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.I N T R O D U C T I O N

Overview
. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . O V E R V I E W

TRAVERSE Accounts Payable helps you track future obligations to your suppliers, control the 
flow of cash to pay bills, and monitor the distribution of your expenses. It enables you to make 
sound decisions about what and when to pay based on who gives you the best discounts and 
from whom you buy the most frequently.

System Information

Additional information about using the system is found in the following sources:

• the Accounts Payable User’s Help

• the user’s help for other TRAVERSE applications

• the Developer’s Guide and Developer’s Object Descriptions manuals

Customer Support

Open Systems Holdings Corp. has a strong commitment to customer service and product 
quality. If you need help using any Open Systems product, follow these procedures:

• Consult the user’s guide and other TRAVERSE reference materials.

• If you are a subscriber to the TRAVERSE customer support program, you can consult 
your customer support representative (1-800-320-3088) or e-mail them at 
traverse_support@osas.com.
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About Accounts Payable
. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . A B O U T  A C C O U N T S  P A Y A B L E

Frequently used functions

The most frequently used functions are on the Transactions and Transaction Journals menus. 
Use these functions for the following tasks: 

• Enter purchase and miscellaneous debit transactions and edit transactions.

• Enter and edit recurring entries.

• Print the Purchases and Miscellaneous Debits Journals.

• Post transactions.

Periodic and pay invoices functions

Paying invoices and periodic processing functions are on the Pay Invoices and Periodic 
Processing menus. Use these functions for the following tasks:

• Hold and release invoices for payment.

• Calculate, print and post payments.

• Perform Periodic Maintenance.

Reports

Reports and annual 1099 forms provide a means of seeing the information stored in the 
system. Use the Management Reports menu functions to select the information for your 
reports.

Interactive Views

Vendor, invoice, detail and summary information can be displayed through the interactive view 
functions.

Interfaces

Accounts Payable can be interfaced with Inventory, General Ledger, Bank Reconciliation, MFG 
Production, MFG Routing and Resources and Project/Job Costing.
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Setup Checklist
. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . S E T U P  C H E C K L I S T

Required

_____ Set up Business Rules for Accounts Payable.

_____ Set up the terms codes. 

_____ Set up the distribution codes. 

_____ Set up the vendor information.

Recommended

_____ Plan the implementation schedule.

_____ Set up security.

_____ Set up Batches for transactions and payments.

_____ Set up the Recurring Entries.

_____ Enter initial balances (summary or detail).

_____ Reset Business Rules for using the system.

_____ Set up Class Codes.

_____ Set up Division Codes.

_____ Set up Priority Codes.

_____ Review 1099 Field Indicators.

_____ Review 1099 Form Codes.
Accounts Payable 2-3
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Setup Procedures
. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . S E T U P  P R O C E D U R E S

Before you can use the Accounts Payable system, you must follow the setup procedures in this 
chapter. Setup procedures include such things as defining the vendors you do business with, 
assigning codes and IDs, and entering initial account balances. Follow the setup procedures 
carefully; the choices you make determine how the system operates.

Gather Your Information

Gather and organize the following accounting data:

• a chart of accounts for your business

• purchasing and payment cycles

• identification and credit information about your vendors

• previous- and current-year purchase, returns, and receipts history organized by 
vendor

What You Need to Define

To set up the Accounts Payable system, follow these steps:

1.  Use the Business Rules function (page 3-7) to define how you want the system to work.

2.  Define the IDs and codes you plan to use. See IDs and Codes below.

3.  Use the Vendors function (page 3-59) to define the vendors you do business with.

4.  Set up initial account balances for each vendor (page 2-9).

5.  If you pay some bills regularly, use the Recurring Entries function (page 3-85) to set up 
recurring payment records. 

IDs and Codes

IDs and codes tell the system how to identify each item on file. The system uses these 
identifiers to organize information. 

When you assign IDs and codes, establish a format that makes sense for your business and use 
it consistently. The following suggestions may help you to establish a useful format:

• Do not use the following characters in an ID or code: | “ ' & # * @ !.
Accounts Payable 2-5
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• To prevent organization problems, use zeros to make all IDs the same length. If IDs 
are divided into more than one part, the parts should be the same length in every ID. 
Do not use spaces to divide IDs into more than one part. For example, use ACE-001 
and ACE-011 instead of ACE-1 and ACE-11 or ACE 01 and ACE 11.

• If you use letters in IDs, use either all uppercase or all lowercase letters so that the 
IDs can be sorted correctly. For information about how IDs and codes are sorted, see 
(page 2-5).

• Use descriptive IDs. For example, WIN001 and WIN002 are more descriptive than 
000001 and 000002. 

• If you want to sort items by a particular attribute, name or group, put the attribute in 
the ID. For example, to organize vendors by name, put the first characters of the 
name of the vendor in the vendor ID. 

• To ensure that you can insert new items into a sequence, use a combination of 
letters and numbers that leaves room in the sequence for later additions. For 
example, WIN001 and WIN005 leaves room for three IDs in between.

Terms codes

Terms codes define the discount percentage and the number of days in which you must pay the 
vendor to receive a discount. For information about defining terms codes, see the Terms Codes 
function (page 3-47).

Distribution codes

You use distribution codes to allocate general ledger accounts for payables freight, 
miscellaneous charges and PO accruals. For information about defining distribution codes, see 
the Distribution Codes function (page 3-35).

Class codes, division codes, and priority codes

You can assign class codes, division codes, and priority codes as additional sort criteria for 
reports. These codes are arbitrary attributes; the information is stored only with the vendor 
record. For information about defining class codes, division codes, and priority codes, see the 
Class Codes function (page 3-31), the Division Codes function (page 3-39), and the Priority 
Codes function (page 3-43).
2-6 Accounts Payable
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Vendor ID

You must assign an ID to each vendor you do business with. Most functions require that you 
specify a vendor ID. For information about defining a vendor, see the Vendors function (page 
3-59).

Transaction Batch codes

When you assign transaction batch codes to transactions, you can enter transactions into one 
batch and at the same time post another batch. For information about defining transaction 
batch codes, see the Transaction Batch Codes function (page 3-19) and the Change Batches 
function (page 4-31).

Payment Batch codes

When you assign payment batch codes to payments, you can calculate payments into one 
batch at the same time that another batch is being posted. For information about defining 
payment batch codes, see the Payment Batch Codes function (page 3-25) and the Change 
Batches function (page 4-31).

Run codes

If you define recurring entries, you must assign a run code to each entry. Run codes are used as 
a means of grouping recurring entries for creating transactions. You might want to set up run 
codes to reflect when you want transactions to be created. For example, you might assign run 
code 01 to entries that should be used to create transactions on the first of each month and 15 
to those that should be used to create transactions on the fifteenth of each month. The system 
creates transactions for recurring entries with a specific run code when you use the Copy 
Recurring Entries function. For information on setting up recurring entries see the Recurring 
Entries function (page 3-85).
Accounts Payable 2-7
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . I N I T I A L  B A L A N C E S

Initial balances are set up as part of the vendor records. If you are not setting up Accounts 
Payable at the beginning of the year and if you are keeping detail and summary history, you 
must also enter purchasing history.

You can use the summary method or the detail method to set up the initial vendor balances 
and open invoices. 

Summary Method

The summary method is less involved than the detail method, but does not provide complete 
purchasing history. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If you have 1099 vendors and payments you will need to set up your vendors 
as 1099 vendors and then check the 1099 box on those balances that are 1099 pay-

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ments.

The summary method consists of the following steps:

1.  Select Transactions from the Transactions menu.

Transactions Menu
Accounts Payable 2-9
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2.  The Transactions screen appears. You will enter one transaction for the total amount 
purchased from each vendor, for each period you have an open invoice in.

Transactions Screen

3.  Select the New Record icon on the toolbar. A blank header screen appears.

4.  Fill in the required header information. The invoice date should be a date that will put each 
invoice in the corresponding period.

5.  Fill in the detail information. Do not select inventory items. Skip the item ID and put in a 
description that describes your initial balance entry.

6.  Enter payments you made against invoices in the Prepaid Amount field on the payments 
tab.
2-10 Accounts Payable
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7.  Select Post Transactions from the Transaction Journals menu.

Post Transactions Menu

8.  The Post Transactions screen appears.

Post Transactions Screen
Accounts Payable 2-11
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If you have already entered initial balances for General Ledger, turn off the 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . interface to GL in Business Rules.

9.  Click OK to post the transactions you entered in steps 4, 5 and 6.

10.  Select Prepare Payments from the Pay Invoices menu.

Prepare Payments Menu 
2-12 Accounts Payable
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11.  The Prepare Payments screen appears.

Prepare Payments Screen

12.  Enter an Invoices Due date that will be beyond the most current due date for the invoices 
just posted. Leave the vendor ID From and Thru blank. Leave the Discounts Due dates at the 
default. Leave the Payment Date, Fiscal Period, and Year the default value. Click OK to 
prepare the payments.
Accounts Payable 2-13
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13.  Select Payment Register from the Pay Invoices menu and print the Payment Register.

Payment Register Menu

14.  The Payment Register screen appears.

Payment Register Screen

15.  Print the Payment Register.
2-14 Accounts Payable
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If you have already entered initial balances for General Ledger, turn off the 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . interface to GL in Business Rules.

16.  Select Post Payments from the Pay Invoices menu.

Post Payments Menu
Accounts Payable 2-15
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17.  Click OK to post the payments that you just prepared. This will update your payment 
history with the correct information.

Post Payments Screen

Detail Method

The detail method provides complete purchasing history, but it is more involved than the 
summary method. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If you have 1099 vendors and payments you will need to set up your vendors 
as 1099 vendors and then check the 1099 box on those balances that are 1099 pay-

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ments.

The detail method consists of the following steps:
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1.  Select Transactions from the Transactions menu.

Transactions Menu

2.  The Transactions screen appears.

Transactions Screen

3.  Select the New Record icon on the toolbar. A blank header screen appears.
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4.  Fill in the required header information. Enter the correct invoice date for each invoice so 
that your detail and summary history will be updated correctly.

5.  Fill in the detail information. If you have entered beginning balances for Inventory items, 
make sure your interface to Inventory is turned off in Business Rules.

6.  Enter payments you made against invoices in the Prepayment field on the payments tab, or 
use the online checks feature to produce a check record for the payment. Type in the correct 
check number so your payment history will be correct.

7.  Repeat steps 3 through 6 until you reach your current date.

8.  Select Post Transactions from the Transaction Journals menu.

Post Transactions Menu
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9.  The Post Transactions screen appears.

Post Transactions Screen

10.  Click OK to post the transactions you entered in step 4, 5 and 6.
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11.  Select Prepare Payments from the Pay Invoices menu.

Prepare Payments Menu
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12.  The Prepare Payments screen appears.

Prepare Payments Screen

13.  Enter an Invoices Due date that will be beyond the most current due date for the invoices 
just posted. Leave the Vendor ID From and Thru blank. Leave the Discounts Due dates at 
the default. Leave the Payment Date, Fiscal Period, and Year the default value. Click OK to 
prepare the payments.

14.  Select Payment Register from the Pay Invoices menu and print the Payment Register.
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Payment Register Menu

15.  The Payment Register screen appears.

Payment Register Screen

16.  Print the Payment Register.
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NOTE:  If you have already entered initial balances for General Ledger, turn off the 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . interface to GL in Business Rules.

17.  Select Post Payments from the Pay Invoices menu.

Post Payments Menu

18.  Click OK to post the payments that you just prepared. This will update your payment 
history with the correct information.
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Post Payments Screen
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Before you can use the Accounts Payable system, you must follow the setup procedures in this 
chapter. Setup procedures include such things as defining the vendors you do business with, 
assigning codes and IDs, and entering initial account balances. Follow the setup procedures 
carefully. The choices you make determine how the system operates.

First, gather and organize your accounting data. You need the following information:

• A chart of accounts for your business

• Purchasing and payment cycles

• Identification and credit information for your vendors

• Previous- and current-year purchase, returns, and receipts history organized by 
vendor

To set up the Accounts Payable system, follow these steps:

• Use the Business Rules function to define how you want the system to work.

• Define the IDs and codes you plan to use. 

• Set up Tax Classes, Locations, and Location Groups. 

• Use the Vendors function to define the vendors you do business with.

• Set up initial account balances for each vendor. 

• If you pay some bills regularly, use the Recurring Entries function to set up recurring 
payments records. 

Setting Up IDs and Codes

IDs and codes tell the system how to identify each item on file. The system uses these 
identifiers to organize information.

Below are descriptions of the setup functions in Accounts Payable.

Vendor ID

You must assign an ID to each vendor you do business with. Most functions require that you 
specify a vendor ID (page 3-59). 
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Distribution Codes

You use distribution codes (page 3-35) to allocate general ledger accounts for payables freight, 
miscellaneous charges and PO accruals.

Terms Codes

Terms codes (page 3-47) define the discount percentage and the number of days in which you 
must pay the vendor to receive a discount. 

Class Codes, Division Codes, and Priority Codes

You can assign class codes, division codes, and priority codes as additional sort criteria for 
reports. These codes are arbitrary attributes; the information is stored only with the vendor 
record. For information about defining class codes, division codes, and priority codes, see the 
Class Codes function (page 3-31), the Division Codes function (page 3-39), and the Priority 
Codes function (page 3-43).

Transaction Batch codes

When you assign transaction batch codes to transactions, you can enter transactions into one 
batch at the same time that another batch is being posted. For information about defining 
transaction batch codes, see the Transaction Batch Codes function (page 3-19) and the Change 
Batches function (page 4-31).

Payment Batch codes

When you assign payment batch codes to payments, you can calculate payments into one 
batch at the same time that another batch is being posted. For information about defining 
payment batch codes, see the Payment Batch Codes function (page 3-25) and the Change 
Batches function (page 4-31).

Run Codes

If you define recurring entries, you must assign a run code to each entry. Run codes are used as 
a means of grouping recurring entries for creating transactions. You might want to set up run 
codes to reflect when you want transactions to be created. For example, you might assign run 
code 01 to entries that should be used to create transactions on the first of each month and 15 
to those that should be used to create transactions on the fifteenth of each month. The system 
creates transactions for recurring entries with a specific run code when you use the Copy 
Recurring Entries function. For information on setting up recurring entries see the Recurring 
Entries function (page 3-85).
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Suggestions for Defining IDs and Codes

IDs and codes tell the system how to identify each item on file. The system uses these 
identifiers to organize information.

When you assign IDs and codes, establish a format that makes sense for your business and use 
it consistently. The following suggestions may help you to establish a useful format:

• Do not use these characters in an ID or a code: | “ ' & #.

• To prevent organization problems, use zeros to make all IDs the same length. If IDs 
are divided into more than one part, the parts should be the same length in every ID. 
Do not use spaces to divide IDs into more than one part. For example, use ACE-001 
and ACE-011 instead of ACE-1 and ACE-11 or ACE 01 and ACE 11.

• If you use letters in IDs, use either all uppercase or all lowercase letters so that the 
IDs can be sorted correctly.

• Use descriptive IDs. For example, WIN001 and WIN002 are more descriptive than 
000001 and 000002.

• If you want to sort items by a particular attribute, name or group, put the attribute in 
the ID. For example, to organize vendors by name, put the first characters of the 
vendor name in the vendor ID.

• To ensure that new items can be inserted into a sequence, use a combination of 
letters and numbers that leaves room in the sequence for later additions. For 
example, WIN001 and WIN005 leave room for three IDs in between.
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Use the Business Rules function to define application interfaces and general information about 
Accounts Payable functions. You can elect to keep payment and purchase history; and you can 
specify GL accounts for discounts, cash, and inventory.

To set up Business Rules, follow these steps:

1.  Select Business Rules from the System Manager, Company Setup menu.

Business Rules Menu 
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2.  The Business Rules screen appears. Select Accounts Payable.

Business Rules Screen

Archive

3.  Archive Watermark: Enter watermark text to be printed on archived documents.

4.  Use Archive: Select Yes to utilize the document archiving functionality for storing and 
reprinting documents (you must also select Yes in the Business Rules Archive Configuration 
Group).
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Default - GL Account

5.  Select the default Cash, COGS, Discounts, and Inventory accounts to post to. If Accounts 
Payable is not interfaced with General Ledger, enter the accounts to post to. You must enter 
account numbers.

GL Account Defaults

Default - Transaction Entry

6.  Select Yes to Allow Online Checks during transaction entry; otherwise, select No. An online 
check will print a check to pay the invoice that you are currently working on.

7.  Select Yes to Audit Orders to keep a transactional log of changes to Accounts Payable 
invoices, otherwise, select No.

8.  Select Yes to calculate an Automatic Discount Update on the Vendors screen; otherwise, 
select No. If you select no, you will get a dialog box asking if you want to use the calculated 
discount, Yes or No. If you select Yes, the discount is automatically calculated and a part of 
the total on the Totals tab.

9.  Select Yes to Check For Duplicate Invoice Numbers entered. If you select Yes, you will get a 
dialog box telling you if the invoice number you entered is a duplicate of a prior invoice for 
that vendor. If you select No, you will not get a dialog box telling you if the invoice number 
you entered is a duplicate of a prior invoice for that vendor and it will allow you to continue 
without further messages.

Account Description

Cash Not used

COGS Not used.

Discounts When payments are posted, if a discount is taken, 
the discount amount is posted to this account.

Inventory When an item ID is manually entered, or skipped 
(not selected from Inventory or System Manager 
items) the cost of the item will be posted to this 
account.
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10.  Select Yes to Copy Additional Descriptions From System Manager or Inventory; 
otherwise, select No. If Accounts Payable is interfaced with Inventory, System Manager 
items are not used. If you do not elect to use additional descriptions in the Accounts Payable 
selection, this option is not available. You can add more additional descriptions to the items 
if they apply only to the transaction for AP. These additional descriptions are saved in 
history.

11.  If you use multi-currency, select Yes if you want amounts to appear in the vendor’s 
currency by default when you use the functions on the Interactive Views menu. Select No if 
you want to view these amounts in base currency. If you do not use multi-currency, this 
selection is not available.

12.  Select Yes if you want to Default Vendor Name in GL Description field. If you select No, the 
item description from the transaction will appear in the Description for the GL entry.

13.  Select Yes to calculate Discount On Freight; otherwise, select No. If you have your Terms 
Codes set up to give discounts for early payments, you can include the freight total in the 
total for calculating the discount.

14.  Select Yes to calculate Discount On Miscellaneous charges; otherwise, select No. If you 
have your Terms Codes set up to give discounts for early payments, you can include the 
miscellaneous charges in the total for calculating the discount.

15.  Select Yes to calculate Discount On Sales Tax; otherwise, select No. If you have your Terms 
Codes set up to give discounts for early payments, you can include the sales tax in the total 
for calculating the discount.

16.  Select the default Freight Tax Class to apply to freight charges.

17.  Select the default Misc Tax Class to apply to miscellaneous charges.

18.  Select Yes to Use Additional Descriptions for line items; otherwise, select No. In the detail 
mode in the Item Detail area in Transactions you will get an additional box to enter an 
additional description for the item in the transaction. The additional description will be 
available in the column chooser when you use the grid view of the items area.These 
additional descriptions are saved to history.

Interface - Application

19.  Select Yes to interface Accounts Payable with Bank Reconciliation; otherwise, select No. 
When Accounts Payable is interfaced with Bank Reconciliation, checks written through 
Accounts Payable are posted directly to the Bank Reconciliation module.

20.  Select Yes to interface Accounts Payable with General Ledger; otherwise, select No. When 
Accounts Payable is interfaced with General Ledger, posting in Accounts Payable makes 
entries in the GL Journal for transactions that affect the ledger (such as sales tax, freight, 
miscellaneous expenses).
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21.  Select Yes to interface Accounts Payable with Inventory; otherwise, select No. When 
Accounts Payable is interfaced with Inventory, entering transactions in Accounts Payable can 
update item location information, summary and detail history, and lot and serial 
information in Inventory.

Miscellaneous

22.  Select Yes to Allow Posting Without Check Numbers if you want to allow your payments to 
be posted without check numbers. Select No if you want to prevent checks from being 
posted without having a check number. This may happen if you allow posting without 
printing checks, but you want to be able to post without check numbers.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If payments are posted without payment numbers, you will not be able to 
void those payments, or easily associate the payment with a check or other payment 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . method.

23.  Select Yes to Allow Posting Without Creating ACH File to allow the post to be completed 
without creating the ACH file for vendors that have Electronic as the check delivery method. 
Select No to force the ACH file to be created before you are allowed to post payments.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If you post without creating the ACH file, you will not be able to go back and 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . generate the ACH file for those payments.

24.  Select Yes to Allow Posting Without Printing Checks if you want to allow your checks to be 
posted without printing them first. Select No if you want to prevent checks from being 
posted without being printed first.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If payments are posted without payment numbers, you will not be able to 
void those payments, or easily associate the payment with a check or other payment 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . method.

25.  Select Yes to Allow Re-prepare After Printing to allow checks to be re-prepared after the 
checks have been printed. Select No to prevent checks from being re-prepared once they 
have been printed.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:   If checks have been printed and the re-prepare has been done, there is no 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . record of those checks being printed.
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26.  Select the amount of detail for the Bank Account Display, for the bank account number 
when you select to pay a vendor using the Electronic check delivery method. You can choose 
to display All Bank Account Numbers, to display and print the whole number, Partial to have 
the last four digits display and print, and the rest to show as X’s, or None to have the 
number displayed and printed as all X’s.

27.  Select how you want the Check Saver function to act. 

• Select None to not use the check saver. 

• Select Single if you are going to use the same printer for your checks and the check 
saver remittance.

• Select Multiple if you are going to use one printer for your checks and a different 
printer for your check saver remittance.

You must set up a form printer for both the checks and check saver remittance in 
System Manager, Setup and Maintenance, Form Printers to use the multiple selection.

28.  Post Payment Detail to General Ledger: Select Yes to post line-item information about 
each purchase to the general ledger accounts; otherwise, select No. Posting in detail to the 
general ledger will make one entry for each affected account number for each payment. 
Posting summary to General Ledger will make one entry for the total amount for each 
affected account number in the entire batch.

If multi-currency is part of your TRAVERSE installation, this option is set to Yes and 
cannot be changed.

29.  Post Transaction Detail to General Ledger: Select Yes to post line-item information about 
each transaction to the general ledger accounts; otherwise, select No. Posting in detail to 
the general ledger will make one entry for each affected account number for each 
transaction. Posting summary to General Ledger will make one entry for the total amount 
for each affected account number in the entire batch.

If multi-currency is part of your TRAVERSE installation, this option is set to Yes and 
cannot be changed.

30.  Select Yes to Post Without Printing Journals. Select No to print journals and post. Printing 
is considered clicking on the Print or Output buttons on the journal screen. Preview is not 
considered printing. If you select Yes you will get a warning message if you have not printed 
the journals. If you select No, you will not be allowed to post until you print the journals. It is 
recommended to select No.

31.  Select Yes to Print Notes On Remittance to have notes from invoices printed on the 
remittance form. Select No to have notes omitted from the remittance form.
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32.  Select Yes to Use 1099 vendors; otherwise, select No. If you elect to use 1099 vendors, you 
will have the option to set up your vendors to receive a 1099 form for the payments that you 
make to them that are eligible to be claimed as income on a 1099 form.

33.  Select Yes to Use Batch Processing; otherwise, select No. Batch processing will allow you 
to have multiple users entering data, printing journals and posting transactions in different 
batches at the same time. When you elect not to use batch processing, all the transactions 
will go to batch ID ######, and you will not be able to have multiple users entering 
transactions, printing journals or posting transactions at the same time.

34.  Select Yes to Use Transaction Allocations if you want to enter transactions against one 
major account and then distribute them to several other accounts. This option is only 
available if you have the Not for Profit add-on installed.

Vendor

35.  Select Yes to Audit Vendor to track any changes made to the Vendor setup records.

36.  Select Yes to Load All Vendors in Setup to load all vendor information into the search box. 
When the rule is set to No, the Vendor maintenance screen will open with no data 
presented and the navigation bar will be disabled. The Vendor lookup and auto-complete 
functionality in the Vendor ID field remain.

37.  Click Print to preview and print a report showing your selected business rules.

38.  Select a command button:

Command Buttons

Name Description

Apply
Save the changes you have made to the 
business rules functions. The screen 
will remain open. 

OK
Save the changes and exit the business 
rules function. 

Cancel
Close the business rules screen without 
saving any changes.

Print
Preview and print a business rules 
report.
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Search

Perform a wildcard search of all existing 
business rule descriptions. The results 
will display in a tree-view for easy 
navigation.

Name Description
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Business Rules Report
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Invalid GL Account List

1.  To check for invalid GL accounts select Invalid GL Account List from the System Audit menu 
in System Manager.

Invalid GL Account List Menu
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2.  The Invalid GL Account List screen appears.

Invalid GL Account List Screen

3.  Select the Applications you want to check for invalid GL accounts. If you want to have all 
applications checked click the All button. 

4.  Click OK to start the search for invalid GL accounts.
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5.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Invalid GL Accounts List 

Name Description

OK Executes the list.

Activity Not Available.

Reset
Return the value of all fields on the list or 
report screen to their default values.

Preview View the list or report on your monitor.
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If you elected to use batch processing in the Business Rules function (page 3-7), use the 
Transaction Batch Codes function to define codes for posting purchases and miscellaneous 
debits. Each transaction can be assigned to a batch code, and then transactions can be posted 
by batch code. The batch codes will be deleted as soon as all transactions in the batch have 
been posted, if the permanent box has not been checked.

If you elected not to use batch processing in the Business Rules function, use the Batch Codes 
function to toggle the hold and lock status of the batch ######, which is the main batch and is 
used to save all transactions. This batch code will not be deleted even if the permanent box is 
unchecked.

To set up Batch Codes, follow these steps:

1.  Select Transaction Batch Codes from the Setup and Maintenance menu.

Transaction Batch Codes Menu
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2.  The Transaction Batch Codes screen appears.

Transaction Batch Codes Screen

3.  Enter the Batch Code.

4.  Enter the Description of the batch.

5.  Select the Permanent check box if you would like the AP application to keep the batch after 
it has been posted.

6.  Accept the Status of the Purchases Journal and Miscellaneous Debits Journal that is 
displayed, or change it. 

• The default status is Not Applicable. 

• If invoices or debit memos are entered, the default is Unprinted. 

• If you enter a new transaction after you print a journal, the default becomes Reprint.

7.  The batch is locked if it is unsuccessfully posted. To unlock a batch, click the Lock button. 
When a batch is locked, you cannot enter, edit, or post it.

8.  Check the box to indicate which batch will be the Default batch for this company.
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Command Buttons

Task Summary

To add a Batch Code, follow these steps:

1.  Select the New Record icon  on the toolbar. A blank record appears.

2.  Enter the Batch Code and the Description of the batch.

To edit a Batch Code, follow these steps:

1.  Position the cursor in the field to edit.

2.  Change the value in the field.

To delete a Batch Code, follow these steps:

1.  Make sure that the Batch Code is not being used.

2.  Select the Batch Code to delete. You cannot delete the main batch, ######.

3.  Select the Delete hot key (F3) or the Delete button . 

Batch Activity Dialog Box 

The Batch Activity dialog box appears when you select Activity on the Transaction 
Batch Codes screen.

Name Description

Activity List the batch users. 

Lock Batch Lock the batch to prevent any activity in the batch.
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1.  The Batch Code entered on the Batch Codes screen is displayed.

2.  The User ID of the users who are using the batch are displayed.

3.  The Trans No of the transaction currently in use by the user is displayed.

4.  The workstation Date/Time that the user accessed the transaction are displayed.

Command Buttons

Producing a Transaction Batch Codes List

Use the Batch Codes List function to produce a list of the batch codes you defined in the Batch 
Codes function on the Setup and Maintenance menu.

To produce a Transaction Batch Codes List, follow these steps:

1.  Select the Print Preview button  to preview the list of Batches.

2.  The Preview Report screen appears.

3.  Select the Print button  in the toolbar to print your list.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Refresh Refresh the list of users in the dialog box.

Delete

Change the status of a transaction from locked to 
unlocked, and delete it from the Batch Activity dialog 
box. This needs to be done if a journal or posting was not 
completed successfully, to unlock the batch. Deleting this 
record will only delete the locking record, not change 
anything for that transaction.
3-22 Accounts Payable



. .
 . 

.I M P L E M E N T I N G  A P

Transaction Batch Codes
. 

Transaction Batch Codes List
Accounts Payable 3-23



IMPLEMENTING AP

Transaction Batch Codes
3

3-24 Accounts Payable



. .
 . 

.I M P L E M E N T I N G  A P

Payment Batch Codes
. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . P A Y M E N T  B A T C H  C O D E S

If you elected to use batch processing in the Business Rules function (page 3-7), use the 
Payment Batch Codes function to define codes for posting payments and prepayments. Each 
group of payments from a bank account can be assigned to a batch code, and then payments 
can be posted by batch code. The batch codes will be deleted as soon as all payments in the 
batch have been posted, if the permanent box has not been checked.

If you elected not to use batch processing in the Business Rules function, use the Payment 
Batch Codes function to toggle the hold and lock status of the batch ######, which is the main 
batch and is used to save all payments. This batch code that will not be deleted even if the 
permanent box is unchecked.

To set up Payment Batch Codes, follow these steps:

1.  Select Payment Batch Codes from the Setup and Maintenance menu.

Payment Batch Codes Menu
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2.  The Payment Batch Codes screen appears.

Payment Batch Codes Screen

3.  Enter the Batch Code.

4.  Enter the Description of the batch.

5.  Select the Permanent check box if you would like the AP application to keep the batch after 
it has been processed.

6.  Accept the Check Status that is displayed, or change it. 

• The default status is Not Applicable. 

• If payments are prepared, the status is Prepared. 

• If you print the payment check and vouchers, the status becomes Printed. 

7.  The batch is locked if it is unsuccessfully posted. To unlock a batch, click on the Lock button. 
When a batch is locked, you cannot enter, edit, or post it. You will not see locked batches on 
the available batches list in the Post Payments functions.

8.  Check the box to indicate which batch will be the Default batch for this company.
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Task Summary

To add a Batch Code, follow these steps:

1.  Select the New Record icon  on the toolbar. A blank record appears.

2.  Enter the Batch Code and the Description of the batch.

To edit a Batch Code, follow these steps:

1.  Position the cursor in the field to edit.

2.  Change the value in the field.

To delete a Batch Code, follow these steps:

1.  Make sure that the Batch Code is not being used.

2.  Select the Batch Code to delete. You cannot delete the main batch, ######.

3.  Select the Delete hot key (F3) or the Delete button . 

Batch Activity Dialog Box 

The Batch Activity dialog box appears when you select Activity on the Batch Codes 
screen.

Name Description

Activity List the batch users. 

Lock Lock the batch to prevent any activity in the batch.
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1.  The batch code entered on the Batch Codes screen is displayed.

2.  The User ID of the users who are using the batch are displayed.

3.  The Trans No of the transaction currently in use by the user is displayed.

4.  The workstation Date/Time that the user accessed the transaction are displayed.

Command Buttons

Producing a Payment Batch Codes List

Use the Batch Codes List function to produce a list of the batch codes you defined in the Batch 
Codes function on the Setup and Maintenance menu.

To produce a Payment Batch Codes List, follow these steps:

1.  Select the Print Preview button  to preview the list of Batches.

2.  The Preview Report screen appears.

3.  Select the Print button  in the toolbar to print your list.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Refresh Refresh the list of users in the dialog box.

Delete

Change the status of a transaction from locked to 
unlocked, and delete it from the Batch Activity dialog 
box. This needs to be done if a journal or posting was not 
completed successfully to unlock the batch. Deleting this 
record will only delete the locking record, not change 
anything for that transaction.
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Class Codes are used as a sort criterion for the Aged Trial Balance and Vendor Purchase History 
Reports. Unlike Terms Codes and Distribution Codes, Class Codes are not assigned any 
additional functionality.

To set up Class Codes, follow these steps:

1.  Select Class Codes from the Setup and Maintenance menu.

Class Codes Menu

2.  The Class Codes screen appears.

Class Codes Screen
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3.  Select or enter the Class Code with which to work.

4.  Enter the Description of the code. 

Task Summary

To add a Class Code, follow these steps:

1.  Select the New Record icon  on the toolbar. A blank record appears.

2.  Enter the Class Code and the Description of the class code.

To edit a Class Code, follow these steps:

1.  Position the cursor in the field to edit.

2.  Change the value in the field.

To delete a Class Code, follow these steps:

1.  Select the Class Code to delete. 

2.  Select the Delete hot key (F3) or the Delete button . 

Producing a Class Codes List

To produce a Class Codes List, follow these steps:

1.  Select the Print Preview button  to preview the list of Class Codes.

2.  The Preview Report screen appears.

3.  Select the Print button  in the toolbar to print your list.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.
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Use the Distribution Codes function to set up and maintain Distribution Codes, which allocate 
general ledger accounts for Payables, Freight, Miscellaneous charges, PO Allocations and 
Deposits. Distribution Codes are tied to specific vendor records.

You can assign Distribution Codes when you set up vendor records; thereafter, when you post 
transactions that involve vendors, transaction information moves directly to the accounts you 
specify in the associated distribution code.

If you use multi-currency, it’s important to remember that TRAVERSE validates the currency 
assigned to the Payables account in the distribution codes you set up against the vendor’s and 
the base currency. That is, the currency for the Payables account in the distribution code must 
match either the vendor’s currency or the base currency when you assign a distribution code 
to a transaction or vendor record. The system validates only the Payables currency because it 
assumes that the Freight and Miscellaneous accounts use base currency.

To set up Distribution Codes, follow these steps:

1.  Select Distribution Codes from the Setup and Maintenance menu.

Distribution Codes Menu
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2.  The Distribution Codes screen appears.

Distribution Codes Screen

3.  If you are adding a Distribution Code, click the New Record button on the toolbar. A 
blank record appears.

4.  Enter a Distribution Code, if applicable.

5.  Enter a Description, if applicable.

6.  If Accounts Payable is interfaced with General Ledger, select the following GL Accounts; 
otherwise, enter the following GL Accounts:

• Payables - this Account will be credited when posting invoices for Vendors and 
debited when posting payments for Vendors.

• Freight - this Account will be debited when posting invoices with Freight charges 
entered on the Totals tab of transactions.

• Miscellaneous - this Account will be debited when posting invoices with 
Miscellaneous amounts entered on the Totals tab of transactions.

• Accrual - this Account is used in Purchase Orders to accrue received amounts until 
the invoice has been entered and posted. You may use a different Accrual Account 
for each Distribution Code.

• Deposit - this Account will be debited, when posting a Purchase Order with a Deposit 
entered. This Account will then be credited when the Purchase Order’s invoice is 
posted.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  This account should be an Asset account (i.e., a Prepaid Expense account). 
Otherwise, the P & L will not be accurate until the goods are received and invoiced 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . (or just received in the case of IN Accruals).
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NOTE:  GL Accounts are required even if Accounts Payable does not interface with 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . General Ledger.

7.  Close the screen to save your changes and return to the Main menu.

Task Summary

To add a Distribution Code, follow these steps:

1.  Select the New Record icon  on the toolbar. A blank record appears.

2.  Enter the Distribution Code, the Description of the code, and general ledger accounts.

To edit a Distribution Code, follow these steps:

1.  Position the cursor in the field you want to edit. 

2.  Change the value in the field.

To delete a Distribution Code, follow these steps:

1.  Select the Distribution Code to delete. 

2.  Select the Delete hot key (F3) or the Delete button . 

Producing a Distribution Codes List

Use the Distribution Codes List function to produce a list of the vendor distribution codes you 
defined in the Distribution Codes function on the Setup and Maintenance menu.

To produce a Distribution Codes List, follow these steps:

1.  Select the Print Preview button  to preview the list of Distribution Codes.

2.  The Preview Report screen appears.

3.  Select the Print button  in the toolbar to print your list.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.
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Distribution Codes List
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Division Codes are stored in Vendor history and are displayed in the Vendor Detail List. Unlike 
Terms Codes and Distribution Codes, Division Codes are not assigned a meaning.

To set up Division Codes, follow these steps:

1.  Select Division Codes from the Setup and Maintenance menu.

Division Codes Menu

2.  The Division Codes screen appears.

Division Codes Screen

3.  Select or enter the Division Code to work with.

4.  Enter the Description of the Code.
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Task Summary

To add a Division Code, follow these steps:

1.  Select the New Record icon  on the toolbar. A blank record appears.

2.  Enter the Division Code and the Description of the Division Code.

To edit a Division Code, follow these steps:

1.  Position the cursor in the field to edit.

2.  Change the value in the field.

To delete a Division Code, follow these steps:

1.  Select the Division Code to delete. 

2.  Select the Delete hot key (F3) or the Delete button .

Producing a Division Codes List

Use the Division Codes List function to produce a list of the division codes you defined in the 
Division Codes function on the Setup and Maintenance menu.

To produce a Division Codes List, follow these steps:

1.  Select the Print Preview button  to preview the list of Division Codes.

2.  The Preview Report screen appears.

3.  Select the Print button  in the toolbar to print your list.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.
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Priority Codes are used as a selection criterion for paying invoices and sorting the information 
for the Aged Trial Balance Report. 

To set up Priority Codes, follow these steps:

1.  Select Priority Codes from the Setup and Maintenance menu.

Priority Codes Menu

2.  The Priority Codes screen appears.

Priority Codes Screen

3.  Enter the Priority Code with which to work.
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4.  Enter the Description of the Code. 

Task Summary

To add a Priority Code, follow these steps:

1.  Select the New Record icon  on the toolbar. A blank record appears.

2.  Enter the required information.

To edit a Priority Code, follow these steps:

1.  Position the cursor in the field you want to edit.

2.  Change the value in the field.

To delete a Priority Code, follow these steps:

1.  Select the Priority Code to delete. 

2.  Select the Delete hot key (F3) or the Delete button . 

Producing a Priority Codes List

Use the Priority Codes List function to produce a list of the vendor priority codes you defined in 
the Priority Codes function on the Setup and Maintenance menu.

To produce a Priority Codes List, follow these steps:

1.  Select the Print Preview button  to preview the list of Priority Codes.

2.  The Preview Report screen appears.

3.  Select the Print button  in the toolbar to print your list.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.
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Use the Terms Codes function to add, change, or delete codes for Vendor payment terms. 
These codes serve as a shorthand method of assigning particular conditions for doing business 
with a Vendor. For example; you can assign a Terms Code with 10 discount days to one Vendor, 
and a Terms Code with 30 discount days to another Vendor.

When you set up Terms Codes, you can assign them to the Vendor records. Then when you 
enter transactions, the terms you specified are automatically applied.

To set up Terms Codes, follow these steps:

1.  Select Terms Codes from the Setup and Maintenance menu.

Terms Codes Menu
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2.  The Terms Code screen appears.

Terms Codes Screen

3.  Enter the Terms Code.

4.  Enter the Description of the code. The Description is printed on invoices and credit memos.

5.  Enter the percent used to calculate the Discount amount of the payment.

6.  Enter the number of Discount Days you have to pay a Vendor’s invoice and receive a 
discount, or enter the day of the month by which an invoice must be paid to receive a 
discount.

7.  Enter the number of Net Due Days you have to pay the Vendor, or enter the day of the 
month that the net payment is due.

8.  Check the Day of the Month box if the Discount Days or the Net Due Days fields are a day of 
the month; otherwise, clear the box. This also is referred to as Prox Terms.

9.  If you checked the Day of the Month box, enter the Minimum Days, the number of days 
prior to the Net Due date to enter an invoice and have the invoice due the following month. 
This also will change the Discount Date to fall on the date of the next month.

Example: If the minimum days is set to 10, the net due date is set to 30, and the 
discount days is set to 10. You place an order with your Vendor on the 21st of the 
month your, invoice would not be due on the 30th of this month, but the 30th of the 
next month. Likewise the discount would also change to the 10th of the next month.

If you would place an order on the 15th of the month, your invoice would be due on 
the 30th of this month, and you would have no chance for a discount.
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Task Summary

To add a Terms Code, follow these steps:

1.  Select the New Record icon  on the toolbar. A blank record appears. 

2.  Enter the Terms Code, Description, Discount Percent, Discount Days, Net Due Days, and 
Minimum Days.

To edit a Terms Code, follow these steps:

1.  Position the cursor in the field to edit.

2.  Change the value in the field. 

To delete a Terms Code, follow these steps:

1.  Make sure that the Terms Code is not being used.

2.  Select the Terms Code to delete.

3.  Select the Delete hot key (F3) or the Delete button .

Producing a Terms Codes List

Use the Terms Codes List function to produce a list of the terms codes you defined in the Terms 
Codes function on the Setup and Maintenance menu.

To produce a Terms Codes List, follow these steps:

1.  Select the Print Preview button  to preview the list of Terms Codes.

2.  The Preview Report screen appears.

3.  Select the Print button  in the toolbar to print your list.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.
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The 1099 Field Indicators correspond to the box numbers on the 1099-MISC form, in which the 
Year-to-Date Payment amount is printed. The indicators are predefined, but you can use the 
1099 Field Indicators function to edit descriptions.

Use the 1099 Processing function (page 8-17) to output your 1099 information to forms, 
worksheets, or magnetic media.

To work with 1099 Field Indicators, follow these steps:

1.  Select 1099 Field Indicators from the Setup and Maintenance Menu.

1099 Field Indicators Menu
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2.  The 1099 Field Indicators screen appears.

1099 Field Indicators Screen

3.  The Field Indicator is displayed.

4.  The Description of the indicator is displayed. 

5.  Enter the 1099 Limit. Refer to the appropriate year’s instruction booklet for the 1099-MISC 
forms issued by the Internal Revenue Service.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  There is no need to edit the Limit amounts. Open Systems will supply any 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . limit amount changes in the annual year end updates.

E d i t i n g  F i e l d  I n d i c a t o r s

To edit a 1099 Field Indicator, follow these steps:

1.  Position the cursor in the field you want to edit.

2.  Change the value in the field.

Producing a 1099 Field Indicators List

Use the 1099 Field Indicators List function to produce a list of the 1099 field indicators you 
defined in the 1099 Field Indicators function on the Setup and Maintenance menu.

To produce a 1099 Field Indicators List, follow these steps:
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1.  Select the Print Preview button  to preview the list of 1099 Field Indicators.

2.  The Preview Report screen appears.

3.  Select the Print button  in the toolbar to print your list.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

1099 Field Indicators List
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1 0 9 9  F O R M  C O D E S

The 1099 Form Codes identify a Vendor’s type of Taxpayer Identification Number. The Codes 
are predefined, but you can use the 1099 Form Codes function to edit descriptions or to 
update Codes if the Internal Revenue Service changes them. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If any changes are made Open Systems will supply the changes in the annual 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . year end updates.

To work with 1099 Form Codes, follow these steps:

1.  Select 1099 Form Codes from the Setup and Maintenance menu.

1099 Form Codes Menu
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2.  The 1099 Form Codes screen appears.

1099 Form Codes Screen

3.  The 1099 Form Code is displayed.

4.  The Description of the code is displayed. 

E d i t i n g  1 0 9 9  F o r m  C o d e s  

To edit a 1099 Form Code, follow these steps:

1.  Position the cursor in the field to edit.

2.  Change the value in the field.

Producing a 1099 Form Codes List

To produce a 1099 Form Codes List, follow these steps:

1.  Select the Print Preview button  to preview the list of 1099 Form Codes.

2.  The Preview Report screen appears.

3.  Select the Print button  in the toolbar to print your list.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.
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1099 Form Codes List 
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . V E N D O R S  

Use the Vendors function to set up and maintain records for vendors with whom you do 
business. A record contains the vendor’s Name and Address, the Pay-To Name and Address, 
1099 Information, Purchase and Payment Histories, and Notes.

To use the Vendors function follow these steps:

1.  Select Vendors from the Setup and Maintenance menu.

Vendors Menu
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2.  The Vendors screen appears with the General Tab displayed.

Vendors Screen-General Tab

3.  Use the General tab to enter Vendor Address information, Phone and Fax numbers, and E-
mail and Internet addresses. The Vendor information you enter on the General tab appears 
on the Transactions and Recurring Entries screens when you select the Vendor.

4.  If you are setting up a new Vendor, click the New Record button on the toolbar. A blank 
Vendors screen appears.

5.  Enter the Vendor ID.

6.  If you use multi-currency, select the Vendor Currency check box to view the amounts on the 
Balance tab in the Vendor’s currency. Clear it to view these amounts in the company’s base 
currency. This check box is not active if you do not use multi-currency or if the Vendor 
displayed uses the company’s base currency.

7.  In the Copy From list box, select a Vendor ID to copy information from. This field is available 
only when you are setting up a new Vendor.

8.  Enter or edit the Vendor’s Name.
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9.  Enter or edit the name of the person you usually Contact about billing questions or invoice 
payments.

10.  Enter or edit the Vendor’s Address. Use Ctrl+Enter to start a second line in the Address 2 
text box.

11.  Enter or edit the Vendor’s City, Region, and Country Code.

12.  Enter or edit the Vendor’s Postal Code. Use the System Manager Country Codes function 
to set up Postal Code Masks, International Prefixes, International Prefix Masks, and Phone 
and Fax Masks.

13.  The Vendor’s International Prefix appears and is view-only.

14.  Enter or edit the Vendor’s Phone and Fax number. Use the System Manager Country Codes 
function to set up Postal Code Masks, International Prefixes, International Prefix Masks, and 
Phone and Fax Masks.

15.  Enter or edit the Vendor’s E-mail and Internet address.

16.  Enter or edit Our Account Number the Vendor uses to identify your company.

17.  Select the Status of the Vendor. If the Vendor is no longer active, select “Inactive.” This will 
prevent non-active Vendors from being used in a new transaction.

18.  Click the View Map button  in the toolbar to view a map of the Vendor’s location 
generated by the mapping program you chose within System Manager. If you did not select 
Allow Web Features in the Business Rules function within System Manager, this button is 
not active.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  See the System Manager Training Manual for more information on defining 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . the default mapping program.

19.  Click the Search Email button to view the emails to and/or from the Vendor selected, 
searching for the email address on the General tab. You must have the Message Tracking 
Setup in System Manager completed to use this function. See the System Manager training 
manual for details on setting this up.
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Attachments Screen

Click the Attachments button to enter comments or attach documents relating to this 
Vendor.

1.  Select the Priority for the comment and attachment; Regular, High or Low.

2.  Select the Status for the comment and attachment; Public or Private.

3.  Select the Expires date for the comment. 

4.  The Vendor ID will default into the Keywords field. Add more key words if desired.

5.  Enter the Notes for the Vendor.

6.  Link any Documents associated with this Vendor by click in on the Browse button and 
selecting the file to attach.

7.  You may use the Embedded Document to place a document into the attachment. This 
means the document will be stored within the database and will not require a folder to be 
shared to view the document.
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Vendors Screen-Defaults Tab

1.  Select the payment Terms Code for the Vendor, which represents the discount percent and 
the number of days in which you must pay the Vendor to receive the discount.

2.  Select the Division Code for the Vendor. Division Codes are used as sort options in reports.

3.  Select the GL Distribution Code for the Vendor.

If you use multi-currency, the Currency assigned to the Payables account in the 
Distribution Code you select must match either the Vendor’s currency or the base 
currency.

If you use multi-currency, you cannot change the Distribution Code to one that uses a 
different currency if open transactions or invoices exist for the Vendor.

4.  Select the Vendor’s Currency ID and Class Code. The Currency ID field is active only if you 
use multi-currency.

5.  Select the payment Priority Code. Priority Codes are used as sort options in reports and 
selection criteria on the Change Invoice Status screen.

6.  Select the check box if invoices and payment to the Vendor are on Vendor Hold; otherwise, 
clear it. If you try to enter a new invoice or pay a Vendor that is on hold, the system warns 
you that the Vendor is on hold, but allows you to override it.
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7.  If this is a Temp Vendor, select the check box; if not, clear it. Temporary Vendors are Vendors 
that have activity for a short period of time. Temporary Vendor records, history, and open 
invoice records, with a balance of zero can be deleted when period-, quarter-, and year-end 
maintenance is performed.

8.  Select the ID of the GL Account to debit when you purchase non-inventory items from the 
Vendor. The account number you enter appears when you enter transactions for the Vendor 
for items not selected from the Inventory Items list or the System Manager Description 
Items list.

9.  Select the Taxable box if the Vendor can charge you tax on purchased goods; otherwise, 
clear it.

10.  Select the Check Option for how you want your checks printed for this Vendor:

• Consolidated will print one check for the Vendor with all the invoices listed on the 
check stubs. If you are using the check saver feature in the Business Rules you will get 
one check for the Vendor and a remittance report that lists the invoices paid with the 
check, if the invoice list will overflow the check stub.

• Individual will print one check for each invoice paid to the Vendor.

11.  Select the Tax Group ID for the Vendor. If you clear the Taxable check box, you are still 
required to enter a Tax Group ID for reporting purposes.

12.  Select the Payment Bank ID you want to use as a default bank when you enter 
prepayments, or when you post invoices and prepare payments.

13.  If you have the Not for Profit add-on installed, and if you selected Yes to the Use 
Transaction Allocations option on the Business Rules screen, the Default Allocation ID field 
is available. Enter the Default Allocation ID you want to use for this Vendor. This default is 
used within the Transactions function.
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Pay To Tab

1.  Use the Pay To tab to enter pay-to and 1099 information for the Vendor. Enter information 
in the Pay To information fields only if the information is different than the information 
entered on the General tab. If the information is the same, click Default and edit the 
following fields as necessary.

2.  Enter the Name of the person or department for which to send payments.

3.  Enter the name of the person or department for which to send payments Attention. The 
entry in this box might be different from the entry in the Name text box. The name entered 
in the Attention text box is printed on mailing labels.

4.  Enter the Address for which to send payments. Use Ctrl+Enter to start a second line in the 
Address 2 text box.

5.  Enter the City, Region, and Country Code for which to send payments.

6.  Enter the Postal Code to send payments to. Use the System Manager Country Codes 
function to set up Postal Code Masks, International Prefixes, International Prefix Masks, and 
Phone and Fax Masks.
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7.  The International Prefix for the location for which payments should be sent, appears and is 
view-only.

8.  Enter the Phone Number of the company for which to send payments. See step 6 for mask 
setup information.

9.  Enter miscellaneous information in the Memo text box.

10.  Select the Check Delivery method you want to pay your Vendors:

• Paper will print a paper check to mail to your Vendor.

• Electronic will output your payments to an ACH file using the Create ACH file 
function on the Pay Invoices menu. 

11.  Enter the Account No of the Vendor’s Bank Account for which you will be sending the ACH 
file, when you select Electronic for the check delivery method.

12.  Enter the 9 digit Routing No for the Routing Code for the Vendor’s Bank, that will be 
receiving the ACH file for invoice payment.

13.  Select the Bank Account Type the electronic payment will be coming out of: Saving, 
Checking, and None, if the Check Delivery method is Paper.

14.  Select the 1099 Form Code:

• If you select 0, the remaining 1099 fields are not available. If you enter a Form Code 
not equal to 0, fill in the next four fields.

• If you change the 1099 Form Code list box from 1, 2, or 3 to 0 and the Vendor has a 
value other than zero in the 1099 Payments History, the message “Warning: 1099 
payments exist for this vendor” appears. If you do not want the Vendor to receive a 
1099-MISC form, change the values in the 1099 Payments box to zero.

15.  Enter the Vendor’s taxpayer Recipient ID.

16.  Select the 1099 Field Indicator:

• 1 - rents

• 2 - royalties

• 3 - prizes and awards

• 4 - federal tax withheld

• 5 - fishing boat proceeds

• 6 - medical and health care payments

• 7 - non employee compensation
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• 8 - payments in lieu of dividends or interest

• 9 - direct sales

• A - crop insurance proceeds

• B - golden parachute payments

• C - gross attorney fees

• D - section 409A deferrals

• E - section 409A income

17.  Select the box if the Vendor has a Foreign Address; otherwise, clear it.

18.  Check the 2nd TIN Note box if the Internal Revenue Service notified your company twice in 
the past three years that the vendor’s tax identification number is incorrect; otherwise, 
clear it. If the box is checked, the Vendor will not receive a 1099 until the box has been 
cleared.

19.  Click the View Map button  in the toolbar to view a map of the Vendor’s location 
generated by the mapping program you chose within System Manager. If you selected No to 
Allow Web Features in the Business Rules for System Manager, this button is not active.

Balance Tab
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1.  In the Due field, enter the current amount due to the Vendor. Otherwise, this field is 
updated when you post transactions and payments.

2.  In the Prepaid field, enter the current amount prepaid to the Vendor. Otherwise, this field is 
updated when you post transactions that have been prepaid.

3.  Enter the last date you purchased items from the Vendor into the Last Purchase Date field. 
This field is updated when you post transactions.

4.  Enter the cost of the last purchase from the Vendor into the Last Purchase Amount field. 
This field is updated when you post transactions.

5.  Enter the number of the last invoice you received from the Vendor into the Last Purchase 
Number field. This field is updated when you post transactions.

6.  In the Last Payment Date, Last Payment Amount, and Last Payment Number fields, enter 
the date, amount, and the payment number of the last payment you made to the Vendor. 
These fields are updated when you post payments.

The buttons in the toolbar at the top of the screen are available for all the tabs on the Vendors 
screen:

Document Delivery

• Click the Document Delivery button  to set document delivery options for the 
Vendor. The Document Delivery dialog box allows you to choose E-mail, or Fax for 
each particular Document Type.

1.  Choose the Document Type for which you would like to set Document Delivery options.

2.  Choose from E-mail or Fax in the Delivery Method box.

3.  For each Delivery Method, fill in the required information for delivery: Display Name, 
Delivery To, Subject, and Attachment Format: Image or PDF. 

To set technical parameters for the E-mail and Fax delivery methods, see the Email and 
Fax Settings section of the Business Rules in System Manager.
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NOTE:  You can enter multiple records for each Delivery Method, so you could send 
the PO or Voucher to multiple E-mail addresses or E-mail a copy and Fax a copy of 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . the same form.

Task Summary

To add a Vendor record, follow these steps:

1.  Select the New Record icon  on the toolbar. A blank header screen appears.

2.  Enter the required information on the Vendor General, Defaults, Pay To, and Balance tabs.

To edit a Vendor record, follow these steps:

1.  Select the ID of the Vendor to edit on the header screen. Information about the Vendor 
appears.

2.  Edit the information on the Vendors General, Defaults, Pay To and Balance tabs.

3.  Select the Save icon  on the toolbar to save your changes.

To delete a Vendor record, follow these steps:

1.  Look at the Open Invoice Report (page 5-9) to make sure that the Vendor does not have 
open invoices.

2.  Select the Vendor ID of the Vendor record to delete on the Vendors screen.

3.  Select the Delete hot key (F3) or the Delete button .

Producing a Vendor Detail List

Use the Vendor Detail List function to produce a list of the information stored in your Vendor 
records, Vendor’s Name and Address, Pay-To Name and Address, purchasing information, and 
1099 information.
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To produce a Vendor Detail List, follow these steps:

1.  Select Vendor Detail List from the Master Lists menu.

Vendor Detail List Menu
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2.  The Vendor Detail List screen appears.

Vendor Detail List Screen

3.  Use the Data Filter to select the range of filtering options or leave the filter blank to include 
all available data.

4.  Select the Fiscal Year for which you want the Vendor history to print.

5.  Select the Sort By criterion for the list: Vendor ID or Vendor Name.

6.  Select the amount of detail you want to View: Detail or Summary.

7.  If you use multi-currency, these print options are available:

• To print Vendors that have their currency set up as the base currency, select the base 
currency as the report Currency and clear the Print All In Base currency box. Only 
Vendors that have their currency set up as the base currency are printed on the list.
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• To print Vendors that are set up with a currency other than the base currency, select 
that currency as the report Currency. Only Vendors that were set up with the 
currency you select are printed on the list.

• To print all Vendors (regardless of the currency in which they were set up with), 
select the base currency as the report Currency and select the Print All In Base 
currency check box.

• TRAVERSE converts all Vendor amounts from their original currency to the base 
currency (if necessary), then prints all Vendor amounts on the list. 

8.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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Vendor Detail List 
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Printing Vendor Labels

Use the Vendor Labels function to print the selected size of labels for mailings.

A POSTNET barcode, which is an extension of the 9-digit zip code used by the United States 
Postal Service, is printed on your labels if you chose that option using the Country Codes 
function of the System Manager Setup and Maintenance menu.

To print Vendor Labels, follow these steps:

1.  Select Vendor Labels from the Master Lists menu.

Vendor Labels Menu
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2.  The Vendor Labels screen appears.

3.  Click Design to see and edit the design of the label.

Vendor Labels Screen
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Band Strips, Expand/Collapse Buttons, and Editing 

Use this section to

• See the band name, the band icon corresponding to its type, and the 
expand/collapse button. 

• Expand/collapse a band strip by clicking the plus or minus sign adjacent to the band 
strip. 

Report Explorer
Use this tab to navigate through elements of the label. 
You can use it when building a label to quickly access all 
of the elements of a label and their properties, and to 
see the whole label structure.

Toolbox
Use this tab to add 
standard controls to 
the label. Simply 
drag and drop an 
item onto the label.

Context Menu
Use this menu after right-clicking 
any element in the label designer 
area. It provides you quick access 
to the most popular options, 
according to the current context.

Field List
Use this tab to view the schema of the 
datasource which is currently bound to the 
label. Also, this tab may be used to bind existing 
label controls to data, or to create new bound 
label controls. To do this, simply click the desired 
field item in the Field List window and then drag 
and drop it onto the label or a bindable label 
control.

View Tabs
Use the Designer and 
Preview buttons to 
quickly switch between 
the two types of views 

during the design of the 
label. This may be 
extremely useful when a 
report is fully 
customized at design 
time and it is required to 
populate its datasource 
and check its Print 
output.

Zoom Panel
This section displays the 
current value of the zoom 
factor. To change the zoom 
factor at design time, use 
the corresponding buttons 
on the Context Menu.
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• Edit a label's field by double-clicking the field and editing the text as necessary. You 
can also right-click on the field and select Properties to edit additional properties of 
the field. Click the arrow button in the upper left corner of the label design to see the 
task menu.

• Select Design in Report Wizard to use the design wizard to help design your label.

• Select the Label Products and Product Number you want to use to print labels.
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• Click Next to move to the next screen.

• The Label Width, Label Height, Vertical Pitch, Horizontal Pitch, Top Margin and Side 
Margin are filled in from the defaults for the selected label product. 

• Select the Page Size for the label being printed.

• Select Finish to save the label specifics you selected and return to the Print Labels 
screen.

Use the Vendor Labels function to print 1 1/3 by 4 inch labels for mailings.

A POSTNET barcode, which is an extension of the 9-digit zip code used by the United States 
Postal Service, is printed on your labels if you chose that option using the Country Codes 
function of the System Manager Setup and Maintenance.

1.  Use the Data Filter to select the range of filtering options or leave the filter blank to include 
all available data. 

2.  Select the sorting criterion from the Sort By section. 

3.  Select a command button:

Command Buttons

Name Description

Reset Set all fields to their defaults.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.

Name Description
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Vendor Labels 
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Producing a Vendor List

Use the Vendor List function to produce a basic list of Vendor information, including the 
Vendor’s Name, Address, and Contact information.

To produce a Vendor List, follow these steps:

1.  Select Vendor List from the Master Lists menu.

Vendor List Menu
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2.  The Vendor List screen appears.

Vendor List Screen

3.  Select the filter criteria to include in the list or leave the fields blank to include all.

4.  Select the Sort By order for the list.

5.  Select whether to include a Page Break by Sort Option.

This option is available is you select to sort by Division Code, Class Code, or Dist Code.

6.  Select the View Pay To Information check box to include pay-to information in the list.

7.  Select the check box if you want to print the report in Banded Rows format, which highlights 
lines in the report in alternating bands of color (or gray on monochrome printers). This 
makes wide reports easier to read. You can define your default preference for the banded 
rows format on the System Manager Business Rules. You can then override your default 
choice when you print the report.
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8.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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Master Lists - Vendor List Report
3-84 Accounts Payable



. .
 . 

.I M P L E M E N T I N G  A P

Recurring Entries
. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . R E C U R R I N G  E N T R I E S

Use the Recurring Entries function to set up recurring invoice records for Vendors to whom you 
make regular payments, such as loan or insurance payments, service contracts, or maintenance 
fees.

After you set up Recurring Entries, use the Copy Recurring Entries function to create invoices.

With the Copy Recurring Entries function you can copy a group of Recurring Entries to the 
Transactions function instead of entering each transaction when the payment is due. By 
assigning a Run Code to each entry, you can process these groups of entries on different 
schedules. The Billing tab will let you set when, and how often, you want the Recurring Entries 
to be copied to transactions.

You cannot enter Recurring Entries for Inventory Items. You can, however, enter Recurring 
Entries for the Description Items set up in System Manager. 

To use the Recurring Entries setup, follow these steps:

1.  Select Recurring Entries from the Setup and Maintenance menu.

Recurring Entries Menu
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2.  The Recurring Entries screen appears with the Header tab displayed.

Recurring Entry Screen-Header Tab

3.  If you are adding a recurring entry, click the New Record  button on the toolbar. A blank 
Recurring Entries screen appears.

4.  Enter a Recurring ID.

5.  Enter a Run Code. Because you can copy Recurring Entries to transactions by Run Code, it is 
important that you use the same Run Code for entries that you copy on the same basis.

6.  Select a saved Recurring Entry to Copy From if applicable.

All information will be copied to the new Recurring Entry, except information on the 
History tab.

7.  Select the Vendor ID. 

8.  If you use multi-currency, the Vendor’s Currency ID appears for your reference and cannot 
be changed.

9.  Enter the Invoice Number.

10.  Enter your Notes about the Recurring Entry. Notes are saved in history information.

11.  Enter the PO Number.

12.  Use the Terms Code, Distribution Code, and Tax Group ID that default from the Vendor 
record or enter different codes.

13.  Select the check box if the Recurring Entry should update the 1099 Payments in the 
Vendor’s record; otherwise, clear the check box. This option is available only if the Vendor is 
set up to receive a 1099 statement.

14.  If the transaction is Taxable, select the Taxable check box; otherwise clear it.
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15.  Continue entering information on the Billing and Totals tabs and the Item Detail area.

Billing Tab

Use the Billing tab to set Starting Balances, Cutoff Dates, and Number of Payments. You also 
set the Billing Intervals to determine how often you want the Recurring Entry to be copied into 
the Transactions function.

1.  Enter the amount that was originally due for the entry in the Starting Balance field and the 
amount still owed for the entry in the Remaining Balance field, or if you are entering an 
open-ended Recurring Entry, you can leave these fields blank. Each time the Recurring Entry 
is copied, the amount of the Recurring Entry is subtracted from the Remaining Balance until 
the balance is 0. Then the Recurring Entry will no longer copy.

2.  Enter the date of the first invoice for the entry in the Starting Date field.

3.  Enter the date after which you no longer want to create invoices for the Recurring Entry in 
the Cutoff Date field. This date is used when you copy and delete Recurring Entries. If you 
are creating an open-ended Recurring Entry, you can leave this field blank.

4.  Enter the total number of payments to be made for the entry in the Total Payments field. 
The remaining balance and remaining payments are updated when you Copy Recurring 
Entries. Leave this field blank if you are creating an open-ended Recurring Entry.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  You cannot copy the Recurring Entry if the Remaining Balance and Remaining 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Payments are zero, unless you are creating an open-ended Recurring Entry.

5.  If you entered the total Number of Payments, the number of Remaining Payments appear. 
Accept this value or enter the number of Remaining Payments. The number in this field 
cannot be greater than the number in the Total Payments field, unless you are creating an 
open-ended Recurring Entry, then you can leave this field blank. Each time the Recurring 
Entry is copied the number of Remaining Payments is decreased by one until the field is 0. 
Then the Recurring Entry will no longer copy.
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6.  Select the Billing Type for this Recurring Entry:

• As Needed will allow you to copy the Recurring Entry as often as you need. The 
Billing Interval field is disabled and the Last Billing Date and Next Billing Date fields 
are left blank.

• Days will allow you to copy the Recurring Entry at intervals of a specific number of 
days. The Billing Interval field becomes activated and you will need to enter the 
number of days you want between billing cycles. The Last Billing Date is refreshed 
when you copy this Recurring Entry to the Transactions function. The Next Billing 
Date is calculated each time the Copy Recurring Entries function is run for this 
Recurring Entry, and is displayed.

• Monthly will allow you to copy the Recurring Entry once per month. The Billing 
Interval field is disabled, and the Last Billing Date and Next Billing Date are updated 
with the corresponding dates, when the Copy Recurring Entries function is run and 
this Recurring Entry is included.

• Quarterly will allow you to copy the Recurring Entry once per quarter. The Billing 
Interval field is disabled, and the Last Billing Date and Next Billing Date are updated 
with the corresponding dates, when the Copy Recurring Entries function is run and 
this Recurring Entry is included.

• Yearly will allow you to copy the Recurring Entry once per year. The Billing Interval 
field is disabled, and the Last Billing Date and Next Billing Date are updated with the 
corresponding dates, when the Copy Recurring Entries function is run and this 
Recurring Entry is included.

Item Detail (Detail)
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Item Detail (Summary)

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Use the buttons to toggle from detail to summary view.

1.  Select a line Item to edit. The sequence number automatically appears and is view-only.

2.  Select or enter the Item ID or leave the field blank for an Item that is not set up in System 
Manager.

3.  Enter an Item Description, or accept the default if you selected a System Manager Item.

4.  Enter an Additional Description if the description is not large enough to fully describe the 
service for which you are being billed. This field is only available if you selected Yes to the 
option to Use Additional Descriptions selected in the Business Rules function. In the 
summary view you will need to add the Additional Description field using the Column 
Chooser.

5.  Enter the Tax Class, used to calculate sales tax. (Detail Only, or column chooser)

6.  If the Item is a System Manager Description Item, the System Manager expense account 
defaults into the GL Acct box. If the Item is not a System Manager Description Item, the GL 
Account from the Vendor record defaults into the field. If you don’t have an Account set up 
in the Vendor, the Inventory Account from the Business Rules, GL Account Default section is 
used.

7.  Enter a GL Description if you want a specific description to be put into the Description field 
in the GL Journal, when you post to GL in detail. If this is left blank, the Item Description will 
be put into the GL Description in the Journal. If you selected Yes to the option to Default the 
Vendor Name in the GL Description, then the Vendor’s name will be put in the GL Journal 
when posted. (Detail Only, or column chooser)

8.  Enter the Quantity of units of the Item that was purchased, and the Unit Cost of the Item.
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9.  The Extended Cost, which is the Unit Cost times the Quantity of units, appears and you 
cannot edit it.

10.  You may click on a column heading to sort the columns ascending or descending, using the 
selected column as the sort criteria.

11.  Click the Re-sequence button to save the sequence of the line Items as currently displayed 
on the screen.

Example: If you choose to sort by the Item ID column, you can then press Re-
sequence and the system will retain that sequence for the line Items. The Copy 
Recurring Entries will then copy them in that order, too.

12.  Continue entering information on the Totals tab.

Totals Tab

1.  The Recurring Entry Subtotal, Sales Tax amount, and Total appear.

2.  Enter the Freight charges for the Recurring Entry.

3.  Select the associated Tax Class.

4.  Enter the Misc charges for the Recurring Entry.

5.  Select the associated Tax Class.

6.  When finished, click the Save button , and then the New Record  button in the 
toolbar to enter a new Recurring Entry, or close the screen and return to the main menu.
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History Tab

The History tab will be updated each time the Recurring Entry is copied to the transactions 
function. When the Transaction has been posted the drill down feature will be activated and 
you will be able to click on the blue Order Number and drill down to the Detail History View for 
that transaction.

Producing a Recurring Entries List 

Use the Recurring Entries List function to produce a list of the Recurring Entries you defined in 
the Recurring Entries function on the Setup and Maintenance menu.

To produce a Recurring Entries List, follow these steps:

1.  Select Recurring Entries List from the Master Lists menu.

Recurring Entries List Menu
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2.  The Recurring Entries List screen appears.

Recurring Entries List Screen

3.  Select the Filter Criteria to include in the list or leave the fields blank to include all.

4.  Select the Sort By criterion for the list: Recur ID, Vendor ID, Run Code, or Cutoff Date.

5.  Select to View the report in Detail or Summary.

6.  Select the Report Currency.

This option is only available if you use the multi-currency option.
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7.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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Recurring Entries List 
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . T R A N S A C T I O N S  O V E R V I E W

Before you use the Transactions functions, set up your vendors, codes, and IDs using the Setup 
and Maintenance functions. Verify your vendors, codes, and IDs using the Master Lists and 
View functions.

Use the Transactions functions for the following tasks:

• Use the Transactions function to enter or edit invoices and miscellaneous debits for 
vendors.

• Use the Copy Recurring Entries function to create transactions for the recurring 
entries you defined in the Recurring Entries function.

• Use the Change Batches function to replace a batch code with a different batch code 
and move all transactions from the old batch code to the new batch code. This 
function is available only if you elect to use batch processing in the Business Rules 
function.

To verify your unposted transactions, use the Transaction Journals functions to print the 
Purchases Journal and the Miscellaneous Debits Journal. If any transaction is incorrect, use 
the Transactions functions to edit it and then reprint the appropriate journal.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If Accounts Payable interfaces with Inventory, when you enter transactions in 
Accounts Payable, item location information, detail history, and lot and serial 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . information in Inventory are updated when saving the transaction.

After you enter an invoice, you can print an online check if you elect to print online checks in 
the Business Rules function.

If you use multi-currency, it’s important to remember that the currency assigned to the vendor 
for which you are entering a transaction determines the transaction’s currency. That is, 
transaction amounts are always entered in the vendor’s currency. Use the Base Currency check 
box that appears on the Transactions screen when you select a vendor that uses a currency 
other than the base currency to view or enter transaction amounts in your company’s base 
currency.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . T R A N S A C T I O N S

Before you use the Transactions functions, set up your Vendors, codes, and IDs using the Setup 
and Maintenance functions. Verify your Vendors, codes, and IDs using the Master Lists and 
View functions.

If you add or change a transaction, pay attention to the transaction totals. When totals are 
recalculated in a transaction, Payment Dates 2 and 3 and the corresponding Payment 
Amounts fields are cleared. The first Payment Date and first Payment Amounts values are 
recalculated.

You can import transactions using the Import button. You must first set up your Import File 
Definition and Import Map Definition in System Manager first for the AP transaction import.

To work with Transactions follow these steps:

1.  Select Transactions from the Transactions menu.

Transactions Menu
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2.  The Transactions screen appears with the Header tab displayed.

Transactions Screen-Header Tab

3.  Click the New Record button  on the toolbar. A blank Transactions screen appears.

4.  When adding a transaction, leave the Transaction No box blank. The system generates a 
transaction number. When editing, changing, or deleting a transaction, select the 
transaction number and click Update.

5.  Select the Base Currency check box to display the transaction’s currency amounts in your 
company’s base currency; otherwise, clear the check box to view amounts in the vendor’s 
currency. This check box is available only if you use multi-currency and the vendor’s 
currency is other than the base currency.

6.  Select the transaction type: Invoice or Debit Memo.

7.  Select a Batch Code for the transaction. The batch description appears for verification. This 
field is available only if you elect to use batch processing in the Business Rules function.

8.  If you entered a default location ID when you set up company information in System 
Manager, that Location ID appears and can be changed; otherwise, select the location ID for 
which you are purchasing the items. Leave this field blank for items that do not involve an 
inventory item.

9.  Select the Vendor ID you are purchasing goods from or returning goods to. The vendor’s 
name, default Terms Code, Distribution Code, Tax Group ID, and Currency (if you use multi-
currency) appear.

To enter a vendor you plan to deal with only temporarily, use the Maintenance 
command (F6), or double click, to define the vendor as a temporary vendor in the 
Vendors screen. Temporary vendors that have balances of zero may be removed when 
you perform periodic maintenance.
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10.  Enter the vendor’s Invoice Number for the items you purchased or returned. A warning 
message appears if you enter the number of an open invoice or an invoice that is in history.

If you selected Yes to the Check for Duplicate Invoice Numbers option in Business 
Rules (page 3-7), you will be prompted to enter a different invoice number.

11.  Use the default workstation date, or enter the date of the vendor’s invoice. If you change 
the Invoice Date, an invoice message appears stating that the due date has been adjusted.

12.  Enter your Notes about the transaction. Notes are saved in history information. If you 
selected Yes to the option to Print Notes on Remittance option in Business Rules (page 3-7), 
the text in the notes field will be printed on the check stub or check saver remittance report.

13.  Select the Terms and Distribution Codes. Code descriptions appear.

If you use multi-currency, you can change the distribution code only if no open 
invoices or transactions exist for the vendor and if the Payables account associated 
with the new distribution code is in either the vendor’s or the base currency.

14.  The Tax Group ID from the vendor's record appears. If you change this ID, sales tax for the 
transaction is recalculated. You set up Tax Location Group IDs using the System Manager Tax 
Location Groups function.

15.  Select the check box if the transaction is Taxable. Clear the check box if the transaction is 
nontaxable.

16.  If the vendor is set up to receive a 1099-MISC form, the 1099 Invoice check box is selected. 
If you want the purchase to be included in the 1099 payment amount in the vendor’s 
record, leave the box selected; if not, clear the check box.

This check box appears only if the vendor is set up to receive a 1099-MISC form. 

17.  The Fiscal Period and Year are calculated from the Invoice Date but can be changed.

18.  Enter the PO Number.

19.  If you use multi-currency, the Currency ID you assigned to the vendor’s record appears and 
cannot be changed. If you want to enter transactions for this vendor in a different currency, 
set up a second vendor record. This box does is not available if you do not use multi-
currency.

If the vendor currency is not the same as the base currency, use the Base Currency 
check box to toggle currency amounts between the vendor’s currency and the base 
currency.
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20.  The Exch Rate field is available only if you use multi-currency. The most current daily 
exchange rate from the System Manager Currency Exchange Rates function appears. You 
can enter a different rate (or press F6, or double click, to access the System Manager 
Currency Exchange Rates function).

21.  The Net Due field at the top of the screen displays the net due amount of the transaction.

22.  If you have the Not for Profit add-on installed and if you selected Yes to the Use 
Transaction Allocation Business Rule (page 3-7), the Default Allocation ID field is available. 
If you have the Not for Profit add-on installed, use the Vendors function to assign allocation 
IDs to vendor records.

23.  Continue entering information on the other tabs.

Transactions Screen - Item (Summary)

1.  Select or enter the ID of the item you are purchasing or returning. An item ID is not required 
for items not used in Inventory or System Manager.

You cannot select an Inventory Service item. Service items are specifically defined as 
not having physical characteristics or quantity. The intent of service items are to be 
used for purposes of pricing and standardized reporting. I could set up a service item 
called Training with a UOM of hours with a certain price per hour. I don’t ‘stock’ 
training hours. Now I can use this item to sell 6 hours of TRAINING to someone and 
have the pricing be done correctly and know that I can query on history using 
TRAINING as a keyword and get consistent results regarding how much TRAINING I’ve 
sold.
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2.  If you elect to Post Transaction Detail to General Ledger in the Business Rules (page 3-7), 
the description entered will appear in the description field in the GL journal. If you select an 
item from SM or IN the item description is filled in.

3.  If you entered a Location ID on the Header tab, it appears here as a default; otherwise, the 
first location ID set up for the item defaults. Accept the default, or select the ID of the 
location you are purchasing the items for. If you are not selecting an inventory item, this 
field may be left blank.

4.  Enter or select a GL Account for which to post the transaction. 

• If Inventory interfaces with Accounts Payable, the GL account defaults from the 
Account Codes screen in Inventory. 

• If the item is a System Manager Description Item, then the GL account defaults from 
the Description Items. 

• If the item is not an Inventory or System Manager item, the GL account defaults from 
the Vendors screen. 

• If you don’t have an account set up in the vendor, the Inventory account defaults 
from the Business Rules, GL Account Default section.

5.  Click the Allocate button to enter or edit allocation information. This button only appears if 
you have the Not for Profit add-on installed and if you select Yes for the Use Transaction 
Allocations in the Business Rules screen (page 3-7).

The allocation check box is selected if there are allocations for the line item.
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6.  Enter the Quantity of items purchased or returned.

7.  The Unit of measure appears. You can change it for non-inventory items or for inventory 
items set up with alternate units of measure.

8.  The Unit Cost of the item appears, or enter the unit cost. If Accounts Payable interfaces with 
Inventory, the last cost of the inventory item appears. You can change the Unit Cost if 
necessary.

9.  The Extended Cost, which is the Unit Cost multiplied by the Quantity purchased, appears. If 
you change it, the system adjusts the Unit Cost automatically.

10.  When you select a lotted item, click the Lot Entry button to view lot number information. 
See the Lot/Serial Number Entry section (page 3-12) for details.

11.  When you select a serialized item, click Ser No Entry to view serialized item information. 
See the Lot/Serial Number Entry section (page 3-12) for details.

12.  When you select a lotted and serialized item, click Lot/Ser No Entry to view information. 
See the Lot/Serial Number Entry section (page 3-12) for details.

13.  You may click on a column heading to sort the columns ascending or descending, using the 
selected column as the sort criteria.

14.  Click the Re-sequence button to save the sequence of the line Items as currently displayed 
on the screen.

Example: If you choose to sort by the Item ID column, you can then press Rese-
quence and the system will retain that sequence for the line items. The purchases 
journal will then print in that order, too.

Transactions Screen - Item (Detail)

1.  Select or enter the Item ID you are purchasing or returning. An Item ID is not required for 
items not used in Inventory or System Manager.
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2.  If you selected an Inventory or System Manager item, accept or edit the Description. If you 
did not select an item from Inventory or System Manager, enter a description of what you 
are purchasing or returning.

3.  Enter additional descriptions for the item into the Additional Desc field. 

This field is available only if you selected Yes to Use Additional Descriptions in the 
Business Rules function (page 3-7). 

If you selected Yes to Copy Additional Descriptions from SM/IN Items in the Business 
Rules function (page 3-7), the default Additional Description for the item appears.

4.  If you entered a Location ID on the Header tab, it appears as a default; if not, the first 
location ID for this item appears. 

Accept the default, or select the ID of the location for which you are purchasing the 
items.

5.  If Accounts Payable interfaces with System Manager or Inventory, the Tax Class for the 
selected item appears as a default. Accept it or select the tax class of the item.

6.  Enter or select a GL Account for which to post the transaction. 

• If Inventory interfaces with Accounts Payable, the GL account defaults from the 
Account Codes screen in Inventory. 

• If the item is a System Manager Description Item, then the GL account defaults from 
the Description Items. 

• If the item is not an Inventory or System Manager item, the GL account defaults from 
the Vendors screen. 

• If you don’t have an account set up in the vendor, the Inventory account defaults 
from the Business Rules, GL Account Default section.

7.  If Accounts Payable interfaces with General Ledger, the description you enter in the GL 
Description field, appears in the Description column of the GL Journal when you post the 
transaction. 

• If Accounts Payable interfaces with General Ledger, the description you enter 
appears in the Description column of the GL Journal when you post the transaction. 

• If you do not enter a description, the invoice number and the item description 
appear in the Description column of the GL Journal when you post the transaction. 

• If you selected Yes to the option to Default Vendor Name in GL Description in the 
Business Rules function (page 3-7), then the vendor’s name will be put in the GL 
journal when posted.
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8.  Click the Allocate button to enter or edit allocation information. This button only appears if 
you have the Not for Profit add-on installed and if you select Yes for the Use Transaction 
Allocations on the Business Rules screen.

9.  The allocation check box is selected if there are allocations for the line item.

10.  Enter the Quantity of units of the item purchased or returned.

11.  The Unit of measure appears. You can change it if the inventory item has an alternate unit 
of measure set up.

12.  The Unit Cost of the item appears, or enter the unit cost. If Accounts Payable interfaces 
with Inventory, the last cost of the inventory item appears. You can change the unit cost if 
necessary.

13.  The Extended Cost, which is the unit cost multiplied by the quantity purchased, appears. If 
you change it, the system will adjust the unit cost automatically.

14.  When you select a lotted item, click Lot No Entry to view lot number information. See the 
Lot/Serial Number Entry section (page 3-12) for details.

15.  When you select a serialized item, click Ser No Entry to view serialized item information. 
See the Lot/Serial Number Entry section (page 3-12) for details.

16.  When you select a lotted and serialized item, click Lot/Ser No Entry to view additional 
information. See the Lot/Serial Number Entry section (page 3-12) for details.

Lot No Entry Dialog Box
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Serial No Entry Dialog Box

Lot/Ser No Entry Dialog Box

1.  If Accounts Payable interfaces with Inventory, the Lot No Entry, Ser No Entry, or Lot/Ser No 
Entry button appears on the Transactions screen when you enter a transaction record for a 
serialized, lotted, or serialized and lotted inventory item. The Lot No Entry, Ser No Entry, or 
the Lot/Ser No Entry dialog box automatically appears.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . NOTE:  If you do not enter information on this screen, the transaction line is deleted.
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2.  In the top portion of the dialog box, the Item ID, Location ID, Unit Of Measure, Total 
Quantity, and Quantity Remaining fields appear and are view-only.

3.  Enter a Serial Number to work with a serialized item. Select Auto Gen if you need to add 
more than one serial number and the numbers are sequential.

Generate Serial Numbers Screen

• In the Quantity text box, use the default quantity, which is the number of serial 
numbers left to create for the item or enter a different quantity of serial numbers to 
generate.

• The first serial number you entered on the Lot/Ser No Entry screen appears in the 
First Serial Number text box.

• The next serial number appears in the Next Serial Number text box. You can 
generate serial numbers sequentially or in a way specified using the Next Serial 
Number text box; for example, you can choose even numbers only or use letters.

• To generate serial numbers sequentially, leave the serial numbers as they are, and 
click Generate.

• To generate serial numbers in a way other than sequentially, change the Next Serial 
Number and click Evaluate. Serial numbers based on the first and next serial 
numbers appear in the box. If they are acceptable, click Generate. If not, continue 
making changes.
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• Once you click Generate, the Generate Serial Number Entry screen reappears, with 
the generated serial numbers in the Serial Number field.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  The system ignores separator characters such as hyphens when serial 
numbers are generated. For example, generate five serial numbers beginning with 1-
5 and 1-6. The system generates 1-7, 1-8, 1-9, 2-0, and 2-1. The system reads 1-5 as 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 15.

The system is also limited by the number of digits. For example, generate five serial 
numbers beginning with 6. Since 10 cannot be generated because the beginning serial 
number is one digit, the Generate Serial Number screen will not display a Next Serial 
Number. To generate 10 in this example, you must begin with 06. 

4.  Select a Lot Number to work with a lotted item. If you enter a new lot number, the New Lot 
Number dialog box appears.

New Lot Number Screen

• Enter the Initial Date the lotted item was purchased or use the default workstation 
date.

• Enter the Expiration Date of the lot and Comments about the lot.

• Click OK or Cancel.
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5.  The Quantity Ordered and Backordered appear, if applicable.

6.  The Quantity Filled appears and can be changed. If the item is lotted, the quantity shipped 
value appears. If the item is serialized, the value is changed to 1 and you cannot change it.

7.  The Unit Cost of the item appears. If you entered a lotted or serial number, the last cost of 
the item defaults.

8.  The Extended Cost of the item appears.

9.  Click Close to save your changes and return to the Transactions screen.

Project Screen

1.  Enter an Item ID, Description, GL Account, Quantity, Unit and Unit Cost for an item that is 
not in inventory.

2.  Select the Project button.

3.  Select the Project/Task you are entering the transaction for.

4.  The Customer ID and Phase Code come in from the project setup and cannot be edited.

5.  Select the Type of expense for this item: Material, Expense, or Other.
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Total Tab

1.  In the Freight text box, enter the shipping charges.

2.  Select the Tax Class for the freight charges.

3.  Enter Miscellaneous charges, such as handling.

4.  Select the Tax Class for the miscellaneous charges.

5.  The subtotal for Taxable items appears. If the tax class percentage is greater than zero, the 
subtotal is updated with the extended cost of the items.

6.  The subtotal for the Nontaxable items appears. If the tax class percentage is zero, the 
subtotal is updated with the extended cost of the items.

7.  If you use multi-currency and the vendor’s currency is a currency other than the base 
currency, select the Base Currency check box to view and enter totals in your company’s 
base currency. When this box is cleared, amounts are presented in the vendor’s currency.

If you elect to display the amounts in the customer currency, all the amounts on the 
totals tab are displayed in that customer’s currency. If you elect to display the amounts 
in the company base currency, all the numbers on the totals tab are displayed in the 
base currency.
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8.  The Sales Tax amount appears. If you need to adjust the calculated tax amount, click the 
Adjustment tab to make a Tax Adjustment.

Adjustment Screen

• The vendor’s sales Tax Amount for each Tax Location appears. 

• Enter the adjustment amount in the Tax Adjustment field. The tax adjustment 
amount is posted separately from the tax amount.

• Select a Tax Class for which to apply the Tax Adjustment.

• Select the Adj check box to apply the adjustment to a tax location.

9.  The total amount of the transaction (Subtotal, Sales Tax, Freight Charges, and 
Miscellaneous Charges) appears.

Payments Tab (No payments applied)
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10.  If you are prepaying a portion of the purchase, select the Payments tab and enter the 
amount in the Prepayment field. 

11.  Click Print and Check to print a check. 

This option is available only if you chose Yes to Allow Online Checks in the Business 
Rules function (page 3-7).

If you select a credit card type bank in the Bank Account ID field, the print check 
selection will be inactive.

12.  If you use multi-currency and you selected the Base Currency check box, the Prepayment, 
Discount, and Net Due values are recalculated based on the value you enter here and in the 
Exch Rate field. Any gain or loss amount appears in the Gain/Loss field. This value plus the 
Net Due value minus the prepayment value equals the value in the total field on the total 
tab.

13.  TRAVERSE calculates any discount based on the vendor’s terms and lists that value in the 
Discount field. Change it, if necessary.

When you edit transactions, discounts are recalculated if you selected Yes to the 
Automatic Discount Update option in the Business Rules function (page 3-7). 
Otherwise, verify your discount change.

14.  The Bank Account ID field is available only if you enter a prepayment. Use the default Bank 
Account ID or select one from the drop-down list.

15.  The Payment Number field is available only if you enter a prepayment. Enter the number 
of the check issued. If you paid cash or are going to print an online check, leave this field 
blank. The check number is updated when you print an online check.

16.  The Payment Date box is available only if you enter a prepayment. Use the default 
workstation date or enter the date of the prepayment.

17.  The Disc Date is determined by adding the number of discount days established on the 
Terms Codes setup to the invoice date. The resulting date appears in the Disc Date field. For 
example, if the invoice date is 11/13 and the discount days field is 10, the discount date is 
11/23.

18.  The Fiscal Period/Year field is available only if you enter a prepayment. Use the default 
period and year or enter the period and year of the prepayment.

19.  If you use multi-currency, the currency assigned to the bank account must match either the 
vendor’s or the base currency. If you use multi-currency, the bank account’s Currency ID 
appears and cannot be changed.

If you do not use multi-currency, this field does not appear.
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Payments Tab (Payments applied)

20.  Click Print then select Check, to print a check for the Prepayment amount. This button is 
available only if you chose Yes to Allow Online Checks in the Business Rules function (page 
3-7).

If you select a credit card type bank in the Bank Account ID field, the Print button will 
be inactive.

21.  The first Payment Date is calculated from the number of due days you entered. Accept the 
date that appears or enter a different date.

22.  The second and third Payment Dates (if any) are calculated from the first due date and the 
Terms Code. Change these dates, if necessary. 

These boxes are not available if you are working with a debit memo.

23.  The purchase total minus the Prepayment and Discount appears in the first Payment 
Amounts field.

24.  To split payments, enter an amount for the first payment (it must be less than the amount 
that appears); the remaining payment and its due date appears in the second Payment 
Dates and Payment Amounts boxes.

25.  To split the payments further, enter an amount for the second payment (it must be less 
than the amount that appears); the remaining payment and its due date appears in the 
Third Payment Dates and Payment Amounts boxes. 

These boxes are not available if you are working with a debit memo.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  To split an invoice into more than three payments, post the purchases and 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . then use the Hold/Release Invoices function.
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26.  The Net Due amount is calculated from the Total, minus any Prepayment or Discount 
amounts.

27.  If you use multi-currency and you selected the Base Currency check box, this value also 
includes the Gain/Loss amount. If you do not use multi-currency, the Gain/Loss box does 
not appear.

Print Check Dialog Box

The Print Check dialog box appears when you click Print and Check on the toolbar. Use this 
screen to print a check for the prepaid amount of the purchase. The Transaction Number, 
Vendor ID, Invoice Number, Invoice Date, Check Amount, and Currency (if you use multi-
currency) appear.

1.  Enter the Check Number and the Check Date.
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2.  If you use multi-currency, the currency assigned to the bank account appears and cannot be 
changed. If you do not use multi-currency, the Currency box is not available.

3.  Accept the Fiscal Period/Year defaults or change them, if necessary.

4.  Select a Bank Account ID from the list to assign a bank account ID to prepaid checks.

If you use multi-currency, the currency assigned to the bank account must match 
either the vendor’s or the base currency.

5.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Print Print the report.
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Allocations

If you have the Not for Profit application installed, you can indicate that a transaction should be 
allocated when you enter transactions by clicking the Allocate button and then defining the 
amounts you want to distribute among the specified accounts. When you post, the system 
creates entries as specified. Use this function to save data entry time by automatically splitting 
the amount to allocate to the segments defined.

• From the Item Detail section of the Transactions screen, click the Allocations button. 
This button appears only if you have the Not for Profit add-on installed and if you 
selected Yes to the Use Transaction Allocations check box on the Business Rules 
screen (page 3-7). The Allocation fields appear in the Item Detail area.

• Accept the default Allocation ID or select a different one from the list box. The 
allocation Description, any Notes on the allocation, and the allocation Expiration 
Date appear. See the General Ledger Training Manual for more information on 
entering transaction allocations into the system.
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• Fill in the necessary segment information. What segments are available depends 
upon which required segments you select using the GL Transaction Allocations 
function. See the General Ledger Training Manual for more information defining 
required segments.

• Click Apply to apply the transaction allocation.

• Click Close to return to the Item Detail tab fields. 
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . C O P Y  R E C U R R I N G  E N T R I E S

Use the Copy Recurring Entries function to create transactions for the recurring entries you 
define in the Recurring Entries function. Use the Run Codes, Cutoff Dates, and Billing Type you 
set up in the Recurring Entries function to copy the recurring entries according to your 
schedule. 

When you click OK the recurring entries that have the Next Billing Date prior to your Due By 
Date will get copied into the transactions function as invoices. If the Next Billing Date 
calculated from prior copy recurring entries executions is after the Due By Date, those 
recurring entries will not get copied into transactions. 

After you copy an entry, the system treats it like any other transaction. When you Post 
Transactions, an open invoice is created for each transaction. The history tab of the recurring 
entry in the setup will get updated with the information posted from the transaction.

To use the Copy Recurring Entries function, follow these steps:

1.  Select Copy Recurring Entries from the Transactions menu.

Copy Recurring Entries Menu
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2.  The Copy Recurring Entries screen appears.

Copy Recurring Entries Screen

3.  Select the range of Run Codes From and Thru, whose recurring entries you want to copy. 
Because you copy recurring entries to transactions by run code, assign the same run code 
for entries that you copy on the same basis.

4.  Enter the Fiscal Period and Year to use when copying the entries.

5.  Use the workstation date as the Cutoff Date, or enter a different date. Entries that have 
cutoff dates before the date you enter are not copied.

6.  You can further narrow the selection by entering a date in the Due by Date box. Enter this 
date to include pending entries that should be copied into transactions. Entries that have a 
Next Billing Date before the date you enter will be copied.

7.  Select the Batch Code to copy the recurring entries to. This field is available only if you 
elected to use batch processing.

8.  If you use multi-currency, the vendor currencies for which recurring entries exist (and the 
number of recurring entries involving that currency) appear in the Currency box. Select the 
currency to copy those recurring entries. You can select only one currency at a time. This 
box does not appear if you do not use multi-currency.

9.  If you use multi-currency and you selected a currency other than the base currency in the 
Currency ID box, select the Exchange Rate to use when you copy recurring entries.
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10.  Select a command button:

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  The entries you are copying must meet particular conditions. If they do not, 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . the Error Listing screen appears and processing halts.

Command Buttons

Error Listing Screen

1.  The Error Listing screen appears when the entries you are copying do not meet particular 
conditions. The error listing shows the Recurring entry ID and why processing failed. 
Recurring entries in the error listing are not copied when processing resumes.

2.  The Recurring ID that has the error is displayed.

3.  Possible Causes For The Error are listed. The cause of the error will have a check in the box 
next to it. This information is here so you know what caused the error and so you know 
what needs to be edited to make the entry copy into a transaction.

4.  The number of recurring entries causing Errors is displayed in the dialog box header.

5.  Select the Recur ID you want to work with and select a command button: 

Name Description

OK Begin processing.

Reset Set all fields to their default.

Activity View the activity records for each time recurring entries 
have been copied.
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• Edit - to go to the Recurring Entries setup screen and edit the Recurring Entry to 
meet the selection criteria to get it to copy.

• Skip - to skip the selected Recurring Entry and continue with the copy.

• Cancel - to exit the Error Listing dialog box, and return to the Copy Recurring Entries 
screen and edit the selection criteria to eliminate the errors.

Task Summary

If you do not want to copy the recurring entries in the error listing, select Close. 

To Copy Recurring Entries, use these steps:

1.  Select Edit, which invokes the Recurring Entries function (page 3-85).

2.  Edit the recurring entries and close the recurring entries setup. 

3.  Select Close to go back to the Copy Recurring Entries screen.

4.  Select Copy Entries on the Recurring Entries screen to copy the entries.

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Edit Edit the recurring entries.

Skip Skip the recurring entries listed in the error dialog 
box, and continue with recurring entries that can be 
copied.

Close Return to the Copy Recurring Entries screen.
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Copy Recurring Entries Report 
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Use the Change Batches function to replace a batch code with a different batch code. 

When you execute the Change Batches function you are moving all transactions from their 
current batch to a different batch code.

The Change Batches function is available only if you select Yes to Use Batch Processing in the 
Business Rules function (page 3-7).

To Change Batches, follow these steps:

1.  Select Change Batches from the Transactions menu.

Change Batches Menu

2.  The Change Batches screen appears.

Change Batches Screen
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3.  Select the Old Batch Code of the batch that contains the transactions to be moved.

4.  Select the New Batch Code of the batch to move transactions into.

5.  Check the box to Delete The Old Batch, otherwise, clear the box.

6.  Enter Comments for the batch change, if applicable.

7.  Select OK to implement your changes.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . T R A N S A C T I O N  J O U R N A L S  O V E R V I E W

Before using the Transaction Journals functions, complete the following tasks:

• Set up your Vendors, codes, and IDs, using the Setup and Maintenance functions.

• Verify your Vendors, codes, and IDs, using the Master Lists and Views functions.

• Enter all applicable transactions.

Use the Transaction Journals functions for the following tasks:

• Use the Purchases Journal function to check for mistakes and omissions in your 
unposted purchase transactions.

• Use the Miscellaneous Debits Journal function to check for mistakes and omissions 
in your unposted miscellaneous debits.

• Use the Daily Sales Tax Journal function to view taxes paid and calculated for each 
tax location.

• Use the Post Transactions function to create open invoices for each purchase and 
miscellaneous debit entry and to clear transactions.

If any transaction is incorrect, use the Transactions functions to edit it, and then reprint the 
appropriate journal before posting the transaction. When you Post Transactions, Vendor, Open 
Invoice, and History information is updated. If you post detail or summary information to 
General Ledger, the GL Journal is also updated when you post.

After you post your transactions, use the Pay Invoices functions to pay invoices and print 
checks. 
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . P U R C H A S E S  J O U R N A L

Print the Purchases Journal before you post transactions to check for mistakes and omissions. 
It serves as an audit trail of purchasing transactions. If you find incorrect transactions in the 
Purchases Journal, use the Transactions function (page 4-5) to edit or delete them.

If the Not for Profit add-on is installed, and if you selected Yes to Use Transaction Allocations 
on the Business Rules screen's Miscellaneous section (page 3-11), any allocations you entered 
for a transaction are also noted on the journal.

To print the Purchases Journal, follow these steps:

1.  Select Purchases Journal from the Transaction Journals menu.

Purchases Journal Menu
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2.  The Purchases Journal screen appears.

Purchases Journal Screen

3.  Select the range of Filtering Criteria to include in the journal.

4.  Select the Sort By criterion for the journal: Transaction, Vendor ID, Fiscal 
Year/Period/Account, Item ID, or Batch Code.

5.  Select the amount of detail to View for the journal. 

• A Detail journal lists all the line items for each transaction. 

• A Summary journal lists the totals for each transaction.
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6.  If you use multi-currency, these print options are available:

• To print transactions that were entered in the base currency, select the base 
currency as the report Currency, and clear the Print All In Base Currency box. Only 
transactions that were entered in the base currency are printed on the journal.

• To print transactions that were entered in a currency other than the base currency, 
select that Currency as the report currency. Only transactions that were entered in 
the currency you select are printed on the journal.

• To print all transactions (regardless of the currency in which they were entered), 
select the base currency as the report currency and select the Print All In Base 
Currency check box.

TRAVERSE converts all transaction amounts from their original currency to the base 
currency (if necessary), then prints all transactions on the journal. 

7.  Select the Batches to include in the journal. You will only see the available batches if you 
have elected to use batch processing for transactions. 

8.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
Accounts Payable 4-37



TRANSACTION PROCESSING

Purchases Journal
4

Purchases Journal 
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . M I S C E L L A N E O U S  D E B I T S  J O U R N A L

Print the Miscellaneous Debits Journal before you post transactions to check for mistakes and 
omissions. It also serves as an audit trail of all debits, including those not directly related to 
purchases. If you find incorrect transactions in the Miscellaneous Debits Journal, use the 
Transactions function to edit or delete them.

If the Not for Profit add-on is installed and if you selected Yes to Use Transaction Allocations on 
the Business Rules screen's Miscellaneous section (page 3-11), any allocations you entered for 
a transaction are also noted on the journal.

To produce the Miscellaneous Debits Journal, follow these steps:

1.  Select Miscellaneous Debits Journal from the Transaction Journals menu.

Miscellaneous Debits Journal Menu
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2.  The Miscellaneous Debits Journal screen appears.

Miscellaneous Debits Journal Screen

3.  Select the range of Filtering Criteria to include in the journal.

4.  Select the Sort By criterion for the journal. 

5.  Select the amount of detail to View for the journal:

• A Detail journal lists all the line items for each transaction. 

• A Summary journal lists the totals for each transaction.

6.  If you use multi-currency, these print options are available:

• To print transactions that were entered in the base currency, select the base 
currency as the report Currency and clear the Print All In Base Currency box. Only 
transactions that were entered in the base currency are printed on the journal.
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• To print transactions that were entered in a currency other than the base currency, 
select that Currency as the report currency. Only transactions that were entered in 
the currency you select are printed on the journal.

• To print all transactions (regardless of the currency in which they were entered), 
select the base currency as the report currency and select the Print All In Base 
Currency check box.

TRAVERSE converts all transaction amounts from their original currency to the base 
currency (if necessary), then prints all transactions on the journal. 

7.  Select the Batches to include in the journal. You will only see the available batches if you 
have elected to use batch processing for transactions. 

8.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . D A I L Y  S A L E S  T A X  J O U R N A L

Use the Daily Sales Tax Journal for an additional audit trail. The Daily Sales Tax Journal shows 
taxes paid and calculated for the transactions to be posted and is organized by tax location.

To produce the Daily Sales Tax Journal, follow these steps:

1.  Select Daily Sales Tax Journal from the Transaction Journals menu.

Daily Sales Tax Journal Menu
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2.  The Daily Sales Tax Journal screen appears.

Daily Sales Tax Journal Screen

3.  Select the range of Filter Criteria to include in the journal.

4.  Select the Batches to include in the journal. 

This option is available only if batch processing is being used.

5.  Select a command button:

Command Buttons

Name Description

Reset Set all fields to their defaults.
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. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.

Name Description
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Use the Post Transactions function to create invoices for the transactions you entered in the 
Transactions function. Detail (line-item) information about the transactions is saved to history; 
summary information (totals) necessary to prepare and print checks is also saved. Posting 
transactions also updates the amount due, amount prepaid, and purchase history in the 
vendor records.

If Accounts Payable is interfaced with General Ledger, debit and credit entries are created in 
the GL Journal. If you post detail information, entries are made for each line item. If you post 
summary information, one entry is made for each account. 

Posting purchases

When you post purchases, entries are made to these accounts:

You specify the expense accounts when you enter purchases for each item on the transaction. 
You set up the other AP, Freight, and Misc accounts in the Setup and Maintenance Distribution 
Codes function. The sales tax account comes from the tax locations setup in System Manager.

When you are interfaced to Project Costing, and use a billable time and material type project, 
entries are made to these accounts, the COGS account replaces the expense account and the 
accrued income being recorded posts to the WIP and accrued income.

When you post to a billable fixed fee project, the COGS account from the distribution code for 
the project replaces the expense account. No income amounts post for the project.

AP Sales Tax Freight Misc Expense
CR DB DB DB DB

COGS WIP Accrued Income
DB CR DB
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When you are interfaced to Project Costing, and use a Job Costing type project, entries are 
made to this account, the WIP account replaces the normal expense account for an invoice:

Posting miscellaneous debits

When you post miscellaneous debits, entries are made to these accounts:

You specify the expense accounts when you enter purchases for each item in the transaction. 
You set up the other AP, freight, and Misc accounts in the Setup and Maintenance Distribution 
Codes function. The sales tax account comes from the tax locations setup in System Manager.

When you are interfaced to Project Costing and use a billable type project, entries are made to 
these accounts, the COGS account replaces the expense account and the income being 
recorded posts to the WIP and sales for a miscellaneous debit:

When you post to a billable fixed fee project, the COGS account from the distribution code for 
the project replaces the expense account. No income amounts post for the project.

When you are interfaced to Project Costing and use a Job Costing type project, entries are 
made to this account, the WIP account replaces the normal expense account for an invoice:

You specify the accounts in the distribution codes setup in Project Costing.

WIP
DB

AP Sales Tax Freight Misc Expense
DB CR CR CR CR

COGS WIP Accrued Income
CR CR DB

WIP
CR
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Before you Post Transactions, perform these tasks:

• If you use batch processing, verify that no one is using the batches from which you 
plan to post; you cannot post a batch if someone is using it. If you do not use batch 
processing, verify no one else is using the Post Transactions function.

• Print the Purchases Journal.

• Print the Miscellaneous Debits Journal.

To work with the Post Transactions, follow these steps:

1.  Select Post Transactions from the Transaction Journals menu.

Post Transactions Menu
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2.  The Post Transactions screen appears.

Post Transactions Screen

3.  Check the box when you have completed the listed tasks.

4.  Check the box to Post All Invoices As Held; otherwise, clear the box. 

If you choose to hold all invoices, use the Hold/Release Invoices function (page 5-15) 
to release each invoice for payment individually. If you choose not to hold all invoices, 
use the Hold/Release Invoices function to hold individual invoices. 

5.  If you use multi-currency, select the box to Print Log Using Base Currency. Clear the box if 
you want the log printed in the transaction currency.

6.  Select the Batches to post. This option is only available when you select Yes to Use Batch 
Processing in the Business Rules function (page 3-7).

7.  Enter Comments for the post, if applicable.
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. 

8.  Select a command button:

Command Buttons

Post Transactions Activity Dialog Box

The Activity Log dialog box appears when you click Activity. The Activity Log dialog box tracks 
all post activity for administrative purposes. The system assigns each post a run ID.

Post Run - The system generated number used to identify the post appears.

Run Time - The date and time the post was made appear.

Description - The post description appears.

User ID - The user who performed the post appears.

Comments - Comments entered for the post appear.

Print Log - to print the post log from the selected post.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

OK

Begin processing. A message appears when the post 
completes successfully. After you click OK to close this 
message box, the Post Transactions Log dialog box 
appears.

Reset Reset the values back to the original settings.

Activity View the Activity Log dialog box.
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Post Transactions Log 1
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Post Transactions Log 2
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . U S I N G  T H E  P A Y  I N V O I C E S  M E N U

Vendor invoices are usually paid regularly, for example, once every week. The Pay Invoices 
menu includes all the functions that are used to pay due invoices.

Follow this checklist to pay invoices.

1.  Enter and Post all the Accounts Payable and Purchase Order Transactions.

2.  Print the Cash Flow Report and the Open Invoice Report for all invoices to verify the 
invoices to pay.

3.  If you find mistakes in the reports, use the Transactions and Transaction Journal functions 
to enter, edit, and post correcting entries.

4.  Repeat steps 1–3 until all the entries are correct.

5.  Use the Hold/Release Invoices function or the Change Invoice Status function to hold or 
release invoices for payment. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  You can put a Vendor on hold by selecting the Vendors function from the 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Setup and Maintenance menu and checking the Vendor Hold box.

6.  Print the Open Invoice Report for released invoices, using the selection criteria you enter 
when you Prepare Payments. 

7.  If there are invoices in the report that you do not want to pay, use the Hold/Release 
Invoices function or the Change Invoice Status function to change their status from Release 
to Hold so that they are not selected for payment. (See NOTE above.)

8.  Prepare Payments for invoices that are due.

9.  Print the Edit Register to verify the calculated payments. If invoices that you want to pay are 
missing, use the Hold/Release Invoices function to release the invoices, and use the 
Prepare Payments function to prepare the payments again. If invoices that you do not want 
to pay have been included, use the Select Payables function to drop the invoices from the 
batch of payments.

10.  If you have added or taken away invoices from your Prepare Payments run, print the Edit 
Register again to verify you have the correct invoices.

11.  Print the prepared Checks.

12.  Print Vouchers for those Vendors paid using the EFT or credit card payment types.

13.  Create the ACH File if you have Vendors you are paying using the EFT payment type.
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14.  Create the Positive Pay File if you have one set up and defaulted into your payment bank.

15.  Print the Payment Register as a summary of the checks and vouchers that were printed.

16.  Use the Post Payments function to update the Vendor, open invoice, and history 
information. If Accounts Payable is interfaced with General Ledger, entries are posted to the 
GL Journal for the payments you made. This function also clears the Accounts Payable 
payments information for the next time payments are prepared. The status of the open 
invoices that were paid in this payment run are flagged as Paid, so they no longer show up 
on the Open Invoices Report and the Hold/Release Screen.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . C A S H  F L O W  R E P O R T  

The Cash Flow Report shows the amount of cash you can expect to pay within any three 
specified time periods. This information helps you project the cash position of your business 
and make sound payment decisions.

To produce a Cash Flow Report, follow these steps:

1.  Select Cash Flow Report from the Management Reports menu.

Cash Flow Report Menu
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2.  The Cash Flow Report screen appears.

Cash Flow Report Screen

3.  In the Data Filter section, enter any selection criteria you would like to use to run the 
report. Leave the filter blank to include all available data.

4.  In the View section select the invoice type to include in the report: Released Invoices, Held 
Invoices, Temporary Hold Invoices, or All Invoices.

5.  Enter Three Dates for Aging Periods. Enter the dates in chronological order, the earliest date 
first. The defaults are 30, 60 and 90 days from your workstation date.

6.  Select the box to Use Discount Dates to place discounted invoices into an earlier aging 
bucket if you can take the discount on the invoice; otherwise, clear the box. The system 
compares the workstation date to the discount date on the invoice to determine whether or 
not it can take the discount.
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7.  If you use multi-currency, these print options are available:

• To print invoices that were entered in the base currency, select the base currency as 
the report Currency and clear the Print All In Base Currency box. Only invoices that 
were entered in the base currency are printed on the report.

• To print invoices that were entered in a currency other than the base currency, select 
that Currency as the report currency. Only invoices that were entered in the currency 
you select are printed on the report.

• To print all invoices (regardless of the currency in which they were entered), select 
the base currency as the report Currency and select the Print All In Base Currency 
check box.

• TRAVERSE converts all invoice amounts from their original currency to the base 
currency (if necessary), then prints all invoices on the report. 

8.  Select the check box if you want to print the report in Banded Rows format, which highlights 
lines in the report in alternating bands of color (or gray on monochrome printers). This 
makes wide reports easier to read. You can define your default preference for the banded 
rows format on the System Manager Business Rules. You can then override your default 
choice when you print the report.

9.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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Cash Flow Report
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . O P E N  I N V O I C E  R E P O R T

The Open Invoice Report shows the invoiced orders and miscellaneous debits that are released 
for the Due Date and Vendors you specify. The invoiced transactions are considered open until 
they are paid in full.

Before you can produce the report, use the Change Invoice Status function (page 4-13) or the 
Hold/Release Invoices function (page 4-15), to release the invoices for the report that were 
not posted with a released status.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Invoices for vendors that are on Hold are included in the Open Invoice Report, 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . but payments are not prepared for those invoices.

To produce the Open Invoices Report, follow these steps:

1.  Select Open Invoice Report from the Management Reports menu.

Open Invoice Report Menu
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2.  The Open Invoice Report screen appears.

Open Invoice Report Screen

3.  In the Data Filter section, enter any selection criteria you would like to use to run the 
report. Leave the filter blank to include all available data.

4.  In the View group select the invoice type to include in the report: Released Invoices, Held 
Invoices, Temporary Hold Invoices, Prepaid Invoices, or All Invoices.

5.  Enter the Invoices Due Date. Invoices that are due on or before this date are included in the 
report.

6.  Enter the Discounts Due Date. Invoices that are discounted on or after this date are 
included in the report.

7.  If you use multi-currency, these print options are available:

• To print invoices that were entered in the base currency, select the base currency as 
the report Currency and clear the Print All In Base Currency box. Only invoices that 
were entered in the base currency are printed on the report.
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• To print invoices that were entered in a currency other than the base currency, select 
that Currency as the report currency. Only invoices that were entered in the currency 
you select are printed on the report.

• To print all invoices (regardless of the currency in which they were entered), select 
the base currency as the report Currency and select the Print All In Base Currency 
check box.

• TRAVERSE converts all invoice amounts from their original currency to the base 
currency (if necessary), then prints all invoices on the report. 

8.  Select whether you want to Expand All the invoices for customers, or if you want to see a 
summary report with the ability to expand the customer to see the invoices.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If you do not expand all, you will have a plus (+) sign next to the vendor, when 
you preview the report. When you click on the plus (+) you will see all the invoices 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . for that vendor that meet the selection criteria.

9.  Select the check box if you want to print the report in Banded Rows format, which highlights 
lines in the report in alternating bands of color (or gray on monochrome printers). This 
makes wide reports easier to read. You can define your default preference for the banded 
rows format on the System Manager Business Rules. You can then override your default 
choice when you print the report.

10.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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Use the Change Invoice Status function to change the status of invoices for a range of Vendors, 
and vendor Priority Codes as of a specified due date. If you do not enter a date, the status of all 
invoices for the specified ranges will be changed.

A Temporary status invoice, is one that is held for one payment cycle. When you post 
payments, the status of the invoice is automatically changed to Released. You cannot change 
the status of a group of invoices to Prepaid because information about each payment is 
required; use the Hold/Release Invoices function (page 4-15) to change the status of invoices 
to Prepaid.

To use the Change Invoice Status, follow these steps:

1.  Select Change Invoice Status from the Pay Invoices menu.

Change Invoice Status Menu
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2.  The Change Invoice Status screen appears.

Change Invoice Status Screen

3.  Select the range of Vendor ID From and Thru, whose transaction statuses you want to 
change.

4.  Select the range of Priority Codes From and Thru, corresponding to the Vendors that have 
transactions to change.

5.  Enter the Select Invoices Due date of the transactions whose status you want to change. 
Invoices due on or before this date will be included in the status change.

6.  Select the Change Status From. This would be the status from which you want to change 
your invoices.

7.  Select the Change Status To. This would be the status to which you want to change your 
invoices.

8.  When you are finished specifying status change information, select OK.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . H O L D / R E L E A S E  I N V O I C E S

Use the Hold/Release Invoices function to change the Status of an invoice. You can put an 
invoice on permanent or Temporary Hold so that it is not automatically paid when you prepare 
and print checks. (An invoice on Temporary Hold is automatically released when you post 
payments.) You can also release all invoices that are on permanent or Temporary Hold.

You can pay an invoice at once, change an invoice’s due date and discount amount, and split 
the invoice amount into an unlimited number of payment installments. 

To Hold/Release Invoices, follow these steps:

1.  Select Hold/Release Invoices from the Pay Invoices menu.

Hold/Release Invoices Menu
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2.  The Hold/Release Invoices screen appears.

Hold/Release Invoice Screen

3.  Select the Vendor ID whose invoices you want to hold or release. The Vendor’s payment 
Priority Code and the Last Payment Date and Amount appear.

4.  Select the Vendor Currency check box to display the open invoices’ currency amounts in the 
Vendor’s currency; otherwise, clear the check box to view amounts in the company’s base 
currency. This check box is available only if you use multi-currency and the Vendor’s 
currency is other than the base currency.

5.  The following information about each invoice appears: the Invoice No, Invoice Date, Due 
Date, Discount Due Date, Gross Amt Due, Disc Amount, whether a 1099 form is required, 
Status, Payment No, Currency ID, and Exch Rate (if you use multi-currency). 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If you want to take away some fields from the screen that are not needed, 
right click on a column heading and select Column Chooser and drag and drop the 
column heading from the screen into the Column Chooser window. See the General 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Information Training Manual for details on using the Column Chooser.
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6.  Invoices posted with Bank ID assigned to the Vendor, from the Vendor setup is defaulted 
into the Bank ID field. Accept the default or select the Bank Account ID through which you 
want the invoice to be paid. If a Bank Account was not assigned to a Vendor the Bank ID will 
be left blank and you may select the bank through which to pay the invoice.

7.  If you want to change the Status on all invoices, select All; otherwise, select an invoice and 
do one of the following options:

• Select Change Status or click the Status field and select the invoice Status.

• Select Split to split an invoice or reapply a payment. The Split/Reapply Payment 
dialog box appears (page 5-21).

8.  When you are finished, print the Open Invoice Report.

9.  Select a command button:

Command Buttons

Name Description

All Display the Change All Status dialog box.

Prepay Display the Prepay dialog box.

Edit Display the Edit dialog box.

1099 Toggle to flag invoice as 1099 or not 1099.

Change Status Change the status of an invoice.

Split Display the Split dialog box.

Totals Display the Vendor Invoice Totals dialog box.

Payments Display the Payment Totals dialog box.

Group Change Display the Change Invoice Status dialog box.
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Change All Status Dialog Box

• The Change All Status dialog box appears when you select All on the Hold/Release 
Invoices screen. To change the status of all invoices for the Vendor, select the Change 
All Status and the To status.

• Click OK to change the status of the invoices with the matching status.
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Prepay Dialog Box

The Prepay dialog box appears when you select Prepay on the Hold/Release Invoices screen. 

1.  To pay an invoice that is not yet due, enter the Payment No and Payment Date.

If you paid cash for the invoice enter Cash into the Payment No. field. This can be used 
to enter a Payment Number for an invoice that was paid with a hand written check or 
paid using your bank’s bill pay site. When payments are prepared and a payment has a 
Status of Paid with a payment number, the system will not print a check and will print 
in a separate section of the edit and payment registers.

2.  Enter the Fiscal Period and Year to which you want the payment to post.

3.  Enter the Bank Account ID to assign to the payment. 

4.  If you use multi-currency, the bank account’s Currency appears and cannot be changed. This 
currency must match either the Vendor’s or the base currency.

5.  Select or enter the Exchange Rate to use for the payment and click OK to save the 
prepayment.

6.  Click OK to apply the payment to the invoice.
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Edit Dialog Box

• The Edit dialog box appears when you select Edit on the Hold/Release Invoices 
screen. You can change the Due Date, Discount Due Date, and the Discount Amount 
to edit the invoice. 

• The Bank ID assigned to the Vendor from the Vendor setup is defaulted into the 
Bank ID field. Accept the default or select the Bank Account ID you want the invoice 
to be paid through. If a Bank Account was not assigned to a Vendor, the Bank ID will 
be left blank and you may select the bank through which to pay the invoice.

• Select OK to save the changes made.

1099 Button

Click 1099 to toggle the invoice’s 1099 status. The 1099 column is not available if the Vendor is 
not set up to receive 1099 forms.

Change Status Button

Click Change Status to toggle the status of the selected invoice between Release, Hold and 
Temp (on Hold until you post payments, then released).
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Split Dialog Box

The Split dialog box appears when you select Split on the Hold/Release Invoices screen. 

1.  To split a payment or debit memo for an invoice, enter the Payments and the Due Dates. 

2.  You can change the First Payment amount and Due Date and the remaining amount will be 
put into the Second Payment amount field with the next Due Date from the Terms Code, 
and cannot be changed.

3.  The Bank ID assigned to the Vendor from the Vendor setup is defaulted into the Bank ID 
field. Accept the default or select the Bank Account ID through which you want the invoice 
to be paid. If a Bank Account was not assigned to a Vendor, the Bank ID will be left blank and 
you may select the bank through which to pay the invoice.

4.  Select OK to split the payment amounts.

5.  To continue splitting the invoice, always select the invoice made from the Second Payment 
and split that one.
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Vendor Invoice Totals Dialog Box

The Vendor Invoice Totals dialog box appears when you select Totals on the Hold/Release 
Invoices screen. This dialog box can be open at all times for reference.

Payment Totals Dialog Box

The Payment Totals dialog box appears when you select Payments on the Hold/Release 
Invoices screen. This dialog box can be open at all times for reference. Use this screen to see 
the invoices that have any prepaid payments.
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Change Invoice Status

The Change Invoice Status dialog box appears when you select Group Change on the 
Hold/Release Invoices screen. 

1.  To change the status of a group of invoices, select the Vendor ID From and Thru, the Priority 
Code From and Thru, and the Select Invoices Due date of the invoices you want to Change 
Status From and To. 

2.  Click OK to change the status of the invoices that meet your criteria.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . P R E P A R E  P A Y M E N T S

Use the Prepare Payments function to create a record of released invoices that are due to be 
paid.

If you want to prepare a payment for only one invoice, use the Change Invoice Status function 
(page 4-13) and the Hold/Release Invoices function (page 4-15) to find out which invoices are 
released for the Vendor. Use the Hold/Release Invoices function to hold all invoices except the 
one whose payment you want to prepare. Then use the Prepare Payments function to enter 
the Vendor ID.

If you prepare a payment for an invoice that you do not want to pay, use the Select Payables 
function (page 4-35) to drop the invoice from the payment run.

To Prepare Payments, follow these steps:

1.  Select Prepare Payments from the Pay Invoices menu.

Prepare Payments Menu
Accounts Payable 5-25



PAYING INVOICES

Prepare Payments
5

2.  The Prepare Payments screen appears.

Prepare Payments Screen

3.  Select an existing Batch in which you want payments prepared. This box will only be 
available when you selected Yes to the Use Batch Processing in the Business Rules function 
(page 3-7).

4.  Enter the Invoices Due date for the invoices for which you want to prepare payments. All 
invoices with a Due Date on or prior to this date will be included in the prepare payments, 
for the range of Vendors selected, and have a status of Released.

5.  Select the Vendor ID From and Thru, for which to prepare payments. If these are left blank 
all invoices, for all Vendors, that meet the date criteria and have a status of Released will be 
prepared.

6.  If you are using the multi-currency feature, select the Currency ID for the payments. The 
currency and the number of invoices for each currency will be displayed. This is available 
only if you have elected to use multi-currency.
5-26 Accounts Payable



. .
 . 

.PAY I N G  I N V O I C E S

Prepare Payments
. 

7.  Enter the Discounts Due date up to which to take discounts. Discounts are calculated for 
invoices with a discount due date after or equal to the entered discount due date. 

8.  Enter the Payment Date to print on the payments. The workstation date will be the default.

9.  Enter the Fiscal Period for which to post payments. The fiscal period will default to the 
period the payment date falls within.

10.  Enter the Fiscal Year for which to post payment. The fiscal year will default to the year the 
payment date falls within.

11.  Select the Bank Account ID from the list. Payments prepared in this payment run are 
flagged with this Bank Account ID. To assign a Bank ID to prepaid payments, see Online 
Checks (page 4-18) or the Prepay section of the Hold/Release Invoices function(page 5-19).

If you use multi-currency and you selected a foreign currency for which to prepare 
payments, the currency assigned to the Bank Account you select appears. This 
currency must match either the Vendor’s or the base currency.

12.  If you use multi-currency and you selected a foreign currency for which to prepare 
payments, select the Payment Exchange Rate to use for the payment. This box is not 
available if you do not use multi-currency.

13.  Select a command button:

Command Buttons

Name Description

OK
Begins processing. A message appears when the prepare 
completes successfully. After you click OK to close this 
message box, the Prepare Payments Log appears.

Activity Click to view the Activity Log dialog box.

Reset Click to reset all values back to the defaults.
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Activity Log Dialog Box

The Activity Log dialog box appears when you click Activity. The Activity Log dialog box tracks 
all preparing activity for administrative purposes. The system assigns each post a run ID.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Displays

Post Run The system assigned post run ID.

Run Time The date and time the prepare was made.

Description The prepare description. 

User ID The user who performed the prepare. 

Comments
The comments, if applicable, entered in the 
Comments field. 

Print Log
A PDF version of the original log file if you click the ... 
button.
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Prepare Payments Report
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Use the Edit Register function to produce a list of the payments for which you prepared 
invoices. Before you print the payments, print this list to verify the prepare results. If you find 
errors, use the Select Payables function (page 5-35) to drop invoices from the payments. You 
may also open the Prepare Payments (page 5-25) screen and select your batch, to undo the 
payment preparation you just did. Then use the Hold/Release Invoices function (page 5-15) to 
change the invoices status and prepare payments again.

To produce the Edit Register, follow these steps:

1.  Select Edit Register from the Pay Invoices menu.

Edit Register Menu
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2.  The Edit Register screen appears.

Edit Register Screen

3.  Select a Batch Code in which you have prepared payments. This box is only available when 
you select Yes to Use Batch Processing in the Business Rules function (page 3-7).

4.  Select the box if you want to print the report in Banded Rows format, which highlights lines 
in the report in alternating bands of color (or gray on monochrome printers). This makes 
wide reports easier to read. You can define your default preference for the banded rows 
format in the System Manager Business Rules. You can then override your default choice 
when you print the report.

5.  The information you entered in the Prepare Payments function is displayed.
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6.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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Edit Register
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . S E L E C T  P A Y A B L E S

Use the Select Payables function to view the payments for a Vendor that are prepared for 
printing, and to specify which invoices to drop from the payments to print and post.

Before you can use this function, you must first Prepare Payments (page 5-25).

To use the Select Payables function, follow these steps:

1.  Select Select Payables from the Pay Invoices menu.

Select Payables Menu
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2.  The Select Payables screen appears.

Select Payables Screen

3.  Select a Batch Code in which you have prepared payments. This box is only available when 
you select Yes to Use Batch Processing in the Business Rules function (page 3-7).

4.  Select the Vendor ID whose payments you want to see. The invoice information for the 
Vendor appears.

5.  The Vendor’s payment Priority Code and the Last Payment Date and Amount appear.

6.  The following information about each invoice appears: the Invoice No, Invoice Date, Due 
Date, Discount Due Date, Gross Amt Due, Disc Amount, and Net Due. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  If you want to take away some fields from the screen that are not needed, 
right click on a column heading and select Column Chooser and drag and drop the 
column heading from the screen into the Column Chooser window. See the General 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Information Training Manual for details on using the Column Chooser.

7.  Select the Drop check box to drop the selected invoice from the list of those to be paid. The 
invoice will be reinstated as Released into the open invoice table. 
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8.  Select a command button:

Command Buttons

Name Description

Write Display the Write dialog box. This button becomes 
active when you have selected an invoice to drop from 
the payment run.

Activity See the list of activity done when invoices have been 
dropped and written to take them off the check run.

Reset Return all invoices to their status at the time you 
entered the Select Payables function.

Select All Select to drop all invoices. 

Unselect All  Toggle the Drop column to have none of the invoices 
selected in the detail section. 

Summary Display a summary of payment activity for all vendors. 
For each vendor, the prepared amount, dropped 
amount, payment amount, payment priority code, last 
payment date, and last payment amount are 
displayed.
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Summary Information Screen

The Selected Payment Totals by Vendor screen appears when you click on Summary in Select 
Payables. It shows the Vendor ID, Prepared, Dropped, Payment Amounts prepared, the vendor 
Priority Code, Last Payment Date, and Last Payment Amount.
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Use the Print Checks function to print checks. Before you can print checks, you must Prepare 
Payments (page 5-25).

A POSTNET barcode, which is an extension of the 9-digit zip code used by the United States 
Postal Service, is printed on your checks if you chose that option using the Country Codes 
function of the System Manager Setup and Maintenance menu.

To Print Checks, follow these steps:

1.  Select Print Checks from the Pay Invoices menu.

Print Checks Menu
Accounts Payable 5-39



PAYING INVOICES

Print Checks
5

2.  The Print Checks screen appears.

Print Checks Screen

3.  Select a Batch Code in which you have prepared checks. This box is only available when you 
select Yes to Use Batch Processing in the Business Rules function (page 3-7).

4.  The Invoices Due Date, Discounts Due Date, Vendor ID From and Thru, Currency ID, Fiscal 
Period and Year, Bank Account ID, Check Date, and Exchange Rate you selected when you 
prepared payments are displayed.

5.  Enter the Starting Check Number to print.

If it is necessary to enter a check number smaller than the number displayed, use the 
Bank Account Bank tab function in the System Manager Bank Accounts.

6.  If you have a print problem, you must restart the Print Checks function. When you restart, 
enter the next good check number in the Starting Check Number field and the last good 
check to print in the Last Good Check Number field. The Restart will reprint the checks after 
the Last Good Check Number and renumber the checks that are printing.

7.  After the checks are printed, you will be prompted to take the checks out of the printer, and 
place plain paper into the printer, if you selected Single for the Check Saver feature in the 
Business Rules function (page 3-7). 
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If you selected Multiple for the Check Saver feature in the Business Rules function 
(page 3-7), the remittance forms will begin to print on the printer set up in the System 
Manager Form Printers for the check remittance. See the System Manager Training 
Manual for details on setting up Form Printers.

8.  Click OK to start printing the check remittance forms, for those vendor payments with a list 
of paid invoices that would overflow the check stub.

9.  Select a command button:

Command Buttons

A c t i v i t y  L o g

Use the Activity Log to view printing activity for administrative purposes.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Print Print the report.

Activity Display the Activity Log to view printing activity.

Search Document
Open the Archived documents search dialog box. (Button 
only available when you select Yes to Use Archive in the 
Business Rules.)

Name Displays

Post Run The system assigned post run ID.

Run Time The date and time the printing was done.

Description The printing description. 

User ID The user who performed the print. 

Comments
The comments, if applicable, entered in the 
Comments field. 
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• Click the Plus (+) button next to the Post Run to view the Check(s) printed for the 
selected printing.

• Click the Document button to preview the Invoice printed for the selected 
Document No.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  These options are only available if you selected Yes to Use Archive in the 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Business Rules function.

Activity Log Screen

Print Log Not available for this function.

Name Displays
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S e a r c h  D o c u m e n t

Use the Search Document button to view archived Invoices. This button is only available if you 
selected Yes to the Use Archive Business Rule (page 3-7).

Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to 
include all records. Click Apply Filter to populate the grid below.

Name Displays

Document 
Number

The Check number printed.

Run Time The date and time the printing was done.

Description The printing description. 

Reference The Vendor ID for which the check was printed.

Form ID The type of form printed.

User ID The user who performed the print. 

Host ID The workstation name used to print the check.

Comments
The comments, if applicable, entered in the 
Comments field. 

Document Preview the original check printed.
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Search Document Screen

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.
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Print Checks Total Log
Accounts Payable 5-45



PAYING INVOICES

Print Checks
5

Sample Check 
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Check Remittance
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . P A Y M E N T  V O U C H E R S

Use the Payment Vouchers function to print the Vendor payment vouchers you created using 
the Prepare Payments function.

Vouchers are printed for Vendors paid using the Electronic method of payment, or paid using a 
Credit Card Bank.

To print Payment Vouchers, follow these steps:

1.  Select Payment Vouchers from the Pay Invoices menu.

Payment Vouchers Menu
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2.  The Payment Vouchers screen appears.

Payment Vouchers Screen

3.  Select the Batch Code for which you want to output the payment vouchers. This box is only 
available when you select Yes to Use Batch Processing in the Business Rules function.

4.  The Invoices Due Date, Discounts Due Date, Vendor Id From and Thru, Currency ID, Fiscal 
Period and Year, Bank Account ID, Voucher Date, and Exchange Rate you selected when 
you prepared payments are displayed.

5.  Enter the Starting Voucher Number or accept the default voucher number. 

If it is necessary to enter a voucher number smaller than the number displayed, use 
the Bank Account Bank tab function in the System Manager Bank Accounts.

6.  If you have a print problem, you must restart the Print Checks function. When you restart, 
enter the next good check number in the Starting Voucher Number field and the last good 
check to print in the Last Good Voucher Number field. The Restart will reprint the vouchers 
after the last good voucher number and renumber the vouchers that are printing.
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7.  Select a command button:

Command Buttons

A c t i v i t y  L o g

Use the Activity Log to view printing activity for administrative purposes.

• Click the Plus (+) button next to the Post Run to view the Voucher(s) printed for the 
selected printing.

Name Description

Reset Set all fields to their defaults.

Preview Preview the vouchers on your monitor.

Output Output the vouchers as a .pdf file and save it.

Print Print the vouchers.

Activity Display the Activity Log to view printing activity.

Search Document
Open the Archived documents search dialog box. (Button 
only available when you select Yes to Use Archive in the 
Business Rules.)

Name Displays

Post Run The system assigned post run ID.

Run Time The date and time the printing was done.

Description The printing description. 

User ID The user who performed the print. 

Comments
The comments, if applicable, entered in the 
Comments field. 

Print Log Not available for this function.
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• Click the Document button to preview the Invoice printed for the selected 
Document No.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  These options are only available if you selected Yes to Use Archive in the 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Business Rules function.

Activity Log Screen

S e a r c h  D o c u m e n t

Use the Search Document button to view archived Invoices. This button is only available if you 
selected Yes to the Use Archive Business Rule (page 3-7).

Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to 
include all records. Click Apply Filter to populate the grid below.

Name Displays

Document 
Number

The Voucher number printed.

Run Time The date and time the printing was done.

Description The printing description. 

Reference The Vendor ID for which the voucher was printed.

Form ID The type of form printed.
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Search Document Screen

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

User ID The user who performed the print. 

Host ID The workstation name used to print the voucher.

Comments
The comments, if applicable, entered in the 
Comments field. 

Document Preview the original check printed.

Name Displays
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Use the Create Positive Pay File function on the Pay Invoices menu to generate an ASCII file to 
transmit to your bank for check payment authorization.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  You must print checks prior to running the Create Positive Pay File function. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . The check number is required to display the payments that will be output in the file.

To use the Create Positive Pay File function, follow these steps:

1.  Select Create Positive Pay File from the Pay Invoices menu.

Create Positive Pay File Menu
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2.  The Create Positive Pay File screen appears.

Create Positive Pay File Screen

3.  Select the Bank Account ID for which you will be creating the positive pay file.

You must have an AP Positive Pay ID selected in the Bank Account setup to be able to 
output your positive pay file.

4.  The File Name of the file you set up in the Positive Pay Export Definition setup in System 
Manager, is displayed. Accept the default or change the path and file name if you want a 
new file name. If the file exists, you will be prompted to overwrite the existing file when you 
Create the file. Click the Browse button , to browse to the path for which you want the 
file output. You must enter a file name after the path to generate a new file.

5.  The Select check box is marked, by default, for all checks that have not had the positive pay 
file generated. Accept the selections or clear the checks you do not wish to include in the 
positive pay file.
5-56 Accounts Payable



. .
 . 

.PAY I N G  I N V O I C E S

Create Positive Pay File
. 

6.  The Checks that have been printed for the bank selected will be displayed in the detail area. 
The default display is a summary display which has the Check Date, Amount, and Transmit 
Date columns. You may sort any of these columns by clicking on the column heading once to 
sort ascending and again to sort descending.

7.  Select the type of checks you want to Show, from the combo box selections:

• New will display any checks that have not had the positive pay file created for them 
when the Select box was checked and the file was created.

• Sent will display any checks that have had the positive pay file created for them 
when the Select box was checked and the file was created.

8.  Select a command button:

Command Buttons

9.  When the Create button is clicked to output the file you, will be prompted to overwrite the 
file if it exists. If you select No, you will be returned to the screen to change the file name in 
the File Name field. 

If you have already output any of the checks selected, you will get a message stating 
that some of the checks have already been output, do you want to continue and 
output them again.

Name Description

Create

Will output the file for the selected check 
records in the format defined in the positive 
pay definition assigned to the bank account 
Id selected for this file.

Activity
Will show you a record for each time you 
have output the positive pay file.

Reset Reset all values to the defaults.

Select All
Will check the box for all records in the check 
detail area of the screen.

Unselect All
Will uncheck all the boxes for the records 
displayed in the check detail area of the 
screen.

Delete
Will delete the selected checks from the list 
of checks in the check detail area.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . C R E A T E  A C H  F I L E

Use the Create ACH File function to create an ACH (Automated Clearing House) file. The ACH 
file contains all the payment transaction information for your Vendors. After you create the 
ACH file, submit it to your company’s bank.

The Vendors you have set up to receive payments via Electronic payment, will be the only 
Vendors’ payments that will be output to this ACH file.

To Create ACH File, follow these steps:

1.  Select Create ACH File from the Pay Invoices menu.

Create ACH File Menu
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2.  The Create ACH File screen appears.

Create ACH File Screen

3.  Select the Batch Code for which you want to output the ACH file. This box is only available 
when you select Yes to Use Batch Processing in the Business Rules function (page 3-7).

4.  The Invoices Due, Vendor Id From and Thru, Currency, Discounts Due, Payment Date, Fiscal 
Period and Year, and Bank Account ID you selected when you prepared payments, are 
displayed.

5.  The Batch Number is displayed. This will be incremented if you output more than one ACH 
file in a day.

6.  Select the File Format you want to use for your ACH output. You can select one of the 
standard formats or make your own custom format using the Export Layout Definition 
function in System Manager. See the System Manager Training Manual for more details.
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If you selected a Default AP File Format in the Bank Account setup on the ACH tab, the 
File Format will be filled in.

The standard formats are:

• ADV - Automated Accounting Advice - This Standard Entry Class Code represents an 
optional service provided by ACH Operators that identifies automated accounting of 
ACH accounting information in machine-readable format to facilitate the automation 
of accounting information for Participating DFIs.

• CCD -Corporate Credit or Debit - Can be used to consolidate and sweep cash funds 
within an entity's controlled accounts, or make/collect payments to/from other 
corporate entities.

• PPD - Prearranged Payment and Deposit Entry -This is used for credit transactions 
such as direct deposit of payroll, pension, dividends, as well as debit transactions 
such as payment of utility bills, mortgages, loans and other recurring payments.

7.  Enter or edit the File Name of the ACH file you want to create in the File Name field. 
TRAVERSE appends your company ID to the file name automatically.

If you set up a default file name with wild-cards in the Bank Account setup, the file 
name will be displayed with the wild-cards filled in. See the System Manager or Bank 
Reconciliation Training Manual for details on setting up the default file name.

8.  Select the destination path for the file in the Save to Folder field. Click the Browse button 
to build this path while you navigate to the desired folder. The path for the ACH file 

appears in the Create File field.

If you set up a Save To Folder in the Bank Account setup, the Save To Folder will be 
displayed. See the System Manager or Bank Reconciliation Training Manual for details 
on setting up the default save to folder.

9.  Enter Comments about the ACH file output.

10.  Click Create to begin processing. After the file is created, the cursor will return to a pointer.
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Use the Payment Register as an audit trail of the payments your company issues to Vendors.

The Payment Register has two parts. The first part lists the payments you entered to prepay 
invoices since the last time you posted payments. The second part lists the payments for which 
you prepared and printed checks and vouchers. The Date, Vendor IDs, Currency, Discount 
Date, Payment Date, Fiscal Period you selected when you prepared payments, the Bank 
Account ID, and Payment Exchange Rate appear on the screen.

To produce the Payment Register, follow these steps:

1.  Select Payment Register from the Pay Invoices menu.

Payment Register Menu
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2.  The Payment Register screen appears.

Payment Register Screen

3.  Select a Batch Code in which you have prepared payments. This field is only available when 
you select Yes to Use Batch Processing in the Business Rules function (page 3-7).

4.  The Invoices Due Date, Discounts Due Date, Vendor ID From and Thru, Currency ID, Fiscal 
Period and Year, Bank Account, Payment Date, and Payment Exchange Rate you selected 
when you prepared payments, are displayed.

5.  Select the check box if you want to print the report in Banded Rows format, which highlights 
lines in the report in alternating bands of color (or gray on monochrome printers). This 
makes wide reports easier to read. You can define your default preference for the banded 
rows format on the System Manager Business Rules. You can then override your default 
choice when you print the report.
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6.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . P O S T  P A Y M E N T S

Use the Post Payments function to post the payments you prepared and printed.

When you post payments, the status of paid invoices changes, Vendor totals and history 
information are updated for the invoices you paid, and payments are cleared to make way for 
the next payment cycle.

If you interface Accounts Payable with General Ledger, summary or detail entries for the 
payment, discount amounts and the realized gain or loss are made in the GL Journal.

If you interface Accounts Payable to Bank Reconciliation, entries are made to the 
disbursements for each payment posted.

If you use multi-currency, TRAVERSE automatically creates entries for any realized gains or 
losses due to fluctuating currency exchange rates, for payments in the accounts you specified 
in the System Manager Gains and Losses Accounts function, to record those gains and losses 
for correct accounting. Because individual transactions may have been recorded with different 
exchange rates, information is always posted in detail when you use multi-currency.

When you post payments, entries are made to several accounts in the GL Journal, as shown 
below.

The Realized Gains Account will be credited if you have had a gain on the exchange rate 
differences and the realized losses account will be debited if you have had a loss on the 
exchange rate differences. These Accounts will come from the Gains and Losses Accounts setup 
in System Manager.

The Cash Account will come from the Bank Account ID selected when preparing payments. The 
AP Account will come from the Distribution Code used for the Invoice paid. The Discounts 
Account will come from the Discounts Account entered into the Business Rules function.

Cash AP Discounts Realized Gains/Losses 

Account
CR DB CR DB CR
Accounts Payable 5-67



PAYING INVOICES

Post Payments
5

When posting payments for Purchase Order invoices that have had Deposits posted, you will 
see extra journal entries on the post log.

The AP and Cash Accounts will get the full amount of the invoice posted to them. The Deposit 
amount will be Debited and Credited to both the AP and Cash Accounts, to record the amount 
of the deposit into GL. (See the Purchase Order Training Manual for details on entering and 
posting Deposits.)

The Deposit Account will come from the Distribution Code used for the Purchase Order with 
the Deposit being posted.

To Post Payments, follow these steps:

1.  Select Post Payments from the Pay Invoices menu.

Post Payments Menu

Cash AP Discounts Realized Gains/Losses 

Account
CR DB CR DB CR

DB CR DB CR
(Deposit) (Deposit) (Deposit) (Deposit)
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2.  The Post Payments screen appears.

Post Payments Screen

3.  Before you Post Payments, perform the following activities:

• If you have a multiuser system, and do not use batch processing, make sure that no 
one else is using any of the pay invoices functions. 

• Prepare and Print the Checks and Vouchers.

• Output the Positive Pay and ACH files.

• Print the Payment Register.

4.  Select the check box stating to Do the following then check the box, indicating you have 
completed the required functions from above.

5.  If you use multi-currency, select the box to Print Log Using Base Currency. Clear the box if 
you want the log printed in the transaction currency.

6.  Select the Batch codes you want to include in the Post. You will only see the available 
batches if you select Yes to Use Batch Processing in the Business Rules (page 3-5). Select the 
All button to select all available batches. Select the None button to clear the check box for 
all selected batches.

7.  Enter any Comments you wish to carry over to General Ledger for future reference.
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8.  Select a command button:

Command Buttons

Activity Log Dialog Box

The Activity Log dialog box appears when you click Activity. The Activity Log dialog box tracks 
all post activity for administrative purposes. The system assigns each post a run ID.

Name Description

OK
Begins processing. A message appears when the post 
completes successfully. After you click OK to close this 
message box, the Post Payments Log appears.

Activity Click to view the Activity Log dialog box.

Reset Click to reset all values back to the defaults.

Name Displays

Post Run The system assigned post run ID.

Run Time The date and time the post was made.

Description The post description. 

User ID The user who performed the post. 

Comments
The comments, if applicable, entered in the 
Comments field. 

Print Log
A PDF version of the original log file if you click the ... 
button.
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NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.
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Post Payments Log
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . V O I D  P A Y M E N T S

Use the Void Payments function to cancel payments. This function is valuable if you printed 
and posted a payment by mistake and want to remove its record from the system. You can void 
payments by Vendor or by payment runs.

When you void a payment, several things happen:

• If Accounts Payable is interfaced with General Ledger, the cash account is debited 
and the Accounts Payable Account is credited for the amount of the payment. The 
Realized Gain or Loss Account is debited or credited, depending on if there was a 
realized gain or loss.

• Payment information is updated in Vendor and history.

• The invoice record is reinstated in open invoices, because you still have to make the 
payment.

• If you are interfaced to Bank Reconciliation the payment will be voided in the Bank 
Reconciliation module.

When you void payments, entries are made to several accounts in the GL Journal, as shown 
below.

Cash AP Discounts
DB CR DB

Realized Gains/Losses 

Account
DB CR
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To Void Payments, follow these steps:

1.  Select Void Payments from the Pay Invoices menu.

Void Payments Menu
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2.  The Void Payments screen appears.

Void Payments Screen

3.  To void payments for a single Vendor, select Vendor ID in the filter area and enter or select 
the Vendor ID. To filter for a single payment, select Payment No and enter the Payment 
Number, or select Payment Date and enter the payment run date. Click Apply to apply your 
filter.

4.  Posted payments that match your selection criteria appear in the detail section of the 
screen.

5.  The Payment No, Prepay, Payment Date, Payment Amount, Vendor ID, Currency, and 
Payment Run information is displayed.

6.  You can choose to select one payment or more than one payment, unselect all payments, or 
view details about a payment by selecting one of the following options:

• To void one payment, mark the Void box.

• To void all payments displayed, use the Select All button.

• To unselect all payments, use the Unselect All button.
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• To reset all values and clear the display, use the Reset button.

• To view details about a selected payment, use the Detail button. 

•The Void Payments-Payment Detail dialog box appears when you select a payment 
and click on Detail. This dialog box displays the invoices that were paid with that 
payment. The dialog box displays the Invoice Number, Invoice Date, Due Date, 
Disc Date, Gross Due Amt and Discount Amt. This dialog box is for informational 
purposes only, it shows the invoices that will be reinstated if the payment is 
voided.

Void Payments- Payment Detail Dialog Box

7.  Enter the Void Date, the Fiscal Period and Year. 

To keep your Aged Trial Balance in sync with the invoice being reinstated, use the same 
period and year as the original check was posted to, for the void period and year.

8.  Select the Status On Reinstated Invoices: Released, Hold, or Temp. 

9.  Enter any Comments you want displayed in the Activity box for future reference.

10.  If you are using multi-currency check the box to show the Vendor Currency. Otherwise 
clear the box to print the log in the base currency.

11.  To void the payments you selected, select Write.

12.  When the payments have been successfully voided, the Void Payments Log appears.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.
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Activity Log Dialog Box

The Activity Log dialog box appears when you click Activity. The Activity Log dialog box tracks 
all post activity for administrative purposes. The system assigns each post a run ID.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Displays

Post Run The system assigned post run ID.

Run Time The date and time the void was made.

Description The void description. 

User ID The user who performed the void. 

Comments
The comments, if applicable, entered in the 
Comments field. 

Print Log
A PDF version of the original log file if you click the ... 
button.
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Void Payments GL Log 
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Void Payments Invoice Log
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With the Banking add-on, you can pay vendors using a credit card bank account type. The 
setup and processing for these credit card payments is a little different than the process to pay 
a vendor using a check or EFT.

Below are the steps to follow to set up and process the credit card payment all the way through 
to paying the credit card company.

Setup:

1.  Set up a GL Liability account (an AP type account), for the credit card payments. It is best to 
have a Liability Accounts for each credit card which will be reconciled. If several physical 
cards are paid from one statement, those would all use the same account.

2.  (Optional) You may choose to set up an AP Distribution Code for use when paying invoices 
with credit cards. The primary difference between this Distribution Code and any other will 
be that by doing this, a second AP Account can be used for the liability in the period 
between when the invoice is posted and the prepayment is posted (see below). 

This should not be the same Account as in Step 1 above. This step can be skipped and 
the common Distribution Code and AP Account can be used if preferred.

3.  Set up a credit card Vendor (“VISA”, or whatever). If the optional Distribution Code was 
created in step 2, use it when setting up this Vendor. For the Vendor's default GL Account, 
use the Liability Account set up in step 1.

4.  Set up the “Bank” Account, in either System Manager or Bank Reconciliation, noting that it 
will not be an Account Type of “General” but a “Credit Card” Account Type. You will be 
required to enter the Vendor (“VISA”, etc.). Unlike “regular” Bank Accounts, you will not 
enter a GL Cash Account when setting up this account, as it will automatically be the Liability 
Account set up in the Vendor (Steps 1 and 3).

Processing the expense:

1.  Process an Expense or Item invoice as normal, whether through AP or PO, but if the invoice 
will be paid by a credit card, make sure to change the Distribution Code to the one related to 
this credit card account, if you set up the optional Distribution Code in Step 2 above. 

2.  Enter the lines for Expenses or Items (the bottom section) as you normally would with 
whatever Expense or Inventory GL accounts are appropriate. Confirm the invoice totals.

When entering a PO you will need to enter an invoice prior to entering a payment 
amount and credit card bank.
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3.  Click on the Payment tab and enter the amount charged to the credit card as the 
Prepayment amount. Other payment-related boxes will now become available for entry. 
Enter the Payment Number (comparable to a check number that would correspond to the 
payment), Payment Date, and (credit card) Bank Account ID. Verify the other fields. If there 
is any remaining payment amount, it will be entered in the Payment fields in the lower right 
of this payment entry area.

4.  Process the remaining payables or PO batch, print reports and post. GL entries will be debit 
to Expense or Inventory, credit to the AP Account (may be a unique GL AP Account if Setup 
Step 2 was performed.)

5.  Remember that because one or more invoices were “prepaid” by credit cards, it will be 
necessary to run an AP check cycle using the (credit card) Bank Account before these 
prepayments will be posted through. 

6.  When prepayments are posted, the GL entries from this post will be a debit to AP, and a 
credit to the Vendor GL Account. At this point, the Vendor GL Account becomes the AP 
Liability Account for the credit card balance: the liability is not in the AP GL Account. Bank 
Reconciliation will show a charge transaction in the credit card Bank Account.

Processing of the Credit Card Statement:

1.  When you get your credit card statement, you can use Bank Reconciliation to “clear” 
(reconcile) the invoices and credit card account payments by logging into Bank 
Reconciliation, Reconciliation and using the BR Cleared Transactions process with the 
statement just like one would with a bank account statement.

2.  When running the Reconciliation Report, the credit card statement should balance to its 
Liability Account (the Vendor GL Account) just like a bank statement balances to its Cash 
Account. 

3.  The credit card statement would then be entered, in total, as an AP Invoice. The GL 
“expense” distribution will be the GL Liability account entered for the Vendor in the Setup 
step above.

4.  When posted, that will move the liability amount (debit) from the credit card Liability 
Account to the AP Liability Account (credit). 

Paying the Credit Card Statement:

1.  The credit card statement is selected and paid via check like any other invoice using an 
operating Cash Account (not the credit card Bank Account).

2.  When the payment is posted, TRAVERSE will debit the AP Account and credit the Cash 
Account, while automatically posting a payment transaction to the Bank Reconciliation Bank 
Account tied to the credit card for use in reconciling the next credit card statement.
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3.  When the payment is posted to Bank Reconciliation, a payment entry is made to the credit 
card Bank Account to show the credit card has been paid. You will see this in the 
Reconciliation, Cleared Transactions screen.
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U S I N G  T H E  I N T E R A C T I V E  V I E W S  

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . M E N U

With the functions on the Interactive Views menu, you can view but not change the following 
payable information:

• vendor information

• invoice information

• transactions

• detail history

• summary history

• aged trial balance

• payment history

Use these functions if you need to examine (but not change) a vendor record, an address, an 
open invoice, summary history, detail history, payment history or view an aged trial balance. 

Using Interactive Views you can easily and quickly build and manipulate tables to display 
information. After selecting from the available criteria to display as filter fields, data items, 
column fields, or row fields, you can highlight columns and rows to have the selected rows and 
columns display as a graph below the table. To include multiple rows or columns in the graph, 
you can use the CTRL+ click (to select multiple rows or columns) and SHIFT+ click (to select all 
rows or columns between the first and second click) shortcuts, after selecting the first row and 
column. 

S o r t i n g  a n d  F i l t e r i n g

When you arrange the columns to your liking, you can sort, group, or filter the data by the 
column's contents. To sort and filter the data, right-click a column heading and use the 
functions outlined in the table below.

Button Name Select To

Sort Ascending

Sort the selected column’s data in ascending order.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  You can also accomplish this task by clicking 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . the column heading until  appears.
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F i l t e r i n g  b y  a n  I n d i v i d u a l  C o l u m n

To create a filter for a single column, click the funnel icon that appears once you place the 
cursor in the associated column and then select a filter option from the dropdown menu. 

Sort Descending

Sort the selected column’s data in descending order.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  You can also accomplish this task by clicking 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . the column heading until  appears.

Clear Sorting Remove all sorting options and revert to the default view.

Group By This 
Column

Group the identical entries from this column into a single group.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
NOTE:  If you group by column entry, you can right-
click on the grouped column heading to select from 
the options outlined in this table, or choose Full 
Expand to expand all of the grouped entries, Full 
Collapse to collapse all of the grouped entries, or 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .UnGroup to undo the grouped entry.

Column Chooser

Open the Customization window. With the Customization window 
open, you can click and drag columns to the window to remove 
them from the screen or click and drag columns from the window 
to place them back onto the screen.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
NOTE:  You can also remove a column from the 
form by clicking on the heading of the column and 
dragging it to the bottom of the screen and releas-

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .ing it when your cursor changes to an X.

 

Best Fit
Adjust the selected column to resize the column for the best view 
of that column’s data.

Clear Filter Remove all filter options and revert to the default view.

Filter Editor
See “Filtering Across All Columns” in the General Information 
guide for more information.

Best Fit (all 
columns)

Adjust all columns to resize for the best view all of the data at 
once.

Select To
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. 

From the drop down menu, you can also select from the entries in the selected column to 
group the column by the selected entry.

If you select (Custom), the Custom AutoFilter function appears. Select up to two filtering 
criteria for the selected column from the drop down menus, then enter a string of text or 
numbers to complete the condition and click OK.

S o r t i n g  a n d  F i l t e r i n g  P i v o t  C h a r t  D a t a

Right-click on the pivot table gray area or a field button when in Pivot Chart View for each 
application, to use the following functions: 

(Custom)

Enter criteria for filtering the selected column. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .NOTE:  View the following paragraph for additional information.

(Blanks) Display only entries with blank information in the selected column.

(Non 
blanks)

Display only entries with information in the selected column.

Select To

Refresh the data in the tables.

Remove the selected criterion from the 
table.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  See instructions in the “Filtering Across All Columns” section in the General 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Information guide for more information on filtering.

Move the selected criterion to the beginning, 
left, right, or end of the list of criteria.

Open the PivotGrid Field List, then click and 
drag the applicable fields to the desired 
locations.

Close the PivotGrid Field List.

Select To
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . V E N D O R  V I E W

Use the Vendor View function to view general information about a vendor. To change vendor 
information, use the Setup and Maintenance, Vendors function.

To use Vendor View, follow these steps:

1.  Select Vendor View from the Interactive Views menu.

Vendor View Menu
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2.  The Vendor View screen appears.

Vendor View Screen

3.  Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to 
include all records. Click Apply Filter to populate the grid below.

4.  Double click the blue Vendor ID to see the detail setup of the selected vendor.

5.  Refer to the Using the Interactive Views Menu section at the beginning of this chapter and 
the Interactive Views section in the General Information guide for more details on using the 
Vendor View.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the How to Use Grids Section in the General Information guide for 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . more details on how to add or take away columns from the grid screen.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . T R A N S A C T I O N  V I E W

Use the Transaction view to display information for unposted payables transactions. It allows 
you an alternative way to audit the transactions for accuracy besides printing the journals.

To view details on a vendor click on the blue Vendor ID, and you will be taken to the detail 
setup screen for that vendor.

To use Transaction View, follow these steps:

1.  Select Transaction View from the Interactive Views menu.

Transaction View Menu
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2.  The Transaction View screen appears.

Transaction View Screen

3.  Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to 
include all records. Click Apply Filter to populate the grid below.

4.  Refer to the Using the Interactive Views Menu section at the beginning of this chapter and 
the Interactive Views section in the General Information guide for more details on using the 
Transaction View.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the How to Use Grids Section in the General Information guide for 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . more details on how to add or take away columns from the grid screen.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . O P E N  I N V O I C E  V I E W

Use the Open Invoice View function to view open invoices that are on file for a vendor.

To view details on an invoice click on the blue Invoice Number or Transaction ID, and you will 
be taken to the detail history invoice detail screen for that invoice.

To view details on a vendor click on the blue Vendor ID, and you will be taken to the detail 
setup screen for that vendor.

To use Open Invoice View, follow these steps:

1.  Select Open Invoice View from the Interactive Views menu.

Open Invoice View Menu
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2.  The Open Invoice View screen appears.

Open Invoice View Screen

3.  Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to 
include all records. Click Apply Filter to populate the grid below.

4.  Refer to the Using the Interactive Views Menu section at the beginning of this chapter and 
the Interactive Views section in the General Information guide for more details on using the 
Open Invoice View.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the How to Use Grids Section in the General Information guide for 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . more details on how to add or take away columns from the grid screen.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . D E T A I L  H I S T O R Y  V I E W  

Use the Detail History View function to view purchase invoices and debit memos information.

To view details on an invoice click on the blue Invoice Number or Transaction ID, and you will 
be taken to the detail history invoice detail screen for that invoice.

To view details on a vendor click on the blue Vendor ID, and you will be taken to the detail 
setup screen for that vendor.

To use Detail History View, follow these steps:

1.  Select Detail History View from the View menu.

Detail History View Menu
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2.  The Detail History View screen appears.

Detail History View Screen

3.  Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to 
include all records. Click Apply Filter to populate the grid below.

4.  Refer to the Using the Interactive Views Menu section at the beginning of this chapter and 
the Interactive Views section in the General Information guide for more details on using the 
Detail History View.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the How to Use Grids Section in the General Information guide for 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . more details on how to add or take away columns from the grid screen.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . S U M M A R Y  H I S T O R Y  V I E W

Use the Summary History View function to view purchases, discounts, and payments for each 
vendor. 

To use Summary History View, follow these steps:

1.  Select Summary History View from the View menu.

Summary History View Menu
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2.  The Summary History screen appears.

Summary History View Screen

3.  Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to 
include all records. Click Apply Filter to populate the grid below.

4.  Refer to the Using the Interactive Views Menu section at the beginning of this chapter and 
the Interactive Views section in the General Information guide for more details on using the 
Summary History View.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the How to Use Grids Section in the General Information guide for 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . more details on how to add or take away columns from the grid screen.
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. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . A G E D  T R I A L  B A L A N C E  V I E W

The Aged Trial Balance View provides much of the same information as the Aged Trial Balance 
Report, but gives you greater flexibility in retrieving information about vendors and aged 
invoices. Use the following procedures to narrow your View.

To view details on an invoice click on the blue Invoice Number or Transaction ID, and you will 
be taken to the detail history invoice detail screen for that invoice.

To view details on a vendor click on the blue Vendor ID, and you will be taken to the detail 
setup screen for that vendor.

To use the Aged Trial Balance View, follow these steps:

1.  Select Aged Trial Balance View from the View menu.

Aged Trial Balance View Menu 
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2.  The Aged Trial Balance View screen appears.

3.  Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to 
include all records. Click Apply Filter to populate the grid below.

Options

Use the Options to set the Codes, Date ranges, and Period ranges for which you would like to 
see Aged Trial Balance information.
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. 

Aged Trial Balance Options Screen

1.  Use the Age By Date field to specify whether the information should be aged by Invoice or 
the Due date.

2.  Specify the Transaction Cutoff to use on the view:

By Date: Select the Date option, and enter a date to report on unpaid invoices with an 
Invoice Date (as entered in the Transactions function) on or before the date entered.

By Period: Select the Fiscal Pd/Year option and enter a period to report on unpaid 
invoices with a Fiscal Pd/Year (as entered in the Transactions function) in or before the 
specified period.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  All invoices not fully paid before the Transaction Cutoff point appear in the 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . View.

3.  Specify the Payment Cutoff to use on the view:

By Date: Select the Date option and enter a date to include payment information on 
fully paid invoices with dates (based on the date entered in the Prepare Checks 
function) between the date entered and the Transaction Cutoff point.
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By Period: Select the Fiscal Pd/Year option and enter a period and year to include 
payment information on fully paid invoices with periods and year (based on the period 
and year entered in the Prepare Checks function) in or after the specified period and 
before the Transaction Cutoff point.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Think of the period between the Payment Cutoff point and the Transaction 
Cutoff point as a window where both invoice data on unpaid invoices and payment 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . data on recently paid invoices appear.

4.  Select the Distribution Code From and Thru range for the View, or leave the fields blank to 
include all distribution codes.

5.  Select the Past Due Vendors Only check box to restrict the View to vendors with past-due 
invoices only.

6.  Choose the desired currency for the View, then check Print All in Base Currency to use the 
currency established in System Manager.

7.  Enter the Past Due days for the Past Due 1 to 4, to establish the number of aging period 
days on the view. These days will set the Aging dates. The default values are: 30, 60, 90, and 
120.

8.  Enter the Aging breaks. These are the dates that define aging buckets or categories with a 
particular aging status. These dates will be set by the Past Due days. Accept the dates, or 
edit if applicable.

9.  Click on the OK button to repopulate the View based upon your adjustments.

10.  Click Cancel to return to the View window without applying your changes.

11.  Click Reset to reset all values back to the defaults.

12.  Click Apply Filter to repopulate your screen with your new criteria from the Options 
screen.
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Aged Trial Balance View Summary View

The Summary View gives you a summarized view of aged balance information sorted by 
Vendor ID. 

To establish the summary view, drag and drop the Vendor ID column heading into the gray bar 
with the text “Drag a column header here to group by that column”.
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Aged Trial Balance View Detail View

When you click on the plus (+) sign next to the Vendor ID it shows a detailed view of Vendor IDs 
and Invoices selected in the Filter Criteria. Clicking on a blue Invoice Number causes the Open 
Invoice View screen for that invoice to appear.

Refer to the Using the Interactive Views Menu section at the beginning of this chapter and the 
Interactive Views section in the General Information guide for more details on using the Aged 
Trial Balance View.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the How to Use Grids Section in the General Information guide for 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . more details on how to add or take away columns from the grid screen.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . P A Y M E N T  H I S T O R Y  V I E W

Use the Payment History View function to view payment information for payments posted 
using the Post Payments function.

To view details on an invoice click on the blue Invoice Number, and you will be taken to the 
detail history invoice detail screen for that invoice.

To view details on a vendor click on the blue Vendor ID, and you will be taken to the detail 
setup screen for that vendor.

To use the Payment History View, follow these steps:

1.  Select Payment History View from the Interactive Views menu.

Payment History View Menu 
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2.  The Payment History View screen appears.

Payment History View Summary View

3.  Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to 
include all records. Click Apply Filter to populate the grid below.

4.  The Summary View gives you a summarized view of payment history information sorted by 
Vendor ID. Each of the summarized records expands when clicked, giving you a hierarchical 
view of payment detail associated with each vendor.
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Payment History View Expanded

5.  When you click on the Plus (+) icon next to the Vendor ID it shows a detailed view of the 
Invoice Numbers paid for the Payment Number selected.

6.  Refer to the Using the Interactive Views Menu section at the beginning of this chapter and 
the Interactive Views section in the General Information guide for more details on using the 
Payment History View.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the How to Use Grids Section in the General Information guide for 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . more details on how to add or take away columns from the grid screen.
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Before you use the Management Reports functions, complete these tasks:

• Set up your Vendors and codes using the Setup and Maintenance functions.

• Verify your Vendors and codes using the Master Lists and the Interactive Views 
functions.

• Enter all applicable transactions.

• Verify and post your transactions.

• Prepare and post payments.

Use the Management Reports functions to produce the following reports:

• The Aged Trial Balance Report shows the invoice balances divided into five aging 
periods. The detail report shows full detail for all invoices; the summary report 
shows only the aging period totals.

• The AP Analysis Report is an analysis of your company’s outstanding payables.

• The Payments History Report shows Paid Invoices, Check Numbers, Check Dates, 
and Payment Types. 

• The Purchase Analysis Report is an analysis of your company’s purchases based on a 
summary history period you specify, and of the last 12 periods’ trends.

• The Vendor Activity Report identifies your purchases, the vendors you purchased 
from, and how often you make purchases. 

• The Vendor Detail History Report shows the posted purchases and returns you 
made. You can generate a summary report or a detailed report.

• The Vendor Purchase History Report shows how much you have purchased from 
vendors. 
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The Aged Trial Balance Report shows invoice balances broken down into five aging periods. 
The information for this report comes from open invoices and payments posted in AP. You 
control the sorting, aging, currency and formatting criteria. In addition, you can select from 
multiple different levels of detail for the report.

View Invoice

• Detail: Shows invoice data such as Invoice Date, Type, and Status for each aging 
period. This view shows individual invoices, credit memos, and payments related to 
an invoice number.

• Summary: Prints a single line that summarizes all activity for each Vendor.

View Vendor

• Detail: Shows Vendor data such as Vendor Name, City, Region, Distribution Code, 
Class Code, and Phone number for each Vendor.

• Summary: Shows Vendor ID and Name.

To produce an Aged Trial Balance Report, follow these steps:

1.  Select Aged Trial Balance Report from the Management Reports menu.

Aged Trial Balance Report Menu
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2.  The Aged Trial Balance Report screen appears.

Aged Trial Balance Report Screen

3.  Select the range of Filter Criteria to include in the report. Leave the filter criteria blank to 
include all invoices.

4.  Specify the Transaction Cutoff to use on the report:

By Date: Select the Date option, and enter a date to report on unpaid invoices with an 
Invoice Date (as entered in the Transactions function) on or before the date entered.

By Period: Select the Fiscal Pd/Year option and enter a period to report on unpaid 
invoices with a GL Pd./Year (as entered in the Transactions function) in or before the 
specified period.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  All invoices not fully paid before the Transaction Cutoff point appear in the 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . View.
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5.  Specify the Payment Cutoff to use on the report:

By Date: Select the Date option and enter a date to include payment information on 
fully paid invoices with dates (based on the date entered in the Prepare Checks 
function) between the date entered and the Transaction Cutoff point.

By Period: Select the Fiscal Pd/Year option and enter a period and year to include 
payment information on fully paid invoices with periods and year (based on the period 
and year entered in the Prepare Checks function) on or after the specified period and 
before the Transaction Cutoff point.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Think of the period between the Payment Cutoff point and the Transaction 
Cutoff point as a window where both invoice data on unpaid invoices and payment 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . data on recently paid invoices appear.

Example: If you want to see your open invoices and payments for May 2017, you 
would set your dates as follows: Invoice Cutoff- 5/31/2017, Payment Cutoff-
4/30/2017. This will show all open, unpaid invoices and all payments and paid 
invoices for May, 2017. To see only your open, unpaid invoices at the end of May 
2017, you would enter the following dates: Transaction Cutoff- 5/31/2017, Payment 
Cutoff - 5/31/2017. This will show just open, unpaid invoices.

6.  Select the range of Invoice Distribution Codes From and Thru, to include in the report.

7.  Select whether you want to print vendor Detail or Summary information in the View 
Vendor section. Vendor detail shows Vendor data and a summary for each aging period.

8.  Select the Past Due Vendors Only box if you wish to see only vendors with a past due 
balance. Clear the box to view all vendors.

9.  Select whether you want to print invoice Detail or Summary information in the View 
Invoice section. Invoice detail shows invoice data and a summary for each aging period.

See the detailed descriptions of these selections at the beginning of this section for 
more details (page 5-5).

10.  Enter the Age By Date criterion for the report: Invoice or Due.

11.  Enter the Sort By criterion for the report: Vendor ID, Vendor Name, Class Code, Priority 
Code, or Distribution Code.

12.  Select the Page Breaks box to start information for each sort by value on a different page. 
Clear the box to print all information continuously.
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13.  If you use multi-currency, these print options are available:

• To print invoices that were entered in the base currency, select the base currency as 
the report Currency and clear the Print All In Base Currency box. Only invoices that 
were entered in the base currency are printed on the report.

• To print invoices that were entered in a currency other than the base currency, select 
that Currency as the report currency. Only invoices that were entered in the currency 
you select are printed on the report.

• To print all invoices (regardless of the currency in which they were entered), select 
the base Currency as the report currency and select the Print All In Base Currency 
check box.

TRAVERSE converts all invoice amounts from their original currency to the base 
currency (if necessary), then prints all invoices on the report. 

14.  Enter the Aging Days/Dates, the dates that define aging buckets, or categories of invoices 
with a particular aging status. The categories are Aging Date and Past Due 1–4. 

If you change the Aging Date, the four other aging bucket dates will change 
accordingly. Likewise, if you change the Past Due days, the dates will also change.

15.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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Aged Trial Balance Report -Vendor Summary-Invoice Detail
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Aged Trial Balance Report -Vendor Summary-Invoice Summary
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . A P  A N A L Y S I S  R E P O R T

The AP Analysis Report is an analysis of your company’s payables. The report has three parts. 
Each part compares the payables of a period you specify with those of a previous period, the 
average of the previous three periods, and the same period of the previous year.

• The first part of the report shows the Total Purchases and Outstanding Payables. 

• The second part shows the Total Payments, amounts that were Prepaid and Paid on 
Account, and amounts that were Eligible and Ineligible for a Discount. 

• The third part shows the Total Discounts that were Available, Taken, and Lost.

To produce the AP Analysis Report, follow these steps:

1.  Select AP Analysis Report from the Management Reports menu.

AP Analysis Report Menu
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2.  The AP Analysis Report screen appears.

AP Analysis Report Screen

3.  Enter the Fiscal Year for the report.

4.  Enter the Fiscal Period for the report.
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5.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . P A Y M E N T S  H I S T O R Y  R E P O R T

The Payments History Report lists Paid Invoices, Payment Numbers, Payment Dates, and 
Payment Types. This information comes from the invoices and payments that were posted by 
the Post Transactions and Post Payments functions. 

To produce the Payments History Report, follow these steps:

1.  Select Payments History Report from the Management Reports menu.

Payments History Report Menu
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2.  The Payments History Report screen appears.

Payments History Report Screen

3.  Select the range of Filter Criteria to include in the report. Leave the filter criteria blank to 
include all records in the report.

4.  In the Payments For area enter the range of Dates From and Thru, or the Fiscal Period and 
Year associated with the Vendor invoices to include in the report.

5.  If you use multi-currency, these print options are available:

• To print payments that were entered in the base currency, select the base currency 
as the report Currency and clear the Print All In Base Currency box. Only payments 
that were entered in the base currency are printed on the report.

• To print payments that were entered in a currency other than the base currency, 
select that Currency as the report currency. Only payments that were entered in the 
currency you select are printed on the report.
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• To print all payments (regardless of the currency in which they were entered), select 
the base Currency as the report currency and select the Print All In Base Currency 
check box.

TRAVERSE converts all payment amounts from their original currency to the base 
currency (if necessary), then prints all payments on the report. 

6.  Select the check box if you want to print the report in Banded Rows format, which 
highlights lines in the report in alternating bands of color (or gray on monochrome printers). 
This makes wide reports easier to read. You can define your default preference for the 
banded rows format on the System Manager Business Rules. You can then override your 
default choice when you print the report.

7.  Select the check box if you want to have a Page Break On Bank Account. This will give you a 
page break on the report for each bank account that has had payments posted to it.

8.  Select the View option for the report: 

• Detail - prints each payment for the vendor with Payment Number, Invoice Number, 
and Totals at the bottom. 

• Summary - prints a Total for your Sort By criteria.

9.  Select the Sort By criterion for the report: Vendor ID, Invoice Number, or Payment Number.

10.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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The Purchase Analysis Report is a summary analysis of your company’s purchases, based on 
the summary history period you specify and on the last 12 periods’ trends by period.

The report has two parts. 

• The first part shows the Current and Previous Years’ Purchases, and the Discounts 
Taken and Lost for the reporting Period, Quarter, and Year. 

• The second part shows the Purchases, and Discounts Taken and Lost for the 
Reporting Period and the Previous 12 Periods.

To produce the Purchase Analysis Report, follow these steps:

1.  Select Purchase Analysis Report from the Management Reports menu.

Purchase Analysis Report Menu
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2.  The Purchase Analysis Report screen appears.

Purchase Analysis Report Screen

3.  Enter the Fiscal Period for the report.

4.  Enter the Fiscal Year for the report.
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5.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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The Vendor Activity Report shows your Purchases, the Vendors you purchased from, and how 
often you made purchases. 

You should print this report as an audit trail before you delete records or purge history.

To produce the Vendor Activity Report, follow these steps:

1.  Select Vendor Activity Report from the Management Reports menu.

Vendor Activity Report Menu
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2.  The Vendor Activity Report screen appears.

Vendor Activity Report Screen

3.  Select the range of Filter Criteria to include in the report. Leave the filter criteria blank to 
include all records in the report.

4.  Select the Sort By criterion for the report: Vendor ID or Invoice No.

5.  Select the View option for the report:

• Detail prints each line item for each invoice. 

• Summary prints totals for each invoice.

6.  If you use multi-currency, these print options are available:

• To print invoices that were entered in the base currency, select the base currency as 
the report Currency and clear the Print All In Base Currency box. Only invoices that 
were entered in the base currency are printed on the report.
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• To print invoices that were entered in a currency other than the base currency, select 
that Currency as the report currency. Only invoices that were entered in the currency 
you select are printed on the report.

• To print all invoices (regardless of the currency in which they were entered), select 
the base currency as the report Currency and select the Print All In Base Currency 
check box.

TRAVERSE converts all invoice amounts from their original currency to the base 
currency (if necessary), then prints all invoices on the report. 

7.  Select the check box to Print Additional Descriptions. You can include additional 
descriptions only if you selected Yes to Use Additional Descriptions in the Business Rules 
function (page 3-7), and you are printing the report in detail.

8.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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The Vendor Detail History Report shows the posted purchases and returns you made. You can 
generate a summary report or a detailed report.

To produce the Vendor Detail History Report, follow these steps:

1.  Select Vendor Detail History Report from the Management Reports menu.

Vendor Detail History Report Menu
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2.  The Vendor Detail History Report screen appears.

Vendor Detail History Report Screen

3.  Select the range of Filter Criteria to include in the report. Leave the filter criteria blank to 
include all records in the report. 

4.  Enter the From and Thru range of Fiscal Periods and Years associated with the Vendors’ 
invoices to include in the report.

5.  If you use multi-currency, these print options are available:

• To print invoices that were entered in the base currency, select the base currency as 
the report Currency and clear the Print All In Base Currency box. Only invoices that 
were entered in the base currency are printed on the report.

• To print invoices that were entered in a currency other than the base currency, select 
that Currency as the report currency. Only invoices that were entered in the currency 
you select are printed on the report.
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• To print all invoices (regardless of the currency in which they were entered), select 
the base Currency as the report currency and select the Print All In Base Currency 
check box.

TRAVERSE converts all invoice amounts from their original currency to the base 
currency (if necessary), then prints all invoices on the report. 

6.  Select the Report Unit to include in the report: Base or Purchase.

7.  Select the View option to include in the report: 

• Detail - prints each line item for each invoice. 

• Summary - prints totals for the sort by criteria. 

• Check the box to View Lot/Serial Information on the report; otherwise, clear the 
box.

• Check the box to View Additional Descriptions on the report; otherwise, clear the 
box. This option is available only if you selected Yes to Use Additional Descriptions in 
the Business Rules function (page 3-7), and you print the report in detail.

8.  Select the Sort By criterion for the report: Vendor ID, Invoice Number, PO Number, Item ID, 
Location ID, GL Account, or Fiscal Year/Fiscal Period.

9.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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The Vendor Purchase History Report shows the Quantity you Purchased from your Vendors. 
The Percent/Total column shows the percent of the total purchases for a selected Period and 
Fiscal Year for a company.

You can list only Vendor purchase history, or you can include item history. If you elect to include 
Item history, the report shows the quantities of each Item purchased.

To produce the Vendor Purchase History Report, follow these steps:

1.  Select Vendor Purchase History Report from the Management Reports menu.

Vendor Purchase History Report Menu
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2.  The Vendor Purchase History Report screen appears.

Vendor Purchase History Report Screen

3.  Select the range of Filter Criteria to include in the report. Leave the filter criteria blank to 
include all records in the report.

4.  Enter the Fiscal Period for the data in the report.

5.  Enter the Fiscal Year for the data in the report.

6.  Select the box to View Item Detail; otherwise, clear the box.

7.  Select the Sort By criterion for the report: Vendor ID, Vendor Name or Class Code.

8.  Select a command button:

Command Buttons

Name Description

Reset Set all fields to their defaults.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.

Name Description
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Before you use the Periodic Processing functions, complete these tasks:

• Set up your vendors and codes using the Setup and Maintenance functions.

• Verify your vendors and codes using the Master Lists and Interactive View functions.

• Enter all applicable Transactions.

• Verify and Post your Transactions.

• Produce Payments and Reports.

Use the Periodic Processing functions for the following tasks:

• Use the Periodic Maintenance function to delete temp vendors and their history or 
paid invoices.

• Use the Manage 1099 Invoices function to edit 1099 flag and 1099 amount of 
individually paid invoice of 1099 vendor.

• Use the 1099 Processing function to summarize your vendor payments for the year 
for the Internal Revenue Service.

• If you use multi-currency, print the Unrealized Gains and Losses Report to view the 
gains and losses you would realized if all transactions were complete and closed at 
that moment. These values represent your unrealized gains and losses resulting from 
fluctuating currency exchange rates. If you do not use multi-currency, this report is 
not available.

• If you use multi-currency, use the Post Unrealized Gains and Losses function to post 
unrealized gains and losses to the accounts specified in the System Manager Gains 
and Losses Accounts function and create reversing entries in order to balance 
accounts for period-end processing.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  You can verify periodic processing is complete by using the Interactive View 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . functions to view vendor records, invoices, and history.
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. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . V E N D O R  A N A L Y S I S  R E P O R T

Print the Vendor Analysis Report before you do periodic maintenance. It shows the balances 
and cumulative purchases for the vendors you specify, and it summarizes the purchasing 
activity for those vendors. It can help you analyze your relationship with vendors. 

To produce the Vendor Analysis Report, follow these steps:

1.  Select Vendor Analysis Report from the Management Reports menu.

Vendor Analysis Report Menu
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2.  The Vendor Analysis Report screen appears.

Vendor Analysis Report Screen

3.  Select the range of Filter Criteria to include in the report. Leave the filter criteria blank to 
include all records in the report.

4.  Select the Fiscal Year you wish to view.

5.  Select the View option to include in the report: Current Period, All Periods, or No Periods.

6.  Select the box to include Year-to-date History; otherwise, clear the box.

7.  Select the box to include Last Year History; otherwise, clear the box.

8.  Select the box to Print Addresses with the Vendor ID; otherwise, clear the box.

9.  If you use multi-currency, these print options are available:

• To print invoices that were entered in the base currency, select the base currency as 
the report Currency and clear the Print All In Base Currency box. Only invoices that 
were entered in the base currency are printed on the report.
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• To print invoices that were entered in a currency other than the base currency, select 
that Currency as the report currency. Only invoices that were entered in the currency 
you select are printed on the report.

• To print all invoices (regardless of the currency in which they were entered), select 
the base Currency as the report currency and select the Print All In Base Currency 
check box.

• TRAVERSE converts all invoice amounts from their original currency to the base 
currency (if necessary), then prints all invoices on the report. 

10.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . P E R I O D I C  M A I N T E N A N C E

Use the Periodic Maintenance function to delete Temporary Vendors and Paid Invoices.

Periodic maintenance will allow you do regular data clean up by Deleting Temporary Vendors 
and their History and Paid open Invoices. When running periodic maintenance the only 
functions that will be executed are those that have a check in the check box and a date 
entered.

Unlike Accounts Receivable, the periodic maintenance in Accounts Payable is an optional 
function, to be run really only when you want to do data maintenance.

To perform Periodic Maintenance, follow these steps:

1.  Select Periodic Maintenance from the Periodic Processing menu.

Periodic Maintenance Menu
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2.  The Periodic Maintenance screen appears.

Periodic Maintenance Screen

3.  Make sure no one is in TRAVERSE viewing any of the records you may be deleting.

4.  Select the box when you have Printed The Vendor Analysis Report.

5.  Select the box to Delete Temporary Vendors and their History Before who are fully paid. 
Enter the date of the most recent invoices date to keep on file. Records with an earlier date 
will be deleted.

Temporary Vendors will have the Temp Vendor box selected in the Vendors Setup and 
Maintenance function (page 3-59).

6.  Select the box to Delete Paid Invoices with Invoice Dates Before. Enter the date of the most 
recent invoices date to keep on file. Records with an earlier date will be deleted.

7.  Enter Comments about the periodic maintenance run.

8.  When you are finished entering information, select OK to begin periodic processing. 

9.  When processing is complete, a confirmation box appears and you exit from the Periodic 
Maintenance function.

10.  Click Activity to view the Activity Log dialog box.
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Periodic Maintenance
. 

Activity Log Dialog Box

The Activity Log dialog box appears when you click Activity. The Activity Log dialog box tracks 
all post activity for administrative purposes. The system assigns each post a run ID.

Post Run - The system generated number used to identify the maintenance appears.

Run Time - The date and time the maintenance was run appear.

Description - The maintenance description appears.

User ID - The user who performed the maintenance appears.

Comments - Comments entered for the maintenance appear.

Print Log - Preview the selected maintenance log from the saved .pdf file.

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

OK Continue with your selection.

Activity View the Activity Log dialog box.

Reset Resets values to the default values.
Accounts Payable 8-11



PERIODIC PROCESSING

Periodic Maintenance
8

8-12 Accounts Payable



. .
 . 

.P E R I O D I C  P R O C E S S I N G

Manage 1099 Invoices
. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . M A N A G E  1 0 9 9  I N V O I C E S

The Manage 1099 Invoices function allows you to edit 1099 flags and amounts for 1099 
vendors' individually paid invoices.

The screen will display the invoices and payments that have been posted for the vendors that 
have been set up as 1099 vendors.

To use the Manage 1099 Invoices function, follow these steps:

1.  Select Manage 1099 Invoices from the Periodic Processing menu.

Manage 1099 Invoices Menu
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2.  The Manage 1099 Invoices screen appears.

Manage 1099 Invoices Screen

3.  Select the range of Filter Criteria to manage 1099 invoices for. Leave the filter criteria blank 
to include all records. 

4.  Select the calendar Year for which you want to manage invoices.

5.  Click Apply Filter to display the invoices for 1099 vendors that meet your filtering criteria.

6.  Select the box in the Current column to add the invoice to the amount to include in the 
1099, or clear the box to exclude the invoice from the amount to include in the 1099.
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7.  Select a command button:

Command Buttons

Activity Log Dialog Box

Name Description

OK Save the changes you made to the displayed 1099 
invoices to effect the 1099 processing.

Activity View the activity screen to see managing of 1099 
invoices and reprint the log.

Reset Set all fields to their defaults.
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The Activity Log dialog box appears when you click Activity. The Activity Log dialog box tracks 
all activity for administrative purposes. The system assigns each post a run ID.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Displays

Post Run The system assigned post run ID.

Run Time The date and time the manage was made.

Description The manage description. 

User ID The user who performed the manage. 

Comments
The comments, if applicable, entered in the 
Comments field. 

Print Log View the Activity Log for managing 1099 invoices.
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Manage 1099 Invoices Log
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1 0 9 9  P R O C E S S I N G

Use the 1099 Processing function to process 1099 forms. When you enter a vendor record, you 
indicate whether to produce a 1099 form for the vendor. The 1099 form summarizes your 
payments to the vendor for the year.

Send a copy of the form to the Vendor and the Internal Revenue Service. If you have more than 
250 forms, you must apply for approval to file electronically. After you get approval, send the 
1099 information (which the Accounts Payable system can produce for you) using approved 
methods. Obtain the circular containing procedure guidelines from the Internal Revenue 
Service.

You can use the 1099 payments for the specified year to prepare 1099 forms. 

You cannot submit electronically if direct sales are $5,000 or more or if you combine federal 
and state filing. TRAVERSE does not support payment amounts over $100,000,000.

To use the 1099 Processing function, follow these steps:

1.  Select 1099 Processing from the Periodic Processing menu.

1099 Processing Menu
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2.  The 1099 Processing screen appears.

1099 Processing Screen

3.  Select the range of Filter Criteria to produce 1099 forms for. Leave the filter criteria blank to 
include all records.

4.  The company’s Tax ID for Federal and State are displayed. These are pulled from the 
Company Information screen in System Manager Company Setup.

5.  Select the Calendar Year you wish to view. The amounts printed on the 1099 will come from 
the payment history. The periods to get the numbers from is taken from the period 
conversion table. The program will look for the periods that are within the calendar year 
selected.

6.  Click on Generate to generate the information to output to your 1099 output selection. 

This will gather together the information for each vendor indicated as a 1099 vendor 
and calculate the amount of 1099 payments for the calendar year.
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7.  Select if the vendor is going to be filing using the FATCA Filing (Y/N).

Select the box if you are an FFI making the election described in Regulations section 
1.1471-4(d)(5)(i)(A) and are reporting a U.S. account for chapter 4 purposes to which 
you made no payments during the year that are reportable on any applicable Form 
1099 (or are reporting a U.S. account to which you made payments during the year 
that do not reach the applicable reporting threshold for any applicable Form 1099).

FATCA filing requirements of certain foreign financial institutions (FFIs). Beginning in 
2014, an FFI with a chapter 4 requirement to report a U.S. account maintained by the 
FFI that is held by a specified U.S. person may satisfy this requirement by reporting on 
Form(s) 1099 under the election described in Regulations section 1.1471-4(d)(5)(i) (A). 
Additionally, a U.S. payor may satisfy its chapter 4 requirement to report such a U.S. 
account by reporting on Form(s) 1099. See Regulations section 1.1471-4(d)(2)(iii)(A). 
Form 1099-MISC is among the Forms 1099 used for such purpose.

8.  Select the bank accounts payments have been made from in the Bank Account List.

9.  Select the output criterion from the Output button at the top of the screen:

• To produce 1099-MISC forms for the year shown, select 1099-MISC Forms. The 1099 
information is printed in a format defined by the government.

• To produce a worksheet that lists the 1099 vendors, select Worksheet.

• To produce a file containing the 1099 information, select Magnetic Media, and skip 
to the Print 1099 Forms Magnetic Media screen (page 4-22).

• To produce the 1096 Summary Form, select 1096 Summary, which is a summary 
with a format defined by the government. 

10.  If you elected to print 1099-MISC forms or 1096 Summary, put the forms in your printer. If 
you elected to print the 1099 Worksheet, put plain paper in your printer. 
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11.  Select a command button:

Command Buttons

12.  The Print 1099 Forms Magnetic Media screen appears when you select the Header option 
on the Print 1099 Forms screen. 

13.  Select Generate then Magnetic Media. TRAVERSE checks to see whether a work file 
already exits. If it does exist, the following message appears:

File already exists. Do you want to start over?

Select Yes to delete the work file and prepare magnetic media from scratch. Select No 
to work with the existing work file. 

Name Description

Generate Gather together the information for each vendor 
indicated as a 1099 vendor and calculate the amount of 
1099 payments for the calendar year.

Activity View the activity screen to see generations of 1099 
forms and reprint.

Reset Set all fields to their defaults.

Output Select what you want to output for 1099s: 1099 MISC 
forms, Worksheet, Magnetic Media, or 1096 Summary.

Header Edit the Magnetic Media information that will be output 
in the header record of the file.

Saves the information generated and entered into the 
screen.
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14.  The Magnetic Media Header screen appears.

Magnetic Media Payer Tab

1.  The number of Records In The Input File is displayed. You cannot change this value.

2.  The number of Records For The Output File is displayed. Use it, or enter a different value.

3.  The Internal Revenue Service requires that the file be named IRSTAX; this name is displayed 
and cannot be changed.

4.  Your company’s Federal Info Tax ID is displayed and cannot be edited.

5.  The current year is displayed as the Payment Year and cannot be changed.

6.  Check the Prior Year Indicator box if you are submitting a prior year’s data. 

Example: In January 2017 you are printing 1099’s for 2015, you would check the box. 
If you are printing for 2016, you would leave the box blank.

7.  If your company is a foreign company, select the Foreign Corporation box; if not, clear the 
box.

The term foreign means non-United States. The term federal refers to the United 
States federal government. 

8.  Your company’s Name, Address, City/Region/Postal Code, and Phone/Ext information are 
displayed but can be changed.
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9.  Enter the Name control code found on the packaged 1099 information mailed to the payer 
every December.

Transfer Agent Tab

10.  Enter the transfer agent’s Name, Address, City/Region/Postal Code, and Phone/Ext 
information. If you are not using a transfer agent, skip these fields.

Transmitter Tab

11.  Your Company Name, Address, and City/Region/Postal Code appear in the fields on the 
Transmitter tab but can be changed. 

12.  Enter the Name of the person outputting the file. Enter the Name, Phone/Ext and Contact 
E-mail address of the person to be contacted if there are any questions.
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13.  Enter the five-digit Control Code assigned by the Internal Revenue Service. It is on your 
1099 magnetic media package mailing label.

14.  The Federal Tax ID (Tax Identification Number) is displayed.

15.  If the transmitter is a foreign company, check the Foreign Corporation box; if not, clear the 
box.

Software Vendor Tab

16.  Enter the vendor information on the Software Vendor tab.

17.  Select the Indicator: 

• Vendor means that a software company made the software that is outputting the 
magnetic media file. 

• In house means that the company that is sending the mag media has developers that 
made the magnetic media file being sent.

When using TRAVERSE to output your magnetic media file you should select Vendor 
for a Vendor created software. 

18.  Fill in the Name, Address, City, State/Postal Code and Contact Name.

19.  If software vendor is a foreign company, select the Foreign Corporation box; if not, clear 
the box.

20.  Enter the Phone/Ext for the phone number of the Vendor that wrote the program to 
output the electronic file.

21.  Close the dialog box to return to the 1099 Processing screen.
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22.  If you want to edit the 1099 records, edit the records displayed in the grid area at the 
bottom of the screen.

If you want to write the data to a hard drive, select Output. The Magnetic Media 
Output screen appears. Proceed to the Magnetic Media Output Screen section.

Vendor Detail Screen

23.  The Vendor Detail area appears when you select Generate on the Print 1099 Forms screen.

24.  You can edit the Account ID, Name, Name Control Code, Second TIN Notification flag, 
Form Code, Foreign Address, FATCA Filing(Y/N). 

The Name Control field is not required and can only be obtained from the mail label 
on the package of 1099 information which is mailed to the payer every December.

If you edit the box containing the amount of payment, this amount WILL NOT be 
written back to the vendor history record.

If you want to edit fields that are not displayed by default, right click on one of the 
column headings and select Column Chooser and drag and drop the field into the grid 
to view that information.

25.  When you finish editing, select Output and select your output format.

Magnetic Media Output Screen
8-26 Accounts Payable



. .
 . 

.P E R I O D I C  P R O C E S S I N G

1099 Processing
. 

26.  In the Save To Folder field enter the path you are transferring the 1099 information to, or 
click on the Browse button  to find the path to save the file. For example, enter 
C:\Documents if you want to send the data to the Documents folder on the C drive.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  The federal government no longer accepts floppy discs or tapes. The file must 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . be output to a hard drive and uploaded to the government’s ftp site or emailed.

27.  Select OK to save the path for the file output.

28.  Select Output, Magnetic Media to output the file to the selected path.

29.  When the magnetic media file has finished outputting to the drive indicated, the print 
1099 log dialog box appears.

30.  Follow the instructions in the magnetic media circular for transferring the file to the 
Internal Revenue Service.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

1.  The Print 1096 Summary screen appears when you select the 1096 Summary option on the 
1099 Processing screen. 

Print 1096 Summary Screen
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2.  Enter the Contact Name of the person the government can contact if there are questions.

3.  Enter the Contact E-Mail of the contact person the government can contact if there are 
questions.

4.  Enter the Telephone Number for the contact person the government can call if there are 
questions.

5.  Enter the Fax Number for the contact person the government can fax if there are questions.

6.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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1099 Form
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1099 Worksheet 1
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1099 Worksheet 2
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1099 Magnetic Media Log
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1096 Summary
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U N R E A L I Z E D  G A I N S  A N D  L O S S E S  

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . R E P O R T

The Unrealized Gains and Losses Report lists the amounts your company would gain or lose 
due to fluctuating currency exchange rates if all transactions were complete at that moment. 
This report is only available if you use multi-currency.

The amounts printed on this report represent unrealized gains and losses; that is, because 
open transactions exist, these amounts estimate the funds your company would gain or lose if 
all transactions were closed at that moment, using the current period currency exchange rate. 
Use this report as a tool to view how fluctuating exchange rates affect your business, and to 
verify the accounting entries TRAVERSE makes when you post unrealized gains and losses as 
part of your period-end processing.

The current period exchange rate is set up in System Manager, Setup and Maintenance, 
Currency Exchange Rates on the Period Rates tab. The period selected on the report selection 
screen will bring in the corresponding period’s exchange rate. If there is no period exchange 
rate set up the report assumes the exchange rate is 1.00.

You will only get results on this report if you have a Vendor setup with a foreign Currency and a 
Distribution Code with a GL Payables account with the company’s base currency and unpaid 
open invoices exist for the vendor with the payables account and the invoice with different 
currencies.

Follow these steps to print the Unrealized Gains and Losses Report:

1.  Select Unrealized Gains and Losses Report from the Periodic Processing menu. 

Unrealized Gains and Losses Report Menu
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2.  The Unrealized Gains and Losses Report screen appears.

Unrealized Gains and Losses Report Screen

3.  Select the range of Filter Criteria to produce the Unrealized Gains and Losses Report.

4.  Select the Fiscal Year and Period you want to print the report for.

5.  Select the View option to include in the report: 

• Detail - lists all transactions for each currency. 

• Summary - lists a single total GL journal entry for the appropriate accounts as 
specified in the System Manager Gains and Losses Accounts function.

6.  Select the check box if you want to print the report in Banded Rows format, which highlights 
lines in the report in alternating bands of color (or gray on monochrome printers). This 
makes wide reports easier to read. You can define your default preference for the banded 
rows format on the System Manager Business Rules. You can then override your default 
choice when you print the report.
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7.  Select a command button:

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Name Description

Reset Set all fields to their defaults.

Preview Preview the report on your monitor.

Output Output the report as a .pdf file and save it.

Send Email the report with the report attached as a .pdf file.

Print Print the report.
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Unrealized Gains and Losses Report-Detail
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. 

Unrealized Gains and Losses Report-Summary
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. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . P O S T  U N R E A L I Z E D  G A I N S  A N D  L O S S E S  

Use the Post Unrealized Gains and Losses function to balance accounts and close the books, as 
part of your period-end processing. This function is available only if you use multi-currency.

When you post unrealized gains and losses, TRAVERSE performs these actions:

• TRAVERSE scans through transactions and calculates the gain and loss amounts that 
would result if those transactions were closed at that moment using the Periodic 
Exchange Rate for the selected Period.

The current period exchange rate is set up in System Manager, Setup and 
Maintenance, Currency Exchange Rates on the Period Rates tab. The period 
selected on the report selection screen will bring in the corresponding period’s 
exchange rate. If there is no period exchange rate set up the report assumes the 
exchange rate is 1.00.

• TRAVERSE then creates entries for these amounts in the accounts you specified in 
the System Manager Gains and Losses Accounts function to balance accounts for 
correct accounting so that you can close the books. The source code in General 
Ledger for these entries is G1.

• TRAVERSE creates a reversing entry in the next period (with the date you specify) 
that reverses these entries to make way for the actual realized gains and losses that 
are recorded when you post payments. The source code in General Ledger for these 
entries is G2.

• Once you have posted unrealized gains and losses for a selected period you are not 
allowed to post unrealized gains and losses to that period again. This should be a 
period end process only.

The entries that TRAVERSE makes when you post are noted on the Unrealized Gains and Losses 
Report. Print this report before you post unrealized gains and losses to verify these entries.

When the post is run GL entries are made to the following accounts:

Unrealized Gains
Unrealized Gains 

Account

Accounts 

Payable
DB CR
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The unrealized gains and losses accounts come from the unrealized gains and losses accounts 
setup in System Manager. The Accounts Payable account comes from the distribution code for 
the invoice that calculated the gain or loss.

The following GL entries are made to the next period to reverse out the unrealized gain or loss:

Unrealized Losses
Unrealized 

Losses Account

Accounts 

Payable
CR DB

Unrealized Gains
Unrealized Gains 

Account

Accounts 

Payable
CR DB

Unrealized Losses
Unrealized 

Losses Account

Accounts 

Payable
DB CR
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. 

Follow these steps to Post Unrealized Gains and Losses as part of your period-end processing:

1.  Select Post Unrealized Gains and Losses from the Periodic Processing menu. 

Post Unrealized Gains and Losses Menu

2.  The Post Unrealized Gains and Losses screen appears.

Post Unrealized Gains and Losses Screen

3.  Select the Check Box when you have Set up periodic Exchange Rates for the current GL 
Period and Year. Print the Unrealized Gains and Losses Report.

You cannot continue until you set up these periodic exchange rates and select this 
check box.

4.  Select the Fiscal Year and Period to which to post unrealized gains and losses.

5.  Enter the Transaction Date to use for the reversing entry.
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6.  Enter any Comments for this post, if necessary.

7.  Select a command button:

• Click OK to begin processing. A message appears when the post completes 
successfully.

• After you click OK, the Post Unrealized Gains and Losses Log dialog box appears. 

Command Buttons

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
NOTE:  Refer to the Reporting section in the General Information guide for more 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . details on print options and selections when previewing the report.

Activity Log Dialog Box

Name Description

OK Process your Post Unrealized Gains and Losses.

Activity View the activity for prior post runs and reprint the post 
log for the selected post run.

Reset Set all fields to their defaults.
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The Activity Log dialog box appears when you click Activity. The Activity Log dialog box tracks 
all post activity for administrative purposes. The system assigns each post a run ID.

Post Unrealized Gains and Losses Log

Name Displays

Post Run The system assigned post run ID.

Run Time The date and time the maintenance was made.

Description The maintenance description. 

User ID The user who performed the maintenance. 

Comments
The comments, if applicable, entered in the 
Comments field. 

Print Log Not available for this function.
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account

A storage unit of financial data in accounting, usually grouping related information under one 
account number or account ID.

accounting period

A period of time in accounting, used to provide distinct units of time you can work with. For 
example, you might want a report to include transactions done in a particular accounting 
period.

activity

The changes in account balances resulting from transactions (sales, purchases, payments of 
wages, adjustments, and other journal entries) between the business and one or more outside 
parties.

aging

The process of classifying accounts payable into time periods determined by the number of 
days elapsed since the due date.

application

A software package made up of several related programs (functions) and files. Usually an 
application is named after a common accounting practicers example, Accounts Payable, 
Accounts Receivable, or Payroll.

back up

To make a copy of data for archival purposes. For example, you would want to back up history 
data before you purged history so that you could retrieve the data if you had to.

balance

(1) The difference between the total debit entries and the total credit entries for an account. 
(2) The total amount owed by a customer or owed to a vendor.

G
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balance sheet

A standard financial statement that summarizes the financial status of a business at a given 
time, according to the fundamental accounting equation Assets = Liabilities + Owner’s Equity.

base currency

In TRAVERSE, the currency selected in the System Manager Company Setup Company 
Information function as the base currency. While TRAVERSE stores both base and foreign 
currencies, all other currencies are converted to base currency.

conversion

The process of updating existing data, programs, or applications to the current version. See 
also installation.

discount

An amount subtracted from the full amount of a vendor invoice in return for prompt payment. 

distribution code

A code that indicates how amounts are to be distributed among general ledger accounts.

Employer Identification Number (EIN)

A number assigned by the Internal Revenue Service for tax purposes.

field

(1) A region on the screen that accepts input from the user. (2) One element of a record in a 
table. 

function

A menu item that leads to a full screen. Most functions have a corresponding program.

general ledger

A record of accounts in terms of a chart of accounts and accounting periods. The General 
Ledger application tracks the effects on accounts from transactions entered in General Ledger 
and interfaced applications, and it is updated by other applications interfaced with it.
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income statement

A standard financial statement that shows revenues, expenses, gains, and losses for an 
accounting period.

installation

The process of adding an application to an existing system. See also conversion.

interface

To join to another application for the purpose of having information entered in one application 
update information in another application.

inventory

The goods a business owns at a particular time, whether held for direct sale or for use in 
manufacturing goods for future sale. Manufacturing inventory is usually divided into raw 
material, work in process, and finished goods.

journal

A chronological record of transactions.

journal entries

Transactions recorded in a journal.

magnetic media

A diskette that contains 1099 data, submitted to the federal government in lieu of printed 1099 
forms.

material requisition

A document that a business uses to record internal use of stock items from its own warehouse.

menu

A list of applications, functions, options, or other menus.

miscellaneous debit

A transaction that nullifies a purchase, resulting from a return or an adjustment to the 
purchase transaction. Miscellaneous debits reduce the total amount of accounts payable due 
vendors. 
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post

To transfer information from one place to another, usually at the end of the day or at a distinct 
break in business.

program

A self-contained list of executable code, written and implemented to do a task. Most programs 
are represented by a function on a menu. 

prox terms

Terms of a business arrangement which specify that the payment’s due date is based on days 
from the beginning of the next month. See also regular terms. 

purge

To remove from the system.

record

A unit of information that has other pieces of information assigned to it. 

recurring entries

Journal entries you make regularly in the same amounts example, depreciation entries. You can 
set up recurring entries in the Recurring Entries function and copy them all at once at the 
appropriate times.

regular terms

Terms of a business arrangement which specify that the payment’s due date is based on days 
from the discount date. See also prox terms. 

restore

To bring information back to its original place and condition.

run code

A number that identifies the group a recurring entry belongs to.

table

(1) A grid that holds records and is visible. (2) An object that stores data.
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Taxpayer Identification Number (TIN)

Either an employer identification number or a social security number used by the Internal 
Revenue Service for tax purposes. 

temporary vendor

An organization or source of supply from which your business purchases goods or services only 
once.

1099 form

A form submitted to federal tax authorities for vendors from whom you purchased more than a 
specified dollar amount of goods or services. 

terms code

A code that serves as a shorthand notation for the terms of a business arrangement. 

transaction

An exchange between a business and another party, leading to an accounting entry. This entry 
is recorded in the GL Journal.

transfer agent

An agency or a person that has been contracted to perform the services of paying and 
reporting tax information to the Internal Revenue Service.

transmitter

The person or organization—the payer or an agent of the payer—submitting magnetic media 
files to the Internal Revenue Service. 

Transmitter Control Code (TCC)

A five-character number assigned by the Internal Revenue Service to the transmitter before the 
latter submits files on magnetic media.

vendor

A business from which your business purchases goods or services.
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