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Introducing The Accounts Payable System

Using This Guide

Welcome

Sincethisisprimarily areference manual, we havetried to makeit easy for youto find
theinformation you need. It isimportant that you first read the 'I ntroduction' section of
this manual prior to proceeding further. It will familiarize you with data input
conventions using TOP, will help you to utilize 'On-Line Help', will explain printer
selection, how to use the TOP menu system and how to set up user servicesto benefit
your company.

This guide isdivided into five parts:
Part 1: Introducing the Accounts Payable System

You can view vendor's open invoices and purchases month-to-date and year-to-date,
check and invoice history, open purchase orders, purchase history, vendor contact and
cardfile information. The Accounts Payable System produces an open invoice and
check disbursement register during period-end processing, on demand reports for
check history, invoice history, cash requirements and mailing labels. Y ou can print
vendor information in various report formats.

Part 2: Defining the Accounts Payable System.

How to customize and set up system parameters, view file sizing specifications,
establish divisions, bank account codes, General Ledger account numbers (if appli-
cable) and menu password restrictions.

Part 3: Operating the Accounts Payable System.

The Accounts Payable System allows you to set up vendors and be able to view their
purchases period-to-date and year-to-date, average number of days to pay, open
invoices, purchase orders, invoice and check history, purchases and contact history.
Y ou can expense vendor invoices to the proper General Ledger account for payment.
Y ou have achoice of computer generated checks or the option to manually enter check
information. Vendor information can be exported to atext file for use in spreadsheet
programs.

Part 4: Accounts Payable Reporting System

The Accounts Payable Reporting system offers vendor masterfile detailed and sum-
mary formats, mailing labels, cash requirement report, invoice and check history
reports. Vendor management reportsinclude vendor contacts, card files, next contacts
and next contact history.

Part 5: Accounts Payable Options Menu

Theoptionsmenuletsyou view thevendor masterfileby vendor codeor alphabetically,
list al open invoices for NOF vendors and display check and invoice history.
Maintenance programsinclude adding anew vendor, vendor types, term codesand ship
via codes.

9
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Accounts Payable Menu Structure
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Defining The Accounts Payable System

Accounts Payable Definition Menu
Overview

The Accounts Payable Definition Menu lets you define your system parameters, a
vendor code format, establish file sizing specifications, General Ledger account
numbersfor payable expenses, create bank account codes, set UnForm Paramerersfor
printing checks and create password restrictions.

Parameters allow you to customize Total Order Plus to fit your needs. The system
checks the definition files during processing of invoices, check printing and system
updates.

The General Ledger Log Display lists user activity for a date change, journal entry
transactions, daily, monthly and yearly reports and closings, account mai ntenance and
filesizing. The detail can be disiplayed by description, program or user ID.
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Company Name Maintenance
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Procedure

1. Choose Company Masterfile Maintenance on the Accounts Payable Definition
Menu.

Press F4 to return to the General Ledger Definition Menu.

Note: The division number displays on your screen. If you have multiple
divisions,enter the division code to create or edit.

2. Company Name:
Type your company name up to thirty-five (35) characters and Enter.

Note: The company name and addressprintson all Accounts Payablereports
and screen headings.

3. Address:

The cursor moves to the first of four address lines. Y ou can enter up to thirty-five
(35) characters on each line. Press the Enter key after you complete each line.

Note: The Federal, State and City ID numbers are 'information only' fields.
4. Federal 1D Number:
Type your federal tax ID number up to twelve (12) characters and Enter.



Defining The Accounts Payable System

5. State ID Number:

Type your state tax |D number up to twelve (12) characters and Enter .

6. City ID Number:

Type your city tax ID number up to twelve (12) characters and Enter.

7. 1s The Data Correct? (Y)es, (N)o, (D)elete or (E)nd:

Type Y to accept the data and return to the Inventory Control Definition Menu.
Type N to return to the company name field for editing. Go to Step 2.

Type D to delete the company name and address. Go to Step 2.

Type E to end and return to the Inventory Control Definition Menu without saving
changes.

15
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Accounts Payable Parameters
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Overview

Operating parameterstell the system if you have divisions, assumed discounts, check
reconciliation, whether or not tointerfaceto the general ledger and information needed
for check processing formats. These questions also determine file creation.

Do not change parameter questions after you enter data. Changing thesefields could
cause data corruption.
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Procedure

1. Select Accounts Payable Parameters on the Accounts Payable Definition Menu.

Note: The parameter screen displays. If you are initially setting up the
parameters, thecursor displaysat thefirstinput field. If you arereviewingthe
parameters, go to Step 15.

2. Divisions:

Type Y + the Enter key if you want your vendor code to include division.
Type N+ the Enter key not to use divisions. Go to Step 4.

3. Description:

Enter up to afourteen (14) character division description and Enter.

4. Code Alpha:
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Type N+ the Enter key if the vendor code will be numeric.
Type Y + the Enter key to use alpha-numeric characters for the vendor code.
5. Discounts:

Type Y + the Enter key if you want to automatically assume discounts during check
processing.

Type N+ the Enter key if you do not want the system to assume discounts.

Note: The General Ledger distribution amounts should equal the full invoice
amount minus the discount. Discounts taken are not considered revenue and
arenot entered as credits against expenses. Discounts are applied only when
checks are processed.

6. Retention:

Type Y+ the Enter key if you want to be able to retain a portion of an invoice until
certain conditions are met for payment.

Type N+ the Enter key if you do now want the system to withhold retention.
Note: Retention iswithheld during automatic payment selection.

7. General Ledger:

Type Y + the Enter key if you are using the General Ledger.

Type N+ the Enter key if you are not interfaced to the General Ledger.

8. Preprinted Chks:

Type Y + the Enter key if you have preprinted checks with your company name and
address printed on the checks.

TypeN+theEnter key if youwant thecomputer to print your nameand addressonyour
checks.

9. Laser Checks:

Type Y+ the Enter key if you want to print your checks on alaser printer.

Type N+ the Enter key if you will not be using alaser printer for check printing.
10. Laser Spacing:

Type up to three (1-3) line feeds and Enter or type 0+ the Enter key if no spacing is
required.

Note: The line feeds are for vertical spacing on the check itself and not the
check stub.

11. UnForm:

17
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Type Y + the Enter key if you want to print your checks using UnForm.
Type N+ the Enter key if you will not be using UnForm.
12. Check Format:

Type 1+ the Enter key to print the vendor number, invoice number and date, invoice
amount, amount paid, discount, net check amount, check number and totals on the
check stub.

Type 2+ the Enter key to print vendor number, invoice date, invoice number,
description, invoice amount, discount, net amount, memo, check number and totals.

13. Reconciliation:

Type Y+ the Enter key to let the computer reconcile your bank statement.

Type N+ the Enter key if you do not want to use check reconciliation.

14. Check Account:

Type the bank code to use for check reconciliaton and check printing and Enter.

Note: The bank code is setup in 'Bank Code Maintenance' on the Accounts
Payable Definition Menu.

15. Year-End Month;
Type the month (1-12) in which you perform year-end closing procedures and Enter .

Note: The Next Register number displays on the screen. TOP automatically
updates this number whenever a register is printed and an update is per-
formed.

16. Is The Data Correct? (Y)es, (N)o or (C)ancel:
TypeY +the Enter key to accept the date and relink the General Ledger interfacefile.
Type N+ the Enter key to edit the information. Go to Step 2.

TypeC+theEnter key to exit the parameter screen and return to the Accounts Payable
Definition Menu with an option whether or not to save any parameter changes.

Note: Selecting (C)ancel will exit program without saving any parameter
changes that have been made. Save changes? (Y)esor (N)o:

Type Y to exit the parameters and save any changes that were made.

Type N to exit the parameters without saving any changes.
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File Information and Creation
Overview

File Creation And Information lets you view individual datafilesin your Accounts
Payable system. All of the data files are structured as multi-keyed files, which means
that you do not have to increase the size of the files because they are dynamic
(automatically increasein size as datais written to each file). The screen displaysthe
file description, file name, key size, byte size of each individual record within thefile
and the number of records used in each file.
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Division Maintenance

20

Overview

The Division Maintenance program lets you enter a code and title for each division.
When you enter a vendor in the Vendor Masterfile, you enter a division code as part
of the vendor code. This allows you to print some reports listing division subtotals.
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Procedure

1. Select Division Maintenance on the Accounts Payable Definition Menu.
2. Division:

Typeuptoatwo (2) character division codeand Enter or type?to display the Division
Code Selection window.

Press F2 to print alisting of existing division codes and descriptions.
Press F4 to exit and return to the Accounts Payable Definition Menu.
3. Description:

Enter up to atwenty four (24) character description and Enter.

4. 1s The Data Correct? (Y)es, (N)o, (D)elete or (E)nd:

Enter Y to accept the new division. Return to Step 2.
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Type N to edit the division description. Go to Step 3.
Type D to delete this division from the system. Return to Step 2.
Type E to exit this program and return to the Accounts Payable Definition Menu.

21
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General Ledger Interface

22

Overview

The General Ledger Interface program allows you to enter account numbers you will
use when posting transactions to the General Ledger. If you do not have the General
L edger, youmust still useaccount numbersor titlesfor the General Ledger Distribution
Report.

If you have divisions, you must enter account numbersfor each division you specified
in Division Maintenance.
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Procedure

1. Select General Ledger Interface on the Accounts Payable Definition Menu.

Note: Inthe Accounts Payable Parameter s, you indicated whether or not your
company supportsdivisions. Division codes|et you separ ate expenses so you
can isolate and compare expenditures by division. If you answered no to
divisions, proceed to Step 3.

2. Division:

Typeuptoatwo (2) character division codeand Enter or type? todisplay theDivision

Code Selection window.

Press F4 to return to the Accounts Payable Definition Menu.



Defining The Accounts Payable System

3. Accounts Payable:

Type the account number for Accounts Payable and Enter or type ? to display the
Account Number Selection window.

Press F4 to return to the Accounts Payable Definition Menu.
4. Discounts:

Typetheaccount number for discount taken and Enter or type ? to display the Account
Number Selection window.

Press F2 to return to the prior input field.
5. A/P Cash:

Typethe cash account number used for Accounts Payable check printing and Enter or
type ? to display the Account Number Selection window.

Note: If you answered yes to Check Reconciliation in the Accounts Payable
Parameters, the system will not use the cash account number you entered
here. At the time the checks are printed, the systemwill use the cash account
number associated with an individual Bank Account ID.

6. Is The Data Correct? (Y)es, (N)o, (D)elete or (C)ancel:

TypeY if the account numbers are correct. Go to Step 2.

Type N to edit the account numbers. Go to Step 3.

Type D to remove the account numbers from the system. Go to Step 2.

Type C to return to the Accounts Payable Definition Menu with an option to save any
changes.

Note: Selecting (C)ancel will exit program without saving any parameter
changes that have been made. Save changes? (Y)esor (N)o:

Type'Y to exit the parameters and save any changes that were made.

Type N to exit the parameters without saving any changes.
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Bank Account Maintenance
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Overview

You must assign codes to each bank account you use with your Accounts Payable
system. These codes are used to mark the checks you write and to assign them to the
correct bank account number and the correct cash account number.

If you are using Check Reconciliation each month, your checkswill be sorted by bank
code. This code also displays on the 'Invoice History Display' and the 'Check History
Display' located on the Vendor Sub-Menu in Vendor Masterfile Maintenance.
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Procedure

1. Choose Bank Account Maintenance on the Accounts Payable Definition Menu.
2. Bank Code:

Typeaone (1) character bank ID codeand Enter or type ? to display the Bank Account
Selection window.

Press F2 to list the bank codes and display printer selections.
Press F4 to return to the Accounts Payable Definition Menu.
3. Description:

Type up to athirty (30) character bank name and Enter.
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4. G/L Account No:

Typethe cash account number for thisbank and Enter or type ? to display the Account
Number Selection window.

Press F2 to return to the previous input field.

5. Bank Account No:

Type the bank account number for this bank and Enter.
Press CTRL +Y to display the edit help menu.

6. Last Check No:

Enter the last check number used and Enter.

Note: TOP will maintain and display this check number during the check
printing process.

6. Is The Data Correct? (Y)es, (N)o, (D)elete or (E)nd:

TypeY to accept the data. Go to Step 2.

Type N to edit the data. Go to Step 3.

Type D to remove the account numbers from the system. Go to Step 2.

Type E to return to the Accounts Payable Definition Menu.

25
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UnForm Parameter Maintenance

26

Overview

The UnForm software allows you to print your company logo on your check formin
a specific column and row and specify which paper tray for the checks.
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Procedure

1. Select UnForm Parameter M aintenance on the Accounts Payable Definition Menu.
2. Form Name:

Type a C for check form name and Enter.

Press F2 to list the formsto a printer.

Press F4 to return to the Accounts Payable Definition Menu.

3. Division:

Type a valid division number and Enter or type ? to display the Division Code
Selection window.

4. Printer:

Type the alias for the printer you want to print your forms on (LP, P1, etc.) or leave
blank not to select a particular printer.
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5. Logo Name:
Note: The logo fileis not used on Accounts Payable checks.
6. Column:
Column number is not used on Accounts Payable checks.
7. Row:
Row number is not used on Accounts Payable checks.
8. Copy 1:
Description is not used on Accounts Payable checks.
9.Paper Tray:
Type the number os the paper tray you want to use for checks.
Note: Copy 2, 3 and 4 are not used on Accounts Payable checks.
Format and message lines are not used on Accounts Payable checks.
10. Is The Data Correct? (Y)es, (N)o, (D)elete or (E)nd:
TypeY if the form parameters are correct. Return to Step 2.
Type N to edit the form information. Return to Step 3.
Type D to delete this form. Return to Step 2.
Type E to end form input and return to the Accounts Payable Definition Menu.

27
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Password Maintenance

28

Overview

Password Maintenance allows you to set up passwords to restrict access to any
Accounts Payable Menu or individual menu selections. Once you have entered a
password for a menu, the system will prompt each user for that password every time
they access that menu. The Definition Menu is normally password protected.

_
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Procedure

1. Choose Password Maintenance from the Accounts Payable Definition Menu.

Note: The System Codeisautomatically defaulted by the systemto correspond
with the current menu application (i.e. AP-Accounts Payable).

2. Date Password:
Type adate password (optional) and Enter or press Enter to bypass password entry.
Press F4 to return to the Accounts Payable Definition Menu.

Note: The system will prompt a user for this password when attempting to
change the application date for this module.

3. Menu Code:

Type the menu code and Enter or press F1 to display the available menu codes.
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Note: Menu codes are displayed in the upper |eft hand corner of each menu
screen. See prior page for example: Menu: DEFIN.

4. Menu Letter:

Type the letter of the menu item to set password for or press F1 to display the item
selections available (i.e. A, B, etc.) for the menu you specified in Step 3.

5. Password:

Type the passwor d+ the Enter key for the menu item listed in Step 4.
6. Is The Data Correct? (Y)es or (N)o:

TypeY if datais correct. Return to Step 2.

Type N to return to Step 5 to re-enter password.
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Accounts Payable Log Display

30

Overview

The General Ledger Log Display lists user activity for a date change, journal entry
transactions, daily, monthly and yearly reports and closings, account mai ntenance and
filesizing. The detail can be disiplayed by description, program or user ID.
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Operating The Accounts Payable System

2

OPERATI NG THE ACCOUNTS
PAYABLE SYSTEM

Vendor Masterfile Maintenance

Invoice & Manual Check Processing Menu
Payment Selection & Check Printing Menu
Period-End Processing

Check Reconciliation

1099 Processing Menu

Import/Export File Menu

coooooo
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Accounts Payable System Menu

32
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Overview

The Accounts Payable System allowsyou to assign avendor code for each vendor to
make up your vendor masterfile. Each vendor hasits own name and address, telephone
and facsimile numbers, terms code, ship via code, pay cycle, buyer code, vendor
account number, type code for reporting, 1099 information and General Ledger
expense account used in A/P 'Open Invoice Data Entry' located elsewhere in this
section.

Y ou can view period-to-date and year-to-date purchase balances, open invoices, open
purchase order information, purchase history, vendor disbursements and invoice and
check history.

The Vendor Management system provides contact information, next contact and
contact history information and multiple cardfiles used to display information during
purchase order processing and A/P invoice data entry.
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Vendor Status Maintenance

Overview

The Vendor Masterfile stores information about each of your vendors: vendor code,
name, address, telephone and facsimile numbers, terms code, pay cycle, date of last
invoice and payment, ship via and vendor type codes, buyer code, general ledger
expense account and 1099 type and Federal D number.
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Procedure

1. Select Vendor Masterfile Maintenance on the Accounts Payable System Menu.
2. Vendor:

Type avalid vendor code and Enter or type ? to display the Vendor Code Selection
window.

Press F1 to display the next available vendor code in the masterfile.
Press F4 to return to the Accounts Payable System Menu.

3. IsThisaNew Vendor? (Y)esor (N)o:

TypeY to accept the new vendor code. Go to Step 4.

Type N to re-enter the vendor code. Return to Step 2.

4. Name:
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Type up to atwenty-four (24) character vendor name and Enter .
Press CTRL+Y to display the edit help menu.

Press F4 to bypass the rest of the entry fields. Go to Step 27.

5. Address:

Type the vendor address line one and Enter. Address can be up to twenty-four (24)
alpha-numeric characters.

Press F2 to return to the previous input field.
6. Address:

Type the vendor address line two and Enter. Address can be up to twenty-four (24)
alpha-numeric characters.

7. Address:

Typethecity, state and zip code for address line three and Enter . Line three can be up
to twenty-four (24) alpha-numeric characters.

8. Alpha Sort:

Press the Enter key to accept the default sort displayed on the screen or override the
sort key with up to eight (8) alpha-numeric characters and Enter.

Note: The sort key defaults to the first eight characters of the vendor name.
The sort key controls the order in which the vendors display in the Vendor
Code Selection window. Thisis an option in the 'Accounts Payable Param-
eters |located elsewhere in this manual.

9. Phone Number:

Type the telephone number for this vendor and Enter. No dashes or slashes are
required.

10. Fax Number:
Typethefacsimilenumber for thisvendor and Enter . No dashesor slashesarerequired.
11. Date Opened:

Type the date the account was opened in MMDD format and Enter. No dashes or
slashes are required. The system will insert the current century and year.

12. Last Invoice:

Thedateof thelastinvoiceisautomatically updated by the system during'Open Invoice
Data Entry Register & Update' located elsewhere in this section.

13. Last Payment:
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The date of the last payment to this vendor is automatically updated by the system
during 'Payment Selection & Check Processing' located elsewhere in this section.

14. Pay Cycle:
Type atwo (2) character alpha-numeric pay cycle code and Enter.

Note: Pay cycle codes are used to group payments and is an option during
the payment selection process.

15. Terms Code:

Type a valid terms code and Enter or type ? to display the Terms Code Selection
window.

16. Account No:

Type up to a sixteen (16) a pha-numeric account number and Enter.
Note: Thisis the vendor's customer account number.

17. Credit Limit:

Typethe amount of credit you have established with thisvendor and Enter. Thisisan
optional field.

18. Vendor Type:

Type avalid vendor type code and Enter or type ? to display the Vendor Type Code
Selection window.

Note: The vendor type field is used to sort vendor label printing.
19. G/L Account:

Type a valid expense account number and Enter or type ? to display the General
Ledger Account Number Selection window.

20. Ship Via:

Type a valid ship via code and Enter or type ? to display the A/P Ship Via Code
Selection window.

Note: The ship via code defaults during 'Purchase Order Data Entry' in the
Purchase Order module.

21. Buyer Code:
Type atwo (2) character buyer code and Enter.

Note: The buyer code defaults during 'Purchase Order Data Entry'. You can
also batch print purchase orders by buyer code.

22. Misc Info:

Type a miscellaneous message of up to thirty (30) characters and Enter. -
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Note: Thisfield can be used for additional information concerning a particu-
lar vendor (i.e. E-mail address,URL, etc.).

23. 1099 Type:
Type avalid 1099 type code and Enter.

Note: Valid 1099 typecodesare: (0) None, (1) Rent, (2) Royalties, (3) Awards,
(4) Federal Income Tax, (5) Fishing Boat Proceeds, (6) Med/Health Care
Payments, (7) Non-Employee Compensation, (8) Substitute Payments.

24. 1D Number:
Type a Federa 1D number for this vendor and Enter.

Note: This D number prints on the 1099 form sent to this vendor at the end
of the year and isrequired by law.

25. Password:

Type up to asix (6) character password for this vendor and Enter or pressthe Enter
key to leave field blank.

Note: Passwordisusedwhentryingtoaccessthisvendor in Vendor Masterfile
Maintenance.

26. Export Code:
Type the TOP customer export code and Enter.
Note: Used to export purchase orders to vendors using Total Order Plus.
27. Warehouse:
Type warehouse number for the export customer code and Enter.
Note: Use 000 for warehouse if not used on your system.
28. Active?

Type N+ the Enter key if thisvendor isinactive. New invoicesfor an inactive vendor
is not allowed.

29. Is The Data Correct? (Y)es, (N)o, (C)ancel, (P)rint or (D)elete:
Type Y to write the information to the vendor masterfile. Go to Step 2.
Type N to edit the information. Go to Step 4.

Type C to exit status maintenance without saving changes.

Type P to print a hardcopy of the status information.

Type D to remove this vendor from the system. Go to Step 2.
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Purchase And Balance Summary

Overview

The Vendor Purchase & Balance Summary displays a summary of the P-T-D pur-
chases, P-T-D returns, Y-T-D purchasesand Y -T-D returns and the open invoice total
balance due.

The system automatically updates these fields during 'Open Invoice Data Entry'
register and update located elsewhere in this section. Period-To-Date information is
reset to zero during 'Period-End Processing’. The only time you would enter dollar
amounts in any of these fields would be when you initially set up your vendor file.
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Procedure

1. Choose Purchase And Balance Summary on the Vendor Sub-Menu.

2. 1s The Data Correct? (Y)es or (N)o:

TypeY to accept the data displayed and return to the Vendor Sub-Menu.

Type N to edit the dollar amounts for purchases and vendor returns.

3. P-T-D Purchases:

Type the purchase amount entered for this vendor for the current period and Enter.

4. P-T-D Returns:
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Type the return amount entered for this vendor for the current period and Enter.
5. Y-T-D Purchases:

Type the purchase amount entered for this vendor year-to-date and Enter.

6. Y-T-D Returns:

Type the return amount entered for this vendor year-to-date and Enter.

7. Balance Due:

Type the total amount of all open invoices for this vendor and Enter. Return to Step
2.

Note: Thisamount isestablished when you enter open invoicesfor thisvendor
during theinitial set up of your Accounts Payable system.
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Open Invoice Display

Overview

The Open Invoice Display showsall open invoices on avendor's account. The display
listsinvoice number, invoice date, memo comments, purchase order number, payment
reference, amount of invoice, discount amount and balance due.
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Procedure

1. Choose Open Invoice Display on the Vendor Sub-Menu.
2. F2=Print, CR to Exit:

Pressthe Enter key to scroll through the open invoices and return to the Vendor Sub-
Menu.

PressF2tolist the open invoicesininvoice number range. A running balancetotal has
been added to this report.

3. Select the appropriate printer for this report.
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Vendor Disbursement Display

40

Overview

The Vendor Disbursement Display reflects all checks processed on the 'Payment
Selection & Check Printing' menu. Information includes the bank code and check
number, check date, invoice number and date, amount paid by this check, amount of
discount allowed and the amount of the check.

| 41T [DTE J ot Dagi
Mo DTE Bisipe3s Sy3lars Alg =T e LTl BEisi
Rodcrean: 1Ll Combrw Doive

= &P Dimbnrsssent Display

|
| h-C=DDETE e/ 23r12 297.00 « 0 297.40

Procedure

1. Choose Vendor Disbursement Display on the Vendor Sub-Menu.
2. F2=Print, CR to Exit:

Pressthe Enter key to scroll through the disbursements and return to the VVendor Sub-
Menu.

Press F2 to list the disbursements in check number order.

3. Select the appropriate printer for this report.
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Open Purchase Order Display

Overview

Open purchase orders are displayed in detail and summary format. The summary
format liststhe purchase order number, purchase order date, date required, termscode,
F.O.B., confirmation name or number, ship via and buyer code. The detail list each
inventory itemreceived, item description, purchase cost, quantity ordered and quantity
received.
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Procedure

1. Choose Open Purchase Order Display on the Vendor Sub-Menu.
2. CRto continue, F2=Print, F4 to Exit or PO Number:

Pressthe Enter key to scroll through the open purchase ordersor type apurchase order
number to advance the display forward or backward.

Press F2 to list the open purchase orders by purchase order number. Go to Step 3.
Press F4 to exit the display and return to the Vendor Sub-Menu.
3. Select the appropriate printer for this report.
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Invoice History Display

42

Overview

InvoiceHistory displaysindescending order with an optionto sort by (I)nvoicenumber
or by (D)ate of invoice. Information displayed is invoice number, invoice date, due
date, memo comments, purchase order number, invoice amount and check number, if
paid, and an option to display General Ledger invoice distribution.
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Procedure

1. Choose Invoice History Display on the Vendor Sub-Menu.
2. CRto continue, F1=Detail, F2=Print, F3=Sort, F4 to Exit, Invoice Date:

Press the Enter key to scroll through the invoice history or type an invoice date to
advance the display forward or backward.

Press F1 to display General Ledger distribution for this vendor'sinvoices.
Press F2 to list the invoice history within a specific date range. Go to Step 3.
Press F3 to access the sort display options by invoice number or invoice date.
Press F4 to exit the display and return to the Vendor Sub-Menu.

3. Select the appropriate printer for this report.
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Check History Display

Overview

The Check History lists al of the checks that were processed in check processing or
manual check processing by bank code. The display includes check number and date,
invoice numbers paid by this check, the amount applied to each invoice (partial
payments are allowed), discount amount if taken and the check amount.
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Procedure

1. Choose Check History Display on the Vendor Sub-Menu.

2.CRto Continue, F2=Print, F3=Sort , F4=Exit or Check Date:

Press the Enter key to scroll through the check history.

Press F2 to list the check history in check number order. Go to Step 3.
Press F3 to sort history by check number or check data.

Press F4 to return to the Vendor Sub-Menu.

Enter a date to advance the display.

3. Select the appropriate printer for this report.
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Purchase Order History Display

44

Overview

The Purchase Order History Display listsall of the purchases for this vendor from the
history file. Thescreensreflects purchase order number and date, daterequired and date
received, terms code, confirmation, buyer code and reference number from the
"Transaction Data Entry Register' update. Eachitem on each purchase orders showsthe
item description, purchase cost, quantity ordered and quantity received.

A{F Wendor Master Maintenas o

dai T [ TR =t i TR s
L1 F DTE Bisdituzs 5ijslars Alg -1 LTl Erisg
AoSrean: 1Lél Combrw Doive

= AP Purchamss Crder flistory Oiepls |

000013% OB/ZR71T DBSZR/1T VT
Wuckllhgp Haxl L Lmmii I Ly 5 1 1
OOG0138 DB 262 DAl FG 10 AT 08152412
“arsl Making Kt 1 | 1
RT3 DRSZES1E NS Fd 10 AT 08302017
Haxlight Al Aol Yy L L] i
Hadwlighl AE) Jeif 1 B i’y -

OO0C013% OB/ QO ¥o 10 AT 805212
Weddding Hasits:d SanEiment Et .05 1 = i 10
00Gn118 ORJZGS1T GEAZEF1E RS 2uS1T oo 10 AT E1E201E
iFd M nig Hie i R (e i L '

00G013Y DR/ZHA1LE DB/Z0AL2 DBFEES/12 o 10 AT 0303012
Mazligkt Al Zmlf Imking —omk: - [ = Rmc' o 1

[CR o Concinas. Fi=iorc, Fé=Exit, PO Hunbars [

| i

Procedure

1. Choose Purchase Order History Display on the Vendor Sub-Menu.
2. CRto continue, F2=Print, F3=Sort, F4 to Exit or PO Number:

Pressthe Enter key to scroll through the open purchase ordersor type apurchase order
number to advance the display forward or backward.

Press F2 to list the open purchase orders by purchase order number. Go to Step 3.
Press F3 to sort display by purchase order number or receipt date.

Press F4 to exit the display and return to the Vendor Sub-Menu.

3. Select the appropriate printer for this report.
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Print Mailing Label

Overview

You can print amailing label for an individual vendor with an option to edit the bill-
to and ship-to name and address information. Y ou can specify how many labels you
want to print, the column print positions, the size of the label and whether or not your
company information is preprinted on the label.
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Procedure

1. Choose Print Mailing Label on the Vendor Sub-Menu.

Note: The systemdisplaysthe company name and address out of the company
masterfile on the Accounts Payable Definition Menu for the From address.
The To name and address is from the vendor displayed on the screen. Go to
Step 10.

2. From:

Override the from company name up to thirty (30) characters and Enter or press the
Enter key to accept the name displayed.

Press CTRL+Y to display the edit help menu.
Press F4 to return to the Vendor Sub-Menu.
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3. Address:

Thecursor movestothefirst of threeaddresslines. Y ou can enter up to twenty-four
(24) characters on each line. Press the Enter key after you complete each line or
press the Enter key to accept the address displayed.

4, To:

Override the vendor name up to twenty-four (24) characters and Enter or press the
Enter key to accept the name displayed.

5. Address:

Thecursor movestothefirst of threeaddresslines. Y ou can enter up to twenty-four
(24) characters on each line. Press the Enter key after you complete each line or
press the Enter key to accept the address displayed.

6. No:

Type the number of labels you want to print and Enter.

7. Columns:

Type the number of the column for the first print position and Enter.

8. Format:

Type the number corresponding to the size of the label you are printing and Enter.

Note: One (1) printson oneinch labels, two (2) printson 2.5inch label, three
(3) prints on a three inch label and four (4) printsa 3.5 inch label.

9. Option:

Type N+ the Enter key not to print the From address on the label (i.e. pre-printed
label forms).

Type Y+ the Enter key to print the From address on the label.
10. Enter option: (C)hange label, (P)rint label or (E)nd:
Type C to edit the information. Go to Step 2.

Type P to print the label with the information displayed on the screen. Select the
appropriate printer for the label print.

Type E to return to the Vendor Sub-Menu.
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Contact Information Maintenance

Overview

Contact information contains name, title, name, email address, telephone numbers,
extensions, facsimile number, birth date, credit card number and expiration dates.
Contact name is displayed in purchase order data entry.
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Procedure

1. Choose Contact Information Maintenance on the Vendor Sub-Menu.
2. Continue=CR, Mnt=F1, Print=F2, Return=F4, ,=Calendar or Name:

Press the Enter key to display all of the contact names or enter a category name to
advance the display forward or backward.

Press F1 to enter maintenance mode.

Press F2 to list the contacts to a printer.

Press F4 to return to the Vendor Sub-Menu.
Type, to display the system calendar.

Type the contact name to advance the display.
3. Segq No:

The sequence number is automatically assigned by the system.
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4. Type:

Note: There are specific contact type codes that are used in TOP. S# will
display contact name in 'Purchase Order Data Entry’, IN will display name
in'Open Invoice Data Entry' and CH will display namein Manual Check Data
Entry.

5. Category:

Type up to atwo (2) character category code and Enter (i.e. PR=President).
Note: 'Vendor Mailing Labels hasan optionto print labels by category code.

6. Contact Name:

Type up to atwenty (20) character contact name and Enter.

7. Title:

Type up to afifteen (15) character title and Enter.

8. Email Address:

Type up to afifty (50) character email address for this contact and Enter.

9. Phone No 1:

Type the telephone number for this contact and Enter. No dashes are required.

10. Extension:

Typethe extension number for this contact and Enter. Thisfield could also be used as
amemo field (i.e. cell, fax, modem, etc.).

Note: You can input three (3) telephone number s and extensions per contact.
11. Fax Number:
Type the fascimile number for this contact and Enter.
12. Birthday:
Type the month and day of the birth date of this contact in MMDD format and Enter.
13. Employee:
Type the employee number or initials that are associated with this contact and Enter.
14. 1s The Data Correct? (Y)es, (N)o or (D)elete:
TypeY to accept the contact information. Return to Step 3.
Type N to edit the contact information. Go to Step 4.
Type D to remove this contact from the system. Go to Step 3.
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Vendor Card File Maintenance
Overview

Vendor Card FileMaintenanceallowsyou to enter standard or item notepadspertai ning
to a specific vendor. Invoice messages and inventory item specifications can be
displayed duringinvoicedataentry and purchaseorder dataentry. Thisinformation can
beusedto alert an operator about certain purchasing requirementsfor avendor, specify
instructions for purchasing certain inventory items, etc.

System cardfilesare AP_INV (invoicedataentry message), AP_MAN (manual check
entry), AP_PAY (payment selection), AP_NOTE (PO Note Pad) and AP_POP (PO

print message).
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Procedure

1. Choose Vendor Cardfile Maintenance on the Vendor Sub-Menu.
2. Continue=CR, Mnt=F1, Print=F2, Return=F4 or Card:

Press the Enter key to advance the card display or enter a card name to advance the
display forward or backward.

Press F1 to enter maintenance mode.
Press F2 to list the card files to a printer.

Press F4 to return to the Vendor Sub-Menu.
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Type a card name to advance the display.

3. Card Type:

Type S+ the Enter key to set up a standard type card file.

Type |+ the Enter key to set up an item type card file. Go to Step 5.
Press F2 to display the cards aready on file.

Press F4 to return to the Vendor Sub-Menu.

4. Name:

Type the name of the new standard card file and Enter. Go to Step 6.
Press F1 to display the next card in thefile.

Press F2 to return to the previous input field.

Press F3 to display the System Card File Selection window.

5. Item:

Type the item code+ the Enter key or type ? to display the Item Code Selection
window.

Press F2 to return to the previous input field.
6. Description:
Type up to athirty (30) character card description and Enter.

Note: If you selected a standard card file type, proceed to Step 11. You do not
have an option to display standard card files during or der/invoice data entry
unless they are system card file types.

7. PO Display:

TypeY +theEnter key if youwant todisplay thiscard during purchaseorder dataentry.
Type N+ the Enter key not to display card file during purchase order data entry.

8. PO Print:

Type Y+ the Enter key if you want to print the text on this card file on the purchase
order form.

Type N+ the Enter key not to print the text on the order.

9. Card File Text Maintenance:

Typeupto seven (7) lines of text, each comprised of eighty (80) charactersand Enter .
Press the ESC key, F4 or F8 keys to proceed to Step 10.
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Press CTRL +Y to display the edit help menu.

10. Is The Data Correct? (Y)es, (N)o, (C)opy or (D)elete:

TypeY to accept the card file information. Go to Step 3.

Type N to edit the lines of text. Go to Step 9.

Type C to copy the contents of this card file to another card file name. Go to Step 11.
Type D to remove this card file from the system. Go to Step 3.

11. Enter new card file code or F4=End:

Type the new card file code to copy to and Enter.

Note: The systemwill prompt you with a message whether or not you want to
copy the card file to the new card file name. Press B to abort the copy
procedure. Return to Sep 10..

Press F4 to end copy and return to Step 10.
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Overview

Next Contact Maintenance can be utilized to keep track of scheduled appointments
with a vendor, meetings past, present or future, telephone calls, any information or
literature sent, date for return calls, price information given by avendor and any trips
planned for the future.

Contact informationisdisplayed by due date showing the number of dayssincethelast
contact was made.
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Procedure

1. Choose Next Contact Maintenance on the Vendor Sub-Menu.

2. Continue=CR, Mnt=F1, Print=F2, Return=F4 or Sequence Number :

Type a sequence number or press the Enter key to advance the contact display.
Press F1 to enter maintenance mode. Go to Step 3.

Press F2 to print the contact information. Select the appropriate printer.

Press F4 to return to the Vendor Sub-Menu.

3. Seg No:
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The system automatically assignsthe next avail abl e sequence number. Pressthe Enter
key to accept the number displayed or type a sequence number that you want to view.

Note: On a new sequence, the Accounts Recelvable menu date displayson the
screen to the right of the sequence number.

4. Due Date:

Type the date you want to contact this customer in MMDD format and Enter. No
dashes or slashes are required. The system will insert the current century and year.

Press F2 to return to the previous input field.
Press F4 to bypass data entry. Go to Step 14.
5. Time:

Type the time of day you want to contact this customer in HHMM format and Enter.
Y ou can also specify morning (AM) or afternoon (PM).

6. Employee:

Type the employee codet the Enter key or type ?+ the Enter key to display the User
Services Employee Code Selection window.

7. Category:

Category codes are: C-collection P-phone
I-information sent Q-quote
L-letter S-show
M-meeting T-trip
O-other

Type a category code+ the Enter key. Go to Step 10.
Note: If you selected Sfor show, you will continue to Step 8.
8. Show Desc:

Typethe name of the show this contact will be attending (i.e. Chicago trade show, San
Diego art stamp show, etc.) and Enter. Thisinformation is an optional field.

9. Attending:

Type Y+ the Enter key if this contact will be attending the show defined in Step 8.
Type N+ the Enter key if not attending the show.

Type U+ the Enter key if the contact is undecided.
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10. Contact:
Type the name of the contact and Enter or press F1 to display the next contact name.
Press CTRL +Y to display the edit help menu.

Note: The contact telephone number and extension will display to theright of
the contact name.

11. Cal Desc:

Typeabrief description that you want to view on the full screen calendar display and
Enter.

Note: Thefull screen calendar display can be accessed by entering a, at any
TOP menu or by accessing the User Services'Calendar Display' option.

12. Next Contact Text Maintenance:

Type up to four (4) lines of text, forty (40) characters each, and Enter after each line
of input.

Pressthe ESC, F4, F8 or CTRL+Y=Help:

Press the ESC key, the F4 or F8 keys to end text maintenance.

Press CTRL +Y to display the edit help menu.

13. Is The Data Correct: (Y)es, (N)o, (D)elete or (P)lacein History:
TypeY to accept the contact information. Go to Step 3.

Type N to edit the information. Go to Step 4.

Type D to remove the contact information from the system. Go to Step 3.

Type P to write the contact information to the Next Contact History file. Go to Step 3.
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Contact History Maintenance

Overview

Contact History is a chronological display of al contacts made with a vendor on a
specific date and time in descending date order. The display indicates the person who
made the contact, the person that was contacted and the reason for the contact.

The Contact History file records can be updated from the 'Next Contact Maintenance
program or you can manually input history records.
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Procedure

1. Choose Contact History Maintenance on the VVendor Sub-Menu.
2. Continue=CR, Mnt=F1, Print=F2, Return=F4 or Seq number:

Pressthe Enter key to advance the next contact display or type a sequence number to
display and Enter.

Press F1 to enter maintenance mode. Go to Step 3.

Press F2 to print the next contact information. Select the appropriate printer.
Press F4 to return to the Vendor Sub-Menu.

3. Due Date:

Type the date you want to contact this customer in MMDD format and Enter. No
dashes or slashes are required. The system will insert the current century and year.
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4. Seq No:

The system automatically assignsthe next avail abl e sequence number. Pressthe Enter
key to accept the number displayed or type a sequence number that you want to view.

Press F2 to return to the previous input field.
5. Time:

Type the time of day you want to contact this customer in HHMM format and Enter.
Y ou can also specify morning (AM) or afternoon (PM).

Press F4 to bypass data entry. Go to Step 11.
6. Employee:

Type the employee code+ the Enter key or type ? to display the User Services
Employee Code Selection window.

7. Category:

Category codes are: C-collection P-phone O-other
[-information sent Q-quote R-renewal
L-letter S-show
M-meeting T-trip

Type a category code+ the Enter key.

8. Contact:

Type the name of the contact and Enter or press F1 to display the next contact name.
Press CTRL +Y to display the edit help menu.

9. Next Contact Text Maintenance:

Type up to four (4) lines of text, forty (40) characters each, and Enter after each line
of input.

ESC, F4, F8 or CTRL+Y=Help:

Press the ESC key, the F4 or F8 keys to end text maintenance.
Press CTRL +Y to display the edit help menu.

11. Is The Data Correct: (Y)es, (N)o, (D)elete:

TypeY to accept the contact information. Go to Step 3.

Type N to edit the information. Go to Step 4.

Type D to remove the contact information from the system. Go to Step 3.
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Vendor Part Number Display

Overview

TheVendor Part Number Display liststhe inventory item and description, vendor part
number and number of days |ead time for shipments. Thisinformationis set up in the
Item Masterfile in the Inventory Control module. Each item can have up to three
suppliers.

Thevendor part number isdisplayed during 'Purchase Order DataEntry' and is printed
on each purchase order.
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Procedure

1. Choose Ship-To Address Maintenance on the Customer Sub-Menu.
2. CR=Continue, F2=Print, F4=EXxit or Part Number:

Pressthe Enter key to advancethevendor part display or typeapart number and Enter
to advance the display forward or backward.

Press F2 to print the vendor part numbers. Select the appropriate printer.
Press F4 to return to the Vendor Sub-Menu.
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Overview

The Invoice and Manual Check Processing Menu lets you enter invoices and manual
check information.

Invoice DataEntry allowsyou to add new invoices or edit, adjust and reverseinvoices
that have already been updated to the openinvoicefile. Invoice Data Entry allowsyou
to distribute expenses to multiple General Ledger accounts (i.e. purchases, freight,
etc.).

Manual Check Data Entry allows you to post checks that were not processed in the
check processing procedure. Y ou can enter multipleinvoice numbersfor one check as
well as the expense accounts to the General Ledger. Y ou can also pay open invoices
through this process.

Before updating the registers, make sure the date in the upper right hand corner of the
screen reflects the date you want to post the information to the General Ledger. This
procedure also updates the vendor information and the open invoice file.
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Invoice Data Entry

Overview

The Open Invoice DataEntry program allowsyou to enter conversion invoicesinto the
system to establish open invoice balances in the vendor masterfile. You can also use
this program to add new invoices and edit or adjust invoices that have already been
updated. Any changes made to existing invoices using this program only affects the
vendor masterfile and the General Ledger, not history files.
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Procedure

1. Choose Invoice Data Entry on the Invoice & Manual Check Menu.
2. Vendor No:

Type avalid vendor code and Enter or type ? to display the Vendor Code Selection
window.

Note: The system displays the vendor name, addressand terms code and the
vendor invoice notepad, if applicable.

Note: Type NOF+ the Enter key for a one-time vendor.The cursor moves to
aninput field for you to typeinthe'Not On File hameand address. Thereare
four lines of twenty four (24) characters each.

Type a PO number+F1 to display the invoice information for this purchase order.
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Press F4 to return to the Invoice & Manual Check Menu.
3. Inv No:
Type aninvoice number and Enter or type ?to display openinvoices for thisvendor.

Note: If theinvoice number isalready in the openinvoicefile, the systemwill
prompt you with 'Is This An Invoice Adjustment'? (Y)es or (N)o. Theinvoice
header information will display on the screen.

Type N+ the Enter key if thisis not an adjustment and return to Step 2.
Type Y+ the Enter key to edit this existing invoice. Proceed to Sep 13.
4. Inv Date:

Typetheinvoicedatein MM DD format and Enter or pressthe Enter key to accept the
default application date. No dashes or slashes are required. The system will insert the
current century and year.

5. Due Date:

Typetheinvoiceduedatein MM DD format and Enter or pressthe Enter key to accept
the default application date. No dashes or slashes are required. The system will insert
the current century and year.

Note: The due dateisautomatically calculated if the vendor hasa terms code
that requires number of days until due.

Press F2 to return to the previous input field.
6. Non Disc:
Type the non-discount amount, such as freight, and Enter.

Note: The system subtractsthisamount fromtheinvoicetotal before cal culat-
ing the discount amount.

7. Inv Amt:
Type the amount of the invoice and Enter.

Note: If this entry is an adjustment to an existing invoice, only enter the
amount you want to adjust. If you want to deduct from the invoice amount,
precede the amount with a minus sign (hyphen). If you are only editing the
invoice dates, enter a zero for the amount.

8. Disc Due:

Type the discount due date for thisinvoice in MMDD format and Enter or press the
Enter key to accept the default date cal culated by the system. No dashesor slashesare
regquired. The system will insert the current century and year.
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9. Disc Amt:

PresstheEnter key to accept thedefault discount amount or type an amount of discount
and Enter.

Note: The system calculates the discount amount and discount date, if
applicable, based on the terms code in the vendor file. You can change the
discount amount or set the amount to zero if you are not taking the discount.
Thisamount iscal culated only oncewhenyou initially enter theinvoice. If you
changetheamount of theinvoice or theinvoice date, you must manually enter
the new discount date and discount amount.

10. Pay Cycle:

Press the Enter key to accept the default pay cycle displayed or enter a different pay
cycleand Enter.

Press the Spacebar + the Enter key if there is not pay cycle for this vendor.
11. Memo:
Type up to athirty (30) character notation about this transaction and Enter.

Note: The memo field prints onthe A/P check stub if you have the parameters
set up for format 2 in the 'Accounts Payable Parameters, located on the
Accounts Payabl e Definition Menu.

12. PO No:

Type a purchase order number to reference thisinvoice and Enter.
13. Is The Data Correct? (Y)es, (N)o, (D)elete of (E)nd:

TypeY to accept the invoice header information. Proceed to Step 14.
Type N to edit the header information. Go to Step 4.

Type D to remove this invoice from the batch total. Return to Step 2.

Type E to abort this invoice entry and return to the Invoice & Manual Check Entry
menu.
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14. Line No:

Pressthe Enter key to have the system automatically assign the next incremental line
number or type an existing line number + the Enter key that you need to edit.

Press F1 to display the next existing line number.
Press F4 to exit the distribution entry window. Return to Step 4.

Note: If the distribution amounts are not correct, this message displays on
your screen: "Warning: Invoice Data Entry Is Out Of Balance. Distributions
Must Equal Invoice Total. CRto Continue or (D)elete:

Press the Enter key to edit line distributions.
Type D to delete and re-enter line distributions.
15. G/L Account:

Note: The cursor moves to the General Ledger account number distribution
window. The system displays the default account number you entered in Step
2.

Press the Enter key to accept the account displayed or type ? to display the General
Ledger Account Selection window.

Note: The account description displays to the right of the account number.
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Note: The expense account number established for this vendor in the vendor
file displays at the cursor position. The distribution balance displays the
amount you must distribute to the General Ledger.

If you are converting an existing system to Total Order Plus and you are
interfaced tothe General Ledger module, enter the Accounts Payabl e account
number to avoid double entry to the General Ledger, if applicable.

16. Distribution:

Press the Enter key to accept the displayed balance or type the amount you want to
distribute to this account number.

Note: The cursor returnsto the General Ledger account number field. Each
timeyou enter an account number, the remaining invoi ce balance displaysas
a default amount for that entry. The Invoice Balance field displays the
remaining invoice balance. When the entire entry is distributed, the invoice
balanceis zero.

17. 1s The Data Correct? (Y)es, (N)o or (D)€l ete:

TypeY if thedistribution is correct. The cursor returnsto the invoice number field in
Step 3.

Type N to make distribution adjustments where necessary. Go to Step 15.
Type D to remove the entire G/L distribution. Return to Step 14.
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Overview

After entering invoices, you can print the Invoice Data Entry Register for a detailed
listing to check for accuracy. After checking your entries, you can run the invoice
update to post to the Vendor Masterfile, the Open Invoicefile and the General Ledger.

The invoice account distribution is posted to the End-Of-Day transaction file on the
General Ledger System Menu using the Accounts Payable system date.

Theregister printsinvendor order showing thevendor codeand name, invoi ce number,
invoice date, invoice due date, discount amount and invoice distribution by General
Ledger account number.

_

Procedure

1. Choose Invoice Data Entry Register on the Invoice & Manual Check Menu.
2. Print Invoice Data Entry Register? (Y)esor (N)o:
TypeY to print the invoice register. Go to Step 3.
Type N to abort the print and return to the Invoice & Manual Check Menu.
3. Select the appropriate printer for this report.
Note: You will be prompted to update the invoiceswhen thereport is printed.
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Invoice Data Entry Register Sample
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Manual Check Data Entry
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Overview

TheManual Check Data Entry program allowsyou to record manually written checks
and apply themto openinvoicesalready onfileor apply themto new invoices. Y ou can
add new invoices asyou enter the manual check information and one check can cover
several invoices. Each invoice can bedistributed to multiple General Ledger accounts.

Y ou cannot edit checksthat have already been updated. Y ou must reverseacheck using
this program. If the invoices were already on file, the invoices will be written back to
the open invoice file for that vendor.

To void a check using this program , just enter V after the check number.

All manual check entriesare updated to the monthly disbursement fileand to the check
history file.
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Procedure

1. Choose Manual Check Data Entry on the Invoice & Manual Check Menu.
2. Check No:

Type anew check number and Enter or press F1 to assign the next available number
from check history.

Press F4 to return to the Invoice & Manual Check Menu.
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3.IsThis A Check Reversal? (Y-N):

Note: If thisis a check reversal, the system displays the check date, vendor
code and name and the check amount. Proceed to Sep 7.

4, Check Date:

Type the check datein MM DD format and Enter. No dashes or slashes are required.
The system will insert the current century and year.

Press the Enter key to accept the default application date.
5. Vendor No:

Type the vendor code and Enter or type ? to display the Vendor Code Selection
window.

Type NOF+ the Enter key if the vendor is'Not On File' in the vendor masterfile.
Note: The system will prompt you to enter the name of the NOF vendor.

6. Check Amount:

Type the total amount of the check and Enter.
Note: You can write one check for multiple invoices.

Press F2 to return to the previous input field.

7. 1s The Heading Information Correct? (Y-N-DELETE):

Type Y+ the Enter key if the heading information is correct.

Type N+ the Enter key to return to the check date field in Step 4.

PressF7 or type DEL ETE+ the Enter key to removethe entire entry and returnto the
check number field in Step 2.
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8. Invoice No:

Type an invoice number and Enter or type ? to display the Open Invoice Selection
window or press F1 to display the open invoices for this vendor.

Press F8 to end invoice input and return to the check number field in Step 2.

Note: The invoices covered by this check can be from your open invoice file
or a new invoice number. If you enter an invoice number already on file for
this vendor, payment information is displayed. Proceed to Step 13.

Iftheinvoiceisareversal and wasentered during 'Manual Check Data Entry'
instead of 'Invoice Data Entry', you must distribute the expenses to the
General Ledger. If theinvoi ce number s affected by thisreversal were entered
in'Invoice Data Entry', theinvoiceisreset to open status and written back to
the open invoicefile.

9. Inv Date:

Typetheinvoicedatein MM DD format and Enter. No dashes or slashes are required.
The system will insert the current century and year.

10. Discount Amt:
Type the discount amount, if applicable, and Enter.
11. Retention Amount:

Type the retention amount and Enter.
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Note: This field only displays if you answer Y to retention in the 'Accounts
Payable Parameters' on the Accounts Payable Definition Menu.

12. Amt Applied:

Type the amount of this invoice to be paid and Enter.

13. Is The Invoice Information Correct? (Y-N-DELETE):

Type Y+ the Enter key if the information is correct. Go to Step 8.

Type N+ the Enter key to edit the invoice information. Return to Step 9.

PressF7 or type DELETE+ the Enter key to deletethisinvoice. The cursor returnsto
the invoice number field in Step 8.

Note: If you have not distributed the entire check and you type END at the
invoice number field, the following message displays: 'Check Is Not In
Balance. CRor Delete'.

Pressthe Enter key to makethe necessary correctionsuntil the check balance
iszero.

Press F7 or type DELETE+ the Enter key to remove this entire entry.
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14. G/L Account:

Press the Enter key to accept the default account number or type ? to display the
Account Number Selection window. The account description is displayed to the right
of the account number.

Note: If thisvendor is on file, the expense account defaults from the Vendor
Masterfile. NOF vendors require you to manually input an appropriate
account number.

15. Dist Balance:

Pressthe Enter key to accept the displayed amount or type anew distribution amount
and Enter.

Note: The cursor returnsto Step 17 for additional account number entries.
The invoice expense can be distributed to multiple accounts, such as, mate-
rials, freight, returns, etc.

Press the Enter key or F4 to end the distribution.
16. Is The G/L Distribution Correct? (Y-N-DELETE):

TypeY +theEnter key if theamount iscorrect and return to theinvoice number in Step
8.

Type N+ the Enter key to return to edit the distribution amount in Step 15.
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Type DELETE+ the Enter key to delete the entire entry. Go to Step 2.

Note: You cannot edit or delete the account number once an entry ismade. If
you do not wish to use the account, enter a zero in the amount field. Continue
to make additionsor correctionsuntil the check distributionsisegual to zero.

Note Regarding Check Reversals: If you reverse a check from a previous
accounting period and End-Of-Period processing has occurred, the system
doesnot retain thedetail ed infor mation about the original check. You can till
enter the reversal but you must also do the following:

- Enter the check number followed by an R for reversal

- Enter the original check date and vendor number

- Enter the amount of the check ( will automatically go negative)
- Enter the invoice number and date

- Enter the discount amount, if applicable

- Enter the G/L distribution amounts

- Re-enter the original invoice in 'Invoice Data Entry' if you want
the invoice to show on the vendor's account in the 'Open Invoice
Display' on the Vendor Sub-Menu
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Manual Check Register
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Overview

Thisoption givesadetailed list of manual check entries sorted by check number. The
report includes check date, vendor number and name, invoice number and distribution
information.

This report must be printed in order to update the entries to the disbursement file for
'Period-End Processing' and the Check History file.
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Procedure

1. Select Manual Check Register on the Invoice & Manual Check Menu.

2. Print The Manual Check Register? (Y)es or (N)o:

TypeY to print the manual check register.

Type N to abort the register and return to the Invoice & Manual Check Menu.
3. Choose the appropriate printer for this report.

4. Are You Ready To Update The Manual Checks? (YES-NO):

Type YES+ the Enter key to update the manual checks.

TypeNO+theEnter key to abort the update and returnto the Invoice & Manual Check
Menu.
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Manual Check Register Sample
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Payment Selection & Check Printing Menu

74

Overview

Y ou have two options when you select invoices for payment:

'Automatic Payment Selection' allows you to pay all invoices, pay according to pay
cycle, by invoiceduedateor discount duedate. Y ou can choose morethan one payment
selection. The system scans the open invoice file for invoices that fall within the
categories selected.

'Manual Payment Selection Entry' allows you to enter each vendor and only those
invoices you want to pay. Y ou have the capability to do partial payments.

After either selection, make sure the 'Payment Selection Register' reflects only the
invoices you selected for payment before going into the check printing process. Any
credit amounts on the vendor account will be selected and subtracted from the net
payment due.

During the check printing process, make sure the checking account code displayed is
thecorrect codefor theaccount you useto writechecks. Thesystemallowsfor multiple
bank accounts and General Ledger cash accounts.
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Automatic Payment Selection

Overview

Automatic Payment Selection offers four ways to select invoices for payment:

By Pay Cycle: Select pay cyclesto pay. If you assigned pay cycle codesto vendorsin
'Vendor Status Maintenance' (i.e. pay cycle 10 could indicateto select vendor invoices
that are paid on the 10th of each month).

By Due Date: Select invoices by the date invoices are due for payment.
By Discount Due Date: Select invoices by the last day on which discount applies.

All Open Invoices. Select al open invoicesfor payment. Invoices can be deleted from
payment using the ‘Manua Payment Selection Entry' program.

Note: If you have made a previous sel ection without printing checks, you have
an option to clear the previous selection.
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Procedure

1. Choose Automatic Payment Selection on the Payment Selection & Check Printing
Menu.

2. Do You Want To Clear The Previous Selection? (Y-N):
Type Y+ the Enter key to erase the previously selected invoices.
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Type N+ the Enter key to keep or add to the previous selection.
Note: If you company does not have divisions, go to Step 4.
3. Enter The Division (#-ALL-END):
Type the division number for which you want to write checks and Enter.
Type ALL + the Enter key to allow selections from all divisions.
Type END+ the Enter key toreturn to the Payment Selection & Check Printing Menu.
4. Enter Option (#-END):
Type 1+ the Enter key to select invoices by pay cycle.

Note: You can enter up to ten different pay cycles, side by side, with no spaces
in between (i.e. 102040 would be pay cycle 10, cycle 20 and cycle 40). If you
select a pay cycle less than two (2) digitsin length, you must enter a leading
zero (i.e. enter 5 as 05).

Type 2+ the Enter key to select invoices by the date theinvoices are due for payment.
Enter the date in MM DD format and Enter. No dashes or slashes are required. The
system will insert the current century and year. Proceed to Step 5.

Type3+theEnter key to selectinvoicesby thelast day onwhichdiscountsapply. Enter
the datein MM DD format and Enter. No dashes or slashes are required. The system
will insert the current century and year. Proceed to Step 5.

Type 4+ the Enter key to select all invoices for payment.
Note: If you selected a division in Step 3, this selection is limited to that
division.

5. Is The Above Selection Correct? (CR-N):

Press the Enter key to confirm selections.

Type N+ the Enter key to change pay cycles or date selections. Go to Step 4.

6. Do You Want To Allow Past Due Discounts? (Y-N):

TypeY +theEnter key to take discountseven though the payment date may be past the
discount due date.

Type N+ the Enter key to let discount dates remain in effect.

Note: The system scansthe openinvoicefileand displaystheinvoice numbers
that meet the criteria you specified for selection.

7. Do You Want To Make Another Selection? (Y-N):
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Type Y+ the Enter key to make an additional selection. Go to Step 4.
Type N+ the Enter key to continue the payment selection process.

Note: The system allows for multiple selections. If aninvoice fallsinto more
than one selection category, the systemwill not allow a double payment.
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Manual Payment Selection Entry

78

Overview

The Manual Payment Selection feature lets you select invoices for payment on a
vendor-by-vendor basis. For each vendor you select, you can pay all invoicesor select
individual invoice numbers. You can pay an invoice in full or you can override the
invoice amount for a partial payment.

If you selection invoices using 'Automatic Payment Selection’, you can use this
program to remove a particular vendor or invoice from that payment group. Y ou also
use this program to make any corrections necessary on the 'Payment Selection
Register'.
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Procedure

1. Choose Manual Payment Selection on the Payment Selection & Check Printing
Menu.

2. Vendor No:

Type avalid vendor code and Enter or type ? to display the Vendor Code Selection
window.

Press F8 to return to the Payment Selection & Check Printing Menu.
3. Invoice No (ALL):
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Type an invoice number and Enter. The invoice information displays on the screen.

TypeALL +the Enter key towriteall invoicesfor thisvendor to the selectionfile. Go
to Step 6.

Type ? to display open invoices for this vendor.
Press F1 to select multiple open invoices for this vendor.
To cancel al invoices for this vendor, proceed to Step 5.

Note: If avendor hasalready been selected in'Automatic Payment Selection’,
you have an option to cancel all of his entries from the selection file.

4. 1s The Data Correct? (CR-N-CANCEL):

Press the Enter key to add this invoice to the selection file.

Type N+ the Enter key to edit the discount amount or the amount of payment.
Type CANCEL + the Enter key to remove this invoice from the selection file.
5. Do You Want To Cancel These Entries? (Y-N):

Type Y+ the Enter key to remove al invoices for this vendor from the selection file.
Go to Step 2.

Type N+ the Enter key to retain all invoices for this vendor in the selection file.

6. Do You Want To Add These Entries? (Y-N):

Type Y+ the Enter key to add all open invoices for this vendor to the selection file.
Type N+ the Enter key to prevent invoices from being added to the selection file.
7. Do You Want To Allow Past Due Invoices? (Y-N):

TypeY +theEnter key to take discountseven though the payment date may be past the
discount due date. Return to vendor code in Step 2.

Type N+ the Enter key to let discount dates remain in effect. Return to Step 2.
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Payment Selection Register

80

Overview

The Payment Selection Register lists each vendor and all invoices that will be printed
on thevoucher portion of the check. I nformation on thereport include vendor code and
name, invoice numbers, invoi ce due date and discount date, pay cycle, invoicebalance
amount, discount amount, amount applied to each invoice and the net amount of the
check.

Oncetheregister is printed, the following message displays on your screen: 'Are Y ou
Ready To Print The Checks?. If the selection register is correct, you can go ahead and
print checks. However, if you need to make any corrections, you must answer notothis
guestion. Otherwise, you will not be able to enter corrections using ‘Manual Payment
Selection'.
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Payment Selection Register Sample
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Check Printing

82

Overview

Prior to printing checks, be sure to change the application date. Press the F5 key and
enter the date that you want to print on the checks and also to post transactionsto the
General Ledger during the check update.
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Procedure

1. Choose Check Print on the Payment Selection & Check Printing Menu.
2. 1sThis A Restart? (Y-N-END):
Type Y + the Enter key if you are restarting the check print. Go to Step 13.

Note: You will only see thismessageif you had not completed the check print
process.

3. Check Date:

Type the date you want to print on the check in MMDD format and Enter. No dashes
or slashes are required. The system will insert the current century and year.

4. 1s The Date Correct? (CR-N):
Press the Enter key to accept the check date as displayed.
Type N+ the Enter key to reenter the date. Return to Step 3.
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5. Please Load The <bank name> Check Forms. 'X' Is The Current Bank Code, Enter
'C' to Change Bank Code, CR to Continue Or End:

If the bank code is correct, load your check forms in the printer and Enter.

Type adifferent bank code and Enter (you can have multiple banks).

Type END+ the Enter key toreturn to the Payment Selection & Check Printing Menu.
6. Enter The Starting Check No:

Type the number for the first check to be printed and Enter.

7. Select the appropriate printer for this report.

8. Do You Want To Print A Test Pattern? (Y-N):

Type Y+ the Enter key to print atest pattern on the first check if you are not using a
laser printer.

Type N+ the Enter key continue with check printing.
9. Did The Checks Print Properly? (Y-N):
Type Y+ the Enter key if the checks printed correctly. Proceed to Step 10.

TypeN+theEnter key if the checksdid not print correctly. Goto therestart procedure
in Step 13.

10. Load Stock Paper and CR When Ready:

Replace the check forms with regular report paper on the printer and Enter.

11. Are You Ready To Print The Check Register? (Y-N):

Type Y+ the Enter key to generate alist of al the checks that were printed.

Type N+ the Enter key to return to the Payment Selection & Check Printing Menu.
12. Are You Ready To Update Cash Disbursements? (YES-NO):

Type YES+ the Enter key to update the check information.

Type NO+ the Enter key to return to the Payment Selection & Check Printing Menu.

Note: You must print the Check Register and run the Check Update to
compl ete the payment sel ection procedure. Otherwise, the checks will not be
updated to the disbur sement file and the invoiceswill not bereflected as paid
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for each vendor. You will not be ableto process another selection until these
two steps are compl eted.

13. IsThis A Restart? (Y-N-END):
Type Y+ the Enter key to restart check printing. Return to Step 4.

Type N+ the Enter key to reprint al checks. Return to Step 3.

Type END+ the Enter key toreturn to the Payment Selection & Check Printing Menu.
14. Enter The First Vendor Code:

Type the vendor code where check printing will restart and Enter.

Note: If thefirst vendor code isa NOF (Not On File) vendor, the system will
prompt you for a beginning invoice number. Check printing will resume with
that invoice number.
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Check With Voucher Sample

NOTE: Pleaseview our check sampleson our support websitewww. mindwarecorp.com.
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Laser Check Sample

NOTE: Pleaseview our check sampleson our support websitewww. mindwarecorp.com.
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Check Register

Overview

The Check Register printsalist of all checks printed for the bank specified during the
check printing process. Thelist containsthe check number, vendor number and name,
check date, gross amount of the check, discount amounts and the net check total. All
void checks are recorded and printed on the register.

The report will also print totals by division if so specified in the 'Accounts Payable
Parameters' located on the Accounts Payable Definition Menu.

Frint oheck regiacerct ITiew or [M)oe .

Procedure

1. Choose Check Register on the Payment Selection & Check Printing Menu.
2. Select the appropriate printer for this report.
3. Are You Ready To Update Cash Disbursements? (YES-NO):

Type YES+ the Enter key to update the check information to the vendor file and the
check history file.

Type NO+ the Enter key to return to the Payment Selection & Check Printing Menu.
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Check Register Sample
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Check Update

Overview

The Check Update program clears the check writing files, generates transaction
postingsto the General L edger, flagsopeninvoicesto apaid statusin the Open Invoice
File, adds to the Purchases-To-Date in the Vendor Masterfile and writes the informa-
tion to the Check History File.
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Procedure

1. Choose Check Update onthe A ccounts Payabl e Payment Selection & Check Printing
Menu.

2. Are You Ready To Update Cash Disbursements? (YES-NO):

Type YES+ the Enter key to update the cash disbursements to the check history file,
cash disbursement transaction file and the check reconciliation file.

TypeNO+theEnter key toreturntothe A ccountsPayablePayment Selection & Check
Printing Menu.

Note: You will not be able to process any additional checks until thisstepis
compl eted.
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Period-End Processing

90

Overview

Period-End Processing is a procedure that you should perform at the end of each
accounting period. During this processthe transaction files are cleared and the period-
to-date purchase figures for each vendor are reset to zero. The system automatically
generates two audit reports. the 'Aged Open Invoice Report' and a 'Disbursement
Register'.
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Procedure

1. Choose Period-End Processing on the Accounts Payable System Menu.
2. Enter The Period-Ending Date;

Press the Enter key to accept the application date or type in a new date in MMDD
format and Enter . No dashesor slashesarerequired. The system will insert the current
century and year.

3. Is The Data Correct? (Y-N):
Type Y+ the Enter key to accept the date as displayed.
Type N+ the Enter key to edit the period-ending date.
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Aging Date:
1. Invoice Date
2. Invoice Due Date
4. Enter Your Option: (#-END):

Type 1+ the Enter key to generate an'Aged Open Invoice Report' based on the date of
the invoice.

Type 2+ theEnter key to generatean'Aged Open Invoice Report' based ontheinvoice
due date.

5. Are You Ready To Print The Disbursement Register? (Y-N):
Type Y+ the Enter key to generate the register for this period.

Type N+ the Enter key to abort the Period-End Processing and return to the Accounts
Payable System Menu.

6. Are You Ready To Clear A/P Period-To-Date Data? (Y-N):

TypeY +theEnter key to clear thedisbursement file and reset the period-to-datetotal s
to zero in the vendor file.

TypeN+theEnter key to abort period-end and return to the Accounts Payable System
Menu.

7. Are You Ready To Clear A/P Y ear-To-Date Data? (Y-N):

TypeY +the Enter key to clear year-to-date totalsfor each vendor if thisperiod isthe
end of your fiscal year.

Type N+ the Enter key to return to the Accounts Payable System Menu.

Note: This prompt displays if the processing date is in the year-end closing
month you specified in the 'Accounts Payable Parameters' on the Accounts
Payabl e Definition Menu. If you do not chooseto clear the year-to-datetotals
at this time, you must do so before entering invoice information for the new
year.
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Check Reconciliation

92

Overview

Check Reconciliation matches the bank balances on your General Ledger, if appli-
cable, with the balances on your monthly bank statement. Before starting this proce-
dure, you should examineyour bank statement and note which checks are outstanding.
Do the same with deposit slips. Note any adjustments to your bank balance such as
returned check charges, service charges, etc.

This feature is only available if you answered yes to check reconciliation in the
'Accounts Payable Parameters' on the Accounts Payable Definition Menu.
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Procedure

1. Choose Check Reconciliation on the Accounts Payable System Menu.
2. Bank ID:

Typethesinglecharacter bank | D for theaccount you want to reconcileand Enter. The
bank name displays on your screen for verification.

Type END+ the Enter key to return to the Accounts Payable System Menu.
3. Reconciliation Date:

Type the bank statement date in MMDD format and Enter. No dashes or slashes are
regquired. The system will insert the current century and year.
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4. General Ledger Balance:

Type the G/L balance for this account as of the reconciliation date and Enter.
5. Bank Statement Balance:

Type the balance shown on the bank statement and Enter.

Note: Thesystemmaintainsthe Adjusted Balancefiel ds. The Check Reconcili-
ation Sub-Menu Displays.

6. Header Information M aintenance:

Type 1+ the Enter key to change the reconciliation date, statement balance or G/L
balance.

7. Enter Outstanding Deposits:
Type 2+ the Enter key to enter deposits made but not cleared by the bank.
- Number: Type the deposit number and Enter.

- Deposit Date: Type the date of the deposit in MM DD format and Enter.
The system will insert the current century and year.

- Memo: Typeamemo about thisdeposit and Enter . Thisisan optional field.
- Amount: Type the amount of the deposit and Enter.
- Return to the Number field to enter additional deposits.

Is The Data Correct? (Y-N):

Type Y + the Enter key to accept the deposits and return to the Accounts
Payable System Menu.

Type N+ the Enter key to return the cursor to the Deposit Amount field to
make any necessary corrections.

8. Enter Paid Checks:

Type 3+ theEnter key to mark all checksfor the current processing period which have
not cleared the bank.

Is The Data Correct? (Y-N):
Type Y+ the Enter key if the checks displayed show the correct paid flag.
Type N+ the Enter key to change the paid field flag.

Note: You can add additional checks if needed. You should enter only those
checksdated on or beforethereconciliation dateenteredin Step 3. Thesystem
will not recognize any entrieswith dates past thereconciliation date. Typethe
check number, date, payee and amount and set the paid flag to yes or no on
all new entries.
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9. Enter Account Adjustments:

Type4+theEnter key to make entriesfor adjustmentsfor debit or credit memos, bank
service charges, check printing charges or returned checks.

- Number: Type areference number for this adjustment and Enter.

- Date: Type the adjustment datein MMDD format and Enter. No dashes
or slashes are required. The system will insert the current century and year.

- Memo: Type a brief description of the adjustment and Enter. Thisfield is
optional.

- Amount: Type the amount of the adjustment and Enter. Adjustments are
subtracted from the G/L Adjusted Balance field as you enter them.

Note: If you haveinterest earned or acredit memo and want to add either entry
to the balance, you must enter the amount as a negative number.

Is The Data Correct? (Y -N):
Type Y+ the Enter key if the datais correct.
Type N+ the Enter key to return to the first adjustment field for corrections.

Note: After you complete your adjusting entries, the balances shown in the
Adjusted Balance field should match. If they do not, go back and review your
entries for accuracy.

10. Print Reconciliation:
Type 5+ the Enter key to print the reconciliation statement.

Note: Outstanding depositsand checks, all adjusting entriesand your ending
balance are documented on this report.

11. Do You Want To Clear The Check Reconciliation File? (YES-NO):

TypeYES+the Enter key to clear thereconciliation filefor thisbank and return to the
Accounts Payable System Menu.

Type NO+ the Enter key to return to the Check Reconciliation Sub-Menu. Return to
Step 2.
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1099 Processing Menu

Overview

To process 1099 forms for vendors at the end of the calendar year, you must have a
federal D number and a 1099 type codein each vendor's masterfile status record. The
system will scan the vendor file and print an audit report that will reflect the vendors
that should receive a 1099 for the calendar year.

Prior to printing the 1099 forms, make sure the information in '1099 Format Mainte-
nance' has the correct print positions.

Note: The 1099 formsmust beprinted prior to closing theyear and beforeany
data has been entered for the new year. The Year-To-Date figures in the
vendor file are the figures that print on the forms.
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1099 Format Maintenance

96

Overview

The 1099 Format Mai ntenance program displays each field that is printed on the 1099
form and allows you to determine what fields should print on the form, on what line of
the form and in which column. The system originally comes with the proper print
positions. If the government changes the format, you must edit the following screens.
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Procedure

1. Choose 1099 Format Maintenance on the 1099 Processing Menu.

2. 1s The Data Correct? (Y-N):

Type Y+ the Enter key if the print positions are correct. Proceed to the next screen.
Type N+ the Enter key to edit the print parameters.

Note: You haveto enter Y to print the information on the 1099 formfor each
field displayed on the screen. You must also specify the line on the form and
the column print position on the form (right to left). These will only change
fromyear to year if the formitself changes by the government.

Follow the same instruction for all three screens.
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1099 Print

98

Overview

The 1099 Print program allowsyouto print 1099 formsfor all vendorsor you can select
arange of vendors. Y ou can sel ect aminimum amount to exclude vendorsfrom getting
a1099 form. The system scansthe Y ear-To-Date dollar amount and comparesit to the
minimum you suggested. Y ou have the option to deduct any vendor returns during the
year from the vendor purchases for the year and print the difference as the amount on
the 1099 form.

Thisprogram must berun prior to closing theyear and prior to entering any datafor the
new year.
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Procedure

1. Choose 1099 Print on the 1099 Processing Menu.

2. Print 1099 Forms? (Y)esor (N)o:

TypeY to begin the printing process.

Type N to abort the print and return to the 1099 Processing Menu.
3. Select the appropriate printer for this report.

4, Minimum $ Amount:
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Type the minimum dollar amount to exclude and Enter.

Note: Vendors with a year-to-date dollar amount less than the minimum
amount will not receive a 1099 form. The gover nment requirement is$600.00
or greater.

5. Enter Beginning Vendor Code:
Press the Enter key to display the first vendor to print.

Type avalid beginning vendor code and Enter or type ? to display the Vendor Code
Selection window.

Press F4 or F8 to return to the 1099 Processing Menu.
6. Enter Ending Vendor Code:

Type a valid ending vendor code and Enter or type ? to display the Vendor Code
Selection window.

Press F4 or F8 to return to the 1099 Processing Menu.

7. Subtract YTD Returns From Y TD Purchases For Vendors? (Y-N):
Type Y + the Enter key to deduct returns from purchases for all vendors.
Type N+ the Enter key to print only YTD purchases.

8. Do You Want A Test Pattern? (Y-N):

Type Y+ the Enter key to print atest pattern on your forms.

Type N+ the Enter key to print all 1099 forms.
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1099 Audit Report

100

Overview

The 1099 Audit Report scans the vendor masterfile and lists each vendor code and
name, thetypeof 1099, federal identification number, year-to-date purchasesand year-
to-date vendor returns. Thisreport allows you to see what vendors will have aprinted
1099 form. Any corrections can be madein the'Purchase and Balance Summary' onthe
Vendor Sub-Menu.
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Procedure

1. Choose 1099 Audit Report on the 1099 Processing Menu.
2. Enter Beginning Vendor Code: (CR-END-ALL):

Type avalid beginning vendor code and Enter or pressthe Enter key to assume the
first vendor in the vendor masterfile.

Type END+ the Enter key or press F8 to abort this report and return to the 1099
Processing Menu.

Type ALL + the Enter key to print all vendorsin the vendor masterfile. Go to Step 4.
3. Enter Ending Vendor Code: (END-ALL):

Type avalid ending vendor code and Enter.
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Press F8 to abort this report and return to the 1099 Processing Menu.
Type ALL + the Enter key to print all vendors in the vendor masterfile.
4. Select the appropriate printer for this report.
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1099 Audit Report Sample
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Export File Menu

Overview

Thefirst export utility program on the Export File Menu allows you to capture vendor
nameand addressdataand writethisinformationto atext file. The second programwill
export vendor contact information, with an option to include only contacts with email
addresses or telephone numbers. Y ou can select to write the information to acomma
separated or tab delimited file format.
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Export Vendor Name and Address

104

Overview

The Export Vendor Name and Address allowsyou to export vendor statusinformation
toan ASCI| text file. The export can be sorted by vendor code or apha sort key. You
can select only vendorsthat have purchased over acertain dollar amount for the current
year and select whether or not you want to include vendor name and address, contact
name or vendor telephone number. Y ou can al so select to convert datato be upper and
lower case sensitive. The system will let you export all vendors or be ableto manually
select certain vendors to export. The vendor export information displays in the name
and address window on the screen.

If you areexporting for PageM aker or asimilar desktop publishing application, you can
select output stylesfor the name and address or an actual name of adocument that will
be used to import thisfile. Y ou can select other font stylesfor therest of thetext in the
export file.

Conco Tnodustzims
| THOEAT Trodat

Procedure

1. Choose Export Vendor Master Utility on the Accounts Payable Report Menu.
2. Sort Order:

Type A+ the Enter key to print the labels in alpha sort key order.

Type V+ the Enter key to print the labelsin vendor code order.
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Press F4 to return to the Accounts Payable Report Menu.
3. First To Print:

Type the first valid vendor code and Enter or type ? to display the Vendor Code
Selection window.

Press F2 to return to the previous input field.
4. Last To Print:

Type the last valid vendor code and Enter or type ? to display the Vendor Code
Selection window.

5. Y-T-D Purchases:

Type the minimum dollar purchase level to include and Enter.

6. Format Option:

Type 1+ the Enter key to export vendor name and address information only

Type 2+ the Enter key to export vendor name and address and the EX contact name.
Type 3+ the Enter key to export vendor name and telephone number.

7. Lower Case:

Type Y + the Enter key to convert vendor name and address to upper/lower case.

TypeN+theEnter key toleavethe vendor name and addresstheway it isinthevendor
file

8. Manual Selection:
Type Y+ the Enter key to manually select the vendors you want to export.
Type N+ the Enter key to export all vendors.
9. Name Style:
Type the output style for the vendor name and Enter .
10. Other Style:
Type the output style for the other text and Enter.
Note: Name and other style can bealayout name (PageMaker) or afont style.
11. Begin Vendor Export? (Y)es, (N)o or (E)nd:
TypeY to continue with the export.
Type N to return to Step 2.
Type E to return to the Accounts Payable Report Menu.
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Export Contacts for Outlook

106

Overview

The vendor master contains contact information for each vendor. This information
contains contact name, telephone and fascimile numbers, and employee codes. This
information can beexported to spread sheet applications. Y ou have the option to export
only contacts with email addresses or telephone numbers. File format can be comma
separated or tab delimited.
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Procedure

1. Select Export Contacts For Outlook on the Export File Menu.
2. Employee Code:

Type one employee code to export and Enter or leave the field blank to export all
employees.

Press F4 to return to the Export File Menu.
3. Codes to Include:

Typeuptoeight (8) employeecodestoincludeintheexport and Enter or leavethefield
blank to export all employees.

Press F1 to return to the previous input field.
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4, Codes To Exclude:

Typeup to eight (8) employee codesto exclude from the export and Enter or leavethe
field blank if you do not want to exclude any employees.

5. Email Address Only:

Type Y+ the Enter key to export only contacts with an email address, otherwise type
N+ the Enter key.

6. Include All Phones:

Type Y+ the Enter key to export only contacts with a phone number, otherwise type
N+ the Enter key.

7. Include Code:
Type Y + the Enter key if you want to include the vendor code in the export.
Type N+ the Enter key to exclude vendor codes.
8. Include Non-Active:
Type Y+ the Enter key to include vendors that are inactive.
Type N+ the Enter key to exclude inactive vendors.
9. File Format:
Type C+ the Enter key if you want the file format to be comma separated for.
Type T+ the Enter key if you want the file format to be tab delimited.
Note: Outlook requires the comma separted file format.
Type V+ the Enter Key to export the contact information in vCard format.
10. Begin Contact Export? (Y)es, (N)o or (E)nd:
Type Y+ the Enter key to begin the export utility.
Type N+ the Enter key to return to Step 2.
Type E+ the Enter key to abort the export and return to the Export File Menu.
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Import American Express File

108

Overview
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Accounts Payable Report Menu

3

ACCOUNTS PAYABLE
REPORT MENU

Vendor Masterfile List

Vendor Masterfile Detail Report
Vendor Cross-Reference Listings
Vendor Mailing Labels

Open Invoice Report

Aged Open Invoice Report

Cash Requirements
Disbursements Register

Vendor Contact Report

Invoice History Report

Check History Report

Check History Summary By Vendor
A/P Report Writer

pooooooooooon
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Accounts Payable Report Menu
Overview

Vendor information can be printed in summary or in detail on the vendor masterfile
listings in order of vendor code, alpha sort key or telephone number. Detailed
information that can be selected to print are vendor status information, next or last
contact notes, cardfile information, contact history, open invoices and a purchase
history summary.

Vendor mailing labels can be printed by vendor code or by alpha sort key order. The
label formati isasinglevertical column of 1abels, allowing you to specify thelinefeeds
before and after the label information to establish the size of each |abel.

Other reportsinclude an open invoice report, aged open invoice report, cash disburse-
ments, invoice and check history and vendor contact information. Vendor name and
addressinformation and salesdollars can a so be exported to atext filefor usein other
software import programs.
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Vendor Masterfile Listing

112

Overview

TheVendor Masterfile List printsthe vendor code and name, addressline 1 and 2, city,
state and zip code, telephone number, vendor type, terms code and ship viacode. Y ou
have an option to include vendor types, fax numbers and next contact information.

Y ou have the option to specify a date range for either when the account was opened,
last invoice or date of the last payment to the vendor.
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Procedure

1. Choose the Vendor Masterfile Listing from the Accounts Payable Report Menu.
2. Sort Order:

Type A+ the Enter key to print the listing in alpha sort key order.

Type V+ the Enter key to print the listing in vendor code order.

Type P+ the Enter key to print the listing in telephone number order.

Press F4 to return to the Accounts Payable Report Menu.

3. First to Print:

Type thefirst code to print and Enter.

Press F2 to return to the previous input field.
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Note: The first code is dependent on the sort option you selected in Step 2:
(A)lpha - enter the first vendor alpha sort key.
(V)endor - enter the first vendor code.
(P)hone - enter the first telephone number.
4. Last to Print:
Typethe ending codeto print and Enter. Press F1 to duplicate the selectionin Step 3.
5. Vendor Types:

Typetwo charactersper type codesideby sideand Enter. Do not use spacesor commas
between codes.

6. Double Space:

Type Y+ the Enter key to print ablank line between items.

Type N+ the Enter key to single space the report.

7. Fax Number:

Type Y+ the Enter key to include the facsimile number on the report.

Type N+ the Enter key not to include the facsimile number.

8. Contacts:

Type Y + the Enter key to include the vendor contact records on this report.

Type N+ the Enter key not to print contact records.

9. Range Option:

Type A+ the Enter key to select vendor accounts opened within aspecific date range.
Type |+ the Enter key to select the last invoices posted within a specific date range.
Type P+ the Enter key to select the last date to pay within a specific date range.

10. First Date:

Typethefirst datein MM DD format and Enter. No dashesor slashesarerequired. The
system will insert the current century and year.

11. Last Date:

Typethelast datein MM DD format and Enter . No dashes or slashesarerequired. The
system will insert the current century and year.

12. Select the appropriate printer for this report.
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Vendor Masterfile Listing Sample
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Vendor Masterfile Detail Listing
Overview

The Vendor Masterfile Detail Listing includes the vendor code, name and address,
alphasort key, tel ephone number and facsimilenumber. Y ou havetheoptiontoinclude
vendor status information, contact names and telephone numbers, next contact ap-
pointments, meetings, etc., vendor cardfiles, purchase and balance summary and open
invoice information. Basically, this report reflects most of the information on the
Vendor Sub-Menu except for invoice and check history detailed information.
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Procedure

1. Choose the Vendor Masterfile Detail Listing from the Accounts Payable Report
Menu.

2. Sort Order:

Type A+ the Enter key to print the listing in alpha sort key order.
Type V+ the Enter key to print the listing in vendor code order.
Type P+ the Enter key to print the listing in telephone number order.
Press F4 to return to the Accounts Payable Report Menu.

3. First to Print:

Type thefirst code to print and Enter.
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Note: Thefirst item code is dependent on the sort option you selected in Step
2:

(A)lpha - enter the first vendor alpha sort key.
(V)endor - enter the first vendor code.
(P)hone - enter the first telephone number.

Press F2 to return to the previous input field.

4. Last to Print:

Type the ending code to print and Enter.

Note: Usethe same criteria selected in Step 3. You can press F1 to duplicate
the selection in Step 3.

5. Vendor Types:

Type two characters per type code and Enter. Do not use spaces or commas between
codes.

6. Vendor Status:

Type Y+ the Enter key to list the vendor status information on this report.
Type N+ the Enter key not to list the vendor status information.

7. Contact Info:

Type Y+ the Enter key to include contact records on this report.

Type N+ the Enter key not to include contact information.

8. Card File:

Type Y+ the Enter key to list notepad text on this report.

Type N+ the Enter key not to include the notepad information.

9. Next Contact:

Type Y+ the Enter key to include next contact information on this report.
Type N+ the Enter key not to include next contact information.

10. Contact History:

Type Y+ the Enter key to include the next contact history records on this report.
Type N+ the Enter key not the include contact history records.

11. Purchase Summary:
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TypeY + the Enter key to include purchase and balance summary information on this
report.

Type N+ the Enter key not to include purchase and summary information.
12. Open Invoices:

Type Y+ the Enter key to list current open invoices on this report.

Type N+ the Enter key not to list open invoices.

13. Select the appropriate printer for this report.
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Vendor Masterfile Detail Listing Sample
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Vendor Cross-Reference Listing
Overview

The Vendor Cross-Reference Listing provides avendor listing by vendor code in the
left column and alphabetically in the right column.

Print vendnr oroaa pefersncs lis=cingd ITioa or (Hiog .

Procedure

1. Choose Vendor Cross-Reference Listing on the Accounts Payable Report Menu.
2. Print Vendor Cross Reference Listing? (Y)esor (N)o:

TypeY to print the cross reference list.

Type N to return to the Accounts Payable Report Menu.

3. Select the appropriate printer for this report.
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Vendor Cross-Reference Listing Sample
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Vendor Mailing Labels
Overview
Vendor labels can be printed in alpha sort key order or vendor code order. Y ou have

theoptionto sort by vendor typesor buyer codesand an option whether or not toinclude
the vendor code and telephone number on each label.

Spacing on each label is six (6) lines per inch (i.e. 3" label has 18 lines). You can
determine your spacing dependent on the lines before and after the actual label print.
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Procedure

1. Choose Vendor Mailing Labels on the Accounts Payable Report Menu.
2. Sort Order:

Type A+ the Enter key to print the labels in alpha sort key order.

Type V+ the Enter key to print the labelsin vendor code order.

Press F4 to return to the Accounts Payable Report Menu.

3. First To Print:

Type the first valid vendor code and Enter or type ? to display the Vendor Code
Selection window.

Press F2 to return to the previous input field.
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4, Last To Print:

Type the last valid vendor code and Enter or type ? to display the Vendor Code
Selection window.

5. Vendor Types:

Type the vendor types you want to include and Enter or type ? to display the Vendor
Type Selection window.

Press the Spacebar to include all vendor types.
6. Buyer Code:
Type atwo (2) character buyer code and Enter.
Press the Spacebar to include all buyer codes.
7. Include Code:
Type Y+ the Enter key to print the vendor code on the label.
Type N+ the Enter key not to include the vendor code.
8. Include Phone:
Type Y + the Enter key to print the vendor telephone number on the label.
Type N+ the Enter key not to include the telephone number.
9. Invoice Date:
Enter invoice date in MMDD format and Enter .
Note: Only vendors with invoice dates equal to or greater will be included.
10. Lines Before:
Type the number of line feedsto print before the actual label print and Enter.
11. Lines After:
Type the number of line feeds to print after the actual label print and Enter.
12. Columns Over:
Type the number of columns from the right margin to begin label print and Enter.
13. Label Size:
The system calculates the label size and displays it on the screen.
14. Select the appropriate printer for this report.
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Vendor Label Sample
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Open Invoice Report

124

Overview

TheOpen InvoiceReport printsall invoicesentered but not paid through 'Open Invoice
DataEntry' on the Invoice & Manual Check Processing Menu. The report format lists
the vendor number and name, invoice number, invoice date and due date, partial
payment date, pay cycle, invoice memo, amount of the invoice, discount amount and
the current invoice balance.

The report totals are by vendor, division (if applicable) and a company report total.

Encer dates rapgn ofpclom, {Ifnveios date, (e Date or (A1l FZ = Frior

Procedure

1. Choose Open Invoice Report on the Accounts Payable Report Menu.
2. First Vendor:

Type avalid vendor code and Enter or type ? to display the Vendor Code Selection
window.

3. Last Vendor:

Type avalid vendor code and Enter or type ? to display the Vendor Code Selection
window.

4. Date Option:
Type |+ the Enter key to print the open invoice report by invoice date.
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Type D+ the Enter key to print the open invoice report by invoice due date.
Type A+ the Enter key to list all openinvoices. Go to Step 7.
5. First Date:

Type the first date to include in MMDD format and Enter. No dashes or slashes are
regquired. The system will insert the current century and year.

6. Last Date:

Type the last date to include in MM DD format and Enter. No dashes or slashes are
reguired. The system will insert the current century and year.

7. Select the appropriate printer for this report.
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Open Invoice Report Sample
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Aged Open Invoice Report
Overview

TheAged OpenlnvoiceReportlistsall openinvoicesina30, 60, 90 and 120+ day aging
schedule. M ake surethe application dateisthe date you want to usefor theaging basis.
For example, a 30-day aging schedule reflects all invoices dated 30 days prior to the
application date.

Thereports reflects the vendor code and name, invoice number, invoice date, balance
due, current, 30 days, 60 days, 90 days and 120 days and over. Report totals are by
vendor, division (if applicable) and company.

Enter agleg optlon, 1=Imwoice dats or 2=Involos dus dats

Procedure

1. Choose Aged Open Invoice Report on the Accounts Payable Report Menu.
2. Select the appropriate printer for this report.

3. Enter The Div: (#ALL-END):

Type atwo (2) digit numeric division number and Enter.

Note: This prompt will only display if you set up divisions in the 'Accounts
Payable Parameters on the Accounts Payable Definition Menu.

Type ALL + the Enter key to print report for al divisions.

Type END+ the Enter key to return to the Accounts Payable Report Menu.
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Options:
1. Summarized Report By Vendor
2. Detail Report By Invoice

4. Enter Y our Option: (#-END):

Type 1+ the Enter key to generate asummary report by vendor, showing dollars only
and no invoice detail.

Type 2+ the Enter key to generate adetailed report of invoices sequenced by vendor.
Type END+ the Enter key to return to the Accounts Payable Report Menu.
Aging:

1. Invoice Date

2. Invoice Due Date
5. Enter Your Option: (#-END):
Type 1+ the Enter key to generate an aging based on the date of each invoice.
Type 2+ the Enter key to generate a detailed report of invoices by invoice due date.
Type END+ the Enter key to return to the Accounts Payable Report Menu.
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Aged Open Invoice Report Sample
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Cash Requirements Report

130

Overview

The Cash Requirements Report hel ps you plan your cash requirements before writing
checks. Y ou can specify your own time periods (i.e. 10-days, 20-days, 30-days, €tc.)
and the system will scan the open invoice file and will report total dollars required to
pay invoice for each period specified.

Cash requirements are projected in time intervals from the application date forward.
Before you generate this report, make the application date is appropriate.
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Procedure

1. Choose Cash Requirements Report on the Accounts Payable Report Menu.
2. Print Cash Requirements Report? (Y)esor (N)o:

TypeY to print the cash requirements report.

Type N to return to the Accounts Payable Report Menu.

3. Select the appropriate printer for this report.

4. Enter The Div: (#ALL-END):

Type a two (2) digit numeric division number and Enter or type ? to display the
Division Code Selection window.
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Note: This prompt will only display if you set up divisions in the 'Accounts
Payable Parameters' on the Accounts Payable Definition Menu.

Type ALL + the Enter key to print the report for all divisions.
Type END+ the Enter key to return to the Accounts Payable Report Menu.
Report Options:
1. Summarized Report By Vendor
2. Detail Report By Invoice
5. Enter Your Option: (#-END):

Type 1+ the Enter key to generate asummary report by vendor, showing dollars only
and no invoice detail.

Type 2+ the Enter key to generate adetailed report of invoices sequenced by vendor.
Type END+ the Enter key to return to the Accounts Payable Report Menu.
Aging: 1. Invoice Due Date
2. Invoice Discount Date
6. Enter Your Option: (#-END):

Type 1+ the Enter key to generate areport that bases cash requirementson theinvoice
due date.

Type 2+ the Enter key to generate adetailed report of cash requirements based on the
invoice discount date.

Type END+ the Enter key to return to the Accounts Payable Report Menu.
Aging Options: 1. Age By Period Entered
2. Age By Month
7. Enter Your Option: (#-END):
Type 1+ the Enter key to generate areport based on time intervals that you define.

Note: Type the number of days in the period and Enter. You can use any
number from 1 to 99.

Type 2+ the Enter key to generate that is based on the current period and for the
following three months.

Invoice Amounts: 1. Gross

2. Net of Discount
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8. Enter Your Option: (#-END):
Type 1+ the Enter key to generate areport based on the gross amount of the invoices.

Type 2+ the Enter key to generate a report showing available discounts subtracted
from the gross of the invoices.

Type END+ the Enter key to return to the Accounts Payable Report Menu.
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Cash Requirements Report Sample
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Disbursements Register

134

Overview

TheDisbursements Register givesadetailedlist of all AccountsPayabl edisbursements
processed during the current period using the 'Payment Selection & Check Printing'
process or the 'Manual Check Data Entry' program.

Theregister printsin check number order showing vendor code and name, check date,
invoice number, date amount, discount amount and the net amount of each check.
Reports totals are by check number, vendor, division (if applicable) and company
combined report total.
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Procedure

1. Choose Disbursement Register on the Accounts Payable Report Menu.
2. Bank Account:

Type a valid bank account and Enter or type ? to display the Bank ID Selection
window.

Press the Enter key to include all bank accounts.
Press F4 to return to the Account Payable Report Menu.
3. First Vendor:

Type avalid vendor number and Enter or type ? to display the Vendor
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Code Selection window.
4, Last Vendor:

Typeavalid vendor number and Enter or type ? to display the VVendor Code Selection
window.

5. First Date:

Type the beginning check datein MM DD format and Enter. No dashes or slashesare
required. The system will insert the current century and year.

6. Last Date:

Type the beginning check datein MM DD format and Enter. No dashes or slashesare
required. The system will insert the current century and year.

7. Invoice Detail:

Type Y+ the Enter key to include invoice detail informtion.
Type N+ the Enter key to exclude invoice detail.

8. Select the appropriate printer for this report.
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Disbursements Register Sample
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Vendor Contact Report
Overview

TheVendor Contact Report listsall vendor contact recordsfor arange of vendorswith
anoptionto sort by employeecode. Thereport printsthevendor code and name, vendor
telephone and facsimile numbers, contact type, contact name and title, contact tele-
phonenumber and extension, birthday (optional), contact category and employee code.
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Procedure

1. Choose Vendor Contact Report on the Accounts Payable Report Menu.
2. First Vendor:

Typethefirst valid vendor codeto print and Enter or type?to display theVVendor Code
Selection window.

Press F4 to return to the Accounts Payable Report Menu.
3. Last Vendor:

Typethelast valid vendor codeto print and Enter or type ? to display the Vendor Code
Selection window.

Press F2 to return to the previous input field.

4. Employee Code:
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Typeatwo (2) character employee code and Enter or pressthe Spacebar + the Enter
key to print all contacts for all employees.

5. Select the appropriate printer for this report.
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Vendor Contact Report Sample
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Invoice History Report
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Overview

The Invoice History Report printsin vendor number sequence with optionsto select a
range of invoice numbers, adate range or first and last vendor name. Y ou can specify
a minimum and maximum invoice amount to include, the type of invoice (regular
invoice or invoice adjustment) and whether or not to include invoice detail.
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Procedure

1. Choose Invoice History Report on the Accounts Payable Report Menu.
2. First Vendor:

Typethefirst valid vendor codeto print and Enter or type?to display the Vendor Code
Selection window.

Press F4 to return to the Accounts Payable Report Menu.
3. Last Vendor:

Typethelast valid vendor codeto print and Enter or type ? to display theVendor Code
Selection window.

Press F2 to return to the previous input field.

4. First Invoice:
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Type the first invoice number to include and Enter.

5. Last Invoice:

Type the last invoice number to include and Enter.

6. First Date:

Type thefirst invoice date to include and Enter.

7. Last Date:

Type thefirst invoice date to include and Enter.

8. Minimum Amount:

Type the minimum invoice amount to include and Enter.
9. Maximum Amount:

Type a maximum invoice amount to include and Enter.
10. Invoice Type:

Type 1+ the Enter key to print only regular invoices.
Type 2+ the Enter key to print only invoice adjustments.
11. Detail Option:

TypeY +theEnter key toprintinvoicedetailedinformation, including General L edger
account distribution.

Type N+ the Enter key to exclude invoice detail.
12. Select the appropriate printer for this report.
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Invoice History Report Sample
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Check History Report
Overview

The Check History Report can be printed in vendor number sequence, check number
sequence or by vendor name, with options to select a date range of check numbers by
bank. Y ou can specify aminimum and maximum check amount to include, the type of
check (manual, reversal, void or regular) and whether or not to include check detail.
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Procedure

1. Choose Check History Report on the Accounts Payable Report Menu.
2. Sort Order:
Type C+ the Enter key to print the report in check number order.
Type V+ the Enter key to print the report in vendor number sequence.
Type N+ the Enter key to print the report by vendor name.
Press F4 to return to the Accounts Payable Report Menu.
3. First Check:
Type the first check number to include for this bank and Enter.
Press F2 to return to the previous input field.
4. Last Check:
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Type the last check number to include for this bank and Enter.
5. First Vendor:

Typethefirst vendor to print and Enter or type?to display the VVendor Code Selection
window.

6. Last Vendor:

Typethelast vendor to print and Enter or type ? to display the VVendor Code Selection
window.

7. First Name:

Type the name to the first vendor and Enter.

8. Last Name:

Type the name of the last vendor to include and Enter.
9. First Date:

Typethefirst check datetoincludein MM DD format and Enter. No dashes or slashes
arerequired. The system will insert the current century and year.

10. Last Date:

Typethefirst check datetoincludein MM DD format and Enter . No dashes or slashes
arerequired. The system will insert the current century and year.

11. Minimum Amount:

Type the minimum check amount to include and Enter.

12. Maximum Amount:

Type a maximum check amount to include and Enter.

13. Check Type:

Type 1+ the Enter key to print only manual checks.

Type 2+ the Enter key to print only checks that have been reversed.
Type 3+ the Enter key to print only void checks.

Type 4+ the Enter key to print all regular checks processed by the system.
14. Check Detail:

Type Y+ the Enter key to print invoice detail for each check.

15. G/L Detail:

Type Y+ the Enter key to print invoice G/L account distribution.
16. Select the appropriate printer for this report.
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Check History Report Sample
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Check History Summary By Vendor
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Overview

The Check History Summary By Vendor Report can be printed for arange of vendors
within a specific date range. Y ou can choose to print only vendors that total above a
minimum amount.
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Procedure

1. Choose Check History Summary By Vendor on the Accounts Payable Report Menu.
2. First Vendor:

Typeavalid vendor number and Enter or type ? to display the VVendor Code Selection
window.

Press F4 to return to the Accounts Payable Report Menu.
3. Last Vendor:

Typeavalid vendor number and Enter or type ? to display the Vendor Code Selection
window.

Press F2 to return to the previous input field.

4, First Date:
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Typethefirst check datetoincludein MM DD format and Enter. No dashes or slashes
arerequired. The system will insert the current century and year.

5. Last Date:

Typethelast check dateto printin MM DD format and Enter. No dashes or slashesare
regquired. The system will insert the current century and year.

6. Minimum Amount:
Type the minimum vendor total to include and Enter.

7. Select the appropriate printer for this report.
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Check History Summary By Vendor Sample
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A

ACCOUNTS PAYABLE
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Options Menu
Terms Code
Add Vendor
Vendor Type
Vendor Ship Via
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Accounts Payable Options Menu

150

Overview

The Accounts Payable Options Menu allows you access to the system calendar and
calculator, theoptionto display the G/L Chart Of Accounts(if applicable), view vendor
information, invoices, disbursements, bank accounts, invoice history and check
history. Y ou can add new vendor codes, vendor type codes, terms codes and ship via
codes. The vendor information, terms codes and ship via codes are linked to the
Purchase Order module, if installed on your system.
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Calendar

The calendar display three months at a time, beginning with the current month,
highlighting today's date. You have the option to enter another month and year
(MMYY format) youwant toview or pressthe Enter key to continuethedisplay. Press
F4 to return to the Accounts Receivable Options Menu.

Note: See the 'TOP Introduction' section elsewhere in this manual.
Calculator

The calculator alows the user to add, subtract, multiply or divide numeric functions.
Each function key has its own specific instruction to perform. The calculator can be
displayed from several placesin the system. Press F10 to exit the calculator program
and return to the Accounts Receivable Options Menu.

Note: See the 'TOP Introduction' section elsewhere in this manual.
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Chart Of Accounts

The General Ledger Chart of Accounts displays on the screen. Pressthe Enter key to
continue the display or enter an account number to advance the display forward or
backward. Press F4 to return to the Accounts Receivable Options Menu.

Vendor Master

The Vendor Master displaysthe vendor number and name, address one and telephone
number. Y ou can see more vendor information by pressing F3 for more detail. This
options displays the entire vendor name and address as well as account activity and
purchases and returns.

Vendor By Name

The Vendor By Name displays the vendor information in alpha sort key order. The
information displayed is the vendor name and address one and the telephone number.
Y ou can press F2 to move the screen from left to right to display the rest of the vendor
status information. Press F3 to sort the vendors by vendor, alpha sort key, telephone
number or find a vendor by name or by contact name.

NOF Vendors

The NOF (Not On File) vendor open invoices are displayed in invoice number order,
showing the vendor name and address one.

Open Invoices

Vendor open invoices are displayed in vendor number order, showing the vendor
number, invoice number, invoice date and due date, memo, invoice amount and the
balance due.

Disbursements

Checks that been issued through the system or manual checks that have been entered
are displayed in check number order. The information includes check number, vendor
number, check date, vendor name, amount of discount and the net check amount.

Bank Accounts

The Accounts Payable system allows for multiple bank accounts. This display shows
the bank 1D code, bank name, General Ledger cash account number and bank account
number for each bank.

Terms Code M aintenance

TheTermsCodedisplay liststheterms code and description, number of daysuntil due,
number of days due for discount and the percentage of discount. Terms codes are
assigned to vendors and are used to calculate the invoice due date and the discount
amount, if applicable, during 'Open Invoice Data Entry' on the Invoice & Manual
Check Processing Menu.
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Check Entry

Check Entry displaysmanual check entriesthat havebeen madein'Manual Check Data
Entry' on the Invoice & Manual Check Processing Menu and have not been updated.
Information displayed isbank code and check number, check date, vendor number and
name and amount of the check.

Add Vendor

The Add Vendor program allowsyou to enter new vendorsinto the Vendor Masterfile
in ashortened form. Y ou enter the new vendor number, name and address, city, state,
Zip code, shipviaand termscodes. Additional statusinformation can beadded at alater
time.

Invoice History

Invoice History displays the vendor code and name, invoice number and date, memo
information and amount of each invoice. Y ou can use function keys to show invoice
detail or to sort history records by vendor, invoice number, vendor name, date of the
invoice or you can search history records by vendor code, looking for memo descrip-
tions or dollar amount of an invoice.

Check History

Check History displays the check number and date, vendor code and name, amount
applied by each check and the actual check amount. Y ou can use function keysto show
check detail or to sort history records by vendor, check number or vendor name.

Vendor Type

Vendor Type displays the vendor type code and description. Y ou can categorize each
vendor by entering avendor type codeintheVendor Masterfile. The vendor label print
and several vendor reports can be sorted in vendor type order.

Division Code

Division Code displays the division number and description. The division code isthe
first two characters of the vendor number. Several reports are totaled by division.

Ship Via Maintenance

The Ship Viadisplay liststhe ship viacode and description (i.e. UG-UPS Ground, FX-
Federal Express, etc.). Terms codes are assigned to vendors and are linked to the
Purchase Order module during 'Purchase Order Data Entry'.

Expense Cross Reference Maintenance

This maintenance programs allows you to enter G/L account numbers and an expense
phraseto post asamemo to the G/L during theimport of the American Expressinvoice
file.
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Terms Code Maintenance
Overview

Terms Code Maintenance allows you to establish terms that you have with your
vendors and then be assigned to each purchase order during 'Purchase Order Data
Entry" in the Purchase Order module. Terms codes can be number of days or number
of days with a discount percent if paid with a specific number of days.

_
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Procedure

1. Choose Terms Code Maintenance on the Accounts Payable Options Menu.

Press the Enter key to scroll through the terms code display or enter aterms code to
advance the display forwards or backwards.

Press F1 to enter maintenance mode.

Press F2 to list the terms code to a printer.

Press F4 to return to the Accounts Payable Options Menu.
2. Terms Code:

Typeuptoatwo (2) character termscodeand Enter or type?+theEnter key todisplay
the Terms Code Selection window.

Press F2 to display the existing terms codes.
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3. Description:

Type up to atwenty-eight (28) character terms code description and Enter .
Press F2 to return to the previous input field.

4. Due Days:

Type the number of days until due and Enter.

5. Discount Days:

Type the number of days due for a discount and Enter.

6. Discount Percent:

Type the percent of discount and Enter.

7.1s The Data Correct? (Y)es, (N)o or (D)elete:

TypeY to accept the data and return to Step 2.

Type N to edit the data and return to Step 3.

Type D to remove this terms code from the system. Go to Step 2.
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Add Vendor

Overview

TheAddVendor program allowsyou to enter anew vendor in ashortened formwithout
having to go to the 'V endor Masterfile Maintenance' program on the Accounts Payable
System Menu. V endor information not entered using this screen can be added at alater

time.
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1. Choose Add Vendor on the Accounts Payable Options Menu.

2. Vendor No:

Type anew vendor code and Enter.

Note: The Last Vendor code in the Vendor Masterfile displays in the upper

right corner of the screen.

If you should enter an existing vendor code, this

messages displays: 'Vendor Already In File - Cannot Add. CRto Continue'.
Press the Enter key to return to input a new vendor code.

Press F4 to return to the Accounts Payable Options Menu.

3. Description:

Type up to atwenty-four (24) character vendor name and Enter .
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4, Sort Key:
Press the Enter key to accept the alpha sort key assigned by the system.

Note: The sort key isthefirst eight (8) characters of the vendor name and is
used to sort various vendor reports.

5. Address:
Type up to atwenty-four (24) character address line one and Enter.
Note: Follow the same criteria for address line two.
6. City/St/Zip:
Typeuptoatwenty-four (24) character city, stateabbreviation and zip codeand Enter .
7. Phone:
Type the telephone number and Enter. No dashes or slashes are required.
8. Fax:
Type the facsimile number and Enter. No dashes or slashes are required.
9. Ship Via

Typeavalid ship viacode and Enter or type ? to display the Ship Via Code Selection
window.

10. Terms Code:

Type a valid terms code and Enter or type ? to display the Terms Code Selection
window.

11. Is The Data Correct? (Y)es, (N)o or (E)nd:
Type'Y to accept the new vendor and return to Step 2.
Type N to edit the vendor information. Go to Step 3.

Type E to end vendor input without writing vendor information to the Vendor
Masterfile. Return to Step 2.
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Vendor Type Maintenance
Overview

The Vendor Type Maintenance allows you to set up various type of vendors, such as,
suppliers, utilities, government, computer vendors, etc. On the Accounts Payable
Report Menu, several reports can be sorted by vendor typeaswell asthe'Vendor L abel
Print'.

_
= Total Ocrder Flos 20030 — — e

Moz HATH ] L fuim e | 1 i uy | Term: T2
Timesa Zid0 PH Rooounta Payahle Oaten 0%F1043012

Aeccounly Payabls Hain Fenu

R. Aocounts Payatile Syntem MWeam
L} Aooounts Paysble Report Meno

11 Smasll Tunlesan Syatesmn
ST LD Monitors
L] Tamilnal Emulation

Procedure

1. Choose Vendor Type on the Accounts Payable Options Menu.
2. Continue=CR, Mnt/Insert=F1, Print=F2, Return=F4 or code:

Pressthe Enter key to continuethe display or enter atype code to advance the display
forward or backward.

Press F1 to enter maintenance mode.

Press F2 to list the type codes to a printer.

Press F4 to return to the Accounts Payable Options Menu.
3. Type Code:

Type atwo (2) character type code and Enter.

4. Description:
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Type up to athirty (30) character type description and Enter.
5. Is The Data Correct? (Y)es, (N)o or (D)elete:

TypeY to accept the type code and return to Step 3.

Type N to edit the description in Step 4.

Type D to remove the type code from the system. Go to Step 3.
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Ship Via Maintenance
Overview

The Ship ViaMaintenance program allows you to set up various ship via codes to be
used during 'Purchase Order Data Entry' inthe Purchase Order module. Ship Viacodes
can be UG=UPS Ground, BW=Best Way, FE=Federal Express, etc. The code is
defaulted during purchase order entry from the Vendor Masterfile.

_

= Total Order Floo 2002 0 e — _— —
Moz HATH 3 LS fuim e | 1 uy ¥ Term: T2
Timea Zod0 PH Rooounts Papanle Dater OS717043012

r Aebroinls Paydbls Hain Feri

R. Ahocounts Pagatile Syntem Heaou
Aooounta Payanle Beport Meno

[FTs Cimmid ¢
marriptiom [FedEr Grnd]

Procedure

1. Choose Ship Via Maintenance on the Accounts Payable Options Menu.
2. Continue=CR, Mnt/Insert=F1, Print=F2, Return=F4 or code:

Press the Enter key to continue the display or enter a ship via code to advance the
display forward or backward.

Press F1 to enter maintenance mode.

Press F2 to list the type ship via codes to a printer.

Press F4 to return to the Accounts Payable Options Menu.
3. Type Code:

Type atwo (2) character ship via code and Enter.

4. Description:
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Type up to athirty (30) character description and Enter.

5. 1s The Data Correct? (Y)es, (N)o or (D)elete:

TypeY to accept the ship via code and return to Step 3.

Type N to edit the description in Step 4.

Type D to remove the ship via code from the system. Go to Step 3.
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