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Your Vertex representative will help you set up your initial Chart of Accounts during product implementation. The directions in this topic are for adding an additional account to an existing Chart of Accounts.
Adding a New Account to the Chart of Accounts
1. In the Search box, enter Chart of Accounts, and then choose the related link. 
2. In the Chart of Accounts window, on the Home tab, choose New.
3. Enter the account number in the No. field. All accounts must have a number. To insert between two accounts, the new number must be between the two existing accounts. 
4. In the Name field, enter the account name.
5. In the Income/Balance field, select Income Statement or Balance Sheet, depending on whether the account will be part of the income statement or the balance sheet.
6. In the Account Type field, identify the purpose of the account. To view the options, choose the field. Only the first type, Posting, represents an account that you can post to; the others are used to create totals and headings in the chart of accounts.
7. For accounts of the Total account type, you must fill in the Totaling field. For End-Total accounts, this field is filled in automatically by the Indent function.
8. In addition to the fields described earlier in this section, you may fill in the Gen. Bus. Posting Group, Gen. Prod. Posting Group, VAT Bus. Posting Group, and VAT Prod. Posting Group fields in the Posting Fast tab. For Help about a specific field, choose the field and press F1. These fields are rarely mandatory in the Chart of Accounts.
9. (Optional) After you have set up all the accounts, on the Actions tab, in the Functions group, choose Indent Chart of Accounts. Choose the Yes button.
Making Dimensions Mandatory for Certain Chart of Account Numbers
You can choose which of your chart of account numbers are required to have one or more dimensions assigned at time of posting. When the code is made mandatory, the user must designate the dimension(s) required for that account number before the application will post to the general ledger. 

In the Search box, enter Chart of Accounts, and then choose the related link.
Add to One Single Account 
1. Select the account you would like to restrict. 
2. On the Navigate tab, Account group, choose Dimensions\Dimensions Single.
3. Enter the dimension code that is required.
a.  If any value for that code can be selected, leave the value column blank. 
b. If posting is allowed to one value, enter the value.  The value is assigned whenever that account number is used.  
c. You cannot restrict to select multiple values. It is either one value or all values. 
Add to Multiple Accounts at One Time
1.  Select the accounts you would like to restrict by selecting the multiple rows.
2. On the Navigate tab, Account group, choose Dimensions\Dimensions Multiple.
3. Enter the dimension code that is required. 
a. If any value for that code can be selected, leave the value column blank. 
b. If posting is allowed to one value, enter the value. The value is assigned whenever that account number is used.  
c. You cannot restrict to select multiple values. It is either one value or all values. 
Viewing Transaction Detail
Debit and Credit Balances for a Single G/L Account
1. In the Search box, enter Chart of Accounts, and then choose the related link.
2. In the Chart of Accounts window, on the Navigate tab, in the Balance group, choose G/L Account Balance.
3. You can choose to have the calculations include or exclude closing entries by selecting the appropriate option in the Closing Entries field. You can also apply additional filters. By default, the Filter Pane is not displayed.
The window displays a scrollable list of debit and credit amounts for any series of periods that you select.

Debit and Credit Balances for All G/L Accounts
1. In the Search box, enter Chart of Accounts, and then choose the related link.
2. In the Chart of Accounts window, on the Navigate tab, in the Balance group, choose G/L Balance.

[bookmark: _GoBack]Deletion of an Account Number
Before a G/L account can be deleted, the following criteria must be met:
1. The balance on the account must be zero.
2. If there is a date in the Allow G/L Acc. Deletion Before field in the General Ledger Setup window, the account must not have ledger entries on or after that date.
3. If there is a check mark in the Check G/L Account Usage field in the General Ledger Setup window, then the account must not be used in any of the following setup tables:
a. Currency
b. Customer Posting Group
c. Vendor Posting Group
d. Job Posting Group
e. General Posting Setup
f. Bank Account Posting Group
g. VAT Posting Setup
h. FA Posting Group
i. Inventory Posting Setup
j. Service Contract Account Group
k. Gen. Journal Template
l. Gen. Journal Batch
m. Gen. Jnl. Allocation
n. FA Allocation
Where an Account Number is Used
1. In the Search box, enter Chart of Accounts, and then choose the related link.
2. In the Chart of Accounts window, select the line with an account for which you want an overview. On the Navigate tab, in the Account group, choose Where-Used List.
a. The G/L Account Where-Used List window shows every line that refers to the general ledger account in the following setup tables:
b. Currency
c. Customer Posting Group
d. Vendor Posting Group
e. Job Posting Group
f. General Posting Setup
g. Bank Account Posting Group
h. VAT Posting Setup
i. FA Posting Group
j. Inventory Posting Setup
k. Service Contract Account Group
l. Gen. Journal Template
m. Gen. Journal Batch
n. Gen. Jnl. Allocation
o. FA Allocation
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