Batching

To set up a new batch:

Go to AR or AP

Go to Daily Work

Go to Batch Control

Enter a Batch ID of your choice (ie: SUE, CR, INVOICES, DATE,etc)

Description:  Enter a description of the batch.

Lock Flag: Leave blank.  If a post is aborted you will be instructed to go to this field.

Status: R for Released

Permanent? YES, this will allow the batch to remain on file after posting.

Report Status:  Page down, leave as shown.

You can also set up a new batch on the fly when entering cash receipts or invoices.

At Batch ID, hit F6.

Enter a Batch ID of your choice (ie: SUE, CR, INVOICES, DATE, etc)

Description:  Enter a description of the batch.

Lock Flag: Leave blank.  If a post is aborted you will be instructed to go to this field.

Status: R for Released

Permanent? YES, this will allow the batch to remain on file after posting.

Report Status:  Page down, leave as shown.

Hit F7 to return to cash receipt entry or invoice entry.

