OSAS
AP/PO COMPUTER PROCEDURES

DAILY  REPORTS

1. After all invoices have been entered, run the following reports:

2. Go to Accounts Payable/Purchase Order
3. Go to Transaction Reports
4. Go to Purchases Journal
5. Hit enter for Vendor from, thru

6. Print 1, full detail

7. Print by 2, vendor
8. Additional Description Format – select None, Short, or Long (None is okay)

9. Page down

10. S to print to the screen.  I check to make sure that all the GL periods are the correct period.  If ok then restart at #4 but this time after paging down hit P to print.  
11. Go to Misc Debits Journal/Returns Journal
12. Hit enter for Vendor from, thru

13. Print 1, full detail

14. Print by 2, vendor
15. Additional Description Format – select None, Short, or Long (None is okay)

16. Page down

17. S to print to the screen.  I check to make sure that all the GL periods are the correct period.  If ok then restart at #11 but this time after paging down hit P to Print.  
18. Go to Receipts and Invoices Report – This list the receipts and invoices on file.

19. Hit enter through all fields to Print by, select 1.

20. Type -  select Receipts, Invoices, or Both.
21. Status-unposted
22. Print -3 both
23. Page down, print
24. If anything is incorrect, go to Daily Work, Transactions/Enter Orders, 3(Transactions Edit) or 4(Edit) and correct, then reprint Purchase Journal.  If everything is correct:

25. Go to Post Transactions
26. Have You Completed AP Transaction Entry? Enter Y and enter.

27. Have You Backed up your data files? Enter Y and enter.

28. Do you want to post all invoices as held? Enter N or Y and enter.

29. Recalculate Vendors Amount Due Balances: NO

30. The GL year you are posting to will appear.  If incorrect:

31. Go to PO, file maintenance, tables, PLASTH  change 0 (current year) to 1(last year) or 1 to 0.
32. P for Printer
