OSAS

ACCOUNTS PAYABLE/PURCHASE ORDER

RECURRING ENTRIES
Recurring entries are used to enter and edit recurring entries for a vendor.

1- Go to Accounts Payable/Purchase Order 
2- Go to File Maintenance
3- Go to Recurring Entries
4- Transaction Type-Enter 1 for Recurring Entries
HEADER SCREEN

5-
Recurring No-Enter a number to identify the recurring entry.  If you are editing a recurring entry, you can use the Inquiry command (F2) to look up and select the number of the entry you want to edit from the list that appears.                                           

5- VENDOR ID: Enter the vendor ID or hit F2 to look up from the list.  If this is a new vendor fit F6 to enter the vendor, after the vendor is added and you have paged down, fit F7 to go back to transactions.  
6- INVOICE NO:  Enter the vendor’s invoice number or use the date without / if an invoice number is not available.  An invoice number is not required but highly recommended.

7- PO NUMBER:  Enter a purchase order number for this vendor.  This is a required field.
8- TERMS CODE:  The default terms code will display or enter a different term code.
9- Run Code-Enter the run code that will be associated with this entry.  Run codes can be a number that corresponds with a month (ie: 8-August) or a number to be determined by you.
10- TAX GROUP:   The default tax group will display or hit F2 and select from the list.
11- Starting Balance-Enter the amount due or hit enter to skip this field.  Entering a starting amount would keep a running balance if an allotted amount were to be used for this recurring entry.
12- Remaining Balance-The remaining balance will display or enter the correct remaining balance.  If you are not using starting balance you may skip this field.
13- Starting Date-Enter the starting date for this entry or hit enter to skip this field.  This could be used if you will be entering the entry before it will actually be used.
14- Cutoff Date-Enter the date which this entry will no longer be copied to the transaction file or hit enter to skip this field.
15- Total Payments-Enter the total number of payments to be made or hit enter to skip this field.
16- Remaining Payments-If a number of payments were entered in Total Payments the remaining payments will display or you may enter the remaining payment number.  You may also hit enter to skip this field.
17- 1099?:  If the vendor is not set up as a 1099 type the default will be NO.  If the vendor is set up as a 1099 the default will be YES but you can override that and enter NO if this purchase in not subject to 1099.
18- Page Down

PURCHASE LINE ITEM ENTRY SCREEN (2ND SCREEN)

1. DESC:  Enter description of invoice (ie: telephone) After hitting enter, an additional 11 lines will appear to enter more description lines.

2. Hit enter until you get to the GL Account field.

3. GL ACCOUNT:  Enter the GL account number for this purchase.  If GL account numbers were set up in the vendor master file that GL number will display.  You may override the default.

4. Hit enter until you get to the Quantity field.

5. QUANTITY:  Enter 1 for the quantity.

6. UNITS:  Hit enter to skip field.

7. UNIT COST:  Enter the amount of the invoice.

8. EXT COST:  Quantity x Unit Cost will be extended cost. Hit enter

9. PAGE DOWN to accept the information.  Repeat the Purchase line item procedure until all items for an invoice have been entered.  When done, cursor will be at Desc field, hit F7 to exit to edit screen (3rd screen).

EDIT SCREEN (3RD SCREEN)

1. Hit N for a new transaction.  This will take you to the Totals screen, page down if no additional information is needed.  You may edit a transaction by moving the cursor to the line item needing to be changed and hitting enter.

COPYING RECURRING ENTRIES

Weekly, monthly, yearly, or at your discretion you will need to copy the recurring entries to live orders.

Go to Purchase Order

Go to Daily Work

Go to Copy Recurring Orders

Run Code From/Thru-Enter the run code you would like to copy to the open order file or hit enter in the from and thru fields for all run codes.

Copy to GL Period-Enter the GL period you want the open orders to be posted to.

Cutoff Date-Enter the cut-off date.  Entries with a cutoff date on or after the cutoff date will not be copied to the open order file.

Page Down

P to print

Select a printer

The recurring orders you selected are now in the open order file as invoiced received waiting to be posted.  You can now edit, delete, etc to the recurring order just as you would with a normal purchase order or accounts payable.

Run the Purchase Journal just as you would daily.

Run the Miscellaneous Debits Journal just as you would daily.

If all entries are correct, Post Transactions.

After post transactions the orders will be in the Hold/Release invoices waiting to be paid.
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