 
your General Ledger.  You may elect to use the following 
segments codes 230, 240 and 250 respectively to track 
each of these types of expenses. 
 
In this example, the Parish code 230 will track bottled 
water expenses and be used as the basis to create three 
new accounts: 
 
5570-0-00-230, Household Expense – Parish Bottled 
Water; 
5570-1-00-230, Household Expense – Rectory Bottled 
Water; and, 
5570-4-00-230, Household Expense – Hall Bottled Water. 
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Using this structure you could generate a report for just 
bottled water expenses by selecting Parish code 230.  On 
the other hand, to print a report that generates a total for 
all beverage expenses, you would select Parish codes 230 
through to 250. 
 
If you later decided to also track the cost of ice tea you 
could create a new Parish code 235. 

3. Decide on the type of detail you want to extract to 
determine how you should group your numbering scheme 
for the segment codes and adhere to that method to 
ensure that you will be able to produce meaningful reports. 

4. Use a numbering scheme that orders your segment codes 
in such a way that items that are similar to one another are 
close in number to assist with reporting on a range of 
accounts.  Leave enough space between numbers to add 
future accounts. 
 
For instance, in the example used in point 2, each of the 
beverages was assigned a code within a range of 230 to 
250.  As long as no other type of expense but beverages is 
assigned within that range, selecting 230 to 250 for reports 
will provide a total for all beverages.  Also, since each of 
the expenses were given codes far enough from one 
another within the range there is room to fit new expenses 
in between existing codes and allow for maximum flexibility 
in reporting on expense details. 

How to Create a Fourth Segment Code 
1. From the menu; select Utilities, Copy GL Account Wizard, 

then select Next. 

2. In the combo box labeled Copy Segment select Parish 
Code.  

3. From source will default to “000”.  

4. To Destination is the fourth segment code that you would 
like to create.  In our example, we are creating a segment 
“230”. 

5. Select the Account you want to attach the fourth segment 
to (from and to), do the same for Location and Ministry. 

6. Select Next. 

7. Select Yes to create a new segment. 

8. Use the following screen to search and replace text in the 
descriptions. 

9. Select Next when you are finished. 
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10. Review the new accounts that will be created and if you 

are satisfied with them select Next to complete the 
procedure. 
 Combo box 
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Modifying Accounts 
 
To Modify a General Ledger Account Segment 
Description: 
Every time a new General Ledger account is created a base 
segment is also created whether or not you are using 
segments in your General Ledger account numbering system.  
BusinessVision automatically assigns a generic segment 
description for each new General Ledger account; therefore, 
after creating a new account you will also want to immediately 
modify its segment description. 

1. To go to the Segment Details module, select Edit, General 
Ledger, Segment Details. 

2. Double click on the base account number whose 
description you want to modify and modify the description 
in the dialogue window that appears.  Click on the Save 
button or press Ctrl-S. 
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Or, from 

 
to 



General Ledger 
  

 10 

 

Notes 
General Ledger Account Group Maintenance 
The General Ledger Account Group Maintenance utility is 
accessed from the Utilities menu and provides the ability to 
view the Chart of Accounts in a "tree view" format, including 
account types (Assets, Liabilities, Income and Expenses) and 
the groups, sub-groups and accounts that fall within them. 

Accounts may be reassigned to a different group or sub-group 
by clicking in the group or sub-group field and selecting from 
the drop-down list that appears.  Note that pressing the F2 key 
when on a line item takes the cursor to the beginning of the 
first entry field.  An Income Statement and Balance Sheet can 
be printed directly from this window, so that you can establish 
whether the Chart of Accounts meets your requirements. 

The groups are pre-established in System Setup (Parish can 
not modify this group) while the sub-groups are maintained in 
the Sub-group Details function under Edit, General Ledger 
(Parishes can modify this group). 

 

General Ledger Account Sub-groups 
Each account may be assigned to a sub-group and numerous 
sub-groups may belong within a group.  This will establish a 
logical hierarchy to facilitate the design of financial statements. 

Accounts belonging within a sub-group can be suppressed 
when printing financial statements.  For example, within the 
group Cash you may wish to establish a sub-group called 
"Payroll" containing accounts such as Clergy, Lay Ministers, 
Administration, Caretaker, Housekeeper, Musicians and 
Others.  In this way, the details and total of each of these 
payroll accounts may, or may not, appear on financial 
statements as desired. 

An unlimited number of sub-groups may be created. 
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To Add a New General Ledger Account Sub-Group: 
1. Go to the Sub-Group Details module; select Edit, General 

Ledger, Sub-group Details. 

2. Click on the New Item icon or press Ctrl-N to create a new 
sub-group. 

3. Enter a name for the sub-group, a description (which is 
what will print on the financial statement), the General 
Ledger Account group the sub-group will be included in 
and whether or not you want to suppress printing of the 
sub-group. 

4. Click the Save button or press Alt-S to save the new sub-
group. 

 
 

To Modify a General Ledger Account Sub-Group: 
1. Go to the Sub-Group Details module; select Edit, General 

Ledger, Sub-group Details. 

2. Highlight the sub-group to be modified and click on the 
Modify icon, press Ctrl-E or double-click on the sub-group 
itself. 

3. Make the necessary changes and click the Save button or 
press Alt-S to save the new sub-group. 

 

To Delete a General Ledger Account Sub-Group: 
1. Go to the Sub-Group Details module; select Edit, General 

Ledger, Sub-group Details. 

2. Highlight the sub-group to be deleted and click on the 
Delete icon or press Ctrl-D. 

3. Confirm the deletion by clicking on Yes or press Alt-N. 
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Module with AutoPost Off – It is highly 
recommended that the AutoPost Off be left on 
 

Entering transactions in Accounts Receivable, Accounts 
Payable, Order Entry, and Purchase Orders with AutoPost off 
allows you to override which General Ledger accounts are 
posted to. 

AutoPost can be toggled on and off by clicking the AutoPost 
button on the task bar at the top of the main window or by 
pressing F8. 

The status of AutoPost is displayed at the bottom of the main 
window. 

 

1. After clicking on the Post button the Journal Entry window 
will appear.  The top section of this window is the Display 
area and shows the entire journal entry.  The bottom 
section is the Data Entry area and shows the line that is 
highlighted in the Display area for editing. 

 
2. Click on the line that is to be changed in the Display area.   

3. Make the required changes in the Data Entry area. 

4. If you need to add a line click on the first line that does not 
have an account number but does have the same memo 
as the other lines in the Display area.  In the Data Entry 
area enter the account number, change the memo if 
required and enter an amount. 
 
You will not be able to post the transaction until the journal 
entry is balanced.  The amount the transaction is out of 
balance by is displayed in the top right area of the window. 
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5. When you are satisfied with the journal entry, post the 

transaction. 
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Creating a Journal Entry 
1. To post an entry directly into the General Ledger module 

first open the Journal Entry screen by selecting Edit, 
General Ledger, Journal Entry. 
 
The system automatically generates a transaction number 
to provide a reference for journal entries. The transaction 
number is 10 digits long. (The Transaction Journal report 
provides a full audit trail by listing all transactions in 
transaction number sequence.) 

2. The system defaults to today’s date (or the session date 
you logged on with). Change the date if required for this 
entry. If you enter a date that is outside the current period 
you will be asked to confirm the date. (You can post to any 
existing period provided the period is unlocked.)  Each line 
of the journal entry will use the same date. 

3. Press Tab to move from the date field to the data entry grid 
and press F2 to enter the account number for the first line 
of your journal entry.  Type the account number or use the 
mini-browse window to select an account from the list (use 
Shft-F9 to sort by account number, F9 to sort by account 
name or F9 to enable the Segments mini-browse window). 

4. Press Tab to move to the memo field and enter a notation 
to explain the reason for the journal entry.  (If you would 
like to make a lengthy notation that will not fit into the 
standard memo field you may enter a note by clicking on 
the Notepad icon.) 

5. Press Tab to move to either the Debit or Credit column and 
enter a value. 

6. Press Tab to select the next account number and continue 
with the journal entry. (You will not be able to post the 
journal entry until the entry is in balance.)  You may enter 
up to 999 lines in one journal entry. 

7. Once you have entered amounts for every account in your 
journal entry press Esc to leave edit mode and press Ctrl-P 
to post the journal entry. 
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Notepad icon 

 

 
  

Amount to balance Column totals 

 

Important Notes: 

1. In a multi-user environment two or more users could 
see the same transaction number on their screens at 
the same time. The first user to post their transaction 
will use that number. The next user to post gets the 
next number in sequence. The actual transaction 
number the system uses appears in the bottom right 
corner of the status bar in the main BusinessVision 
screen. 

2. It is good bookkeeping practice to write the transaction 
number on your source documents. For example, after 
posting a bank deposit, write the transaction number 
on your copy of the deposit slip after the transaction 
posts. Copy the number from the main window's status 
bar as seen in bottom right part of the figure below. 
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Tips for Working in the Journal Entry Screen 
1. To create a new line, move to the first empty line and enter 

the values.  Alternatively, click the New Grid Item icon or 
press Ctrl-E. 

2. To insert a line above another line click the line above 
which you wish to enter the new line and click the Insert 
Grid Item icon or press Ctrl-A. 

3. To create a note for a journal click the Notepad icon or 
press Ctrl-J. 

4. To delete a line, either click on the line, or use the cursor 
keys, to select it. Then, click the Delete Grid Item icon or 
press the Delete key. 

5. The batch total of the batch displays in the status bar. This 
total must be zero in order to post the journal. 

6. Once you post a journal entry you may click Default icon, 
or press Ctrl-L to re-display the lines of your previous 
journal entry without values. You can use them as a 
template for another journal entry. 

7. To clear the journal batch before posting it to start again, 
click the New icon or press Ctrl-N. This deletes any lines 
you have entered. 

8. Click the Exit icon, or press Esc, to leave this screen. If 
there are unposted lines the system asks you to confirm 
that you will lose the lines. 
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Recurring Journal Entries 
 

The Recurring Journal Entry function is used to automatically 
create and post journal entries that will repeat in the future. 
This function posts entries to the General Ledger based on 
transactions that have previously been posted and may also 
be used to recur entries from the Accounts Receivable and 
Accounts Payable modules.  Typically, this function is used 
when identical entries are posted to one of the ledgers on a 
scheduled basis, such as rent, insurance, property taxes or 
lease payments.  The function can also be used to process 
pre-authorized payments for recurring charges such as weekly 
or monthly maintenance agreements, subscriptions, 
membership fees, etc. 

The transaction must exist before it can be set to recur. 
 

Creating a Recurring Journal Entry: 

1. Open the Recurring Journal Entries Template window by 
clicking on the Utilities menu at the top of the window and 
then clicking on Recurring Journal Entries. 

 
New  Change Posting Status  Error Log  Report 

 

2. Click on the New icon located on the taskbar at the top of 
the window. 

3. Enter the Transaction Number of the entry that you would 
like to use as the template for the recurring journal entry. 
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4. The Description will default to the Memo from the original 
transaction and may be changed at this time. 

5. The Transaction Status defaults to Active.   

6. Enter the Start Date. 

7. Enter the End Date. 

8. When using a transaction that was entered through the 
Accounts Payable or Accounts Receivable modules, 
Update Payables or Receivables will default to the supplier 
or customer code from the original transaction and may be 
changed at this time.   

9. In the Frequency Information section the Transaction 
Frequency will provides you will a list of choices of when 
the recurring journal entry should be processed.  

10. Click Save or Alt-S. 
 
Note: A recurring journal entry cannot be modified once it 
has been saved.  Only the Transaction Status may be 
changed. 

11. Active recurring journal entries will be posted at the time of 
logging on to BusinessVision for all entries on or before the 
log-on date providing the user has access to the General 
Ledger.  Therefore, logging on with a future date will 
cause active entries to be posted for all dates before 
and including the log-on date.  

12. A recurring journal entry will become Unpostable if one of 
the accounts it is posting to is deleted or the customer or 
supplier is deleted.  You will receive a message when 
logging on that the transaction could not be posted and the 
error details are written to a log file for viewing.  This error 
log may be accessed by clicking the Error Log button 
located on the taskbar at the top of the Recurring Journal 
Entries Template window. 
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Suspending a Recurring Journal Entry: 

To temporarily suspend an entry from posting you may change 
the Transaction Status to Suspended by clicking on the 
Change Transaction Status button on the taskbar at the top of 
the Recurring Journal Entries Template window.  Changing the 
Transaction Status back to Active will cause any skipped 
entries to be posted automatically at the next log-on.  

 

Reversing Recurring Journal Entries: 

The most effective way to reverse a series of recurring entries 
is to manually reverse the oldest entry, in the appropriate sub 
ledger, and then create a Recurring Journal Entry Template 
using this reversal entry to reverse the other incorrect 
postings. Remember that it is necessary to log-off and then 
log-on again to activate the process.
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Browsing General Ledger Account Balances 
and Entries 

1. In the General Ledger Account Details module select the 
Balances tab and enter an account number to see the net 
change and ending balance for each fiscal period for last 
year, this year and next year.  (All three years will not fit in 
the window at one time.  To see a year that isn’t being 
displayed move the navigation bar at the bottom of the 
screen.) 

   View Transactions button 

 
Navigation bar  

2. To view all of the transactions for any fiscal period first 
highlight the period and either double-click with your 
mouse, click on the View Transactions button or press Ctrl-
T. You may scroll through the list to view all transactions 
for that period using the navigation buttons, PgUp, PgDn 
or your arrow keys. 

Navigation buttons     View Journal Entry button 

 
3. To view the entire journal entry of any transaction first 

highlight the transaction then either double-click it with your 
mouse or click on the View Journal Entry button.  You may 
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view or enter a note attached to the journal entry by 
clicking on the Notepad button or pressing F2. 

       Notepad button  

 
You may also see a graphic representation of an account’s 
balance by period or net change by clicking on the appropriate 
tab.



General Ledger 
 

22 

 

Notes 
 



 

  

 
Customer Details 
 

 

In this section: 
 Introduction to the Customer Details 
Module 

 Adding, Modifying and Deleting Customers 
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Introduction to the Customer Details Module 

 
Customer Module 

 

The Customer Details module is where you maintain customer 
data such as mailing, and contact information.  This is useful 
for recording any hall rentals where the event will happen at 
some time in the future.  However, it is also a convenient place 
to view other information related to a customer such as 
accounts receivable balances and history. Also, an unlimited 
number of notes may be attached to a customer and viewed in 
the details module. 

Optionally, you may place a customer on hold.  You may also 
copy the customer’s address to Window’s clipboard to be 
pasted into another program such as a word processor.  You 
can even copy the customer record to ease the creation of a 
new customer with similar details. 

 
Copy customer information                               Place customer on hold 
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Adding, Modifying and Deleting Customers 

To Add a New Customer: 
1. Open the Customer Details window. 

 

 
 

2. The window opens to the Address tab by default.  Enter 
the Customer Number (which can be any unique alpha 
code up to 20 characters long), Name, Address (note that 
there are a total of four lines per address in addition to 
City, Province and Country), Telephone Number, Fax 
Number and E-mail Address. Note that each customer 
record can contain separate telephone and fax numbers, 
and email addresses for up to three separate contacts.  
You may also add a Web Page.  The system tracks when 
and by who the customer record was first created and last 
modified. 

 

 
3. Select the Details tab to enter pricing and credit 

information.  You may also select a unique Accounts 
Receivable (i.e. 1200-4-00 – Accounts Receivable Hall) 
control account on this page (and, optionally, default 
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revenue account) if the system has been set up to allow for 
this.  This page is also where you determine how 
statements and invoices should be processed for this 
customer (the default is printed). 
 
The Special Code field is an optional single character field 
that can be used for your own unique purposes such as an 
indicator or warning for special treatment and can be used 
in conjunction with the Custom Report Writer. 

 

 
  

To Modify a Customer: 
1. Open the Customer Details window. 

2. Click the Browse button to the right of the Customer 
Number field to select the appropriate customer. 

3. Make the necessary changes and click the Save button or 
press Ctrl-S. 

4.  

To Delete a Customer: 
1. Open the Customer Details window. 

2. Click the Browse button to the right of the Customer 
Number field to select the appropriate customer. 

3. Click the Delete button or press Ctrl-D then confirm by 
selecting Yes. 

Note: A customer cannot be deleted if they have an 
outstanding balance in Accounts Receivable. 

Also, the sales history for a deleted customer will be 
maintained but the Customer Name will appear as 
“**Customer not on file**” in the Sales Analysis module and 
blank on reports. 
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Revenue Canada as a Customer 
 

Setting up Revenue Canada GST as a customer.  Enter the 
necessary information as you would for entering any customer.   

Select the “Taxes and Shipping” tab and change the G/L 
income default to: 

1210-0-00-, GST Receivable, so that your claims received are 
posted to the “GST Receivable Account”. 

 

 



Accounts Receivable 
  

  

 

Notes 

 

 
Accounts Receivable 
 

 

In this section: 
 Sunday Collection 
 Recording an Invoice 
 Posting Payments/Deposits 
 Correcting Payments/Deposits 
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1. Select the Accounts Receivable module. 

2. Type COL for the customer number and press the Tab 
key. 

3. The Sunday Collection record will appear. 

4. Make sure that Autopost is off.  (The status of Autopost 
is displayed at the bottom of the BusinessVision 
screen.  If it is on, press F8 to toggle it off.) 

5. Press Ctrl-N to create a new item. 

6. Enter the date of the collection and the counter’s initials 
in the reference number field. 

7. Enter the total amount of the collection. 

8. Select OK. 

9. Edit the Journal Entry that appears and select each 
type of collection, such as envelope, loose, special 
fund, etc., and enter the correct dollar amount for each. 
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Collections will appear as credit amounts in the Journal 
Entry.  As seen in the figure below, the journal entry 
will default to the entire amount posting to the Parish 
Collection.  Click on a line with your mouse and edit the 
amount to reflect the actual count.  Adjust all four 
collection lines as shown below.  The journal entry 
must be in balance (total debits must equal total 
credits) before you can post the entry. 

10. Select Post when you are finished. 
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 Recording an Invoice: 

1. Make sure you have the customer setup before you 
begin. 

 
2. Go to the Taxes and shipping tab in customer 
details and double check that you have the correct 
revenue code for the transaction. (Save your data) 

 
3. Once you have entered the customer and verified 
the revenue code you can enter the invoice.  Go to the 
accounts receivable module and double click on the mini-
browse to select the customer. 
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4.  Once you have selected the customer click on 
New button to enter the invoice. 

 
Enter the date of the invoice and select a reference number 
(i.e. the day of the event) 

 
 
5. Verify that you have the correct A/R code and revenue 
code and post. 
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Posting Payments 
 

When a Customer Makes a Payment on Their Account: 
1. Open the Post to Open Items window. 

2. Click the Browse button to the right of the Customer 
Number field and select the appropriate customer. 

3. Flag the invoice being paid by clicking the box to the left of 
the invoice date. 

4. Double-click on the invoice being paid or single-click and 
then click New Item.  The Transaction Entry window will 
appear.  

 
 

5. The date can be changed to reflect the appropriate 
accounting period. 

6. The Reference Number field may be used to enter the 
customer’s cheque number or some other information that 
is relevant to the payment. 

7. The Amount will reflect the total of the invoice, less any 
applicable discounts, and can be changed if necessary. 

8. Click on the Post button to complete the transaction.  If the 
invoice was paid in full it will be moved from the Post to 
Open Items window to the Inquiry window.  If a partial 
payment was made, a payment entry will appear directly 
beneath that invoice and the Item Balance will reflect the 
balance remaining. (You can still view paid or closed 
invoices in Inquiry.) 

 

When a Customer Makes a Payment to More than One 
Invoice: 
1. Follow Steps 1 and 2 above. 

2. Flag each invoice being paid by clicking on the box located 
to the left of the invoice date.  Give discounts where 
applicable.  A total of the flagged items will appear in the 
Post to Open Items window. 
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 Flagged Items 

 
 
3. Click the New Item button at the top of the Post to Open 

Items window or press Ctrl-N.  The Transaction Entry 
window will appear. 

 
 

4. Follow Steps 6 and 7 above. 

5. The Amount will reflect the total of all flagged items, and 
can be changed if necessary. 

6. Click on the Post button to complete the transaction.  If the 
invoices were paid in full they will be moved from the Post 
to Open Items window to the Inquiry window.  If a partial 
payment was made, a payment entry will appear directly 
beneath that invoice and the Item Balance will reflect the 
balance remaining. (You can still view paid or closed 
invoices in Inquiry.) 
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Correcting Payments 
 

When a payment has been posted incorrectly, for instance if 
the wrong customer was credited, it must be reversed and re-
entered.  If it was a partial payment it will appear in the Post to 
Open Items window.  If it was a full payment it will appear in 
the Inquiry window.    

1. In Accounts Receivable, select the appropriate customer 

press inquiry button  and highlight the payment to be 
corrected.    

2. Click the Unlink button on the task bar at the top of the 
Accounts Receivable window or press Ctrl-U.     

 and go to Open Items  

3. Highlight the payment again and apply a debit memo using 
the same date, and amount from the original payment.  For 
the reference enter reason for correction. 

4. Modify the journal entry to reverse the original transaction 
i.e. 

   DR  CR 

1010-0-00-000   500.00 

1200-4-00  500.00 

5. Post the entry. 

 

Correcting Invoice (Deposit) 
6. Highlight the invoice and click on the View Journal Entry 

button  on the task bar at the top of the Accounts 
Receivable window or press Ctrl-J.  Write down the date, 
accounts posted to and amounts, identifying whether they 
were a debit or a credit.  You could also print a General 
Ledger Transaction Journal report for this transaction. 

7. Write down what the reversing entry should be: 

 

  DR  CR 

1200-0-00  500.00  500.00 

4000-0-00-000 500.00  500.00 

And exit. 
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8. Highlight the invoice (deposit) and apply a credit memo 

using the same date, and amount from the original 
invoice(deposit).  For the reference enter reason for 
correction. 

9. Modify the journal entry to be the same as the reversing 
entry in Step 7. 

10. Post the entry and enter the invoice(deposit) and payment 
correctly. 

  

 



 

  

 
Vendor/Supplier Details 
 

 

In this section: 
 Introduction to the Vendor/Supplier Details 
Module 

 Adding, Modifying and Deleting 
Vendors/Suppliers 
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Introduction to the Vendor Details Module 

 
 Vendor 

The Vendor Details module is where you maintain vendor 
(supplier) data such as mailing, contact and payment terms 
information.  However, it is also a convenient place to view 
other information related to a vendor such as year-to-year 
purchase comparisons, accounts payable balances and 
history. Also, an unlimited number of notes may be attached to 
a vendor and viewed in the details module. 

Optionally, you may place a vendor on hold so that paying 
them is temporarily suspended.  You may also copy the 
vendor’s address to Window’s clipboard to be pasted into 
another program such as a word processor.  You can even 
copy the vendor record to ease the creation of a new vendor 
with similar details. 

 
Copy vendor information                               Place vendor on hold 
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Adding, Modifying and Deleting Vendors 
 

To Add a New Vendor: 
1. Open the Vendor Details window. 

 

 
 

2. The window opens to the Address tab by default.  Enter 
the Vendor Number (which can be any unique alpha code 
up to 20 characters long – create a code that is easy to 
remember), Name, Address (note that there are a total of 
four lines per address in addition to City, Province and 
Country), Telephone Number, Fax Number and E-mail 
Address. Note that each Vendor record can contain 
separate telephone and fax numbers and email addresses 
for up to three separate contacts.  You may also add a 
Web Page.  The system tracks when and by who the 
Vendor record was first created and last modified. 
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3. Select the Details tab to enter a default GL account (This 

is the account that the system will use to automatically post 
invoices from this vendor to with Autopost on; turning 
Autopost off at the time of posting an invoice will allow you 
to change what account is posted to.  It is highly 
recommended that you enter an account in this field or 
BusinessVision will use the default account set in System 
Setup) and credit information.  You may also select a 
unique Accounts Payable control account on this page if 
the system has been set up to allow for this.    

 

4. Select the Info tab and enter the default Terms Code for 
this Vendor.  Payment terms can offer a discount for 
payment within a certain number of days (e.g. 2% 10 
days). This causes the Accounts Payable module to 
calculate the discount at the time of payment.  For more 
details see the online Help.  You create your own payment 
terms in the Terms Details function. 
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(While the following information is not relevant in a parish setting, it 
allows you to see what can be done)  

5. You may also set a default Shipping method and Buyer on 
the Info page.  The data in these fields will automatically 
be entered into a Purchase Order that is created for this 
Vendor.  
 
You may optionally enter information in the Notes field.  
This field can be used in conjunction with the Custom 
Report Writer. (Crystal Report Writer) 
 
In the Search Key field you can enter a short string that 
can be used in Browse windows as a sort field.  For 
example, you could enter part of the Vendor's name, 
telephone, or e-mail address or any other means of 
identifying the Vendor.  This is a standard search field and 
can be used to locate an account quickly. 

 
To Modify a Vendor: 
1. Open the Vendor Details window. 

2. Click the Browse button to the right of the Vendor Number 
field to select the appropriate Vendor. 

3. Make the necessary changes and click the Save button or 
press Ctrl-S. 

 

To Delete a Vendor: 
1. Open the Vendor Details window. 

2. Click the Browse button to the right of the Vendor Number 
field to select the appropriate Vendor. 

3. Click the Delete button or press Ctrl-D then confirm by 
selecting Yes. 

 

Note: A Vendor cannot be deleted if they have an 
outstanding balance in Accounts Payable. 

Also, the purchase history for a deleted Vendor will be 
maintained but the Vendor Name will appear as “**Vendor not 
on file**” in the Purchase Analysis module and blank on 
reports.



 

  

 

 
Accounts Payable  
 

 

In this section: 
 Posting Invoices 
 Correcting Invoices 
 Posting Payments 
 Posting Partial Payments to Multiple 
Invoices for One Supplier 

 Paying a Supplier with Visa/Mastercard 
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Posting Invoices 
 

When an invoice is received from a supplier: 

 

1. Open the Post to Open Items window in Accounts 
Payable. 

2. Click the Browse button to the right of the Supplier 
Number field and select the appropriate supplier. 

3. Click on the New Item button at the top of the Post to 
Open Items window or press Ctrl-N.  The Transaction 
Entry window will appear. 
 

 
 

4. Enter the invoice date or a date in the accounting 
period in which the expense was incurred in the Date 
field. 

5. Enter the supplier’s invoice number or, optionally, 
some other reference if an invoice number is not given 
in the Invoice Number field. 

6. Enter the purchase order number in the Purchase 
Order Number field, if applicable.  (This is optional.) 

7. Enter the total amount of the invoice including taxes, 
freight, etc in the Amount field. 
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8. Enter the date the invoice should be paid by in the Due 
Date field. 

9. Check the G/L Account number being displayed to be 
sure that the transaction will be posted to the proper 
General Ledger account.  If the account is correct, 
proceed to Step 10.  If the account is incorrect, press 
F8 to turn AutoPost off.  (See the Procedure: Modifying 
Journal Entries with AutoPost Off.) 

10. Click on the OK button. The GST Input Credit window 
will appear. 
 

 
 

11. Select the GST amount that matches the invoice or 
manually enter the amount in the Other Amount field if 
it differs from the choices given.  See the Procedure: 
GST Calculation for an explanation of how the GST is 
calculated in this window. 

12. Click on the Post button to complete the transaction, 
the following screen appears.  If everything is correct 
click the Post button. 
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 Correcting Invoices 
 

When an invoice has been posted incorrectly it must be 
reversed and re-entered.  If the invoice has not been paid, it 
will appear in the Post to Open Items window.  If it has been 
paid, it will appear in the Inquiry window.  AutoPost should be 
off (press F8) to modify the correcting journal entry. 

When the invoice has not been paid: 

1. In the Accounts Payable, Post to Open Items window 
select the appropriate supplier and highlight the incorrect 
invoice.  Note the invoice number for reference. 

2. Click on the View Journal Entry button on the task bar at 
the top of the Accounts Payable window (Ctrl-J will also 
work).  Write down the date, the accounts posted to and 
the amounts, identifying if they were a debit or a credit.  
You could also print a General Ledger Transaction Journal 
report using the transaction number for this entry. 

 

 
 

DR  CR 

1210-0-00     4.50 

2000-0-00    137.21 

6170-0-00-000 132.71 

 

3. Write down what the reversing entry should be: 

DR  CR 

1210-0-00     4.50      4.50 

2000-0-00 137.21  137.21 

6170-0-00-000 132.71 132.71 
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4. Apply a Credit Memo to the invoice using the same date, 
invoice number (prefaced with a “C” to denote a 
correction), and the amount of the original invoice. 

5. Apply the proper GST. 

6. Modify the journal entry to be the same as the reversing 
entry in Step 3. 

7. Post the entry. 

8. Enter the invoice correctly. 

 

When the invoice has been paid and the amount of the 
payment does not change: 

1. In the Accounts Payable, Inquiry window select the 
appropriate supplier and highlight the payment made to the 
incorrect invoice. 

2. Click the Unlink button on the task bar at the top of the 
window. 

 
3. Go to the Post to Open Items window. 

4. Follow Steps 1 through 8 above. 

5. Flag the new invoice and the payment and click the Link 
button on the task bar. 

 
When the invoice has been paid and the payment also needs 
to be corrected: 

1. Follow Steps 1 - 4 above to correct the invoice. 

2. To correct the payment, see the Procedure: Correcting 
Payments in Accounts Payable. 
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Posting Payments 
 

When Making a Payment to One Invoice: 
1. Open the Post to Open Items window. 

2. Click the Browse button to the right of the Supplier 
Number field and select the appropriate supplier. 

3. Flag the invoice to be paid by clicking the box to the left 
of the invoice date. 

4. If there is a discount to be taken the Available Discount 
or Expired Discount window will appear.  The amount 
of the discount can be changed.  Click Take Discount 
or No Discount. 
 

 
 

5. Double-click on the invoice to be paid or single-click and then 
click New Item.  The Transaction Entry window will appear.  
 

Cheque # 
 

6. The date can be changed to reflect the appropriate 
accounting period. 
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7. The next available cheque number will appear in the 
Reference Number field if the bank account selected 
has the Next Cheque Number entered and Cheque 
Printing is on.  You will need to enter a cheque number 
if the Next Cheque Number has not been set up or 
Cheque Printing is off. 

8. The Amount will reflect the total of the invoice, less any 
applicable discounts, and can be changed if necessary. 

9. If the bank account is correct proceed to Step 10.  If it 
is not correct exit the transaction and see the 
Procedure: Changing Bank Accounts in Accounts 
Payable. 

10. Click on the Post button to complete the transaction.  If 
the invoice was paid in full it will be moved from the 
Post to Open Items window to the Inquiry window.  If a 
partial payment was made, a payment entry will appear 
directly beneath that invoice and the Item Balance will 
reflect the balance remaining. (You can still view paid 
or closed invoices in Inquiry.) 

 

When making a payment to one supplier for multiple invoices: 

1. Follow Steps 1 and 2 above. 

2. Flag each invoice to be paid by clicking on the box located 
to the left of the invoice date.  Take discounts where 
applicable.  A total of the flagged items will appear in the 
Post to Open Items window. 
 
           Flagged Items 
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3. Click the New Item button at the top of the Post to 
Open Items window or press Ctrl-N.  The Transaction 
Entry window will appear. 
 

 
 

4. Follow Steps 6 and 7 above. 

5. The Amount will reflect the total of all flagged items, 
less any applicable discounts, and can be changed if 
necessary. 

6. Follow Steps 9 and 10 above. 
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Posting Partial Payments to Multiple Invoices 
for One Supplier 
 

1. Open the Post to Open Items window.  

2. Select the appropriate supplier and double-click the 
first invoice to be partially paid or single-click and then 
click Apply. 

3. Enter the amount to be paid and take note of the 
cheque number in the Reference Number field. 

4. Post the payment. 

 
5. Double-click the next invoice to be partially paid or 

single-click and then click Apply.  The cheque number 
in the Reference Number field should be the same as 
the first partial payment. 
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6. Enter the amount to be paid. 

7. Post the payment. 

8. Repeat Steps 5, 6 and 7 until all partial payments have 
been posted. 

9. The cheque can be printed by clicking on the Cheque 
icon that appears under the Cheque Printing section in 
the Post to Open Items window. 

 
Cheque Icon 

 
 

Note: If a cheque has not been printed and you exit Accounts 
Payable, or change suppliers, the following message will 
appear and the cheque will be printed: 

 

 

 

Paying a Supplier with Visa/Mastercard 
 

Turn the cheque printing off before processing your payment.  
Change the reference number from a cheque to MC Pymt 
(example).  Continue processing the payment. 
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 Correcting Payments 

 
** This only applies when you are correcting the payment 
just printed or was printed last month and you have not 
yet completed your bank reconciliations for the prior 
month. 
When a payment has been posted incorrectly, for instance if 
the wrong supplier was paid, it must be reversed and re-
entered.  If it was a partial payment it will appear in the Post to 
Open Items window.  If it was a full payment it will appear in 
the Inquiry window.    

1. In Accounts Payable, select the appropriate supplier and 

click the Inquiry Button  highlight the payment to be 
corrected.  Write down the cheque number for reference. 

 

2. Click the Unlink  button on the task bar at the top of 
the Accounts Payable window or press Ctrl-U.  Go back to 
Open Items . 

3. Highlight the payment again and click on the  void 
cheque button.  The following screen will appear 
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Click yes, and the following will appear 

 

 
Click yes, system will tell that the cheque has been voided 
press ok and cheque disappears from open items. 

 

If the payment that is being corrected is further back then the 
scenario above then repeat steps 1 and 2 above and follow 
these instructions. 

3. Highlight the payment and click on the View Journal Entry 
button on the task bar at the top of the Accounts Payable 
window or press Ctrl-J.   Write down the accounts posted 
to and amounts. 

      DR  CR  

 1010-0-00-000    115.00 

 2000-0-00   115.00 

4. Write down what the reversing entry should be: 

      DR  CR  

 1010-0-00-000  115.00  115.00 

 2000-0-00   115.00  115.00 

5. In the Post to Open Items window apply a Debit Memo to 
the payment using today’s date, cheque number (prefaced 
with a “C” to denote a correction), and amount of the 
original payment. 

6. Post the transaction. 
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Changing Bank Accounts 
 

When multiple bank accounts are used there may be times 
when it is more efficient to change the bank account before 
posting payments in Accounts Payable. 

 

1. Click on the Bank Account button at the top of the Post to 
Open Items window to select the Browse Bank Accounts 
window.  

 

 
 

2. Double-click on the Bank Account from which to process 
payments. 

 
 

 
 
 
Note: The Bank Account chosen will remain the default 
bank account for all transactions until you select an 
alternate bank account or exit the Accounts Payable 
module. 
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Batch Payables 
 

The Batch Payables module allows you to automate the 
Accounts Payable function. 

1. Open the Batch Payables window by clicking on the 
Utilities menu at the top of the window and clicking on 
Batch Payables. 

 

2. In the Payment Date field enter the date that you wish to 
use for posting to the General Ledger.  You may postdate 
or backdate the payment.  Only those items that are due to 
be paid on or before the payment date will be selected. 
 

 
 

3. You may select a single supplier, a range of suppliers or all 
suppliers.  Specific invoices or suppliers that have been 
placed on hold will be ignored. 

4. Set Monetary Limit allows you set a maximum dollar 
amount for the total of all payments.  The field has no limit 
when not checked and defaults to your bank balance when 
checked.   

5. Set Vendor Limit allows you to set a maximum dollar 
amount that can be paid to any given supplier. 

6. Take Expired Discounts allows you to take discounts 
based on the rules established in BusinessVision for 
processing payment discounts. 
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Note:  Batch Payables will always take available 
discounts. The selection of invoices is based on 
outstanding invoices in the sub-ledger and the balance 
outstanding in the supplier file and will not include any 
open credits (credits not linked to an invoice).  If a credit 
has not been linked to a payment, only those invoices that 
total less than the outstanding balance in the supplier file 
will be selected. 

 

Example: 

Supplier Account 

Invoice 1  $100.00 

Invoice 2    100.00 

Credit      25.00 

Balance  $175.00 

 

Batch Payables  

Invoice 1  $100.00 

 

7. The Bank Account defaults to the account specified in 
Special Accounts and may be changed by selecting 
another account from the Browse window to the right of the 
field or entering another account manually.  

8. Click OK. 

9. A list of invoices will appear based on the criteria entered.  
The invoices that meet the criteria will be flagged for 
payment.  The invoices that do not meet the criteria will 
also appear and may be flagged for payment at this time. 

10. You may choose to click the Flag All  button on the 
task bar at the top of the window to select all items for 

payment or you may choose to click the Unflag All  
button on the task bar and select only those items that are 
applicable for this cheque run.  

11. You may print a Payment Listing for review that will show 
the items that have been flagged for payment. 

12. Once you are satisfied with your selection click on the Post 
button on the task bar at the top of the Batch Payables 
window to post the transactions and print the cheques. 
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Flag All Unflag All   Edit Criteria    Payment Listing   Pay 

 
 

 

Note: You may stop the Batch Payables process and exit from 
the function before processing cheques. Your work will be 
saved (including balances and check marks) in a Provisional 
Payments file. 

Upon resuming the process you will be advised that a previous 
batch payables file already exists. You may either keep it and 
continue where you left off, or you may delete it and start over 
with the process. 
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Instant Cheque 
 

Instant Cheque will allow you to write cheques to One-Time 
Suppliers, Existing Suppliers and Customers.  It will post the 
invoice and payment directly to the appropriate sub-ledger 
account. 

 

One-Time Supplier: 
1. Select Instant Cheque from the Utilities menu. 

2. The default setting for the Instant Cheque Wizard is One-
Time Supplier. 

3. Enter the name of the person or company you are paying.  
You may also optionally include their address. Click Next. 

 

 
 

4. Change the default date if necessary.  This is the date that 
will print on the cheque and be used for posting the 
transaction. 

5. Enter the Amount of the cheque.  The GST will be 
calculated automatically and may be manually changed if 
required. 

6. Enter a Memo that describes why the cheque was written.  
This is a mandatory field. The memo will print on the 
cheque and be retained in the NotePad for this account in 
Accounts Payable for future reference. 
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7. Select the appropriate Expense Account and Bank 
Account and confirm that the Cheque Number is correct. 

 

 
 

8. Click Finish.  The cheque will appear on the screen. 
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Cheque Wizard – Print 
Cheque 

9. If all of the information is correct click on the Print Cheque 
button, view and Post the entry. 

10. If changes need to be made click, on the Cheque Wizard 
button to return to the wizard and make any necessary 
changes. 

11. To view the transaction, open the Accounts Payable 
window and select Inquiry.  Click on the Browse button to 
the right of the Supplier Number and select ~1TIME 
(usually found at the end of the list).  All Accounts Payable 
transactions made through the Instant Cheque module will 
be listed. You may identify the details of each cheque by 
referring to the Notepad (accessed by clicking the button 
on the taskbar at the top right of the Accounts Payable 
window). 

 

 

Existing Supplier: 
1. Select Instant Cheque from the Utilities menu. 

2. Click the radio button located to the left of Existing and 
enter a supplier code or select one using the Browse 
window.  The supplier details will appear in the name and 
address fields automatically.  Click Next. 

 
 

3. Follow Steps 4 through 10 above. 

4. The invoice and payment will be posted automatically to 
the suppliers’ account in Accounts Payable and can be 
viewed through Accounts Payable Inquiry. 
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Customer: 
This would be used if a customer would like to be refunded by 
cheque. 

1. Select Instant Cheque from the Utilities menu. 

2. Click the radio button located to the left of Customer and 
enter a customer code or select one using the Browse 
window.  The customer details will appear in the name and 
address fields automatically.  Click Next. 

 

3. Change the default date if necessary.  This is the date that 
will print on the cheque and be used for posting the 
transaction. 

4. Enter the Amount of the cheque. 

5. Enter a Memo that describes why the cheque was written.  
This is a mandatory field. The memo will print on the 
cheque and be retained in the NotePad for this customer in 
Accounts Receivable for future reference. 
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6. Select the appropriate Bank Account and confirm that the 
Cheque Number is correct. 

 
 

7. Follow Steps 8, 9 and 10 above. 

8. A Debit Memo will be posted to the customers’ account in 
Accounts Receivable and should manually be linked to 
the original credit memo. 
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GST Calculation 
 

This calculation window in the Accounts Payable module is 
used to determine the amount to be debited to the GST Input 
Tax Credit account.  PST is not calculated nor is it posted to 
an account since PST cannot be credited and is considered 
part of the expense of the purchase. 

 

 
 

GST Only is calculated assuming that PST was not included in 
the total amount entered from the invoice. 

 

Example: 

Invoice Total 105.00 

GST = 105.00 divided by 1.05 (GST only) multiplied by 5% 
= 5.00 ($2.50 will be posted to the GST Receivable 
Account and the half of the GST will be posted to the 
expense account selected. (see example above) 

 

After PST calculates GST assuming that PST was included in 
the total amount entered from the invoice. 

 

Example: 

Invoice Total 113.00 

GST = 113.00 divided by 1.13 (GST+ PST) multiplied by 5% 
= 5.0
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In this section: 
 Introduction to the Payroll Module 
 Payroll Concepts 
 Payroll Accounting 
 Payroll Setup 
 Entering Opening Balances 
 Processing Payroll 
 Reversing a Paycheque 
 Payroll Remittance (Receiver General) 
 Registered Pension Plan Contributions 
(Standard Life) 

 Employee Department List 
 Special Accounts – For Payroll Accounts 
List 

 Year End Processing 
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Introduction to the Payroll Module 
The following information is intended to provide you with an 
understanding of the functions and procedures for processing 
payroll in BusinessVision.    

In order to use the Payroll module effectively you should have 
an understanding of the payroll process.  Once properly setup, 
the system handles the complexities of payroll accounting 
automatically. 

Payroll legislation requires that an employer conforms to the 
following policies: 

 Keep accurate employee records with respect to tax 
status, pay rates, earnings, salary, vacation, etc. 

 Maintain information on past earnings, benefits and 
withholdings in order to facilitate any discussions with 
the employee. 

 Keep track of employees’ work time, sick time, 
overtime, commission and vacation time. 

 Calculate the value of each employee’s benefits, 
deductions and amounts the employer must pay to 
various authorities and agencies. 

 Produce pay cheques, pay slips or direct deposit forms 
in accordance with current laws and regulations. 

 Produce annual documentation for each employee and 
for governmental authorities to confirm and verify the 
summary details of each employee’s pay, insurable 
earnings and source deductions. (e.g. T4 (Canada 
Revenue Agency) and Relevé 1 (Revenu Québec)) 

Properly used, the BusinessVision Payroll module will also 
maintain bookkeeping records so that financial statements will 
accurately include this information and provide meaningful and 
valuable information for making informed business decisions. 

 

Note:  From time to time the provincial and federal 
governments change methods, rates and/or formulae for 
calculating payroll deductions.  Sometimes these changes are 
retroactive.  All businesses have a legal obligation to process 
payroll in accordance with the rules and regulations in force by 
all levels of government.  Therefore, you must ensure that you 
always have the most up-to-date tax tables installed in 
BusinessVision.  These updates are available from 
BusinessVision with their Payroll Update Program (PUP).  
Payroll updates will be maintained centrally through the ISS 
Department at the Chancery Office. 
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Payroll Concepts 
You process payroll in pay frequencies. You can create up to 
eight separate pay frequencies for each company.  For 
example, you may have monthly and biweekly paid 
employees. Each of these is a pay frequency. 

You may create up to 10 benefits and 10 deductions. Benefits 
are non-monetary benefits you provide employees.  For 
example, Life Insurance premiums paid by the employer.  
Deductions are non-statutory deductions you make from an 
employee's gross earnings. For example, voluntary pension 
plan contributions, and optional group life insurance premiums. 

You may have up to 99 departments. Departments allow you 
allocate employee expenses in separate General Ledger 
accounts on a departmental, geographic or any other basis.  
For example, you may wish to create separate payroll 
departments for clergy salaries; administrative salaries; 
caretaker salaries, and so on. 

Once your payroll setup is complete you create employee 
records which include: 

 A unique, permanent, six-digit employee code. 

 Personal information such the employee's address, 
telephone number, e-mail address, etc.. 

 Which province's tax table is to apply to the employee. 

 The employee's salary and/or hourly rates, including 
regular, overtime and premium rates, as well as dollar 
amounts for any of the benefits and deductions that 
apply to the employee. 

 Any special tax exemptions as well standard rates for 
various statutory deductions. 

 Whether to accrue vacation pay or to add it to each pay 
cheque. 

 Optionally, you may attach an image of the employee 
to their employee record. 

You begin the payroll process by updating the Payroll 
Schedule and setting the period for each pay frequency, the 
pay cheque and transaction date period, and, if applicable, the 
next Pay Slip number.  (Pay Slip numbers are used if you are 
not processing pay cheques from a bank account; for instance, 
if you are using direct deposit, or if you are using a separate 
cheque numbering scheme than you use for Accounts 
Payable.  If you are processing pay cheques from a standard 
bank account, and using the same numbering as Accounts 
Payable, leave the next Pay Slip number at 0.) 
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You then create a timecard for each employee by entering 
regular pay information such as hours worked. You can print 
individual pay cheques as you process timecards or you can 
batch them.  If you batch timecards, the system creates 
timecards for salaried employees automatically. Of course, if 
there are one-time changes for a salaried employee you will 
need to enter a timecard for them. 

You may pay employees by cheque or by direct deposit into 
their bank accounts.  If you use direct deposit you must set up 
direct deposit processing with your bank.  You also need to 
obtain banking details from your employees.  Note that direct 
deposits can only be processed in batch mode. 
If an employee loses a cheque you can void it. This reverses 
all values on the employee file and the General Ledger 
allowing you to pay the employee again to replace their pay 
cheque. 

If you make an error on a timecard you can issue a 
supplemental timecard in the same period to correct the error. 
Alternatively, you can void the timecard, correct the error and 
re-process it.  Note that you cannot batch supplemental 
timecards; therefore, you must always pay these by cheque 
and never by direct deposits. 

The system allows you to produce all the necessary statutory 
reports and information including submitting T4 reports 
electronically. 

 

At the end of the payroll year (which is always the calendar 
year end regardless of your fiscal year end) you run the payroll 
year end procedure to reset all of the balances to zero and 
prepare the system for the next payroll year. 

 

Payroll Accounting 
The General Ledger system creates journal entries 
automatically during payroll processing regardless of the 
status of AutoPost as payroll journal entries can be quite 
complex.  It is not unusual for a payroll journal entry to consist 
of as many as 15 to 20 transaction lines.  The system is able 
to post an entry with over 100 transaction lines if necessary.  
Posting to the General Ledger takes place when pay cheques 
are printed. 

Note that the journal entry uses the pay cheque date as the 
transaction date and automatically creates the memo portion 
of the transaction to show the employee number. 
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The system shows the actual pay cheque number on the 
payroll clearing or bank account transaction entry.  The 
transaction number on the timecard and the General Ledger is 
the same, providing an audit trail between the Payroll and 
General Ledger modules. 
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Payroll Setup 
Before using the Payroll module the following steps must be 
taken to prepare the system for processing payroll for your 
company: 

System Setup 

To setup a new department you must call the Accounting 
Department. 

 
Special Accounts 

General Ledger accounts must be established for various 
payroll items.  These have been setup for you. 

 
User Details 

You must enable payroll processing for every user who needs 
to process in, or view, the Payroll module.  You must ensure 
that unauthorized users are prevented from accessing 
this module to maintain confidentiality and security. 

 
Printer Setup 

Print formats for pay cheques, pay advices and statutory forms 
must be set. 

 
Payroll Benefits 

Enter benefit descriptions. Page 6 

 
Payroll Deductions 

Enter deduction descriptions and their associated General 
Ledger accounts. Page 7 

 
Employee Details  

Create, maintain and delete employee records including hourly 
rates and salary information. Page 8 
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SETTING UP EMPLOYEES BENEFITS / DEDUCTIONS 
 

Benefits 
Go to Utilities cursor down to Payroll Setup and select Payroll 
Benefits 

 
The following screen will appear.  Enter the department 
number for which you will be entering taxable benefits for and 
click OK. 

 
Enter a Short Name for all taxable benefits that apply to this 
department and click Save.  Follow this procedure for each 
department until all taxable benefits have been entered. 

 
 



Payroll 
  

  7  

Notes 

  

Deductions 
 
Go to Utilities cursor down to Payroll Setup and select Payroll 
Deductions. 

Enter the department number for which payroll deductions 
apply and click OK.  

Generally clergy do not have deductions, outside of CPP, EI, 
TAX and RPP. 

 
(Generally Voluntary Pension Plan Contributions and/or Group Optional Life) 

 
Select the appropriate G/L No. and use or create a Short 
Name as above. 

Follow this procedure for each department until all deductions 
have been entered. 

Employees with benefits and a member of the pension plan 
have the option to purchase more life insurance and voluntarily 
contribution to the pension plan.  (Remember the voluntary 
contributions to the plan are not matched by the parish.) 

The optional life premium is found on the Morneau Sobeco 
billing under the heading “Description” as Optional Premium.   

Premiums are paid monthly, therefore you must calculate the 
yearly total (x 12, add 8% PST) and divide by the number of 
pay periods to deduct the appropriate amount from each pay. 
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Entering Employee Information 
Select the Payroll icon. 

 
Select or set the next Employee No. (6 digits - 000001) 

Enter all information in the address tab. 

 
Select the Details tab.  Enter the Department code for this 
employee.  Fill in each appropriate field, the tax table field is a 
mandatory field, select ON (Ontario).  Enter the appropriate 
payroll cycle for this employee; i.e. 26 = bi-weekly, etc. 
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IF EMPLOYEE IS CPP EXEMPT… 

 
Edgar’s birth date must be changed to a data that does not 
trigger the CPP deduction, select a year that reflects an age 
over 70.  You can place his real date of birth on the notes line 
above.  Unfortunately this is the only way to trick the system to 
exempt the CPP deduction. 
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Select the Amounts tab. 

 
The system will default to the current basic tax exemptions 
(Tax credit & Prov. Claim).  Each employee should fill out a 
TD1 and a TD1 ONT.  From these forms enter the appropriate 
information. 

Payments section – Establish whether the employee is paid 
salary or hourly and enter the appropriate amounts per payroll 
cycle.  If an employee is salary no information should be 
included in Regular time and vice versa. 

Deductions and rates section – For lay employees that are 
members of the pension plan select % and enter 5.  For clergy 
select $ and enter the appropriate amount. 

If an employee elects to have extra income tax deducted from 
their pay (TD1), enter the whole dollar amount per pay period. 
(Must round to the nearest whole dollar)  Do not enter cents. 

The E.I. factor has been automatically setup.  

W.C.B. rate does not apply, leave blank.  This is not an 
employee deduction. 

**Vacation rate applies to all employees who receive paid 
vacation.  For salaried employees leave % blank.  If vacation 
pay is accrued make sure the box is checked, if vacation pay 
is included with each pay uncheck the box. 
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Select the Deductions tab. 

 
Enter the dollar amounts for each of the deductions listed. 

The Optional Life premium is subject to TAX and CPP only, EI 
and WC should remain blank. 

The Voluntary Pension contribution is subject to EI and CPP 
only, TAX and WC should remain blank. 

Generally clergy do not have any deductions. 

Select the Benefits tab. 

 
Enter the dollar amount for each benefit.  Life Insurance 
Premium is subject to TAX and CPP, EI and WC should be 
blank. 

If you wish you may add notes for each employee under the 
Notes tab.  Remember to click save  or your information will 
be lost. 

Clergy Benefits:  Room subject to EI only, Board subject to 
Tax, EI and CPP. 
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Entering Opening Balances 

If you are using the BusinessVision Payroll module for the first 
time at the beginning of a calendar year you do not have to 
enter opening balances.  However, if you start in the middle of 
the year you will need to update employee year-to-date 
information so that deductions are calculated properly and T4s 
will print accurately. 

Since the General Ledger will already contain these balances 
from the initial setup, the employee balances must be entered 
without updating the General Ledger.  To do this, General 
Ledger integration must be turned off while the information is 
being entered.  Integration is turned off in the General Ledger 
Setup subsection of the System Setup function. 

Note:  While the integration is off none of the other modules 
will post to the General Ledger.  It is very important that no 
processing is done in any of the other modules while the 
payroll opening balances are being entered. 

To enter opening balances 

1. The system must first be setup correctly, including all 
benefits and deductions (see the section Payroll 
Setup).  

2. Next, information for all employees must be entered in 
the Employee Details function. 
 
Important:  This is the only opportunity to enter 
Vacation Pay owed to an employee and Advances due 
from an employee as these fields are automatically 
maintained by the system and cannot be edited except 
when an employee record is first created.  Before 
entering employee details, calculate the total vacation 
pay owed to, and any advances due from, each 
employee and enter the amounts at the time you create 
each new employee record. 

3. Turn General Ledger integration off. 
4. Use the Timecard function to enter a timecard for each 

employee.  Adjust the totals to reflect the employees' 
year-to-date earnings and deductions. 

5. Print the paycheques to plain paper as actual cheques 
do not have to be issued. This procedure will update all 
of the employees' year-to-date information. 

6. Check the totals to ensure they are correct.  Errors can 
be corrected by processing adjustments in the same 
manner as above. 
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7. When all the values are correct turn General Ledger 
integration on. 

8. The next cheque number for the bank account will 
have to be reset to the proper value before regular 
processing continues.  This can be performed on the 
bank account in the Details tab of the General Ledger – 
G/L code 1010-0-00-000. 
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Processing Payroll  
1. Add any new employees for the period into the system. 

2. Edit any necessary changes to existing employees 
records. 

3. Double check your next cheque number in your bank. 

4. Set the correct pay period and payroll dates in the Pay 
Schedule function by selecting Utilities, .Payroll Setup, 
Pay Schedule. 

 

5.  Enter Payroll and go to the time clock  or Ctrl 
M.  Enter any timecards required for employees.  If the 
Batch Payroll function is going to be used, timecards 
do not have to be created for salaried employees 
unless changes need to be made to their details. 
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6. If the Batch Payroll function is not being used, each 

employee’s pay cheque may be processed manually, 
and pay cheques printed individually, at the same time 
as time cards are created. Go to the Timecard for each 
individual employee select salary or regular (add 
hours), click Total and then click on Print.  The cheque 
will pop down to the bottom of your task bar, click on it 
to open it.  Once the cheque has been printed close 
the window.  Do not close the window until you have 
printed the cheque. 

7. If direct deposit is being used or you want to print pay 
cheques in batch, use the Batch payroll function to 
calculate and process timecards and pay cheques. 

8. If there are any omissions, produce a supplementary 
timecard for affected employees and print their pay 
cheques. If there are over-payments, and you pay by 
cheque, void the cheques and re-process. 

9. Produce any reports you need before working in the 
next pay period. 

Void Unpaid Timecard 

1. Enter Payroll icon and select the employee you want to 
void the unpaid timecard for. 

2. Enter timecard and click on pay type and press the 
delete button. 
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Reversing (Voiding) a Paycheque 

From time to time you may need to void a pay cheque in the 
event that an employee loses theirs or you have printed a pay 
cheque in error.  Although you can put a stop payment on a 
lost cheque or physically destroy an invalid one, the system 
has updated the Payroll and General Ledger modules.  To 
correct this you need to reverse the pay cheque in the system. 

The Void Pay cheque function reverses a pay cheque and the 
corresponding employee and General Ledger entries. 

To perform this function: 

1. Enter the Payroll module. 
2. Select the employee whose pay cheque is to be 

voided. 
3. Click on the Timecard tab and select the timecard to be 

reversed. 
4. Click on the Void Cheque icon. 
5. Select Yes to confirm reversing the timecard and 

voiding the cheque. Void cheque icon 

 

Important:  You should not reverse a timecard if you have already 
issued a T4 that includes the timecard needing to be reversed.  Also, 
the system creates a supplementary timecard to reverse the original 
timecard.  In the unlikely event that you have produced nine 
supplementary timecards for this employee during this pay period, 
you will not be able to reverse the timecard. 

To reissue a pay re-do the timecard, the pension box will be greyed 
out, save and exit.   Go back in and change the pension deduction 
amount to the correct amount and process the employees’ pay.  Be 
sure that the taxable benefits and deductions are correct before 
proceeding.
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Payroll Remittance 
 

Print the Receiver General Report: 

1. Open the Reporting Suite window; select the Payroll 
module and the Pay Journal and Receiver General report. 

 

 
 

2. Change the dates to reflect the correct period and press 
OK. 
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In Accounts Payable enter the invoice and payment to Canada 
Customs and Revenue Agency. 

 

1. Open the Accounts Payable window, select the supplier 
that you have set up for remittances and enter an invoice 
using the month as the invoice number and the total owing 
as the amount.  Do not apply any GST or PST. 

 

 
 

2. Double check the entry and click Post. 

 
3. Flag the invoice and process the payment.
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Go to Reports and select Payroll (You should have printed 
this report above (Receiver General)). 

Enter the data on the Pension sheet submitted to the 
Diocese for the pension contributions for each employee in 
the plan. 

Go to Accounts Payable to set-up the payment to the 
Diocese for the lay pension contributions.  Enter the 
necessary information in the A/P Transaction Entry 
Screen.  Your invoice number should correspond to the 
period to which the deductions were made. Example: “Lay 
Pension Jan 2006”, or something to that effect.  The 
amount should be for total payable to the diocese for  
employee, employer portions and voluntary contributions. 

 
Make sure that both boxes are unchecked and that the 
“Other Amount” is zero. 

 
 

Click Post, the system will prompt you, “are you sure that 
no taxes apply”, click Yes to continue. 
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The Journal Entry screen will appear.  Click on the line 
7030-0 Diocesan Assessment then go down to Account 
No. and enter 2020 and tab.  Change the amount to the 
employees portion of the pension (include voluntary 
amounts).  Add a line to the end of the list (under 1210 – 
GST) by clicking on it – then go to Account No. below and 
enter the expense code that each pension plan relates to: 
5115-0-00-000 Pension Administration, or 5110-0-00-000 
Pension Lay Ministers or whatever department (see 
second screen below) and enter the appropriate amount of 
the employer’s portion for that department.  This is the 
employer’s expense portion. 

 
 

You must know which employees belong to what 
department and then you can enter their data as one entry 
or if you wish you can make an entry for each individual 
employee. 
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Once you have entered all the appropriate employer 
pension amounts the following screen will appear; after 
you select “Post”.  From here you may select the invoice 
for payment to the Diocese.  Follow the instructions on the 
screen as they appear and print your cheque.  Please do 
not include any other payments to the Diocese with this 
payment. 
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Department List 
 
01 – Clergy 

02 – Lay Ministers 

03 – Administration 

04 – Caretakers 

05 – Housekeeper 

06 – Musicians 

07 – Other 

 

For Direct Deposit 

 

11 – Clergy with Direct Deposit 

12 – Lay Ministers with Direct Deposit 

13 – Administration with Direct Deposit 

14 – Caretakers with Direct Deposit 

15 – Housekeepers with Direct Deposit 

16 – Musicians with Direct Deposit 

17 – Other with Direct Deposit 
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Special Accounts – Payroll Account List 
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Payroll – Year End Processing 
 

Before you start to process the final payroll cycle for the 
year, make sure you will make any necessary 
adjustments/corrections.    

Once the final payroll cycle is complete, go to Reports  

and select the Payroll module from the list on the left.  Then 
select “Earnings and deductions”, and print out this report for 
all departments and employees.  You will have no more 
opportunities to print this report once the payroll year end 
has been run. 

 
You should also print a Receiver General report for the 
entire year.  To print this report select “Pay journal and 
Receiver General Report”, start date is January 1, xxxx 
and the end date is December 31, xxxx.  

Print the last page only.   
Keep this report on file as you will need it to complete your 
T4 Summary. 
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Once the tax tables have been updated for the new year 
you must run the Payroll Year End procedure.  To run this 
procedure, go to “Utilities” and then select “Payroll Setup”, 
then select “Payroll Year End”.  The following screen will 
appear.  Press OK and the process will start. 

 

 
Once the “Payroll Year End” has been processed, you 
must run the “TD1 Revisions”.  To run this procedure, go to 
“Utilities” and again select “Payroll Setup”, then select 
“TD1 Revisions”.  Press OK and the process will start. 

 

 
 

After the tables have been updated, and the Payroll Year 
End and the TD1 Revisions have been run, you must reset 
your Payroll Schedule.  Your Payroll Schedule is found 
under Utilities - Payroll Setup.  Again you will start with 1 
for each of your pay periods.  DO NOT put a cheque 
number in the “Next payslip number” box – this is for direct 
deposit only. 

 

Before you process the first payroll cycle in the new year, 
go to your payroll icon and check to see that each 
employee’s data is listed as last year’s information. 

If you have any problems, please call the accounting 
department. 
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Using Bank Reconciliation for the First Time 
 

When you first set up BusinessVision you probably used 
account balances from your previous accounting system for 
your opening figures.  If you were to use the Account 
Reconciliation module for the first accounting period entered in 
BusinessVision there would be no record of outstanding 
transactions from prior periods, making an accurate 
reconciliation impossible.  Therefore, you will have to do a 
manual bank reconciliation for at least the first accounting 
period in BusinessVision.   

Go to Utilities → Account Reconciliation 
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Make sure you have the bank general ledger account you wish 
to reconcile and click Tab. 

 
Enter the statement date from your bank statement. 

For the first reconciliation your opening balance will be the 
opening from your bank statement less any outstanding 
cheques plus any outstanding deposits from your old system 
that have cleared in the month you are reconciling. 

Normally your opening balance is the opening balance on your 
bank reconciliation. 

Enter the closing balance from your bank statement and click 
OK. 

All the activity from the month will appear. 

 
Flag all activity that has cleared your bank. 

The unreconcilied amount should go to zero. 
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If there are any items that appear on your bank statement that 
do not appear on your ledger you must manually enter them 
from here. 

  Select this icon to enter each entry. 

These may include:  NSF Cheque bank charge, any 
differences in deposits or cheques, etc. 

Once the unreconcilied amount is zero print your reports  

With this window opened (do not close) select the Reports 
icon and print the general ledger activity for the bank account 
you are reconciling. 

On the last page of the account reconciliation report, record 
the following: 

Closing balance from bank statement XXXXXX 

Less: Outstanding cheques (from report) (XXXXX) 

Plus: Outstanding deposits (from report) XXXXXX 

Adjusted bank balance   XXXXXX  (1) 

Closing general ledger balance  XXXXXX  (2) 

Difference     ZERO 

(1) and (2) should equal 

When this balances you then post  

File all this information with your bank statement on a monthly 
basis. 
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Month-end Report Procedures 
 

BusinessVision will not allow you to post a General Ledger 
journal entry out of balance or post directly to the Accounts 
Receivable or Accounts Payable control accounts (these can 
only be updated through entries made in the sub-ledgers 
themselves).  Therefore, when everything is running normally, 
your Trial Balance report should always balance and the total 
of your sub-ledger reports (Aged Accounts Receivable 
Summary or Aged Accounts Payable Summary reports) 
should be equal to the control account balances on your Trial 
Balance report. 

Unfortunately, various anomalies can disrupt the normal 
operation of your computer system and interfere with the 
proper operation of BusinessVision resulting in errors such as 
the General Ledger becoming out of balance or the sub-
ledgers becoming out of balance with the General Ledger.  
Because we are accustomed to BusinessVision looking after 
keeping everything in balance we often tend to forget to check 
that everything is, in fact, balanced.  Consequently, we should 
make it a habit to analyze certain reports at least monthly. 

First, run your General Ledger Trial Balance report and ensure 
that the total debits equal the total credits.  Secondly, run an 
Aged Accounts Receivable Summary report and an Aged 
Accounts Payable Summary report.  Check that the totals of 
each of these reports equal the balances reported for the 
control accounts on the Trial Balance report.  If something 
doesn’t balance it should be corrected immediately and its 
cause determined. 

 

A NOTE ON DATES 

Various reports use different date criteria.  For instance, 
regardless of when you print some General Ledger reports 
(such as the Trial Balance, Balance Sheet or Income 
Statement) all transactions posted for that month will be 
included.  For example, printing a Balance Sheet on January 
20th will still report a bank account balance net of transactions 
post-dated to January 31st. 

Summary reports are date-specific.  When you print an Aged 
Accounts Receivable report for January 20th it reports only the 
results of transactions posted to that date and ignores any 
posted for the month after the specified date. 
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Detailed Reports are not date-specific.  Accounts Receivable 
Detail reports and Accounts Payable Detail reports are 
examples that reflect the most current transaction regardless 
of when the report is printed. 

As a result, it is possible for your books to be in balance but 
your reports not to agree with each other.  Based on the above 
examples, on January 20th you could print a Trial Balance 
report, an Aged Accounts Receivable Summary report and an 
Aged Accounts Receivable Detail report and have none of 
them match.  While the Aged Accounts Receivable Summary 
report would only reflect transactions posted up to January 
20th, the Trial Balance would show post-dated payments from 
customers up until January 31st and the Aged Accounts 
Receivable Detail report would reflect transactions made to the 
Accounts Receivable module for the entire fiscal year. 

 

Finance Committees should receive the following reports 
monthly: 

Balance Sheet 

Income Statement 

 

They may from time to time request further analysis on specific 
accounts.  Print out the general ledger data they require.  
Remember that these reports can be exported to Excel and 
emailed to them as an attachment. 

At the end of each month you should do the following: 

1. Reconcile all your bank accounts. 

2. Send your payment for Pension Contributions (as soon 
as possible). 

3. Pay the Receiver General. 

4. Print out an Accounts Receivable and Accounts 
Payable listing, make sure they reconcile with the 
General Ledger (Accounts: 1200-0-0-000 and 2000-0-
00-000). 

5. Print out the Balance Sheet: make sure the Balance 
Sheet is balanced (verify the Accounts Receivable and 
Accounts Payable amounts to the listing from above).  
Verify all bank balances.  At June and December verify 
the Loan Fund Deposit or Payable is correct. 

6. Print out the Income Statement.  Look over the 
statement to see if it makes sense.  The Net Income 
(Loss) for the year on your Income Statement should 
be the Surplus (Deficit) for Current Year on the 
Balance Sheet. 
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Printing the Screen in Windows 
 
To Print What is Displayed on Your Monitor: 
 

1. While the screen information that you would like to print is 
displayed on the screen, press the Print Screen key on 
your keyboard. 

2. The screen information is now stored on the Windows 
clipboard.  In order to be able to print it you must paste that 
information into an application. 

3. The simplest and quickest application to use for this 
purpose is the Windows WordPad.  You can access 
WordPad from the Start menu under 
Programs/Accessories. 

4. Launch WordPad. 

5. Click on the Edit menu and select Paste. 

6. You now have the opportunity to edit the screen 
information if you wish. 

7. When you are ready to print, click on File and select Print. 

 

Note:  When capturing screen information from programs, the 
above procedure will capture the entire screen (including the 
Task Bar and parts of any windows that are visible).  To 
capture only the contents of the active window, hold down the 
Alt key while pressing the Print Screen key.  The remainder of 
the procedure is the same as above. 
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The Find Function 

The Find function lets you quickly search your database to find 
specific information based on criteria that you set.  You can 
store your selection criteria for future use. 

Review the following to better understand how to specify 
search criteria in the Find function before proceeding: 

A search criterion contains three elements: 

• A field in a record 
• A relationship 
• A value 

The relationship and the value fields vary according to the type 
of field you select.  For example, if you are searching the 
vendor file you can perform searches such as the following: 

• You can search a telephone number or fax field that 
CONTAINS a number you enter 

• You can list all vendors that have a General Ledger 
default account EQUAL TO one that you specify 

• You can list all vendors with a last invoice date LESS 
THAN a date you specify 

• You can list all vendors where last year purchases are 
GREATER THAN a value you specify 

You can have two separate search criteria at once. If you do 
so, you specify whether the search should show records that 
contain either of the criteria, or both of the criteria. 

You do this by joining the criteria by means of OR or AND: 

• AND means that both criteria must be true for the 
record to display 

• OR means that either one or the other criteria must be 
true for the record to display 

Usually, you join criteria by means of AND. 
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To use the Find function: 

1. Select Utilities, Find. 

2. Select a module to work with in the Modules section. 

3. If you have previously saved a search criteria you may 
select it to search for current results.  (See below for 
information on Saving and Maintaining Search 
Criteria.) 

4. To create a new search criteria fill in the search details 
in the fields on the right by selecting the options 
available in the combo boxes and using the guidelines 
discussed above. 

5. Initiate a search by clicking the Refresh icon or by 
pressing F5.  If you wish to stop the search for 
whatever reason you can terminate it by clicking on the 
Abort Search icon or by pressing Ctrl-A. 

 

 
 

6. The results of your search will appear in the Browse 
window and will include the fields that you used for 
your search.  You can navigate and sort the records to 
view the results in different ways; however, the system 
attempts to sort the results in an intelligent manner. 
 
For instance, if the field in the search criterion is a key 
field, the system sorts the table using that field. (Key 
fields are fields that are underlined in the details 
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records which can be used to quickly search through 
records.) On the other hand, if the field in the search 
criterion is not a key field, the system sorts the table 
using the primary key for the file. This is usually the 
record's code.   
 
Regardless of which field the system selects for 
searching, you can search the results using any of the 
fields displayed. 

7. You may double-click the record to open it for viewing, 
maintenance or processing. 

 

You may also export the entire record set (all of the records 
that are displayed that match your search criteria).  To do this: 

1. Click on the Export to Excel icon or press Ctrl-E to 
open the Field Selection window. 

2. Use the Add and Remove buttons to select the fields 
that you would like to export.  The system will export all 
of the fields in the Selected Fields table. 

3. You can use the Move buttons to order the fields in a 
sequence that you prefer. 

4. Click OK and the system will export your data to Excel. 
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Note: 
 You can process a new search by clicking the Clear 

Criteria icon or pressing Ctrl-C. 

 You can expand or contract the module area by placing 
the mouse cursor on the border between the modules area 
and the search area. The mouse cursor changes to a 
resizing shape.  Next, click and hold the mouse button and 
drag the border to the size that you require.  Release the 
mouse button to complete the operation. 

 If you use this function often you can minimize it on your 
desktop and restore it whenever you wish to use it. 

 

Saving and Maintaining Search Criteria 

If you use one or more search criteria often you can save them 
for re-use later.  Search criteria are saved on a per user basis.  
For someone to have access to the same search criteria as 
you they will have to create and save their own search criteria. 

To maintain search criteria: 

1. To create a new criterion, select the module for which 
you are creating it and click the New icon or press Ctrl-
N.  Alternatively, right click the module and choose 
New Item from the popup menu. You can then enter a 
description for the criterion. 

2. You can rename the criterion at any time by right 
clicking on it and selecting Rename Item from the 
popup menu. 

3. To delete a criterion, right click it and select Delete 
Item.  Alternatively, select it and click the Delete icon or 
press Ctrl-D. 
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4. Once you enter the actual search criteria, click the 

Save icon or press Ctrl-S to save the search criteria.  If 
you change the criteria, you can save the changes in 
the same manner.  If you first execute the search and 
then wish to save it, create a new criterion as above 
and then save it. 

5. You can toggle between hiding and viewing criteria by 
clicking on the Collapse/Expand icon to show and hide 
criteria for all modules or by clicking the + and - button 
for each module to show and hide criteria for a 
particular module 

 

 

Note:  When you save criteria you are not saving the results of 
the search criteria that you just generated.  You are saving the 
search method which the system can apply again in the future 
and which may generate different results. 
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Notes Budgets 
 

1. Select Edit from the top menu bar 

2. From the drop down menu list select Budgets and 
Forecasts – the following screen appears 

 

 
3. To create a Global budget click on the create global 

budget icon 

4. The following screen appears 
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Notes 
5. The account type will always be income and expense 

accounts (generally you will not budget for assets and 
liabilities). 

6. Then select the year you wish to create a budget for. 

7. Then select if you want is based on the previous years’ 
actual or the pervious years’ budget. 

8. Select your trending preference. 

9. Enter an inflation factor is you wish.  Remember that 
this would apply to all accounts. 

10. Finally select the method of rounding.  Generally you 
will use tens or hundreds.  Click on the create button to 
create your budget.  This screen will appear. 

 
11. You can overwrite a budget at any time.  Once you 

have completed the budget process and are satisfied 
DO NOT over-write the budget. 
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 EDITING BUDGET ACCOUNTS 
 

If you wish to edit the budget you can by editing one 
account number at a time.  To do so, select Edit from 
the top menu bar and then select Budgets and 
Forecasts 

 
1. In the G/L Account No. field, choose the account to 

work in – if you know the account number enter it or 
browse and select the appropriate account number. 

2. In the Round to field, choose the appropriate values. 

3. In the Period column shows your fiscal period, with the 
current period marked by an arrow.  This is a display-
only column. 

4. The Trend% column shows the default trend 
percentage.  You can edit them at any time.  As you do 
so, the system adjusts the past period’s value to 
ensure they equal 100%. 

5. Choose the year you wish to enter a budget for. 

 Click on the down arrow button to 
select, This Year Budget, Next Year Budget or Last 
Year Budget.  Mostly likely you will want next year 
budget. 

6. Make the necessary changes and save your data. 
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Notes 
Example #1:  If you want to change the budget for your 
“Easter” collection.  Select the account number 4010-0-00.  
The data for this account will appear.  Select the month the 
budget figure appears in and change the figure to the new 
budget amount and save the change.  Remember to check the 
Round to, make sure it is in line with the budget you created 
above. 

 
To Enter Annual Budgets 
 

1. Go to Edit and select Budgets and Forecasts. 

2. Set the Trend % column to allocate values in the 
percentage you require: 

 To make these equal, enter zero in the Annual 
Budget field, which is at the bottom of the 
Cumulative column. 

 To use the default trend percentages, click the 
Options button, chose the Reset Trend% to 
default values option, and click the Apply 
button. 

3. Once you establish the correct percentages, enter the 
value in the Annual Budget field.  The system allocated 
the amounts according to the percentages. 

4. If there is a rounding issue in the allocation of the 
annual amount to periods, the Budgeting Variances 
window open, and you can choose how to handle the 
rounding. 
 

 
5. Click on the Yes button.  The Budgeting Variance 
window appears. 
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Notes 

 
6.  Select to apply to the appropriate period, and click 

Apply. 

 

To Enter Periodic Budgets 
1. Enter values for each period into the budget column.  

As you do so, the system updates various values: 

 The Trend% column recalculates 

 The Cumulative column recalculates 

 The comparative column’s total value shows 
the corresponding cumulative value in its total 
field, with arrows to indicate up to which period 
the total is for. 

2. If you have existing values, you can adjust the 
percentage value for a column.  The system 
recalculates, keeping the annual budget the same.  
The difference between the old and the new value 
moves into the last period.  In this way, you can set 
percentage values per period. 

 

Printing the Budget 
1. To go Reports, and select Budgets and Forecasts, then 

select either Budget Summary or Budget Detailed.  
Make sure that all your budget data is entered 
correctly.
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