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Introduction: 
 
 
The Suburban Software General Ledger System incorporates special features designed 
to meet the needs of the Propane Gas Retailer. The system can also be used for 
standard business general ledger accounting. 

 
The systems features include: 

 
 The ability for you to carry the Sales, Purchases and Inventory of both dollars 

and gallons to the General Ledger for reporting in Dollars, Gallons, and 
Cent/Gallon 

 
 Allowance for more than one accounting period for posting at a time. 

 
 Automated posting from the Suburban Software A/R, A/P, Inventory, and 

Payroll Systems. 
 

 General Ledger posting system which prevents you from being out of balance. 
 

 Designation of up to 99 different branches or profit centers with both individual 
and consolidated Income Statements. 

 
 Flexible Financial Statements which allow for detailed or consolidated printouts 

by individual profit centers, or the entire company; with or without accompanying 
gallons and accents/gallons, plus many other features. 

 
 Complete Financial Reports including: 

o Balance Sheets 
o Income Statements 
o Trial Balances 
o General Journal 
o General Ledger 
o Financial Ratios 
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Getting Started: 
 
 

1. Construct a list of your General Ledger (G/L) accounts and assign them account 
numbers in accordance with the guide lines and instructions set in this manual 
(see pg.). 

 
2. Decide on the accounting period you intend to establish as the initial accounting 

month. Ideally you should begin with the closing month of your latest fiscal year. 
 

3. Click on G/L Utility Menu. 
 

4. Construct your initial G/L files for your company by selecting Open G/L 
Files for a New Company. 

 

5. Enter the following information in the appropriate places. 
 

 Company ID: Enter the CoID of the company to be started. 
 

 Month/ Year:Enter the month and year (mmyy) of the new company 
ledger. This is the four digits of the month and year of your initial GL 
month. i.e. your fiscal year end month. 

 
 Source Company: Enter the three character code of an existing 

company G/L files if you want to copy the initial set of General Ledger 
Account Numbers and Account Descriptions, or press {Enter} if there is 
not an existing company to copy 

 
 Source Month/Year: If you are copying an existing company G/L account 

numbers and descriptions, enter the month and year of the source 
company files. Example: December 1999 should be entered as {1299} 

 
6. After the program build the specified G/L files, it will display the G/L Supervisor 

Screen. You may also access this screen by clicking on General Ledger 
Supervisor on the G/L Utility Menu. 
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General Ledger Supervisor: 
 

Screen One: Enter the three character CoID for the company you are starting. 
 
 
Screen Two: 
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Screen Two Fields: 
 
 

Company Name: Enter your Company name 

Fiscal Year: Enter four digits either as 20XX for a fiscal year beginning in 
January, or as XXYY for a fiscal year beginning in year XX and 
ending in YY. For example, if the fiscal year begins in March 
1999 and ends in March 2000, enter 9900 to this field. 

Last Month/Year 
Open: 

Enter the latest month open in the system in MMYY format. 

Last Month/Year 
Closed: 

Enter the latest month closed in the system in MMYY format. 

FY Beginning 
Month: 

Enter the two digits for the beginning month of the fiscal year. 

Branch Positions: Enter the number of positions in the G/L Account. (0,1,2). 

Gas Company 
(Y/N): 

Determines if gallon fields will be required. 
 

{Y} = Yes 
{N} = No 

Ratio Account 
Numbers: 

Enter the first three digits for the range of the requested 
accounts. These are used when printing Financial Ratios. 
Reference the chart of G/L numbers to place the series of 
numbers that pertain to each category. 

Note: The completed Supervisor record will be posted in the file. You 
will then be able to begin entering your G/L Accounts. 
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Account Numbering: 
 
 

Purpose: Account numbers are used by the General Ledger System not only 
to access accounts but also to distinguish asset accounts from 
liabilities, and revenue accounts from expenses. To insure the 
SSS General Ledger System will properly produce the Balance 
Sheet and Income Statement, you should have an understanding 
of: how the G/L account numbers are used to classify accounts, 
how to assign them, and what special considerations need to be 
given to certain types of accounts. 

 

Account Numbers: 
The account number may range in length from a minimum of 3 characters to a 
maximum of 6 characters. The first three positions classify the account into different 
classification levels and must be numeric. The fourth position may optionally be used to 
classify sales and expense accounts by Branch or Division. If the fourth (or the fourth 
and fifth) position is used for Branch/Division classification they must be numeric. The 
Branch Position will both have to be numeric before the account will be recognized as 
being "Departmentalized". 

 
 

Examples: 
 
 
 

(1) 101 Cash in Bank 

(2) 101-ST Cash In  Bank - South Timber Bank 

(3) 170 Storage Tanks 

(4) 410-1 Domestic Gas Sales - Branch 1 

(5) 410-2 Domestic Gas Sales – Branch 2 

(6) 701 Advertising 
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Classification Levels: 
 
 

Purpose: General Ledger accounts will fall into a specific class of accounts 
based on its account number. 

 
 
 

Level One Classification: 
 
 

 Level One classifies an account as an 
 

• Asset, 
• Liability, 
• Owner Equity 
• Sale 
• Expense 

 

 The first position of the account number signifies which Level One Classification 
the G/L account is assigned to. For example: "Asset" accounts all begin with the 
number one, "Liability" accounts begin with two, etc.... 

 
 Each Level One must also have a "Control Record" at the beginning of the 

accounts. 
 

 Control Records are G/L Accounts with special characters in certain positions of 
the account number. 

 
 Level One Control Records are listed below: 

 
1 ***$ = Assets 
2 ***$ = Liabilities 
3 ***$ = Net Worth 
4 ***$ = Sales 
5 ***$ = Cost of Goods Sold 
6 ***$ = Operating Expenses 
8 ***$ = Other Income & Expenses 
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Level Two Classification: 
 
 

 Classifies the account as to the type of asset, type of liability, or type of sale, etc. 
that the account is assigned to. For example, level two separates Current Assets 
from Fixed Assets. 

 
 Separates Gas Sales from Appliance Sales. 

 
 

 Controlled by Level Two Control Records. 
 

 Level Two Control Records are special accounts that end with (space)**$ 
 

 To place an account within a level two control, the account number must be 
greater than the appropriate "Level Two Control Record" but less than the next 
Level Two Control Record. 

 
 To assign an account such as "Cash in Bank" and "Inventory" as Current Assets 

they must be numerically assigned to an account greater than the "Current 
Asset" Control Record but less than the "Fixed Asset" Control Record 

 
 The control record for "Current Assets" and "Fixed Assets" is listed below. 

 

 Examples of Level Two Control Records: 
• 10 **$ Current Assets 
• 101 Cash in Bank 
• 110 Accounts Receivable 
• 120 Inventory 

 
• 16 **$ Fixed Assets 
• 160 Land 
• 170 Building etc 
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Level Three Classification: 
 
 

 An optional level that is available for those companies that want another level of 
control totals on their Balance Sheet or Income Statement. For example, level 
three might separate multiple inventory accounts from other current asset 
accounts. 

 
 To place an account within level three control, its account number must be 

greater than the "Level Three Control Record". 
 

 Level three control records end in (space) *$ 
 

 Level Three Totals will print whenever the next level Three Control record is 
encountered. 

 
 If the next accounts are not in a level three control group then the accounts 

should be preceded by a level three control record that ends with a (space) * 
 

 This will generate the printing of the control totals of the previous group. 
 

 Example Of Level Three Control Records: 
 

• 120 *$ Inventory: 
• 121 Gas Inventory 
• 123 Parts Inventory 
• 130 *- Notes Receivable 
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Level Four Classification: 
 
 

 Final Level of Classification 
 

 Used to subtotal like accounts on Balance Sheets and Income Statements. 
 

 Used to consolidate like accounts into one line item when printing "Consolidated" 
Balance Sheets or Income Statements. 

 
 This Consolidation is accomplished by making the first three digits of like 

accounts the same. 

 Example: 
 

• 101-NB Cash in Bank - National Bank 101-ST Cash in Bank - Sun Trust 
Prints as: 

• 101 Cash in Bank 
• 411-2 Domestic Propane - Branch 2 411-3 Domestic Propane - Branch 3 

Prints as: 
• 411 Domestic Propane 
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Notes: 
 
 

Account 
Descriptions: 

 
In the example above, note that when printing consolidated 
statements, any text after a (-) in the account description is 
truncated on the consolidated account line item. 

 

Special Accounts: There are a few "special" account numbers that must be in the 
system to control the computation of profits and expenses. 

 
Examples: 
Initial Control Records: 
The initial set of Level One, Level Two and Special Account 
numbers that should be in the system are as follows: 

 
1***$ = Assets 
10**$ = Current Assets 
16**$ = Fixed Assets 
18**S = Other Assets 
2***$ = Liabilities 
20**$ = Current Liabilities 
26**$ = Long Term Liabilities 
31**$ = Capital 
390 = Retaining Earnings Brought Fwd 
4***S = Sales 
40**$ = Gas Sales 
42**$ = Other Sales 
5***$ = Cost of Goods Sold 
51**$ = Cost of Gas Sold 
52**$ = Cost of Appliances Sold 
53**$ = Cost of Carburation Sold 
54**$ = Cost of Parts & Supplies Sold 
599999 =  Gross Profit 
6***$ = Operating Expenses 
60**$ = Payroll 
70**$ = Other Operating Expenses 
799999 = Net Income from Operations 
80**$ = Other Income & Expenses 
80**$ = Other Income 
90**$ = Other Expenses 
990999 = Net Income Before Tax 
995FED = Federal Income Tax 
995ST = State Income Tax 
999 = Continued 
999999 = Net Income(Loss) 
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Moving Control 
Records: 

Level Two and Level Three Control Records may be moved to 
allow for more accounts in one category or another within the 
Major Classification. 
Example: 
The "Other Assets" control record could be moved to start at 
account 19(space)**$ in lieu of 18(space)**$ To Move a 
control record access the old control record via G/L Account 
Maintenance and change its status to "D". Then access the 
new control record and complete the new description. 

Gross Profit 
Markup: 

To provide a Mark-Up figure for up to 9 classes of sale on the 
Income Statement. Second Level Sales and Cost of Sales 
Accounts should compliment each other by having their 
second position number greater than zero and matching each 
other. 
Example: 
If the account for "Appliance Sales" is number "420xxx", then 
the "Appliance Purchases" account should be "520xxx" and 
"Appliance Inventory Change" account should be account 
number "525xxx". Sales and Cost of Sales Account Numbers 
like 401 or 501 should not be used if mark-up is to be 
computed. 

Branch/Division: Two to Nine Branch/Divisions: 
Sales and Expense accounts may be further sub-classified by 
up to 9 different Branches or Divisions. This is accomplished 
by assigning a numeric Branch/Division number as the 4th 
position of the account number. By classifying accounts this 
way you can produce individual Income Statements for each 
Branch/Division. In the General Ledger Supervisor Record 
specify Branch 
Positions = 1. 
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Account 
Descriptions: 

The account description field is 29 characters in length. If 
accounts are sub-classified beyond the third control level then 
a dash (-) should appear in the account description to separate 
the third level classification from its Branch/Division level of G/L 
Account Numbering Section: 
Classification. The dash (-) becomes significant when printing 
a "Consolidated" Balance Sheet or Income Statement because 
all of the branch level description after the dash will be 
"truncated" and not print. 

 
Examples: 

 
(1) 101-FNB Cash -  First National Bank 
(2) 101-ST Cash – South Timber Bank 
(3) 170 Storage Tanks 
(4) 410-1 Domestic Gas Sales- Branch 1 
(5) 410-2 Domestic Gas Sales- Branch 2 
(6) 701 Advertising 

 
Accounts 101FNB and 101ST are cash accounts and would 
appear on the "Summarized" Balance Sheet as "Cash". They 
would both appear individually on a "Detailed" Balance Sheet. 

 
Examples (4) and (5) would also both appear as is on a 
"Detailed" Company Income Statement, but 

 
Examples (4) and (5) would be combined into a "Domestic Gas 
Sales" figure on a "Summarized" Income Statement. 
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Gallons on G/L The Suburban Software System allows the Propane Gas Dealer to 
process both dollars and where appropriate gallons through the 
General Ledger. This provides the following advantages: 

 
 Knowing income, costs, and profit margins in both 

dollars and cents/gallons 
 

 Knowing gallon shrinkage or overage by branch 
 

 Maintaining gas inventory in both dollars and gallons 
 

To properly process gallons through the General Ledger, you 
only need to remember one thing, if the transaction involves 
gallons then debit and credit-gallons in the same manner that 
you debit and credit the associated dollars. 

 
Example: 
You want to make a journal entry to adjust gas inventory to its proper 
value, and assuming inventory has increased by $500.00 and 1,000 
gallons, then debit the gas inventory asset account $500.00 and 
1,000 gallons, and credit cost of gas sold by $500.00 and 1,000 
gallons. 



14  

G/L Menu: 
 
 

 
 
 

Purpose: General Ledger operations are accomplished by selecting the desired 
option from the G/L Menu. 

Notes: The Suburban Software System allows for multi-companies and for 
multiple General Ledger months to be open, therefore when you 
select any item from the General Ledger Menu and press the 
{Continue} Key, the system will always display a screen requesting: 
(1) The Company Identification Code, and 

 
(2) The Month and Year of the accounting period you want to enter, 
display, or print. 

 
If you had made a previous request the previous Company I.D. code 
and previous month and year are initially displayed. They may be 
changed as necessary. 
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Enter General Journal & General Ledger: 
 

Screen One: 
 
 

 
Note: Most General Ledger entries are automatically received from the 

Suburban Accounts Receivable, Accounts Payable, Inventory and 
Payroll systems. 
When a manual entry is required to be made to the General Ledger, it 
is accomplished by means of a General Journal Entry. The G/L 
system is a double entry system. No entry will be accepted until the 
debits balance to the credits. The system accepts both dollars and 
gallons. Whenever you are entering a gas transaction enter both 
dollars and gallons. When the Journal Entry is made, it is immediately 
posted to both the General Ledger and to the General Journal. 
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Screen Two: 
 
 

 
Purpose: This screen is used to make a journal entry. 
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Screen Two Fields: 
 
 

Source Code: The system defaults to JE for Journal Entry 

Journal Number: (Optional) You may enter any 5 digit reference number you 
like. Entry is optional. The system will also maintain its own 
reference record number which refers to sequence in which 
the entry is made in the General Journal. 

Accounting 
Period: 

This is the date (MMYY) of the accounting period that you are 
creating a journal entry for. 

Account Number: (Required) Enter the general ledger account numbers to which 
you wish to make an entry. 

Dollar Amount: Enter dollars and cents to be posted to each general ledger 
account specified. Do not enter the decimal point, because it is 
assumed at two positions from the right. Debits are entered 
with the field (+) exit key. Credits are entered with the field (-) 
key. 

Gallon Quantities: Enter the whole gallons (no decimal) for those transactions 
that involved gallons. For example if you are posting a gas 
invoice to Accounts Payable, then debit the Gas Purchases 
account for both dollars and gallons, and credit the Accounts 
Payable account for both dollars and gallons. The gallons 
should always follow the dollars where appropriate. 

Notes: After all debits and credits have been entered for one 
transaction, press {ENTER} or click {Continue}. The system 
will: 
(1) Edit for valid account numbers active in the G/L files, 
(2) Check that your debits and credits balance 
(3) Display each account description on the screen. 
Any errors found will be displayed by the system. You may 
change account numbers and amounts as much as you want 
until the system is in balance. You may wish to annotate your 
transaction at the bottom of the screen. Any notes entered will 
appear on the General Journal. Click on the “Save and Exit” 
button when you have completed your entry, then click on the 
“Continue” button. That is, the system will not accept the 
transaction until you have pressed the "Enter" key or click on 
the “Continue” button on the right bottom of the screen and 
there were no errors or changes made between pressing the 
enter key. 
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Screen Three: 
 
 

 

Purpose: This screen will come up when you click {Continue} or press {Enter} 
on your keyboard. It allows you to choose one of the following options: 

• Apply the entries to G/L 
• Return to the workfile 
• Save the workfile 
• Print the workfile 
• Delete the workfile. 
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Display General Ledger: 
 

Screen One: 
 
 

 
 
 

Purpose: This procedure allows you to display any general ledger account for a 
specific month. This procedure will display two screens 

Company ID: Enter the three letter company identification code. 

Sales Month 
and Year: 

Enter the MMYY for which you want to print or view. 
 

Note: If a general ledger file is not open for the month and 
year specified an error message will be issued and 
you will be asked to enter a different period or press 
CMD 7 to exit the program. 

Account: Enter the specific account number that you want to view. 

Months: Enter how many months you would like to include (1-12) 
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Screen Two: 
 
 

 
 
 

Note: Displayed general ledger account will present the balance forward 
from the prior accounting period, the transactions that have been 
posted to the account during the period, and the resulting ending 
balance. If the balance forwarded is zero, then it is possible the prior 
month has not yet closed. Transactions entered on the account will 
show: the two letter source code, the source journal number (your 
reference # for JE), system reference number, gallons (if any), and 
the transaction dollar amount: 
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Screen Four Fields: 
 
 

Source Codes: Indicates the transactions originated from the following system: 
 

AP = Accounts Payable 
CD = Cash Disbursement ( A/P Checks) 
CS = Consumer Sales Contract 
IN = Inventory 
JE = Journal Entry (General Ledger) 
PR = Payroll 
SJ = Sales Journal (Accounts Receivable) 

 
Sales Journal: A five digit number which corresponds to the reference number 

printed on the source journal that was produced from the 
(A/P,A/R, Payroll, or Inventory) system that originated the 
posting to the General Ledger. The source journal number for 
entries entered via the G/L are controlled by you (the 
operator). 

 

System Reference 
Number: 

A four digit number beginning with one each accounting period 
indicating the sequence in which entries are made to the G/L 
month. 
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List General Ledger: 
 
 

 
 
 

Purpose: This procedure allows you to print any general ledger account 
for any specific month or for a period of up to 12 months. 

Screen Fields:  

Company ID Enter your three letter company code. 

Sales Month/Year: Enter the month and year of the ending accounting period to be 
printed. 

 
Number of 
Months: 

 
Specify the number of months to be printed. You can print any 
number of months up to 12 months of the ledger from this 
option. 

G/L Account 
Number: 

Enter the specific G/L account, or "All" for all accounts, to be 
printed, then press {ENTER}, or click {CONTINUE}. 
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Notes: If a general ledger file is not open for the month and year 
specified an error message is issued and you are requested to 
enter a different period or press CMD 7 to exit the program. 

 
The printed general ledger account will show the balance 
forward from the prior accounting period, the transactions that 
have been posted to the account during the period, and the 
resulting ending balance. If the balance forward is zero, then 
possibly the prior month has not closed. The source code, 
source journal numbers and system reference numbers are 
defined above on the previous page. This report is identical to 
the screen displayed when the option to “Display General 
Ledger” is selected). 

 

Example: 
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List General Journal: 
 
 

 
 

Purpose: The General Journal will list all journal entries made to all accounts for 
a specified month and year. This report should be used to find 
incorrectly posted entries when account balances are in question. 

 
Note: Printing Journal Options are: 

 
All = All Journals 
AP = Accounts Payable 
CD = Check Register 
IN = Inventory 
PR = Payroll 
RJ = Recurring Journal 
SJ = Sales Journal 

 
To print the journal, enter the appropriate responses to the above print 
options and press {ENTER}, or click {CONTINUE} 
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A message box will appear asking if you would like to open the file in Excel. Click 
yes/no. 
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Example: 
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List Trial Balance: 
 
 

 
 
 

Purpose: For the accounting period specified on the first option screen, this 
procedure prints the beginning account balance, the total debits, total 
credits, and the ending balance for all the general ledger accounts. 
The prior accounting period should be closed before printing the Trial 
Balance. You may optionally print all accounts or only those with 
balances. 
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Screen Fields: 
 
 

Company Id Enter the three letter company identification code. 

Sales Month/ Year Enter the sales month and year through which the Trial 
Balance will be printed. 

Forms # and 
Name: 

Enter a forms number if there is a special forms number to 
enter. 
(The default should normally be accepted.) 

Accounts to be 
Printed: 

A = All 
B = Balance Accounts Only 

If (B) is specified only those accounts with an 
ending balance will print. 

 
Notes: 

 
If for any reason the General Ledger is out of balance an error 
message will be displayed and the amount of the general 
ledgers difference will print at the end of the Trial Balance. 

 
When all fields have been filled in hit {ENTER} or click 
{CONTINUE} 

 
 
 

A message box will appear.  Click yes to open in file in excel, or click no to continue. 
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Example: 
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List Balance Sheet: 
 
 

 
 
 

Purpose: This procedure will produce a balance sheet for any accounting 
period specified. Asset accounts (100 series) are printed on one 
page. Liability (200) and Owner Equity (300) accounts print on a 
second page. The Balance Sheet may be printed as often as 
necessary. Care should be taken to close the preceding accounting 
period before printing the balance sheet. 
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Screen Fields: 
 
 

Company ID: Enter the appropriate 3 letter company identification code. 
 

Sales Month/Year: Enter the sales month and year through which the Balance 
Sheet 
is to print. 

 
Print Options: Enter the printer ID and the forms number or press {ENTER} 

or click {CONTINUE} to accept the default 
 

Print Accounts: Enter D, C, or S t select from the following options: 
 

D Detailed: Prints every account that has a balance 
and a subtotal balance for each group of 
accounts whose first three digits are the 
same. Account numbers are printed. 

C Consolidated Prints the subtotal of each group of 
accounts whose first three digits are the 
same. Account numbers are not printed. 
Consolidated reports are designed to be 
printed on 8x11 plain paper for 
distribution to stockholders and/or 
creditors. 

S Summary Prints only the subtotals of Assets, 
Liabilities and Owner Equity account 
groups. 
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List Income Statement: 
 
 

 
 
 

Purpose: This screen allows the operator to select print option for income 
statements. 
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Screen Fields: 
 
 

Company ID Enter the appropriate 3 letter company identification code. 
 

Sales Month/Year: Enter the sales month and year through which the Balance 
Sheet is to print. 

 
Branch Numbers:   Enter the branch number for which the Income Statement is to 

be printed. Leave the field blank to print a company statement 
which includes all branches. 

 

Are NON-Branch 
Account Numbers 
to be Allocated? 
(Y/N): 

When printing Income Statements by branch, if you specify Y 
(Yes), the program will allocate a percentage of all non-branch 
income or expense accounts to the branch. The percentage 
allocated is based on the percentage of the branch sales to 
total company sales. Percent allocation for column one and 
two are independent of each other. The percent of allocation 
will print at the top of each column. 

 

Print Accounts 
(C/D): 

 
 
 
 
 
 
 
 
 

Column 1 Print 
Option (B/C/L/M): 

Specifies whether to print a detailed or consolidated report. 
 

D = Print each account in detail. Account numbers will 
print. 

C = Consolidate all accounts that have the same first 3 
digits in their account number and print only one 
figure. The Description of the consolidated 
accounts will come from the last account of the 
consolidated group. Any description after a (-) will 
be truncated. 

 
Except for option "M", column two of the P & L Statement will 
always display the current fiscal "Year-to-Date" income and 
expense figures. The available options for column one are: 

 
B = Print current fiscal year’s budget amount. 

C = Print current month income & expenses 

L = Print last year’s year-to-date income & expenses 

M = Print current month for last year and this year in 
column two. 
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Stop P&L Printing 
at Profit Level: 

 
 
 
 
 
Gallons & 
Cents/Gallon 
Printing (Y/N): 

You may truncate the P& L statement printing at: 
 

1 = The Gross Profit line 

2 = Operational Income line 

3 = Net Income Line 
 

If you specify "Y" then those accounts that have accumulated 
gallon amounts will display both their gallon and cents/gallon 
figures. 

 

Sales Percentages May be expressed as: 
 

% = A percent of total sales 

¢ = Cents per gallon 
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Example: 
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List Financial Ratios: 

 
 

 
 
 

Purpose: This procedure will print a set of standard financial ratios. You should 
refer to the G/L Supervisor record if you have not defined which range 
of accounts constitute the cash, current assets, and current liability 
accounts the Financial Ratio procedure uses to perform ratio 
analysis. 

Company Id: Enter the appropriate 3 letter company identification code. 

Sales 
Month/Year: 

Enter the sales month and year through which the Balance Sheet is 
to print. 

Form/ 
Printer: 

Choose from the drop down list what type of form you need and to 
which printer this will be sent. 
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Example: 
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Open a New Month: 
 
 

 
 
 

Purpose: Before you or any of the Suburban Systems can post to an 
accounting period, the proper files for the month must be opened 
using this procedure. 
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Close a Month and Roll Balance Forward: 
 
 

 
 
 

Purpose: The purpose of this procedure is to close an accounting month and 
transfer the closing balances to the beginning balances of the 
succeeding month. It is assumed that you have made your month end 
adjusting entries for depreciation, inventory, etc. and that you have 
verified bank accounts, accounts receivable, accounts payable, 
inventory balances, etc. 
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Notes: 1. A closed month may be reentered as long as the General 
Ledger file for the month has not been removed from the 
system (which is an option after one year). If a closed month is 
reentered, it will be reopened and must be closed again as well 
as all subsequent months up to the current month. This 
ensures that all balance forward amounts are properly rolled 
forward to the current month. 

 
2. Multiple months may be open at one time in the General 

Ledger system. When a month is closed at fiscal year end, the 
system will automatically create the closing entries of revenue 
(400) and expense (500-900) accounts and post an income 
summary to account # 390 - "Retained Earnings Brought 
Forward". 

3. When you close a month a copy of the month's files can be 
transferred to your preferred Document storage ei, a “Cloud 
Storage” system. You are given an option to "delete" or "leave" 
a residual file on the computer. It is recommended you leave 
the file on the computer until one year has elapsed. 
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Enter/ Update General Ledger Accounts: 
 
 

 
 
 

Purpose: This option may be used to setup general ledger accounts initially in 
the Suburban Software Propane System. 

Notes: On the first screen, enter the CoID and the Sales Month and Year 
then hit {ENTER}, or click {CONTINUE}. 
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Screen Two: 
 
 

 
 
 

Note: On this screen enter the account number and sub-account number (if 
there is one) of a new or existing general ledger account. A dash (-) 
should not be entered to this field. Press {ENTER}, or click 
{CONTINUE}  and the following screen will be displayed... 
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Screen Three: 
 
 

 

Fill out the Enter/Update Screen with the following information: 
 

Status: This field allows one of two entries, A for an active G/L account 
or D for a deleted G/L account. By default, an 'A' will be placed 
in the field and it will be skipped so the tab-back key (Shift- 
Tab) must be used to access the field. 

Description: Enter the name of the account as you want it to appear on 
financial statements. If you enter a dash (-) in the description 
everything after the dash will be truncated on "Consolidated" 
Financial Reports. Any part of the description written after a (-) 
will only appear on "Detailed" Reports. 
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Gas Account (Y/N): If you anticipate the account will normally have both gas and 
dollar transactions, enter Y. These accounts might typically be 

 
 Gas Sales, 
 Gas 
 Purchases, 
 Gas Inventory, 
 Gas "Cost of Gas Sold" Accounts. 

 
Gallons will only be accumulated on General Ledger accounts 
that have 'Y' in the 'Gas Account?' field. 
Note: If using the Suburban Inventory System, it is important 
that asset accounts (100's) for GAS Inventory have 'Y' in the 
'Gas Account?' field. 

Budget Gallons For Gas Sales and Expense accounts enter the anticipated 
number of gallons to be sold (as a credit) and purchased (as a 
debit) during the current fiscal year. (Entry is optional). 

Budget Dollars: For Revenue and Expense Accounts enter the anticipated sales (as 
credits) and expenses (as debits) for the fiscal year. Entry is in 
dollars and cents. Do not key the decimal. 

 
The Asset and Liability Budget fields are not accessible because 
they are used by the system to record the balance on the account as 
of the end of the previous fiscal year. 

Notes: When all the above is complete, press {ENTER}, or click {SAVE}. 
The Account will be saved in the General Ledger File and the 
'Account-Sub Account' prompt screen will reappear. The entry can 
be reviewed or updated by reentering the account number in this 
screen. Continue this procedure until you have entered all of your 
accounts. 
There are a few special account numbers used by the system and 
they should be entered at this time. They are as follows: 

 
 201 Accounts Payable, Trade 
 390 Retained Earnings Brought Forward 
 999 Continued 
 990999 Net Income (Before Tax) 
 995FED Income Tax - Federal 
 995ST Income Tax - State 
 999999 Net Income After Tax 
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G/L Utility Menu: 
 
 

 
 
 

Purpose: This menu allows the operator to open and set a G/L for a new 
company. 

Notes: See setup instructions to set up files in the G/L Supervisor and 
Open G/L Files for a New Company 
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Enter/Update Monthly Budget: 
 
 

 
 
 

Purpose: This option allows you to establish a monthly budget quantity and/or 
dollar amount for specific General Ledger accounts. 
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List G/L Chart of Accounts: 
 
 

 
 
 

Purpose: This option allows the operator to print a list of all the available 
account numbers open within a particular accounting month. 
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Example: 
 
 
Your Company Name Chart of Accounts 13:42:09 08/17/XX 

 
 
SAMPLE OF A SHORT LIST OF ACCOUNTS: 

 
 
1 ***$ ASSETS 

10 **$ Current Assets 

100 CASH SALES 

101 Country Checking Acct 

102 American Bank 

103 BK CCARD 

104 Bank Echeck 

105 Accounts Receivable 

106 A/R Employee Loans 

107 A/R Other Loans 

108 A/R Wage Attachment 

109 A/R Wage Attach./ PP Legal 

110 Inventory,Parts 

111 GAS INVENTORY 

111-CON GAS INVENTORY - CONTRACT 

111-PBY Propane Inventory-PBuy Deposi 
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Consolidate G/L Files: 
 
 

 
 
 

Purpose: This option merges the financials from multiple branch locations into 
one set of financials for management review. 

Note: 1. This procedure merges existing company ledgers into a new 
ledger file for the purpose of producing consolidated financial 
reports. 

 
2. Prior consolidated ledgers will be replaced when this 

procedure is run. 
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Post Payroll Transfer File: 
 
 

 
 
 

Purpose: This allows the operator to post Payroll to the G/L 
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G/L Recurring Journal Entry Menu: 
 
 

 
 
 

Purpose: This menu allows the operator enter, update and apply any journal 
entries that may occur monthly.  An example of this would be payroll. 
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Enter/Update Recurring Journal Entries: 
 
 

 
 
 

Purpose: This allows the operator to enter/update pre-set journal entries. 
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Screen Two: 
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List Recurring Journal Entries: 
 
 

 
 
 

Purpose: This allows the operator to print a list of recurring journal entries. 
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Example: Recurring Journal Entries: 
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Apply Recurring Journal Entries: 
 
 

 
 
 

Purpose: This allows the operator to apply pre-set journal entries without 
entering new data. 

Note: Must enter date (MM/YY) and the Workfile ID of the Recurring journal 
Entry. 
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