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SOS How to:
You may have a need to print a batch that has been already posted. The SOS help, will step
you through the process.

1: Open the Member Finances screen.
SOS Quick Tips



SOS Help How to Print Posted Batch Reports.

2: At the top of the window, click on Reports, then Print Batch Reports. The following screen
will appear.

The default report is the more recent batch. The default display is a listing of all
transactions. Click Print preview to print the report.

Use the drop down list to change to any batch, previously posted.

Use the Options (top of window) to export the currently displayed grid.
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3: Click Display Acct Summary the G/L summaries are shown:

Use the From and To date range, to print G/L summaries within a date range.
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ou may also choose to use the Batch Report in Management Reports. This prints a listing of
ll transactions, within a date range and includes Invoice #, Transaction Type, Check #,
ember #, Transaction Amount, Sales and / or Cash Account, Posted Date and batch
umber. It’s called Batch reports by Date, (Report # 8). You can select to print the report
y any Posted Date Range.
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How SOS Stores G/L entries

SOS stores each G/L transaction associated with a batch number and date.

For example if the sales account is dues 1000.00 and there are 31 invoices ($1,200 each)
batch date of 3/6/2006, there will be 1 G/L entry in the SOS table for a Credit of $37,200 to
dues (1000.00) and a debit of $37,200 to accounts receivable.

Batch # 101, 3/6/2006 will look like:

G/L Acct # Acct Desc Debit Credit

1000.00 Dues 0.00 37,200

1200.10 Accounts Receivable 37,200 0.00

If 3 days later, on 3/9/2006 and it’s a new batch # 106, there are 2 more invoices created,
$1,500 each, there is 1 G/L entry in the SOS table for a credit of $3,000 to dues (1000.00)
and a debit of $3,000 to accounts receivable.

Batch # 106, 3/9/2006

G/L Acct # Acct Desc Debit Credit

1000.00 Dues 0.00 3,000

1200.10 Accounts Receivable 3,000 0.00

If you run the G/L summary, and select a date range of 3/6/2006 to 3/9/2006 it will show 2
G/L entries, one for each date.

Technical Support:
If you have any problems or questions pertaining to the operation of SOS, please be sure to
call technical support or email SOSsupport@ansintech.com
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