OSAS
ACCOUNTS RECEIVABLE

ORDER ENTRY

1. Go to Accounts Receivable

2. Go to Daily Work

3. Go to Transactions

4. Enter 1 for invoices, 2 for credits, or 3 to edit invoices or credits.
5. Batch ID-Enter Bach ID or hit F2  and look up from the list.  If you are not using batching hit enter.
6. Location-Enter the store location for this invoice.
7. Sold To-Enter the Customer ID or hit F2 and look up from the list.  
8. Invoice number-Enter the invoice number if the system is not generating the number  
9. Invoice date-Enter the invoice date.  Hit D for today’s date.
10. If the remaining information is correct Page Down.\
11. Item ID – Enter the inventory item ID or hit enter to skip this field.
12. Description – The description of the inventory item ID will appear.  If you hit enter to skip the Item ID you can enter a description.
13. GL Code- If an inventory item ID was entered the GL code should appear.  If you entered a description then enter the GL Sales Code or hit F2 and look up from the list.
14. Qty Ordered-Enter the quantity ordered.  Hit enter to fill in the shipped field also.
15. Ext Price-Enter the amount of this line item.
16. Page down.

17. The cursor will be at Item ID, hit F7 to exit to the edit screen or enter another inventory item ID.
18. If you are entering cash sales hit T for Totals, enter the amount paid in Payment 1, enter the payment method and Page Down.

19. If you are not entering cash received hit N for next transaction.
NOTES

F2 – To enhance your look up enter as much of the ID that you know and then hit F2.


(ie: RES F2) This will take you directly to the RES’s in the look up.

         To change a search while in the F2 screen, hit the insert key, enter the new search 

          information and hit enter. (ie: Insert key, PER, enter)

.  

END OF DAY REPORTS

1. Go to Transactions Reports

2. Go to Sales Journal.  Print.

3. Go to Misc Credits Journal. Print.

4. Go to Cash Receipts Journal.  Print

5. Go to Post Transactions.    If you are using batching, enter the batch ID to post.  If you are not using batching, posting transactions will also post cash receipts.  Make sure you have also run the cash receipts journal.
