OSAS

ACCOUNTS RECEIVABLE/SALES ORDER

HISTORY, SALES TAX

To print out invoice history without using F8 in Information Inquiry:

1. Go to Sales Order/Accounts Receivable
2. Go to History Reports
3. Go to Detail History
4. Pick customer ID from/thru or hit enter for all customers.

5. Enter invoice date range for shorter search.

6. Full detail.

7. Qty in base units.

8. Print by customer.

9. Select YES to invoice line items.

10. Page down.

To read the history screen in Information Inquiry:

1. All record types (IN=Invoice, CR=Credit, PY=Payment) associated with an invoice are all found together along with the date that the type occurred.

2. Hit S to start searching for an invoice by a date.

3. Hit G to goto a specific invoice.  You must enter the invoice number exactly as it was posted which may include 00000’s.

4. Hit V to view the detail of an invoice, credit, or payment.

5. Hit T to see the grand total of an invoice that may have more then one line item.

Adjust state sales tax percentage:

1. Go to Sales Order/Accounts Receivable.
2. Go to File Maintenance.
3. Go to Tax Locations.
4. Tax Location-Enter the tax location ID or hit F2 and select from the list.

5. The name of the tax location will appear.

6. Authority-Enter the tax authority.  This could be different counties which may have different tax percentages.

7. Tax ID-Enter the tax ID number for this tax location and authority.

8. GL Account-Enter the GL account number the tax should post to during post transactions.

9. Tax on Freight?-Enter Yes or No if this tax location and authority will calculate tax on freight.

10. 0-9-These are preset tax codes and descriptions.  Go to the number you will be using for taxable items for this tax location and authority.  

11. Txbl?-Enter Yes if the tax code is taxable, No if it is not taxable.

12. Percent-Enter the tax percentage amount for this tax location and authority.

13. Txble Sales…-These fields are updated as Post Transactions is performed.

14. Page down.
Accounts Receivable-Specific check number for payment look up:


Escape I in Cash Receipts will show a window.  Last option is Customer Invoice Inquiry.   Select this option, enter invoice number and wait for information on customer.
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