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INTRODUCTION
Overview

OVERVIEW

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:

e the Accounts Payable User’s Help
e the user’s help for other TRAVERSE applications

e 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:

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

e 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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INTRODUCTION
About Accounts Payable

ABOUT ACCOUNTS PAYABLE

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.

e 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.

e 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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SETTING UP AP
Setup Checklist

SETUP CHECKLIST

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.
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SETTING UP AP
Setup Procedures

SETUP PROCEDURES

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
e identification and credit information about your vendors

e 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.

2
3
4.
5

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

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

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

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

. 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:

e Do not use the following charactersinanIDorcode: | “ * & # * @ I.

Accounts Payable 2-5



Setup Procedures

¢ 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, WINOO1 and WINOO2 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, WINOO1 and WINOOS 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).
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Setup Procedures

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).
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SETTING UP AP
Initial Balances

INITIAL BALANCES

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 Ll

[ Interactive Views
[ Transactions
Copy Recuning Entries
Change Batches
[# Transaction Joumals
[ Pay Invoices
[# Management Reporis
[# Productivity Reports
[# Periodic Processing
[# Setup and Maintenance
[ Master Lists
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Initial Balances

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

| AP Transactions @| |

H K 4 1ofl b b b= X |@ 9 |[@ @ = |B3 @ Update Print ~ &l 5;‘
Tansacton No 00000057 ] Tensacton Type  [Tmoce . Netue | sa9a79] &
| Header | Adustment | Payments | Total |

Batch Code [pessesy DefaultBatch  Terms Cods [22Disc o] 2% 10, et 30

Location D Moot MINNEAPOLIS WAREHOUSE  Distrbution Code[D001 | Domestic

Tax Group 1D MN- T [%#| Taxable

Vendor 1D _AOEUUL Ace Computer Power Supply [+ 10991 . B

Default Allocation 1D Fiscal Period/ear 51 ! 2010

Invoice Mumber .123456 _-: PO Number - - ]

invacs Date 6/20/2010 | CorencylD [UsD | Exchfate 1 [

Notes
Re-sequence | Project »

| [temiD |Descripton  [LocationID | GLAccont | Quantty | Unt | untcost |  Bacost |
B0 |PurbngPace lWNooot o020 | 100000lPkG | 9075300 5075.30)

#

M| \4| Record 10f 1 |k (M) ok ==&

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 putin a
description that describes your initial balance entry.

6. Enter payments you made against invoices in the Prepaid Amount field on the payments
tab.
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SETTING UP AP
Initial Balances .

7. Select Post Transactions from the Transaction Journals menu.

Post Transactions Menu

Accounts Payable £

[ Interactive Views

[ Transactions

[ Transaction Joumals
Furchases Joumal
Miscellaneous Debits Joumal
Daily Sales Tax Joumal

[# Pay Invoices

[# Management Reports
[# Productivity Reports

[# Periodic Processing

[# Setup and Maintenance

[ Master Lists

8. The Post Transactions screen appears.

Post Transactions Screen

| - &P Post Transactions i3] |
P oKk | [ Activity | Reset
|¥| Do the following, then chedk the box.,
Complete AP Transaction Entry

Print the Purchases Journal
Print the Miscellaneous Debits Journal

|| Post all Invoices as Held

|| Print Log Using Base Currency

Select batch(es) to post

I R Default Batch
I» AR-Com AR Commissions

| Mone

Comments
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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

| Accourts Payable <

Interactive Views
Transactions
Transaction Joumals
= Pay Invoices
Change Invoice Status
Hold/Release Invoices
Select Payables
Edit Register
Prirt Checks
Payment Youchers
Create Positive Pay File
Create ACH File
Payment Register
Post Paymerts
Woid Payments
Management Reports
Productivity Reports
Periodic Processing
Setup and Maintenance
Master Lists
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SETTING UP AP
Initial Balances

11. The Prepare Payments screen appears.

Prepare Payments Screen

| A-F‘Preparel;awﬂen.ts Ié3| | %]
P OK | [ Activity | Reset

Batch Code HHEHIHE |

Invaices Due 104317207 [

Vendor ID From st

Thru |mas
HKD 6

Currency ID usD 15
Discounts Due 104317207 [
Payment Date [l
Fiscal Period/Year Blgd 7 (2017 [
Bank Account ID FNBOOT |
Payment Exch Rate [l

Comments

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.
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Initial Balances
13. Select Payment Register from the Pay Invoices menu and print the Payment Register.

Payment Register Menu

[ Accounts Payable A3
Interactive Views
Transactions
Transaction Joumals
[= Pay Invoices
Change Invoice Status
Hold/Release Invoices
Prepare Payments
Select Payables
Edit Register
Prirt Checks
Payment Vouchers
Create Positive Pay File
Create ACH File
Post Payments
Woid Payments
Management Reports
Productivity Reports
Periodic Processing
Setup and Maintenance
Master Lists

14. The Payment Register screen appears.

Payment Register Screen

| AP Payment Register. [£3 |
(& Print |[[5)Output - | [=3Send | |4 Preview | Reset

B

Patdycode Due Dates Fiscal Date

[Credt Invoices Period |
Discounts |* 3142013 | Year |
Vendor ID Bank Account ID
From l | J
Thru l Payment

. Date
Report Layout Currency ID

|| Banded Rows Exchange Rate |

15. 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.

16. Select Post Payments from the Pay Invoices menu.

Post Payments Menu

Accounts Payable

Interactive Views
Transactions
Transaction Joumals
[ Pay Invoices
Change Invoice Status
Hold/Release Invoices
Prepare Payments
Select Payables
Edit Register
Print Cheches
Payment Vouchers
Create Positive Pay File
Create ACH File
Payment Register
Post Payments
Woid Payments
Management Reports
Productivity Reports
‘eriodic Processing
etup and Maintenance
Master Lists

SETTING UP AP

Initial Balances
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Initial Balances

17. Click OK to post the payments that you just prepared. This will update your payment
history with the correct information.

Post Payments Screen

P OK | [ Activity | Reset
|#| Do the following then check the box

[ Print the Checks and Vouchers
Print the Payments Register

|| Print Log Using Base Currency
Select batch{es) to post

|| Default Batch
¥ Tues Tues Payments

|None_|

Comments

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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SETTING UP AP
Initial Balances

1. Select Transactions from the Transactions menu.

Transactions Menu

| Interactive Views
El Transactions
Transactions
Copy Recuring Entries
Change Batches
Transaction Joumals
Pay Invoices
Managemert Reports
Productivity Reports
Periodic Processing
Setup and Maintenance
Master Lists

2. The Transactions screen appears.

Transactions Screen

prr—
H K 4 l1ofl p M+ X |[[@A 9 |[B @ = |y @ Update Print - -ﬂiiﬁ_
Tansacton No 00000057 =] TansactonType  fivokce | NetDue [ sesars| (%
| Header | Adustment | Payments | Total |
Batch Code [ses22 . DefoultBatch TemsCode  [2%Disc || 2% /10, Net 30
Location ID mnooor o MINNEAPOLIS WAREHOUSE  Distrbution Code (D001 ~|  Domestic
Tax Group 1D ’ﬁh—.l j || Taxable
Vendor 1D @ Ace Computer Power Supply [+ 10991
Defaut Alocation D [ | Fiscal Period/Year | 6.0 / (010 |
Invoice Mumber @ PO Number | |
Invoice Date 6/30/2010 v | Cumency ID s o] EchRate|t ]
%
MNotes ‘ -
Re-sequence | Project »
| tem ID | Description | Location ID GL Accourt Quartity | Uit Urit Cost Ext Cost
Y 150 Plumbing Packa... | MNOOD1
#

M| 4 Record 1of1 |L||ﬂ|-+ =l o

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

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

| Accounts Payable <

[ Interactive Views

Transactions

[= Transaction Joumals
Purchases Joumal
Miscellaneous Debits Joumal
Daily Sales Tax Joumal

Pay Invoices

Management Reports

Productivity Reports

Periodic Processing

Setup and Mairtenance

Master Lists
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9. The Post Transactions screen appears.

Post Transactions Screen

| AP Post Transactions |63 |
P 0K | ] Activity | Reset
[#| Do the following, then check the box.
Complete AP Transaction Entry

Print the Purchases Journal
Print the Miscellaneous Debits Journal

|| Post All Invoices as Held

|| Print Log Using Base Currency

Select batch{es) to post

|| HHEHEE Defautt Batch
{* AR-Com AR Commissions

Comments

| More |

10. Click OK to post the transactions you entered in step 4, 5 and 6.

SETTING UP AP
Initial Balances .
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Initial Balances
11. Select Prepare Payments from the Pay Invoices menu.

Prepare Payments Menu
T

dccongs aickic 8
Interactive Views
Transactions
Transaction Joumals
[= Pay Invoices
Change Invoice Status
Hold/Release Invoices
Select Payables
Edit Register
Prirt Checks
Payment Vouchers
Create Positive Pay File
Create ACH File
Payment Register
Post Payments
Woid Payments
Management Reports
Productivity Reports
Periodic Processing
Setup and Maintenance
Master Lists
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SETTING UP AP
Initial Balances

12. The Prepare Payments screen appears.

Prepare Payments Screen

| AP Prepare Payments Iéﬁl | %]
P 0K | O Activity | Reset
Batch Code HEHHHE |
Invoices Due 104312077 [

Vendor ID From |aaa

Thru s
HKD &
Currency ID uso 15
Discounts Due 103172017 ||
Payment Date 83201 Rl
Fiscal PeriodYear alal / 2017 %

Bank Account ID FMBOD1 ||

Payment Exch Rate e

Comments

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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Initial Balances

Payment Register Menu

Accourts Payable b
Interactive Views
Transactions
Transaction Joumals
[ Pay Invoices
Change Invoice Status
Hold/Release Invoices
Prepare Payments
Select Payables
Edit Register
Prirt Checks
Payment Vouchers
Create Positive Pay File
Create ACH File
Post Paymerts
Woid Payments
Management Reports
Productivity Reports
Periodic Processing
Setup and Maintenance
Master Lists

15. The Payment Register screen appears.

Payment Register Screen

| AP Payment Register. [£3 |

@Print @]Dutpm: » ||z 5end | [ Preview | Reset

Batch Code

Report Layout

[+| Banded Rows

Due Dates Fiscal Date
Invoices | 1/31/2013 | Period
Discounts | 1131 | Year

Vendor ID Bank Account ID
From I I

Thru l J Payment
Currency ID ba

=

16. Print the Payment Register.
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SETTING UP AP
Initial Balances .

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

| Accounts Payable <

[ Interactive Views

[ Transactions

[ Transaction Joumals

[ Pay Invoices
Change Invoice Status
Hold/Release Invoices
Prepare Payments
Select Payables
Edit Register
Print Cheches
Payment Vouchers
Create Positive Pay File
Create ACH File
Payment Register
Post Payments
Woid Payments

[# Management Reports

[# Productivity Reports

[# Periodic Processing

[# Setup and Maintenance

[ Master Lists

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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Initial Balances
Post Payments Screen
| AP PostPayments i3 |

P OK | [ Activity | Reset

|#| Do the following then check the box

| Print the Checks and Vouchers
' Print the Payments Register

|| Print Log Using Base Currency
Select batch{es) to post

[ pepmesie Default Batch
[ Tues Tues Payments

Comments
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IMPLEMENTING AP
Overview

OVERVIEW

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
e |dentification 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 charactersinan ID or acode: | “' & #.

e 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.

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

e Use descriptive IDs. For example, WINOO1 and WINOO2 are more descriptive than
000001 and 000002.

e 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, WINOO1 and WINOQO5 leave room for three IDs in between.
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BUSINESS RULES

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

| System Manager <

= Company Setup
Company Information
Period Conversion
Bark Accounts
Gains and Losses Accounts
Description tems
Employees
Form Numbers
Transaction Numbers
Data Protection
Form Printers
Manage Attachments
Manage Document Deliveny
Import Mapped Data
Import Map Definition
Import Layout Defintion
BExport Layout Definition
Manage Catalog

[ Setup and Maintenance

[l Master Lists

& Tax Setup

[ System Audit

[ Admiristration

IMPLEMENTING AP

Business Rules
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Business Rules

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

Business Rules Screen

| SM Business Rules (€3] ‘
Print | Search -

(= Business Rules

(1]

=} Application Py 1
Archive Watermark Reprint I
AR - Accounts Receivable Use Archive Yes
BA - Banking B Defaults - GL Account I
BM - Bill of Materials/Kitting Cash Account 00-000-1000
BR - Bark Reconciliation COGS Account 00-000-5000
CF - Configurator :J\scounts :cccount Du—mu—oﬂ-oﬂﬂ—?gﬁ
Inventory Account
G Contigwator B Defaults - Transaction Entry I
M= Allow Orline Checks Yes
DR - Requirements Flanning Ak Transsctions Yes
FA - Fixed Assets Automatic Discount Update Yes
GL - General Ledger Check for Duplicate Invoice Mumbers Yes
HR - Human Resources Copy Additional Descriptions from SM/IN lkems Yes
IN - Invertory Default Inquiry in Vendor Cumrency Yes
JC - Project Costing Default Vendor Name in GL Diescription Yes
ME - MFG - Bl of Material Discourt an rafgte 4]
) Discount on Miscellaneous No
ME MRS Py Discourt on Sales Tax No
MR - MFG - Routing & Resources Freight Tax Class 0
PA - Payrol Misc Tax Class 0
PO - Purchase Order Use Additional Descriptions Yes
PS5 - Point-of-Sale Bl Interface - Application
5D - Service Director Bank Reconciliation Yes
S - System Manager General Ledger Yes
50 - Sales Order rverioey s
El Miscellanecus
T TRAVERSE Pantal Allow Posting Without Check Numbers MNo |
WM - Warehouse Management Allow Posting Without Creating ACH File Mo
% Configuration Group Allow Posting Without Printing Checks No
[#- Rale Allow Re-prepare After Printing Yes
Bank Account Display Partial
Check Saver Single
Past Payment Detail to General Ledger Yes
Post Transaction Detail to General Ledger Yes
Post Without Printing Joumals Yes
Print Motes on Remittance Yes
Use 1099 Yes |
Use Batch Processing Yes I
Use Transaction Allocations Mo I
Bl Vendor |
Audit Vendor Yes |
Load All Vendors in Setup Yes I
\
Archive
[ Aoy | [ oK | | Caned |
.
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

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.

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.

Accounts Payable 3-9



]
Business Rules

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
BA 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

Apply

OK

Cancel

Print

Description

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

Save the changes and exit the business
rules function.

Close the business rules screen without
saving any changes.

Preview and print a business rules
report.

Accounts Payable 3-13



Y .
Business Rules

3-14  Accounts Payable

Name

Search

Description

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



Business Rules Report

IMPLEMENTING AP
Business Rules .

Continental Products Unlimited
Business Rules List

Pagai

& pplication

A7 - Accounts Fayatie

ST 1042 AN

Group

Description Currant Valus
Archive

rohive YWatermark Feaprin

UsaArchive Yes
Destauits - GLACcount

C3sh Account 00-000-1000

OG5 Account 00-000-5000

Ciscoums ACcount 00-000-9030

invamiary Account 00-000-1200
Datauts - Traneaction Enry

Afiow Onilinz Chacks Yes

Al Trareacione Na

Anomatc Descoum Updais Yes

Cnack for Dupicalz invoko2 Numbars ¥es

Copy Acdiional Deecripions from SN [teme Yee

Dr=tauft iInquiry in Wendor CUITency Yes

Ceatauivendor Name In GL Description Yes

Dscoum an Fraig Na

Discount an Misceflan=ous Na

Descoum on B3 Tax Na

UsaAgdiionsl Descripdons Yes
Imartaca - Application

Bank Reconciliation Yes

Ganersl Latge er

invamary s
Mizcananzous

Aliow Posting Wiihout Chack Numbars. Na

Alpw Dosting Wihout Craging ACH Flie Na

Aliow Posting VWithout Prineing Chacks s

Alyw Ra-prapara After Printing Yes

Sank Account Display Pt

Ghack Savar Na

Post Payman Datal 1 Ganaral Ladgar ¥es

Agei Transaction Detall o Ganaral Ledger Yeg

Pasi Wiihoul Printing Journals Yes

Priml Noizs on Ramittanca Yes

Us2 1099 Yes

Usa Saich Procassing Yes

Usa Transaction Allocations M2
\iengor

At Vengor Mo

Laad Al endars in Sslup Yes

= End of Repart ==

Datault Valug

Na
Na

OPEN_SY STEM SiKant Hsttkamp:
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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

| System Manager +
Company Setup
Setup and Maintenance
Master Lists
Tax Setup
= System Audit
Invalid GL Accourt List
Audit Explorer
Activity
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2. The Invalid GL Account List screen appears.

Invalid GL Account List Screen

[Errre——— )
DOK Activity | Reset | Preview

Select Applications :

App 3| ||
[#| Accounts Payable
[#| Accourts Receivable
[*| Banking
[#| Bill of Materials/Kitting
[»| Bank Reconciliation
[« CRM
[#| Digital Dashboard
[*| Requirements Planning
[»| Fixed Assets
[*| General Ledger

| None |

[*] Inventory

[*| Project Costing

[»| MFG - Bills of Material

[*| Multicurency Feature

[%! MFG - Production

[+| MFG - Routing & Resources

[/ Payral

(%] Purchase Order

|| Poirt-of-Sale

1%/ Service Director o

App ID Table Mame [ Field Name [ Reference Value Account Number
I' [CPU].dbo.thPaDedu&Code EmpExpensefecct 1 8388

[CPL] dbo thlAp DistCode DepostGLACct DO0
|ap [CPULdbo tblApDistCode DepositGLACC 1001

AP [CPU]dbo tblApDistCode DepositGLACct D02
|ap [CPULdbo thiApDistCode DepositGLACct 1003

IN [CPU]dbo tblinStandardCostAdjust  GLAccount 6

SM [CPU]dba thlSmCarfigValue ConfigValue 8450

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

Name Description

OK Executes the list.
Activity Not Available.

Return the value of all fields on the list or

Reset .
report screen to their default values.

Preview View the list or report on your monitor.

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

Continental Products Unlimited

SM Invalid GL Account List Page
App ID | Table Name Field Name | Reference Value Account Number |
sMm [CPU].dbo. tbiSmTaxLoc GLAcot AZ 010002021
sm [CPU].dbo.tbiSmTaxLoc TaxRefAcct AZ 010002021
sM [CPU].dbo.tbiSmTaxLocDetail | ExpenseAcct AZ|0 000002021
sm [CPU].dbo.tbiSmTaxLocDetail | ExpenseAcct AZ|0 000002021
sMm [CPU].dbo.tbiSmTaxLocDetail | ExpenseAcct AZ|0 000002021
sM [CPU].dbo.tbiSmTaxLocDetail | ExpenseAcct AZ|0 000002021
sMm [CPU].dbo.tbiSmTaxLocDetail | ExpenseAcct AZ|0 000002021
sM [CPU].dbo.tbiSmTaxLocDetail | ExpenseAcct AZ|0 000002021
sMm [CPU].dbo.tbiSmTaxLocDetail | ExpenseAcct [azj0 000002021
sMm [CPU].dbo.tbiSmTaxLocDetail | ExpenseAcct AZ|0 000002021
sM |[oPULdbo.tbiSmTaxLocDetail | ExpenseAcct |azio 000002021
sM [CPU].dbo.tbiSmTaxLocDetail | ExpenseAcct AZ|0 000002021
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TRANSACTION BATCH CODES

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

| Accounts Payable ||

[# Interactive Views

[ Transactions

[ Transaction Joumals

[ Pay Invoices

[+ Management Reports

[+ Productivity Reports

[+ Periodic Processing

[=) Setup and Mairtenance
Wendors
Transaction Batch Codes
Payment Batch Codes
Class Codes
Distrbution Codes
Division Codes
Priorty Codes
Recuming Entries
Tems Codes
1099 Field Indicators
1099 Form Codes

[¥] Master Lists
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2. The Transaction Batch Codes screen appears.

Transaction Batch Codes Screen

‘ AP Transaction Batch Codes [£3| ‘ (]
= 1oi2 b MWk X | QA & B3 @&
Batch Code Description Peman. Purchases Jour. Misc Debits Jour Lock Ba. Lock Date Lock By Acthvity Default

B Y| Defauit Batch [ Unprinted Not Applicable [tock—| [ Aativitys| =]
AR-Com AR Commissions. = Not Appicable Not Appiicable | Lock | |- Activity- |
£ = |- Lock | |- Activity | =)

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.

3-20 Accounts Payable



IMPLEMENTING AP
Transaction Batch Codes

Command Buttons

Name Description
Activity List the batch users.
Lock Batch Lock the batch to prevent any activity in the batch.

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, ##i###.

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

Batch Activity Dialog Box

=] Batch Activity o2 G
Batch Code | ###££%
User D Trans Mo Date/Time

| Refresh | | Delete |

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

Refresh Refresh the list of users in the dialog box.

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.

Delete

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.
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Continental Products Unlimited
AP Transaction Batch Codes

| BatchCode | Description Permanent IPurchasesJouma\Stams| MiscDebitsJoumaIStatusi Lock Batch
for.sidrd Default Batch [ Unprinted Unprinted
AR-Com AR Commissions | MNotApplicable Not&pplicable

IMPLEMENTING AP
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Lock Date

Page 1

Lock By |
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PAYMENT BATCH CODES

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
T —

I Accourts Payable |

# Interactive Views

[# Transactions

[# Transaction Joumals

[# Pay Invoices

[# Management Reports

[# Productivity Reports

[# Periodic Processing

= Setup and Maintenance
Wendors
Transaction Batch Codes
Payment Batch Codes
(Class Codes
Distribution Codes
Division Codes
Priority Codes
Recuming Entries
Temns Codes
1099 Field Indicators
1099 Form Codes

[# Master Lists
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2. The Payment Batch Codes screen appears.

Payment Batch Codes Screen

| P Payment Batch Codes (¢ | =]
| 4 4ofa p b X A (& Ea @
. Batch Code Description . Permanent Check Status . Lock Batch . Lock Date Lock By . Activity Default
"!‘r“"#ﬁa‘#‘f Drefault Batch . s Mot Applicable .| Leck | .|_ Ac,t:vi_b,r | =]
FSEOO1 FSE Batch [se] Not Appicable [ |1 ativity. | el
.We]Frg Wells Fargo |sl Mot Applicable 1 Leck | C Activity o =]
....................................................... — i B

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.
e 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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Command Buttons

Name Description
Activity List the batch users.
Lock Lock the batch to prevent any activity in the batch.

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, ##i###.

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

Batch Activity Dialog Box

=] Batch Activity i G
Batch Code | #2###%
User ID Trans No Date./ Time

| Refresh | | Delete |

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

Refresh Refresh the list of users in the dialog box.

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.

Delete

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.
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Payment Batch Codes List

Continental Products Unlimited

AP Payment Batch Codes Page 1
Batch Code Description Permanent ‘ Check Status Lock Batch ‘ Lock Datal Lock By | Activity &
HHERER Default Batch v Not Applicable
Tues Tues Payments Not Applicable
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Class Codes are used as a sort criterion for the Aged Trial Balance and Vendor Purchase History

CLASS C

ODES

IMPLEMENTING AP

Class Codes

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

'.<.

Accounts Payable

| Interactive Views

Transactions
Transaction Joumals
Pay Invoices
Management Reports
Productivity Reports
Periodic Processing
[= Setup and Maintenance
Vendors
Transaction Batch Codes
Payment Batch Codes
Distribution Codes
Division Codes
Priority Codes
Recuming Entries
Tems Codes
1059 Field Indicators
1059 Form Codes

I Master Lists

2. The Class Codes screen appears.

Class Codes Screen

|- 4 Class Codes [£3] |
[ = | lofd p M|k X |E 9 |[§ @ = B3 @
| |Class Code Description |
B ———
!_“|Senr Service
|:iSoﬂ Software
| Lt Ltilties
|

Accounts Payable 3-31



I T
Class Codes
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 |2 to preview the list of Class Codes.
2. The Preview Report screen appears.

3. Select the Print button |4 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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Class Codes List
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DISTRIBUTION CODES

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

Accounts Payable |

[ Interactive Views

[# Transactions

[ Transaction Joumals

[# Pay Invoices

[# Managemert Reports

[# Productivity Reports

[# Periodic Processing

[= Setup and Mairtenance
Vendors
Transaction Batch Codes
Payment Batch Codes
Class Codes
Division Codes
Priority Codes
Recurming Entries
Terms Codes
1095 Field Indicators
1095 Form Codes

[ Master Lists
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2. The Distribution Codes screen appears.

Distribution Codes Screen

|- 4P Distrbution Cades (i3] | ]
KM 4 4o4 p e X A 9| B3 @
Distribution Code Description Payables Freight Misc Accrual Deposit
Doo1 Domestic 010002010 010001230 010001230 000006050 000001120
1001 Intemational 020002010 020001230 020001230 (000006050 000001120
1002 Intemational - Euro 020002012 020001230 020001230 000006050 000001120
T | 1003 Intemational - Yen 020002014 020001230 020001230 (000006050 000001120 ‘

2

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.

e 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 2 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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Continental Products Unlimited

Page 1

Al
Doo1 Domestic 010002010 010001230 010001230 000006050 000001120
1001 International 020002010 020001230 020001230 ‘000008050 000001120
1002 International - Euro 020002012 020001230 020001230 000006050 000001120
1003 International - Yen 020002014 020001230 020001230 000008050 000001120
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DIVISION CODES

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

| Accourts Payable <||
Interactive Views
Transactions
Transaction Joumals
Pay Invoices
Management Reports
Productivity Reports
Periodic Processing
[= Setup and Maintenance
Vendors
Transaction Batch Codes
Payment Batch Codes
Class Codes
Digtribution Codes
Priarity Codes
Recuming Entries
Terms Codes
1093 Field Indicators
1093 Form Codes
Master Lists

2. The Division Codes screen appears.

Division Codes Screen

|T~Pns_wsim Codes &3] - |

= ] 1of2 p W (k=X |B @9 |4 @ = B3 @

I I Divizion Code I Description

Intl Intemational Operations
2 |

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 X -
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:

B

1. Select the Print Preview button |2 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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Division Codes List

Accounts Payable 3-41



I .
Division Codes

3-42  Accounts Payable



IMPLEMENTING AP
Priority Codes

PRIORITY CODES

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

| Accounts Payable 1
Interactive Views
Transactions
Transaction Joumals
Pay Invoices
Managemert Reports
Productivity Reports
Periodic Processing
[= Setup and Mairtenance
Vendors
Transaction Batch Codes
Payment Batch Codes
Class Codes
Distribution Codes
Division Codes
Recurming Entries
Terms Codes
1095 Field Indicators
1095 Form Codes
Master Lists

:
2. The Priority Codes screen appears.

Priority Codes Screen

|T=Prm'nrity Codes (3] |

=TI | 1of2 p W (k=X | B 9 |4 @ = B3 @

I fPﬁoﬁtyCode :Description
L Low Prionty
M Medium Priority

[

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:

B

1. Select the Print Preview button |2 to preview the list of Priority Codes.
2. The Preview Report screen appears.

3. Select the Print button |4 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 List
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TERMS CODES

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
T—

| Accourts Payable |

[ Interactive Views

[ Transactions

[ Transaction Joumals

[# Pay Invoices

[# Management Reports

[# Productivity Reports

[ Periodic Processing

[= Setup and Maintenance
Vendors
Transaction Batch Codes
Payment Batch Codes
Class Codes
Digtribution Codes
Division Codes
Priarity Codes
Recuming Entries
1093 Field Indicators
1093 Form Codes

[ Master Lists
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2.

o v~ W

The Terms Code screen appears.

Terms Codes Screen

|- 4P Terms Codes 63|

1of5 b M (b= X |4 (& EEWF:S
Tems Code Dezcription Disc % Discount Days Met Due Days | Day Of Month Minimum Days
Y 17%Disc | 1% /10, Net 30 1.00 10 30 0
2% Disc 2% /10, Net 30 200 10 30 0
3%Disc 3% /10, Net 30 3.00 10 30 i]
CoD CoD. 0.00 0 0 0
Net30 0% Disc, Net 30 0.00 ] 30 i]

Enter the Terms Code.
Enter the Description of the code. The Description is printed on invoices and credit memos.
Enter the percent used to calculate the Discount amount of the payment.

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.

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.

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.

. 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 2 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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1099 FIELD INDICATORS

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

| Accounts Payable |

& Interactive Views

& Transactions

& Transaction Joumals

[ Pay Invoices

[ Management Reports

[ Productivity Reports

[ Periodic Processing

= Setup and Maintenance
Vendors
Transaction Batch Codes
Paymert Batch Codes
Class Codes
Distibution Codes
Division Codes
Priority Codes
Recurming Entries
Terms Codes
1095 Form Codes

[ Master Lists
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2. The 1099 Field Indicators screen appears.
1099 Field Indicators Screen

| AP 1033 Field Indicators. i |

1ofld p P p SN E: (& 3 B

| 1099 Field Indicator | Description ' i

2 Royalties 10,00
. 3 Other Income 600.00
4 Federal tax withheld 0.00
| 5 Fizhing boat proceeds 0.00
.G Medical and health care pmts 600.00
7 MNonemployee compensation 600.00
s Prmts in liet of dividends/int. 10.00
E] Direct Sales 5,000.00
.A Crop insurance proceeds 600.00
. B Gold parachute payment 0.00
E Gross attomey 0.00
. D Section 4094 Defemals 600.00
| E Section 409A Income 0.00

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.

Editing Field Indicators
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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. Select the Print button |4 in the toolbar to print your list.
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. Select the Print Preview button & to preview the list of 1099 Field Indicators.

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

1099 Field Indicator Description
Rent
Royalties
Other Income
.F'BCPEIE] ta withheld
Fishing boat procesds
.Mecﬁcai and hesalth care pmis
MNeonemployee compensation
Pmits in lieu of dividends/int.
.Dlrect Sales
Crop insurance proceeds
.Gold parachute payment
Gross attorney
Section 4094 Deferrals
Section 4094 [ncome

m o/ m & w /e | d o b M =

500.00)
0.00
0.00

600.00

&00.00

10.00
5,000.00|

600.00
0.00
0.00

500.00
0.00
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1099 FORM CODES

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

| Accounts Payable ]|

[ Interactive Views

[ Transactions

[ Transaction Joumals

[# Pay Invoices

[# Management Reports

[# Productivity Reports

[# Periodic Processing

[=] Setup and Maintenance
Vendors
Transaction Batch Codes
Payment Batch Codes
Class Codes
Distribution Codes
Division Codes
Priarity Codes
Recuming Entries
Tems Codes
1093 Field Indicators

[ Master Lists
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2. The 1099 Form Codes screen appears.

1099 Form Codes Screen

l1of5 b M b0 X & 9 |[§ Ha @
. 1055 Form Code Dezcription
Individual
Business

Corporation

T oW =

Partnership

3. The 1099 Form Code is displayed.

4. The Description of the code is displayed.

Editing 1099 Form Codes
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:

B

1. Select the Print Preview button |2 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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VENDORS

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

Accourts Payable </

# Interactive Views

[# Transactions

[# Transaction Joumals

[# Pay Invoices

[# Management Reports

[# Productivity Reports

# Periodic Processing

= Setup and Mairtenance
Transaction Batch Codes
Paymert Batch Codes
(Class Codes
Distribution Codes
Division Codes
Priority Codes
Recuming Entries
Temns Codes
1099 Field Indicators
1099 Form Codes

[# Master Lists

o =
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2. The Vendors screen appears with the General Tab displayed.

Vendors Screen-General Tab

|\ a4 vendors &3] | ]
HIH 4202 b Wb X|B @ @ =1 |53 @ contsctlink [ 4 Ll (g
Vendor ID 48] o ) Copy From

| General ‘gefaults | PayTo || Balance |

Name Ace Computer Power Supply Status Active |2
Contact Julie Simon

Address 1 1437 Belview Avenue

Address 2

City Richfiekd

Region MM Country |USA |

Postal Code 55423

Phone (612)-866-1100

Fax (612)-866-1111

E-mail saronp@osas.com

Intemet WWW OS35.COm Our Accourt No CPUDDD1

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.

)]

. 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.

y¥ge

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 gz 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

Alt008 B
dQ v «
Notes Priority |Reguiar ||
See attachment Status [Pubic [

Expires | )|
ARODE
Keywords
Link Document C\KentFies\Documents\Print Invoices From Histo ][]
Embed Document | Print Invoices From History. pdf || B
44 Record 10f1 | b | [][=] [kent [erazo1a |

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.

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

| General | Defaults |anTa | Balance |

|| Taxable

Terms Code 2%Disc |2 Division Code Dom i)
Distribution Code Do [l Currency 1D uso |2
Class Code Comp [l Priority Code ™M |2
|| Vendor Hold || Temp Vendor

GL Account 000006600 ]

Check Option Consolidated [

Tax Group 1D MN [

Payment Bank 1D |maa

Default Allocation 1D

. 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.

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

. 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.

. Select the Vendor’s Currency ID and Class Code. The Currency ID field is active only if you

use multi-currency.

. Select the payment Priority Code. Priority Codes are used as sort options in reports and

selection criteria on the Change Invoice Status screen.

. 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.

Maint_| 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.

Maint | 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
‘W 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
Vendor ID AcedD
| General | Defaults | PayTo .: Balance |
| Default | Pay To Information
Mame Ace Computer Power Supphy Check Delivery Paper Ll
Attention JJuiie Simon Accourt No
Address 1 1437 Belview Avenue Routing No
Address 2 Bank Account Type Mone |
1099
City Richfield Form Code ] |
Region MN Country |USA Ll Recipient 10
Postal Code 165423 Intl Prefoc | 011
Phone (612)-B66-1100

Memo

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.

Maint_| 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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Maint |

Maint |

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 O, 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:

e 1-rents

e 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

e A - crop insurance proceeds

B - golden parachute payments
e C- gross attorney fees
e 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

Vendor [D Ace0d01

Genersl | Defauts | PayTo |

Due 11,298.24| Prepaid 0.00
Last Purchase Date 04/30/2009 |+ Last Purchase Amount 2,415.35| Last Purchase Number | 123455
Last Payment Date 05/05/2009 |+ | Last Payment Amount 2,088.35 Last Payment Number
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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.

Document Type Delivery Method Dizplay Name Delivery To Subject Attachment Format
AP Voucher E-mail Julie Simon info@ozas.com#... Payment Voucher PDF
1 |FO ORDER E-mail Julie Simaon info@osas.com#... Purchase Order

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

Accourts Payable |4
Interactive Views
Transactions
Transaction Joumals
Pay Invoices
Management Reports
Productivity Reports
Periodic Processing
Setup and Maintenance
= Master Lists

Recuming Entries List

Vendor List

Vendor Detail List

Vendor Labels

3-70 Accounts Payable



IMPLEMENTING AP

Vendors
2. The Vendor Detail List screen appears.
Vendor Detail List Screen
| AP Vendor Datail List Ié&l | |§i§|

(2 Print | [ Output ~ | =4 Send | [J Preview | Reset

Data Filter W 2
And
Fiscal Year Sort By View Report Currency
20138 Vendor 1D w [%| Print AN in Base

Vendor Mame Summary

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

Select the Fiscal Year for which you want the Vendor history to print.
Select the Sort By criterion for the list: Vendor ID or Vendor Name.

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

N o v &

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

y9ge
¢ 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.

e 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

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.

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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Vendor Detail List

Continental Products Unlimited Fage 1
Vendor Detail List usoD
Detail By Vendor ID
Report Filler
Fiscal Year 2009
Report Currency uso Print All in Base Currency ez
Aceddd Status Actie PayTo
Ace Computer Power Supphy Ace Computer Powar Supply
1437 Belview Avenus 1437 Belvew Avenues
Richfield Richfied
MN UsA MM USA
565423 65423
Contact Julie Siron At Julie Sirmon
Intl Prefix o011 Intl Prefic 011
Phone [512}-855-1100 Phone (5128651100
Fax [612-866-1111 Owr AccountMo  CPLUOD01
Email infoi@osas. confmailtto imfoi@osas.com Check Delivery Paper
Internet WD SEE. comethttp /iwaw.osas.comé Account Mo
Check Option Consoldsizd Routing Mo
Priority Code [t 1098
GL Acct 000001230 Form Code o
Class Code Comp Recipient ID
Vendor Hold Mo Field Indicator 1
Temp Vendor Mo Foreign Address
Dist Code D001 2nd TIM Not
Div Code Dom
Tax Group ID MM Taxahle Mo
Currency ID uso
Terms Code 2% Diisc: 2% 710, MNet 30
Payment Bank ID
Amount Due 11,29824 Amount Prepaid 000
Date Amouni Number
LastPurchase 4/302009 2,415.25 123456
LastPayment 5/5/2008 2,08835
Memo

History Information {2009}
Pd Purchases Paymenis Disc Taken Disc Lost 1099 Pmits

1 81210 0.00 000 000 0.00

12500 0.00 0.00 000 0.00

3 125,00 o.o0 000 000 0.00

4 6,696.83 2,00000 000 0.00 000

5 0.00 15, 12854 000 32368 000

Total 7. 70889 17, 12854 Q.00 32368 000
TI22/2009 1151 AM OFEMN_SY STEMSHKeniHe
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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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Transactions
Transaction Joumals
Pay Invoices
Management Reports
Productivity Reports
Periodic Processing
Setup and Maintenance
[= Master Lists

Recurming Entries List

Wendor List

Wendor Detail List




2. The Vendor Labels screen appears.

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

Vendor Labels Screen

|- 4P vendor Labels i3] |

& Print |[[5)Output - | [=dSend | |4 Preview | Reset

Data Filter W7
And
Label Style: Default ~ | [ Desiogn [ x
Sort By = |Times Mew Roman |#| 9.75 |«| B [ u é e g 5
Vendor Name
7| e N
g =l [H] Detail
il I R e i
o e
bt | RN AME] i R
- Addressil . ...
L | - kewy
Y PHdn
h=] .
g "
m
=i
o
3
[l i
T s Iy
‘éﬁ entityList_11 ‘-.;j bindingSource1
|;}_ﬁ Designer|
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=]

[

Zoom Factor: 100
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Field List
Use this tab to view the schema of the
datasource which is currently bound to the

Report Explorer label. Also, this tab may be used to bind existing
Use this tab to navigate through elements of the label. label controls to data, or to create new bound
You can use it when building a label to quickly access all label controls. To do this, simply click the desired
of the elements of a label and their properties, and to field item in the Field List window and then drag
see the whole label structure. and drop it onto the label or a bindable label
\ control.
Label Styke: i FEEE
Repart Explorer (][] reeisox EElE 7 2. 1. Es EZ
IE [ vendorlabe1 ) [H] Detal =[] Vendor .
=[] Detad | Standard Contre [~ ][l o -] [E] Addr
=1 ] paneiNndarLabels ] Adcr2
& btVendarld & [E] BarkAccthhum
S ey sl Zoom Panel
Ay ot gl Chart 3 [E] CheckDekvery T 1 . . .
ﬁ,mﬁgm Bl chedkor - H CrackOntin This section displays the
ttPostalCode ChkOpt
,e_jmwm B ¢ & G cyrrent value of the zoom
D : [ InsetBand X| 5 TopMargin H i /gcltor. To change the zoom
. - i"“mn_ :“"’:“‘:"" B factor at design time, use
o [operties ageHeader .
& v — L ?.:'.;':,:{;i"“” the corresponding buttons
-‘IJI‘J i o on the Context Menu.
= =
@ - 73 e — View Tabs
Gl ) = = Use the Designer and
= entityList_11 .
5 e [] intiPrefic Preview buttons to
| i - ™ : CheckMum . .
: ' ! [ Desiger @ evmdeac } v J bt quickly switch between

the two types of views
uring 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.

Toolbox /

Use this tab to ad
standard controls

Context Menu
(o] Use this menu after right-clicking
the label. Simply any element in the label designer
drag and drop a area. It provides you quick access
item onto the lapel. to the most popular options,

according to the current context.

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.

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

=
®og jo0] H]

;HE

ShopFloorLabel Tasks

T . | -Desiﬁn in Repaort YWizard, ..

. = B Detal Daka Source |dataSetl |
k] - [rata Member ||
Data Adapter | (none) |

Filker String o

Report Units |HundredthsOfanInch [l

Style Sheet  |{Collectiony [

Watermark | {Mone) ae|

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

Reports Wizard

Label Information

Select one of the predefined labels by specifying the Product and its ID. The
type selected defines the label's size and the type of paper used.

Top
margin

Side margins

J'|-— Harizantal pitch —-|

Wertical
pitch

=
" TN

umkber
Lo

Mictth { 3 |
3
Al

Mumber Across —————

| Cancel

<« Back

Label Products:
Avery standard ||

Product: Mumber:
5163 Address | Shipping e

Label Information

Width: 400
Height: 200
Page bype: Letker
Page size: (8503 1100}
|| Mext = | Finish |

¢ 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.

Reports Wizard

Customize the Label's Dptions
‘fou can adjust the label's parameters here if required.

Top Side margine
margin LI-— Horizontal pitch —-|
Micith {
Wettical :
pitch HBTM

umber
Lo

T_T
|

|

N W

Mumber Across

Page Size:

Letter (850 x 1100}

| Cancel

< Back

Labe! width: koo, |5
Label Height: 200 |5
Yertical Pitch: 200 | &
Horizontal Pitch: 419 |8
Top Margin; 5014
Side Margin: 16 8
(£
[[o Finish

¢ 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

Reset
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Name Description
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.

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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Vendor Labels

AceD01

Ace Computer Power Supply
1437 Bellview Avenue
Richfield
(612)-866-1100

IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
Cabii2

{Computer Systems Inc.
75Morth Industrial Road
‘Woodbury
(612)-374-4257

l[!&!IIIIIIIIIIIIIIIIIIIIIIIIIII

Digi

Digital CO-Rom Drives
8042 Schneider' Way
Rochester
(812)-581-5042

IIIIIIIIIIIIIIII"IIIIII”"IIII
Met017

Metro Vechicle Leasing Inc.
101 West Highway 12
Minneapolis
(5812)-944-7338

IIIIIIIIIIIIIII"IIIIIIIIIIIII"
Ntp015

MNarthern Territories Power Co.
500 Hennepin Avenus
Minneapolis
(612)-458-5148

III!!IIIIIIIIIIIIIIIIIIIIIIIIIII

Rem0

Remote Power Supply Inc.
610 Jefferson Strest
Minneapolis
(B12)-241-2045

MM BB423

MM BB125

MM 55501

MM 55404

MM 55406

MN 55405
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Advo03

Advanced Cirquit Boards Plus

2 Rockford Parklawn Circle

Edina MM  5B4Z4
(612)-846-2011

IIIIIIIIIIIIIIIIIIIIIIIIII"IIII
Comio2
Commuciation Programming LTD.
207 Western Parkway
Fort Dodge 14
(515)-641-0222

IIIIIIIIIIIIIIII"IIIIII“IIIIII
Hdroo7

Hardrive Memory Supply
402 Orbital Plaza

St. Paul

(612)-675-42038

I_IIIIIIIIIIIII""III"IIIIIIIII
Mic00&

Micro Processors Lid.
1 Harbour Road
Wanchal
85228088383

50501

MM 55100

PCEQ0D

PC Builders

1248 Pacific Strest
Minneapolis
(612)-450-0024

III1I3|IIIIIIIIIIIIIIIIIIIIIIIII"

Spel

Spectrum Test Equipment
274 Madison Avenus
Chicago IL
(312)-420-0540

MM 55459

60640

Bin004

Binary Marketing Soluions
184 Park Street Morth
Bismark MND
(701)-482-1684

DayD16

Daylight Reality Corporation
Laxenburger StraBe 8-10

Vienna 1100
43 7668323

IIII"III""III"IIIIIIIII
Lan0o3

Local Area Metworks Inc.
2215 Bth Avenue
Hermantown
(812)-555-105638

IIIIIIIIIIIIIIIIIII"III“"IIII
Mod011

Modems Plus

2451 Winnetka Orive
Bloomington
(812)-T84-1234

Ilolr!sllIIIIIIIIIIII"IIII“IIII"

Peri0

All Peripherals Inc.
2001 West 30th Street
Minneapolis
(612)-544-1254

53501

MM 55E11

MM 55431

MM BB41T
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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

I Accounts Payable <

B Interactive Views

[# Transactions

[ Transaction Joumals

[# Pay Invoices

[ Management Reports

[ Productivity Reports

[ Periodic Processing

[# Setup and Maintenance

= Master Lists
Recuming Entries List
Wendor Detail List
Wendor Labels
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2. The Vendor List screen appears.

Vendor List Screen

.......................... 8
iz Print L[n'l:‘qOutput - | [=1Send | [ Preview | Reset
Data Filter

And

)

Sort By

Division Code |
Class Code
Dist Code

Report Layout

|| \View Pay Teo Informaticn

|| Banded Rows

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

. 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

Name
Reset
Preview
Output
Send

Print

IMPLEMENTING AP

Description

Set all fields to their defaults.
Preview the report on your monitor.

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

Vendors

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

Print the report.

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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Continental Products Unlimited
Vendor List
Sorted By Vendor ID

Page 1

Report Filier Print Pay To Informafion ez
Vendor ID Address Status Contact Division Code
Vendor Name Phone i Fax Class Code
Cur Acct Number E-Mail Dist Code
AceDil 1437 Belview Avenua Active Julie Simon Dom
Ace Computer Power Supply ([6123-866-1100/ (512:865-1111 Conmp
CPLI0001 Richfield, MM 55423 infa@osss.comemailioino@ossscom  DOO1
PayTo 1437 Balview Avenue Julie Simon
Aga Computer Power Supply (612}-8565-1100
Richfield, MM 55423
Adv0DE 2 Rockford Parklawn Cide fictive ‘Gabnells Scott Dom
Advanced Cirquit Boars Pus (612+846-2011 / (6128462000 Comp
CPUPK1 Edina, MN 55424 info{@ozas comstmaito mio@osas com D001
PayTo 2 Rociford Parklawn Cice Gabriella Scott
Advanced Cirguit Boads Pus (6128452011
Edina, MM 55424
Bin0D4 164 Park Street Nodh Active Thos. Boswel Dom
Binary Merketing Soltons (FO13462-1584 / (TO1}462-1524 Sen
CPUMN Bismark, ND 52501 info@osas comemailtomio@ossscom  DOO1
PayTo 164 Park Streat MNodh Thos. Boswel
Binary Marketing Solfons [TO1}-462-1584
Bizmark, ND 58501
CabD12 75 Morth Industnel Rosd Acthe Matide Brunfed Dom
Computer Systene Inc. (612)-374-4257 / (5123744237 Cormp
cPuA Woodbury, NN 55125 info{@osas comsmaito nio@osas com DoD1
PayTo 75 Morth Industnal Roed Matilds Brurnfed
Computer Systems Inc. [§12}-3744257
Woodbury, MM 55125
ComDD2 207 Westemn Parway Acthe Chares Wabsiar Dom
Commugciation Progranmming LTD (5153-541-0222/ (5156410221 Soft
CPUMMND1 Fort Dodge, 14 50501 info{@o=sss.com#mailto :nfoi@osas.com D001
FPayTo 207 Westem Pethasy Chares Webser
Commuciation Progmmming [G15-6410222
LTD:
Fort Dodge, A 50501
DsyD16 Lexenburger Simba 510 Active Ragins Appebes Inti
Dayfight Resiity Corpomston 43 TE6328 [ 43 765331 Sen
cPU Vienna, 1100 info@osas.com#maiitonio@osescom 002

PayTo

Laxanburger St=ba 510

Dayiight Reslity Corpomton

Ti22/2008 11:52 AM
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RECURRING ENTRIES

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
——

Accourts Payable <

[# Interactive Views

[ Transactions

[ Transaction Joumals

[ Pay Invoices

[+ Management Reports

[+ Productivity Reports

[+ Periodic Processing

[=) Setup and Maintenance
Vendors
Transaction Batch Codes
Payment Batch Codes
Class Codes
Distribution Codes
Division Codes
Priority Codes
Tems Codes
1099 Field Indicators
1093 Form Codes

[¥] Master Lists
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2. The Recurring Entries screen appears with the Header tab displayed.

Recurring Entry Screen-Header Tab

Recur ID Monthly |22/ Run Code 2 [2#]] copy From

Header | Biling | Totals | Higtoy |

Vendor ID Ntp015

Invoice No PO Mo R-200

Tems Code Net30 = Tax Group 1D MN v [ Taable
Distribution Cods | D001 = Curency ID usD

Notes

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

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.

&

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.

Recur ID

Billing Tab

Monthy | Run Code 2 |#d| Copy From

| Header | Bling | Tatels | Higtory |

Starting Balance 0.00 Remaining Balance 0.00
Starting Date 10/27/2019 || Cutoff Date 10/26/2020 ||

Total Paymerts 0 Remaining Paymerts 0
Biling Type Monthly Biling Interval
Last Biling Date Next Biling Date

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.

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

. 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.

. 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.

. 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)

Entry No. 1
Item ID s+ Tax Class 0 |
Description Blectric Bil GL Account poooQi200 000 |
Raw Materials
GL Description
Additional Desc
Quantity 1.0000| Unit
Unit Cost 300.0000
Ext Cost 300.00

L S S S B

3-88 Accounts Payable



IMPLEMENTING AP
Recurring Entries

Item Detail (Summary) <

ftem 1D Description GL Acct Quantity | Unit Unit Cost Ext Cost

> S o B 000001200 1.0000 300.0000 300.00

i 4. Record 10f 1 |ibf|ph|4

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.

Maint | 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.

Maint_| 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
Recur ID Morthly [+ Run Code 2 [#| copy From
| Hgader | Bling | fictaké | Higtory |
Subtotal 30000 Tax Class
Freight 000 [0 ]
Misc o.00| [0 =
Sales Tax 0.00
Total 300.00

1. The Recurring Entry Subtotal, Sales Tax amount, and Total appear.
2. Enter the Freight charges for the Recurring Entry.
Maint_| 3. Select the associated Tax Class.
4. Enter the Misc charges for the Recurring Entry.
Maint | 5. Select the associated Tax Class.
6.

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

Recur ID Monthly
| Header | Biling | Totals | iHistoryi

Order Number
P coooo0s0

Copy Date Biling Date
10/27/2019 10/27/2019

IMPLEMENTING AP
Recurring Entries

Amount | User ID
300.00 Demo

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

| Accounts Payable /|

B Interactive Views

[ Transactions

& Transaction Joumals

[ Pay Invoices

[# Managemert Reports
& Productivity Reports

& Periodic Processing

[# Setup and Maintenance
Bl Master Lists
Vendor List
Wendor Detail List
Wendor Labels
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2. The Recurring Entries List screen appears.

Recurring Entries List Screen

| AP Recurring Entries List.[:3| |
iz Print i_[n'll‘n]l]utput - | [=1Send | [ Preview | Reset
Data Filter

And ©

Sort By View Report Currency
oetail | [usp
Vendor ID | |Summary

|Run Code

|Cutoff Date

18]

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

Name
Reset
Preview
Output
Send

Print

IMPLEMENTING AP

Description

Set all fields to their defaults.
Preview the report on your monitor.

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

Recurring Entries

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

Print the report.

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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Recurring Entries List

3-94  Accounts Payable

Continental Products Un ited Pags 1
Recurring Entries List uso
Sorted by Recur ID
Report Filter
Recur ID vendor ID Invoice Mo
Run Code MName PO Mo
1 Ac=001 Phana
1 Ace Computer Power Supply
Starting Eal 0.00 Total Prmts ] Starting Date  1/1/2009 Next Billing Date
Remaining Bal 0.00 Remaining Prts ] Cutoff Date LastEilling Date
Billing Type Manthiy Billing Interval ]
Line Item ID Descripfion Oty Unit UnitCost ExtCost
GL Acct GL Descripiion
1 Cell Phone Company Cel Phone 1.0000 125.0000 125.00
00-000-1230 Ace Computer Power Supply
Subtotal Freigh Misc Sales Tax  Invoice Totl
125,00 0.00 0.00 0.00 125,00
Grand Total ExtCost Subtotal Freigh Misc Sales Tax Total
125.00 125.00 0.00 0.00 0.00 125,00
T/22/2009 11:57 AM **= End of Report™= OPEM_SY STEMSKeniHe
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TRANSACTIONS OVERVIEW

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.
LI DO B IO DN DN DO BN BN N AN D B RN BN NN DN DN D BN RN NN DN B BN BN BN DN DN BN BN BN DN BN RN DN NN DN B DN RN D D DN BN BN NN NN DN BN BN BN RN NN DN RN BN BN NN NN NN BN BN B B BN BN
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.
LI DO B IO DN DN DO BN BN N AN D B RN BN NN DN DN D BN RN NN DN B BN BN BN DN DN BN BN BN DN BN RN DN NN DN B DN RN D D DN BN BN NN NN DN BN BN BN RN NN DN RN BN BN NN NN NN BN BN B B BN BN
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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TRANSACTIONS

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

| Accounts Payable <]

[ Interactive Views
[= Transactions
Copy Recuming Entries
Change Batches
[ Transaction Joumals
[# Pay Invoices
[# Management Reports
[# Productivity Reports
[ Perodic Processing
[# Setup and Maintenance
[ Master Lists
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Maint |

Maint |

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

Transactions Screen-Header Tab

Transaction Mo |D0DDO01B == Transaction Type |Invoice Met Due 1,389.59
Header | Adjustment | Payments | Total |

Batch Code SEEsE= |*|| Default Batch Terms Code 2%Disc )| 2% /10, Net 30
Location ID CADDD1 [#]] OAKLAND WAREHOUSE Distribution Code Do || Domestic
Vender ID Acel01 Ace Computer Power Supply Tax Group ID MK B

Default Allocation ID |s#] Texable [/ 1088 Invoice

Invoice Mumber 5 Fiscal PeriodfYear 7lgl / [2m7

Invoice Date 7/3172017 [ PO Number 67

Motes Currency ID usD

Exch Rate 1

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

. 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.

. 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.

. Select the transaction type: Invoice or Debit Memo.

. 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.

. 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.

. 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

Maint
—Maint_| 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
NFf 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 - ltem (Summary) o
ltem 1D . Description Location 1D GL Account . Quantity | Unit Unit Cost Exdt Cost
100 Electrical Package MMND001 000001230 20000 PKG 343.5500 68710
150 Plumbing Package MMDO01 000001230 20000 PKG 907.5300 1.815.06
200100 Fumace N0 000001230 5.0000 EA 379.4400 1.857.20
200200 Water Heater MNO001 000001230 5.0000 EA 2275300 113765

|#4|[i4s| Record Sof 5 ok |||k i=

Maint_| 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. | could set up a service item
called Training with a UOM of hours with a certain price per hour. | don’t ‘stock’
training hours. Now | can use this item to sell 6 hours of TRAINING to someone and
have the pricing be done correctly and know that | 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.

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

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

e 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
=NFI 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) 3

ftem 1D 100
Description Electrical Package
Indudes Electrical Outlets and

Addtional Desc

Tax Class 3 ||

GL Account gooooiz2a e

Inventory

GL Description |Ace Computer Power Supply

Quantity 2,00000  Unit |PKG
Location ID |MNDOD1 Uritt Cost 343.5500
Ext Cost 687.10
1L BT B I o o |
Maint | 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.

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

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

e 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.

e 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.

Accounts Payable 4-11



Transactions

NFP

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
rﬂLDtNoEntry il — |‘:'|Elﬁj1

Item ID ) Total Qty 1 ¥ | Close |

Lot No 070910001 [ee] Qty Order 000 Unit Cost 1.5900
Comment | Qty Filled 15,0000

Wd||4.| Record 1of 1 |ok| [ |f|=|
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Transactions
Serial No Entry Dialog Box
8 Y
[Z] Ser No Entry . - (= [ B [t
=m 1D T | Close |
Lt | AutoGen |
Serial No 070910001 [one] Oty Order Unit Cost 239.6600
Comment | Qty Filled 1,0000 Ext Cost
WA Record.lofl B ] =
LS
Lot/Ser No Entry Dialog Box
8 Y
(=] Lot/Ser No Entry . - (= [ B [t
Item ID T | Close |
Lt | AutoGen |
Serial No 071010001 [one] Oty Order Unit Cost 1500000
Lot No 071010001 [ Qty Filed 1,0000 Ext Cost
Comment | Qty Bkord
WA Record.lofl B ] =
LS —_— — — pr—

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

=] Generate Serial Mumbers l o

Quantity 9

First Serial Number |070910001

Mext Serial Mumber |070910002

Serial Mumber
070910002
070910003
070910004
| 070910005
070910006
070910007
070910008
| 070910009
070910010

v

| Evaluate | | Generate | | Cancel |

¢ 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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Transactions

¢ 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

Lot 043002001
Initial Date 043042009 |» | | Cancal |
Expiration Date |2

Comment

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

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

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

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.

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

. The Extended Cost of the item appears.

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

Project Screen

F [ 1Y
ol Project léj

Project/Task |025582/Design ]
Customer ID

Phase Code

Type Material e

A

. Enter an Item ID, Description, GL Account, Quantity, Unit and Unit Cost for an item that is

not in inventory.

. Select the Project button.
. Select the Project/Task you are entering the transaction for.
. The Customer ID and Phase Code come in from the project setup and cannot be edited.

. Select the Type of expense for this item: Material, Expense, or Other.
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TRANSACTION PROCESSING
Transactions

Total Tab

Transaction Mo |00000010 Transaction Type |Invoice o Met Due 931.51

Freight 0,00  TaxClass 0 | Total 950.52
Misc 0,00 TaxClass [0 £l Discount 19.01
Taxable 0.00 Prepayment 0.00
Nortaable 950.52

Net Due 831,51
Sales Tax 0.00

In the Freight text box, enter the shipping charges.
Select the Tax Class for the freight charges.

Enter Miscellaneous charges, such as handling.
Select the Tax Class for the miscellaneous charges.

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.

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.

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

Transaction No | 00000013 1 2 Transaction Type | Invoice Net Due 1,640.24
| Header | Adjustment |Pazrner1ts || Total |

Tax Location Tax Amount Adj

MM 250.25| = Sales Tax 250.25
0.00 Tax Adjustment 0.00| TaxClass [0 |
0.00 Net Sales Tax 250.25
0.00
0.00

¢ 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)

Transaction No  |00000018 ] L Transaction Type | Invoice Met Due 414024
| Header | Adjustment | Payments ‘ Total |

Prepayment 0.00 Discount 0.00)

Payment Number Disc Date TUH2011 ¥

Payment Date |

Bank Account ID

Currency ID

Exch Rate 1 Payment Dates 1292015 [ L |
Fiscal Period [ Year ! Payment Amounts 4 14024 0.00 0.00
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TRANSACTION PROCESSING
Transactions

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)

Transaction Mo 00000013 pas| > Transaction Type | Invoice Met Due
| Header || Adjustment | s | Total |
Prepayment 2 500.00 Discount 0.00
Payment Number |88 Disc Date 11902011 [#
Payment Date 100472015 | #|
Bank AccountID | FNBOO1 |
Currency ID
Exch Rate 1 Payment Dates 102972015 [(#| el [l
Fizcal Period [ Year 10|/ 2015 |» Payment Amounts 1,640.24 0.00 0.00

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 memao.

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 memao.

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

[ brint Check -
iz Print I-E::‘] Output - Send | [} Preview | Reset
Transaction Chedk Fiscal Date
mber Amount Period I
endor Number 1418 &) Year 2013 i)
Date 20812013 | % Bank Account ID

Invoice

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

¥$£€ changed. If you do not use multi-currency, the Currency box is not available.
3. Accept the Fiscal Period/Year defaults or change them, if necessary.
4. Select a Bank Account ID from the list to assign a bank account ID to prepaid checks.
If you use multi-currency, the currency assigned to the bank account must match
¥$£€ y Y Yy g

either the vendor’s or the base currency.
5. Select a command button:

Command Buttons

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.

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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Transactions
Allocations
2] Transaction Allocation E@&J
ey [ = AR
Alocation 1D Training [l
Expiration Date
Motes
. Abbreviation ID Description
> E N S .
DEP Department
| Main 7000 Main Account
[hpply—|
. Accourt 1D
| Close
.

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.

e Click Apply to apply the transaction allocation.

¢ Click Close to return to the Item Detail tab fields.
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COPY RECURRING ENTRIES

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

| Accounts Payable |

& Interactive Views

[l Transactions
Transactions
Change Batches

& Transaction Joumals

[ Pay Invoices

¥ Managemert Reports

& Productivity Reports

& Periodic Processing

[ Setup and Maintenance

& Master Lists
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2. The Copy Recurring Entries screen appears.

Copy Recurring Entries Screen

| kPCopyRﬁmrngntneslé&l |
P OK | [ Activity | Reset
Run Code
From |2

Thru |2

Fiscal Period/Year | 5(&| [ |2009

Cutoff Date 05/06/2009 [+
Due by Date 05/06/2009 |+ |
Batch Code EREREE [

Curency 1D

Comments

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.

4-26  Accounts Payable



TRANSACTION PROCESSING
Copy Recurring Entries

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

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.

Error Listing Screen

Errors: 1

Recur ID Cause of Emor

> Next biling interval is past the due date

4| | 44| 4| Record 1of 1 [ k| bk m

| Edit | | Skp | | Cancel |

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:
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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

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.

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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TRANSACTION PROCESSING
Copy Recurring Entries

Continental Products Unlimited Page 1

AP Copy Recurring Entries Log usp

Recur ID Trans No Vendor 1D Invoice Amount
1 00000002 Ace001 125.00
Grand Total Transactions Copied 1 125.00
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CHANGING BATCHES

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

I Accounts Payable 4|

[ Interactive Views
= Transactions
Transactions
Copy Recuning Entries
[# Transaction Joumals
[# Pay Invoices
[ Managemert Reports
[# Productivity Reports
[# Periodic Processing
[# Setup and Maintenance
[# Master Lists

2. The Change Batches screen appears.

Change Batches Screen

| AP Change Batches |13/ |
P OK | [ Activity | Reset

Old Batch Code s
MNew Batch Code ]
Comments
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Changing Batches
. Select the Old Batch Code of the batch that contains the transactions to be moved.

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

3
4
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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TRANSACTION JOURNALS OVERVIEW

Before using the Transaction Journals functions, complete the following tasks:
¢ Set up your Vendors, codes, and IDs, using the Setup and Maintenance functions.
e 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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PURCHASES JOURNAL

TRANSACTION PROCESSING

Purchases Journal

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

P

| Accounts Payable |

[ Interactive Views

[ Transactions

= Transaction Joumals
Purchases Journal
Miscelaneous Debits Joumal
Daily Sales Tax Joumal
Post Transactions

[ Pay Invoices

[# Management Reports

[# Productivity Reports

[# Perodic Processing

[# Setup and Maintenance

[& Master Lists
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2. The Purchases Journal screen appears.

Purchases Journal Screen

| AP Purchases Journal [£3] |

(& Print |[[Z)Output - | (=3 Send | & Preview | Reset
Data Filter W'

And

Sort By View

|Vendor ID

Fiscal Year Fiscal Period/Account
|Item ID

Batch Code

Report Currency

|| Print Allin Base
Summary

Batch List

| Aaron

| Kent Kent Batch

[ Default Batch |
| |
| Terry

|

=l Tom

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

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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Purchases Journal

¥$£€ 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

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.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.

Accounts Payable 4-37



TRANSACTION PROCESSING

Purchases Journal

Purchases Journal

Continental Products Unlimited Page 1
Purchases Journal (Detail)
Sorted by Transaction

Report Filter
Batch List FHEFHT
Batch Code Trans No Vendor ID Name Invoice No Date Pd/Year PONo Dist Code
R 00000069 Acell Ace Computer Power Supply 5461984 9/8/2015 9/2015 Do
Location ID ftem 1D Description GL Account GL Description Unit Qty Unit Cost Ext Cost
Customer ID Project ID Phase Code Task Code WIP Account
MNOOOT Office Supplies 00-000-1230 MNM%_W;USQ%EE EA 1.0000 108 5700 108,57
Trans Total Ext Cost 18557 Sales Tax 0.00 Amt1 194 60 Date 1 10/9/2015 Prepaid 0.00 Disc 3.97
Total 198.57 Freight 0.00 Amt 2 0.00 Date 2 Pmt No Disc Date 9/19/2015
Misc 0.00 Amt3 0.00 Date 3 Date 1099 Mo
Batch Code Trans No Vendor ID Name Invoice No Date Pd/Year PONo Dist Code
R 00000070 Adv00g Advanced Cirquit Boards Plus 98479195 9/8/2015 9/2015 Do
Location ID ftem 1D Description GL Account GL Description Unit Qty Unit Cost Ext Cost
Customer ID Project ID Phase Code Task Code WIP Account
> Advanced Cirquit
MMO001 Computer Supplies 00-000-1230 Boards Plus EA 1.0000 1,237.9700 1,237.97
Trans Total Ext Cost 1,237.97 Sales Tax 0.00 Amt1 1.213.21 Date 1 10/9/2015 Prepaid 0.00 Disc 2476
Total 1.237.97 Freight 0.00 Amt 2 0.00 Date 2 Pmt No Disc Date 9/19/2015
Misc 0.00 Amt3 0.00 Date 3 Date 1099 Mo
Batch Code Trans No Vendor ID Name Invoice No Date Pd/Year PONo Dist Code
R 00000071 Bin004 Binary Marketing Solutions 9871687 9/8/2015 9/2015 Do
Location ID ftem 1D Description GL Account GL Description Unit Qty Unit Cost Ext Cost
Customer ID Project ID Phase Code Task Code WIP Account
MNOO01 Advertising 00-000-1230 mﬁmﬁﬁm;ﬂ_é EA 1.0000 2.500.0000 2.500.00
Trans Total Ext Cost 2,500.00 Sales Tax 0.00 Amt1 2,450.00 Date 1 10/9/2015 Prepaid 0.00 Disc 50.00
Total 2,500.00 Freight 0.00 Amt 2 0.00 Date 2 Pmt No Disc Date 9/19/2015
Misc 0.00 Amt3 0.00 Date 3 Date 1099 Mo
Batch Code Trans No Vendor ID Name Invoice No Date Pd/Year PONo Dist Code
R 00000072 Cab012 Computer Systems Inc 9/9/2015 9/2015 Doot
Location ID ftem 1D Description GL Account GL Description Unit Qty Unit Cost Ext Cost
Customer ID Project ID Phase Code Task Code WIP Account
MMO001 Monitor 01-000-6050 Computer Systems Inc. EA 3.0000 125.9500 377.85
MMO001 Keyboard 04-000-6050 Computer Systems Inc. EA 5.0000 24 8500 12475

9/9/2015 4:09 PM

OPEN_SYSTEMS\Kent.Heitkamp
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MISCELLANEOUS DEBITS JOURNAL

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

| Accourts Payable 4|

[ Interactive Views

[# Transactions

[= Transaction Joumals
Purchases Joumal
Daily Sales Tax Joumal
Post Transactions

[# Pay Invoices

[# Managemert Reports

[# Productivity Reports

[# Periodic Processing

] Setup and Mairtenance

] Master Lists

[
[
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Miscellaneous Debits Journal

2. The Miscellaneous Debits Journal screen appears.

Miscellaneous Debits Journal Screen

|\ AP Miscellaneous Debits Journal 3] |

& Print |[[Z)Output - | (=3 Send | |4 Preview | Reset

&3

Data Filter W7

And

Sort By

Vendor ID

153

View Report Currency

|| Print Allin Base
Summary

Fiscal Year Fiscal Period/Account
|Item ID
Batch Code

Batch List

|| = Diefault Batch

Aaron

| Kent Kent Batch | None |

Terry

=l Tom

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

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.

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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Miscellaneous Debits Journal

Miscellaneous Debits Journal

Continental Products Unlimited

Page 1

Miscellaneous Debits Journal (Detail) usb
Sorted by Transaction
Report Filter
Batch List #HEHE AR-Com
Report Currency UsD Print All in Base Currency Yes
Batch Code Trans No Vendor ID Name Invoice No Date Pd/Year PO No
BHEHEE 00000062 Ace00 Ace Computer Power Supply 12365 a8/92010 82010
Location ID Item ID Description GL Account Unit Qty Unit Cost Ext Cost
NMNODOA 100 Electrical Package 00-000-1230 mmmmp_wausm:u_us& PKG 1.0000 3435500 34355
MNOOO1 150 Plumbing Package 00-000-1230 mmmw%ausm:uaéﬂ PKG 1.0000 9075300 907 53
Trans Total Ext Cost 1,251.08 Sales Tax 0.00 Amit1 1,251.08 Date 1 9/8/2010 Prepaid 0.00 Disc 0.00
Total 1,251.08 Freight 0.00 Amt 2 0.00 Date 2 Pmt No Disc Date 8/19/2010
Misc 0.00 Amt 3 0.00 Date 3 Date 1099 ‘Yes
Batch Code Trans No Vendor ID Name Invoice No Date Pd/Year PO No
BREER 00000063 Bin004 Binary Marketing Solutions 8/9/2010 82010
Location ID Item ID Description GL Account GL Description Unit Gty Unit Cost Ext Cost
MNO0OA Debitamount Misc Debit services 00-000-1230 mgmwaﬁm:ﬁ_é EA 1.0000 250.0000 250.00
Trans Total Ext Cost 250.00 Sales Tax 0.00 Amt1 250.00 Date 1 9/3/2010 Prepaid 0.00 Disc 0.00
Total 250.00 Freight 0.00 Amt 2 0.00 Date 2 Pmt No Disc Date 8192010
Misc 0.00 Amt 3 0.00 Date 3 Date 1089 Mo
Grand Total Ext Cost Sales Tax Freight Misc Discount Total Prepaid
1,501.08 0.00 0.00 0.00 0.00 1,501.08 0.00
2/0/2010 8:55 AM *** End of Report *** OPEN_SYSTEMS\kenthe
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DAILY SALES TAX JOURNAL

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

| Accounts Payable /|

B Interactive Views

[ Transactions

El Transaction Joumals
Purchases Joumal
Miscelaneous Debits Joumal
Post Transactions

B Pay Invoices

[ Management Reports

B Productivity Reports

[ Periodic Processing

[ Setup and Maintenance

B Master Lists
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2. The Daily Sales Tax Journal screen appears.

Daily Sales Tax Journal Screen

| AP Daily Sales Tax Journal [£3] |
(& Print |[[Z)Output - | [=3Send | |4 Preview | Reset

Data Filter W

And

Batch List
[ Defauit Batch [ o
|- Aaron = -
[ Kent Kent Batch |£" |
=] Terry
=l Tom

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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Name Description
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.

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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Daily Sales Tax Journal

Continental Products Unlimited age |
Daily Sales Tax Journal
Sorted by Tax Location

Report Filter
Batch List === AR-Com
Tax Loc Description Tax Auth Tax 1D Tax Refundable Account Taxon Taxon
Freight Misc
Liability Account
MN Minnesota State M BE2-52-122 D1-000-2020 MNe Ne
D1-000-2020
Class Description Tax Pct  Ref Pct —— Purchase —— - ———— Sales Tax ———
Taxable  MNontaxable Calculated Paid Ower/[Short}] Refundable
1] Consumer Goods 0.00 0.00 0.00 4,170.45 0.00 0.00 0.00 0.00
3 Ined/Asgir Prresd. 0.00 0.00 0.00 782422 0.00 0.00 0.00 0.00
Total for Tax Location MN 0.00 11,994 .67 0.00 0.00 0.00 0.00
wreemeenne BalES TEK wemeeeneen
Grand Total Calculated Paid Ower/[Short}] Refundable
0.00 0.00 0.00 0.00
BI040 8:58 AM ** End of Report*** OFEN_SYSTEMSikenthe
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POST TRANSACTIONS OVERVIEW

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:

AP Sales Tax Freight Misc Expense

CR DB DB DB DB

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.

COGS WIP Accrued Income
DB CR DB

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.
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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:

WIP
DB

Posting miscellaneous debits

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

AP Sales Tax Freight Misc Expense

DB CR CR CR CR

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:

COGS WIP Accrued Income
CR CR DB

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:

WIpP
CR

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

Post Transactions

Before you Post Transactions, perform these tasks:

e 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

| Accourts Payable /|

[ Interactive Views

[ Transactions

El Transaction Joumals
Purchases Joumal
Miscellaneous Debits Joumal
Daity Sales Tax Joumal

[ Pay Invoices

[# Management Reports

[ Productivity Reports

[ Periodic Processing

[# Setup and Maintenance

[l Master Lists
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2. The Post Transactions screen appears.

Post Transactions Screen

| 4P Post Transactions i3 |
P OK | [ Activity | Reset
[#| Do the following, then check the box.
Complete AP Transaction Entry

Print the Purchases Journal
Print the Miscellaneous Debits Journal

|| Post All Invoices as Held

|| Print Log Using Base Currency

Select batch{es) to post

o] s Default Batch
% AR-Com AR Commissions

| None I

Comments

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.

y¥ge

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
Name Description

Begin processing. A message appears when the post
completes successfully. After you click OK to close this

oK 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.

Post Transactions Activity Dialog Box

Post Run Run Time + Description User ID Comments Print Log

20090505151549 05/05/2009 10:16 AM AP Post Transactions
|| 20090429180427 04/29/2009 1:04 PM AP Post Transactions demo L= ]

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.
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Post Transactions Log 1

Continental Products Unlimited Fage 1
AP Post Transactions
Batch List
Comments
Posted to Fiscal Year 2000
Fiscal Period 10
Currency 1D uso
Posted to Amount
WVendor Table 3.880.80
Open Invoice Table 388880
Fiseal Period 1
Currency 1D usp
Posted to Amount
Vendor Table 3,332.50
Open Invoice Takle 8.382.50
Posted to Fiscal Year 2010
Fiseal Period 3
Currency 1D uso
Posted to Amount
Vendor Table 1.523.85
Open Invoice Table 1,523.85
Fiseal Period g
Currency 1D usp
Posted to Amount
‘endor Table 238153
Open Invoice Table 2.381.53
BM172010 11:24 AN OPEN_SYSTEMS\kenthe
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TRANSACTION PROCESSING

Post Transactions

Continental Products Unlimited
AP Post Transactions

Page 2

GL Entries 0100611162425
Posted to Fiscal Year 2002
Fiscal Period 10
Reference Deseription GL Account Amaount Fgn Debit Credit
Aceld Ace Computer Power Supply 00-000-1230 3,850.00 USD 3,850.00
Ac2D01 Freight 01-000-1230 36.00 USD 35.00
AcalD1 Misc 01-000-1230 409 USD 409
AP AP 01-000-2010 388000 USD 3,880.20
Total for Fiscal Period 10 3.880.09 3,830.20
Fiscal Period 1"
Reference Deseription GL Account Amount Fgn Debit Credit
Cab12 Computer Systems Inc 00-000-1230 1,800.00 USD 1.600.00
AceDd Ace Computer Power Supply 00-000-1230 2,240.00 USD 2,240.00
Com002 Commuciation Programming LTD. 00-000-1230 2,400.00 UsSD 2,400.00
Digi010 Digital CD-Rom Drives 00-00D-1230 27.50 UsD 27.50
Cabi2 Freight 01-000-1230 100.00 USD 100.00
AcalD1 Freight 01-000-1230 &5.00 UsD 65.00
AcelD1 Misc 01-000-1230 5.00 UsD 5.00
AP AP 01-000-2010 1,700.00 USD 1,700.00
AP AP 01-000-2010 2,310.00 USD 2.310.00
AP AP 01-000-2010 2,400.00 USD 2,400.00
AP AP 01-000-2010 27.50 UsD 27.50
Total for Fiscal Period 11 6,437.50 8.437.50
Posted to Fiscal Year 2010
Fiscal Period 3
Reference Deseription GL Account Amount Fgn Debit Credit
Acelli Ace Computer Power Supply 00-000-1230 1,500.00 USD 1,500.00
AcalD1 Ace Computer Power Supply 00-000-1230 23.85 USD 2385
AP AP 01-000-2010 1,500.00 USD 1,500.00
AP AP 01-000-2010 23.85 USD 2385
AP Purchase Price Variance 00-000-1280 0.01 UsSD 0m
AP Purchase Price Variance 00-000-1230 0.01 UsSD 0.0t
Tatal for Fiscal Period 3 1.523.86 1.523.86
Fiscal Period i}
Reference Deseription GL Account Amount Fgn Debit Credit
MetD17 Metro Vechicle Leasing Inc 01-001-8700 1.792.02 USD 178202
PCBO09 FC Builders 00-000-1230 &B.61 USD BB.G1
AcalD1 Ace Computer Power Supply 0D-00D-8050 £00.00 USD &£00.00
AP AP 01-000-2010 1,792.02 USD 1.792.92
AP AP 01-000-2010 &B.61 USD a8.61
AP AP 01-000-2010 ©00.00 USD 500.00
Total for Fiscal Period & 2,381.53 2,381.53
Grand Total 14,232 63 14,232 .88
Exceptions
Grand Total

GM12010 11:24 AM

#% End of Report ***

OPEN_SYSTEMS'kenthe
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Using the Pay Invoices Menu

USING THE PAY INVOICES MENU

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.
2.

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

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

. If you find mistakes in the reports, use the Transactions and Transaction Journal functions

to enter, edit, and post correcting entries.

Repeat steps 13 until all the entries are correct.

. 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.

. Print the Open Invoice Report for released invoices, using the selection criteria you enter

when you Prepare Payments.

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.)

Prepare Payments for invoices that are due.

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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Using the Pay Invoices Menu
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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PAYING INVOICES
Cash Flow Report

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

Accounts Payable

[ Interactive Views

[ Transactions

[ Transaction Joumals

[# Pay Invoices

= Management Reports
Aged Trial Balance Report
AP Analysis Report
Open Invoice Report
Payments History Report
Purchase Analysis Report
endor Activity Report
endor Analysis Report
endor Detail History Repart
endor Purchase History Report

[# Productivity Reports

[# Periodic Processing

[# Setup and Maintenance

[ Master Lists
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Cash Flow Report
2. The Cash Flow Report screen appears.

Cash Flow Report Screen

|- 4P Cash Flow Report (3| (]
& Print |[[Z)Output - | (=3 Send | |4 Preview | Reset
Data Filter W'

[

And

View Enter Three Dates for Aging Periods Report Currency Report Layout
|Released Invoices 30812013 |+ |»#| Print Al in Base |»| Banded Rows
Held Invoices

Temporary Hold Invoices 4712013 |%
All Invoices

BITI2013 ||

|%#| Use Discount Dates

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.

e 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

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.

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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Cash Flow Report

Continental Preducts Unlimited Page 1
Cash Flow Report usD
All Invoices - Using Discount Dates
Report Filter
Dates for Aging Periods 9/a2010, 10/8/2010,11/7/2010
Report Currency usD Print All in Base Currency Yes
9/8/2010 10/8/2010 11/7/2010 Beyond
Vendor ID Name Gross Gross Gross Gross Gross
Invoice No Invoice Date Discount Date Due Date Status Discount Discount Discount Discount Discount
Discounted Net Inv Total Net Inv Total Net Inv Total Net Inv Total Net Inv Total
Aceld1 Ace Computer Power Supply
147852 TM2/2010 7i22/2010 8112010 Rel 343550 3,435.50 0.00 0.00 0.00
68.71 628.71 0.00 0.00 0.00
3.366.79 3,366.79 0.00 0.00 0.00
18 11/3/2009  11M3/2009 12312009 Rel -185.00 -185.00 0.00 0.00 0.00
-370 =370 000 0.00 0.00
-181.30 -181.30 0.00 0.00 0.00
2221111 3192010 3192010 4/8/2010 Rel 12,510.80 12,510.80 0.00 0.00 0.00
25022 25022 0.00 0.00 0.00
12,260.58 12,260.58 0.00 0.00 0.00
32164619628 6/11/2010 6/21/2010 711172010 Hold 250.00 25000 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
250.00 250.00 0.00 0.00 0.00
3216461968 6/11/2010 6/21/2010 8M0/2010 Hold 250.00 250.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
250.00 250.00 0.00 0.00 0.00
Total 16,261.30 16,261.30 0.00 0.00 0.00
315.23 315.23 0.00 0.00 0.00
15,946.07 15,946.07 0.00 0.00 0.00
Adv008 Advanced CirguitBoards Flus
081000000009 72007 1472007 2/6/2007 Rel 0.00 0.00 0.00 0.00 0.00
18.04 18.04 0.00 0.00 0.00
-16.04 -18.04 0.00 0.00 0.00
13465 3/9/2010 3/19/2010 4/8/2010 Rel 850.00 850.00 0.00 0.00 0.00
17.00 17.00 000 0.00 0.00
833.00 833.00 0.00 0.00 0.00
2 11/3/2009 111372009 12/3/2009 Rel 350.00 350,00 0.00 0.00 0.00
7.00 7.00 0.00 0.00 0.00
343.00 343.00 0.00 0.00 0.00
27 12/4/2009  11M14/2000 12/4/2009 Rel 276.25 276.25 0.00 0.00 0.00
0.00 0.00 000 0.00 0.00

8/9/2010 11:03 AM

OPEN_SYSTEMS'kenthe
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OPEN INVOICE REPORT

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

| Accounts Payable <

[ Interactive Views

[ Transactions

[# Transaction Joumals

[# Pay Invoices

= Management Reports
Aged Trial Balance Report
AP Analysis Report
Cash Flow Report
Open Invoice Report
Paymenits History Report
Purchase Analysis Report
Wendor Activity Report
Vendor Analysis Report
Wendor Detail History Report
Wendor Purchase History Report

| Productivity Reports

| Periodic Processing

[# Setup and Maintenance

[& Master Lists

= =
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2. The Open Invoice Report screen appears.

Open Invoice Report Screen

|| 4 Open Invoice Report (3|

S Print |[[Z)Output - | (=3 Send | & Preview | Reset
Data Filter W'

And

View Due Dates Report Currency

|Released Invoices Invoices 2612013 |+ || Print All in Base
Held Invoices B

Temporary Hold Invoices Discounts 20612013 |+ |

Prepaid Invoices =

[

Report Layout
|| Expand Al

|#| Banded Rows

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.

e 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

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.

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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Open Invoice Report

Open Invoice Report

Continental Products Unlimited Page 1
Open Invoice Report usb
Inveoices due as of 8/8/2010 Discounts due as of 8/9/2010
All Invoices
Report Filter
Print All in Base Currency Yes Report Currency usD
Vendor ID Name
Status 1099 Code  Current Balance Invoice No Inv Date Disc Date Due Date mxnjmz_ﬁw Gross Due Payments Discount Met Due
Ace001 Ace Computer Power Supply
Rel Mo 18 1132009 11/13/2009 12/3/2009 1 -185.00 0.00 0.00 -185.00
Rel Mo 222111 3/9/2010 3M9/2010  4/8/12010 1 12,510.80 0.00 0.00 12,510.80
Hold Yes 3216461968 6M11/2010  6/21/2010 7H1/2010 1 250.00 0.00 0.00 250.00
Total 16,261.30 12,575.80 0.00 0.00 12,575.80
Adv00s Advanced CirquitBoards Plus
Rel MNo 081000000009 172007 1AT2007  2/6/2007 2 0.00 0.00 0.00 0.00
Rel Mo 13465 3/9/2010 31192010 4/8/2010 1 850.00 0.00 0.00 850.00
Rel Mo 2 113/2009  11/13/2009 12/3/2009 1 350.00 0.00 0.00 350.00
Rel Mo 27 12/4/2009 111472000 12/4/2009 A 276.25 0.00 0.00 276.25
Rel Mo 28 111872009 11/28/2009 12M18/2009 1 1,750.00 0.00 0.00 1,750.00
Rel Mo 3 11/3/2009 111372000 12/3/2009 1 -35.00 0.00 0.00 -35.00
Rel Mo GC0334 2M72007 202702007 3M18/2007 1l 11,068.82 0.00 0.00 11,068.82
Rel Mo 9998552 30972010 31972010 4/8/2010 i 10,369.20 0.00 0.00 10,369.20
Rel Mo HEAD34 3M2/2007 31222007 411142007 5 14,766.00 0.00 0.00 14,766.00
Total 3939527 3939527 0.00 0.00 39,30527
Bin004 Binary Marketing Solutions
Rel Mo 111222 6M11/2010 6/21/2010 7H12010 1 31,504.50 0.00 0.00 31,504.50
Rel Mo 3216546987 3/9/2010 3M9/2010  4/8/2010 5| 6875 0.00 0.00 6875
Rel Mo 447785552 3/9/2010 31972010  4/8/2010 1 250050 0.00 0.00 2,50050
Total 3407375 3407375 0.00 0.00 3407375
Day016 Daylight Reality Corporation
Rel Mo 030200000011 31202007 31202007 4102007 0.8254 4,579.60 0.00 0.00 4,579.60
Ral Mo 33 12/1/2009  12M/2009  12/31/2009 0.8363 22,303.00 0.00 0.00 22,303.00
Rel MNo 44 1001372009 10/13/2008 11M2/2009 0.8363 5379 0.00 0.00 5979
Rel MNo 56 11/6/2009  11/6/2009  12/6/2009 0.8363 20,851.20 0.00 0.00 20,951.20
Total 47,893.59 47,893.59 0.00 0.00 47,893.59
i010 al CD-Rom Drives
32164654 3192010 3192010 4/8/2010 2| 21,003.00 0.00 0.00 21,003.00
Total 21,003.00 21,003.00 0.00 0.00 21,003.00

8/9/2010 11:10 AM

OPEN_SYSTEMSikenthe
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CHANGE INVOICE STATUS

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

| Accounts Payable 3

& Interactive Views

& Transactions

& Transaction Joumals

Bl Pay Invoices
Change Invoice Status|
Hold/Release Invoices
Prepare Payments
Select Payables
Edit Register
Print Checks
Paymert Vouchers
Create Postive Pay File
Create ACH File
Paymert Register
Post Payments
Void Paymerts

[# Managemert Reports

[ Productivity Reports

& Periodic Processing

[ Setup and Maintenance

[ Master Lists
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Change Invoice Status
2. The Change Invoice Status screen appears.

Change Invoice Status Screen

|- 4P Change Invoice status (3|
P oK | [ Activity | Reset

Vendor ID

From |
Thru fal
Pricrity Code

From il
Thru |3

Select Invoices Due 8/9/2010 |+ |

Change Status
From e
To {6

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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Hold/Release Invoices .

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

| Accounts Payable <

[ Interactive Views

[ Transactions

[ Transaction Joumals

[= Pay Invoices
Change Invoice Status
Prepare Paymernts
Select Payables
Edit Register
Print Checks
Payment Vouchers
Create Positive Pay File
Create ACH File
Payment Register
Post Payments
Woid Payments

[# Management Reports

[# Productivity Reports

[# Periodic Processing

[# Setup and Maintenance

[ Master Lists
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Hold/Release Invoices
2. The Hold/Release Invoices screen appears.

Hold/Release Invoice Screen

|- &P Hold/Release Tnvaices ¢4 | %]
0K Activity | Reset | Al Prepay Edit 1093 Change Status Splt Totals Payments Group Change
Last Payment
VendorID | Acel1 s+ Ace Computer Pawer Supply Date 11/10/2019
Priority Code M Medium Priorty . 9 Amount 20,667.79
[ Invoice No [ Invoice .. Due Date [ DD Date Gross Amt Due Disc Amournt [ 1099 [ Status Payment No Banc.. [ Cumrency 1D [ Exch Rate
B3 051400000058 10/8/201% 11/7/2019 10/18/20... 53.402.91 1.068.06 ] Held
1 10/27/2019  11/26/2019 11/6/2019 2,002.50 79.45 | Released
111600000021 | 11A7/2018  12117/2019 11/27/20... 1,700.00 34.00 =] Released
26 10/28/2019  11/27/2019 11/7/2019 3.540.00 78.80 (=l Hold
2 114072019 12/10/2019 11/20/20 591.45 1nn ] Hold
3 10132019 1141272019 10/23/20 85529 0.00 [l Hold
59 12/8/2019 17772020 12/18/20 38717590 7.740.52 = Hold
B[ [ 44| Record 1of 7 |ahal {sbhs] | BR8] | i vt (36

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.

¥hgee

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.

5-16 Accounts Payable



PAYING INVOICES
Hold/Release Invoices

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.

e 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

Change All Status [ X

Change All Status ) To | . sl

¢ 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

Prepay I} x
Invoice No Inve Date Due Date DD Date | Gross Amount Due Disc Amourt
3 051400000058 10/8/2019 /772019 10/18/2019 53,402.91 1,068.06
Payment Mo | Payment Date /82017 [l Fiscal Period,ear S50l 4 (2017 |l
Bank Accourt ID | FNBOO1 (all
— L

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.

. Enter the Fiscal Period and Year to which you want the payment to post.

N

. Enter the Bank Account ID to assign to the payment.

W

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

Edit [ x

Inve D... Due D.. | DD Date Gross Amourt ... Disc Amount | Ban... Curr... Exchange ...
10/8/2019  11/7/2019 10/18/20... 53.402.91 1,068.06 usp 1

¢ 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
Invoice Mo Inve Date Due Date DD Date
by 091400000058 10/8/201%  10/7/2018  10/18/2019
Amourt
First Paymert 53.402 91
Second Payment 0.00
[ oK

Gross Amount Dus
53.402.

Due Date

11/7/2019 |+

12772019 [+

1

Bank 1D

= >

Disc Amourt | Status
1,068.06 Released

|

The Split dialog box appears when you select Split on the Hold/Release Invoices screen.

1.
2.

To split a payment or debit memo for an invoice, enter the Payments and the Due Dates.

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.

. 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.

Select OK to split the payment amounts.

and split that one.

. To continue splitting the invoice, always select the invoice made from the Second Payment
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Vendor Invoice Totals Dialog Box

Vendor Invoice Totals [ X
Gross Amt Due Discount Total
Held 392.562.64 7.830.43 384,732.21
Released 57.105.41 1.181.51 55,923.90
Temporary 0.00 0.00 0.00
Total 445,668.05 5,011.54 440,656.11
Prepaid 0.00 0.00 0.00

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

Payment Totals [ =
| Payment No Payment Diate Gross Amt Due Discount Tatal
> 8388 53,402 .91 1,068.06 5233485
8889 5/8/2017 2,002.50 7945 1923.05
2830 5/8/2017 1,700.00 3400 1,666.00
57,105.41 1,181.51 55,523.90 .
|| 44| 4| Record 1of 3 k|| || 4

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

p ok Activity | Reset

Vendor 1D

From || |
Thru | |
Priority Code

From Bl
Thru |

Select Invoices Due B/B/2017 |

Change Status

From Rel ]

To Rel G

PAYING INVOICES
Hold/Release Invoices

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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PAYING INVOICES
Prepare Payments

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

+

[ Interactive Views

[ Transactions

[ Transaction Joumals
E Pay Invoices

Change Invoice Status
Hold/Release Invoices

Select Payables

Edit Register

Print Checks

Paymert Vouchers
Create Postive Pay File
Create ACH File
Paymert Register

Post Payments

Void Paymerts

[ Managemert Reports
[ Productivity Reports

[ Periodic Processing

[ Setup and Maintenance
[ Master Lists
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2. The Prepare Payments screen appears.

Prepare Payments Screen

P oK | = Activity | Reset
Batrh Code HHEHHHE  |w
Invoices Due 10/31/2077 |

Vendor ID From | s

Thru |
Currency ID usD 15
Discounts Due 'IDJ‘E'I_!EE'I e
Payment Date | B.-"ZL-"EI}'I bl |+
Fiscal PeriodfYear alel 4 2017 |
Bank Account ID FNBODT |

Payment Exch Rate | |

Comments

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.
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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
Begins processing. A message appears when the prepare

OK 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

{10ttt b W |be X | A 9

[} @ = |Ea @&

20160115171800
20131115172138
2013115160241
20131115160205
[ 20131116160127

20131116155734
™ 20131115155446
i 20091105143146
20091105142936

| Run Time

7

||: T

13

1115/2016 11:18 AM
1/15/2016 11:18 AM
117162015 11:21 AM
H/16/2015 10:02 AM
11/16/2015 10.02 AM
11162015 10:01 AM
11/16/2015 9:57 AM
62015 9:54 AM
/672011 8:31 AM
11/6/2011 8:28 AM

AP Prepare Payments
AP Prepare Payments
AP Prepare Payments
AP Prepare Payments
AP Prepare Payments
AP Prepare Payments
AP Prepare Payments
AP Prepare Payments
AP Prepare Payments
AP Prepare Payments

11/6/2011 8:26 AM

20:091105142634 AP Prepare Payments

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.

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 commepts, if applicable, entered in the
Comments field.
Print Log A PDF version of the original log file if you click the ...

button.

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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Prepare Payments .

Continental Products Unlimited
Prepare Payments

Page 1

Batch Code Tues
Invoices Dus M112010
Vender ID From
Vendar ID Thru
Currency ID usoD
Discounts Due aM12010
Payment Date 1172010
Fiscal Period i1
Fiscal Year 2010
Bank Account ID FNBOO1
Gross Discount Net
Prepaid Payments 4,800.00 0.00 4.800.00
Payments 101,751.83 0.00 101,751.83
Grand Total 108.351.23 0.00 108.351.03
Emor Log

SMI2010 11:39 AM

*#* End of Report ***

OPEN_SYSTEMS\kenthe
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PAYING INVOICES
Edit Register

EDIT REGISTER

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

| Accounts Payable <

& Interactive Views

& Transactions

& Transaction Joumals

= Pay Invoices
Change Invoice Status
Hold/Release Invoices
Prepare Paymerts
Select Payables
Edit Register
Print Checks
Paymert Vouchers
Create Postive Pay File
Create ACH File
Paymert Register
Post Paymerts
Void Paymerts

¥ Managemert Reports

[ Productivity Reports

& Periodic Processing

[ Setup and Maintenance

[ Master Lists
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Edit Register
2. The Edit Register screen appears.

Edit Register Screen

(& Print |[[5)Output - | [=3Send | |4 Preview | Reset
Batch Code

| Credt |2

Report Layout

|#| Banded Rows

Maint 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

Name
Reset
Preview
Output
Send

Print

PAYING INVOICES

Description

Set all fields to their defaults.
Preview the report on your monitor.

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

Edit Register

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

Print the report.

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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Edit Register

Edit Register

Continental Products Unlimited

Page 1

Edit Register usD
Batch Code Tues Invoices Due 8/9/2010
Vendor ID From Thru
Discounts Due 8/9/2010 Payment Date 82010
iscal Period 8 Fiscal Year 2010
Bank AccountlD  FMBOO1
Payment Date Payment Number Invoice Date Due Date  Invoice Number Gross Amount Due Discounts Taken Net Paid 1099
EFT
Vendor ID  Bin004 Vendor Name  Binary Marketing Solutions
6112010 7112010 111222 31,504 50 0.00 3150450 M
3/9/2010 4/8/2010 3216546987 68.75 0.00 68.75 M
3/9/2010 4/8/2010 447785552 2,500.50 0.00 2,500.50 M
Total for Payment Number 3407375 0.00 34,073.75
Total for Vendor ID Bin004 34,07375 0.00 3407375
EFT Total 34,07375 0.00 3407375
Checks
Vendor ID  Ace001 Vendor Name Ace Computer Power Supply/Ace Computer Power Supply
11/3/2009 12/3/2009 18 -185.00 0.00 -185.00 M
3/9/2010 4/8/2010 22211111 12,510.80 0.00 12,510.80 M
6/11/2010 71172010 3216461968 250.00 0.00 25000 ¥
Total for Payment Number 1257580 000 12 57580
Total for Vendor ID Ace001 12,575.80 0.00 12,575.80
Vendor ID  Digi010 Vendor Name Digital CD-Rom Drives
3/9/2010 4/8/2010 32164654 21,003.00 0.00 21,003.00 M
Total for Vendor ID Digi010 21,003.00 0.00 21,003.00
Vendor ID  Rem014 Vendor Name Remote Power Supply Inc.
111212009 121372009 12 2.400.00 0.00 2,400.00 M

8/9/2010 2:11 PM

OPEN_SYSTEMSikenthe
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PAYING INVOICES
Select Payables

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

Accounts Payable ¢

# Interactive Views

[+ Transactions

# Transaction Joumals

(=) Pay Invoices
Change Invoice Status
Hold/Release Invoices
Prepare Payments
Edit Register
Print Checks
Payment Vouchers
Create Positive Pay File
Create ACH File
Payment Register
Post Payments
Void Payments

[# Management Reports

[# Productivity Reports

[+ Periodic Processing

(# Setup and Maintenance

[# Master Lists
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Select Payables

Maint |

2. The Select Payables screen appears.

Select Payables Screen

4P SelectPayables (i3] | (=]
Write Activity | Fesst | Select Al Unselect Al Summary
Batch Code | #HHHHH |+| Defautt Batch Last Payment
Date 11/10/2019
Vendor ID Acel1 [ars| Ace Computer Power Supply 2
Amount 20.667.79
Priority Code M Medium Priority
[ Invaoice No Inve Date [ Due Date DD Date Gross Due [ Disc Amount [ Net Due [ Drop
> E 10222019 11/27/2019 1/7/2019 3,940.00 72.20 386120 &
|27 11/10/2019 12/10/2019 11/20/2019 591.45 111 580.34 =]
3 10/13/2018 111272018 10/23/2013 85525 0.00 855.25 =]
H9 12/8/2019 17220 12/18/2019 38717590 7.740.52 37943538 ]
W4 44| | 4| Record 1of 4 [k ||| [ | = ||| a2 | 26
Vendor Totals Grand Totalz Prepaid Total
Prepared 384.732.21 575,290.56 | 148,198.90
Dropped 0.00 G.Qﬂ
Met Prepared 38473221 5?5._294}.56

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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PAYING INVOICES

Select Payables
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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Select Payables

Summary Information Screen

a5 Selected Payment Totals by Vendor = *
| | Vendor ID | Prepared Dropped | Payment A... | Priority Last Paym... Last Paym...
[> [EU 065611 00D 44065611 M 1102019 2066779
| |Bin00s 122325 0.00 122325 M 11/10/2019 13,800.36
|cab0i2 111,883.11 D00 11188311 M 10/2019  1,14971220
| | comnn2 775775 000 775775 M 11/10/2019 942320
| Digio1o 270.92 0.00 27082 M 11/10/2019 4233017
| Har007 336778 0.00 336778 H 11/10/2019 87.109.05
|Meta17 6030.29 0.00 6030.29 H 0.00
| Mod011 58,361.30 000 5836130 H 11/10/2019 5730116
| Nhaoo1 92,.275.00 000 9227500 M 12/9/2019 100,000.00
|pcao0s 1,6632.95 0.00 1,663.95 L 11/10/2019 118,077.42

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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Print Checks

PRINT CHECKS

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

I Accounts Payable <

[ Interactive Views

| Transactions

1 Transaction Joumnals

= Pay Invoices
Change Invoice Status
Hold/Release Invoices
Prepare Payments
Select Payables
Edit Register
Payment Vouchers
Create Positive Pay File
Create ACH File
Payment Register
Post Payments
Void Payments

| Managemenrt Reparts

| Productivity Reports

| Periodic Processing

] Setup and Mairtenance

[ Master Lists

B &

&R
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Print Checks
2. The Print Checks screen appears.
Print Checks Screen
|- 4P print Checks (i3] | %]

iiza Print u;n]Output 5 Send | [ Preview | Resst = Activity | Search Document

Batch Code [, =

Due Dates Fis.

e ] e
Check Mumber = Ehpck
Starting 1655 & Currency ID Bete
Last Good 0l
Maint_| 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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PAYING INVOICES
Print Checks

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

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.

Open the Archived documents search dialog box. (Button
Search Document only available when you select Yes to Use Archive in the
Business Rules.)

Activity Log
Use the Activity Log to view printing activity for administrative purposes.

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.

The comments, if applicable, entered in the

mment .
Co ents Comments field.
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Print Checks

Name

Print Log

e 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.

Displays

Not available for this function.

NOTE: These options are only available if you selected Yes to Use Archive in the

Business Rules function.

Activity Log Screen
=] Activity Log

.Pnst Run . Run Time:
2013115160354 9/17/2017 10:03 AM
= 20170802153537 8/2/2017 10:35 AM

'0\. Document No
» (1652

|

20170731202316 T/3/2017 323 FM

20170510195137 5/10/2017 2:51 PM

20170508155804 2/15/2015 10:58 AM

20170504163937 2/11/2015 11:33 AM
I 20170504163518 2/11/2015 11:35 AM
y 20170504163154 2/11/2015 11:31 AM
I 20091105143359 9/7/2013 8:34 AM
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PAYING INVOICES
Print Checks

Search Document
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 The Check number printed.
Number
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.

The comments, if applicable, entered in the

Comments .
Comments field.

Document Preview the original check printed.
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Print Checks

Search Document Screen

[5] search Document I - m} x
H K 4269 p M|k X |[E 9 |[& & =2 |53 @ | Aty
Apply Filter £ ®&)
| And
il Document Mu... [ Run Time 7 Description Reference Form ID User ID Host ID | Comments [ Document é‘
> SEPI 22017 10:35 AM Pint Check  Cab012 PO Check eert KENTHEITKAMP Il |
1651 T/3/2017 3:23 PM Print Check Digi010 PO Check kent KENTHEITKAMP | |
A 1533 5/10/2017 2:51 PM AP Print Checks ~ PCBOD9 AP Check kent KENTHEITKAMP | |
| 1522 5/10/2017 2:51 PM AP Print Checks  Mod011 AP Check kert KENTHEITKAMP [—
._ 1531 5/10/2017 2.51 PM AP Print Checks ~ MetD17 AP Check kent KENTHEITKAMP | | 3
1530 5/10/2017 2:51 PM AP Print Checks  HdrDD7 AP Check kent KENTHEITKAMP
:1529 5/10/2017 251 PM AP Print Checks  Digi010 AP Check kent KENTHEITKAMP
| 1528 5/10/2017 2:51 PM AP Print Checks ~ Com002 AP Check kent KENTHEITKAMP
i 1527 5/10/2017 2:51 PM AP Print Checks  Cab012 AP Check kent KENTHEITKAMP | || &
" 1526 5/10/2017 2:51 PM AP Print Checks  Bin004 AP Check kent KENTHEITKAMP | o
il 1525 5/10/2017 2:51 PM AP Print Checks  Acel01 AP Check kent KENTHEITKAMP | .|
f1524 2/15/2015 10:58 AM AP Print Checks  Ace01 AP Check kent KENTHEITKAMP | o |

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
Print Checks Total Log
Continental Products Unlimited Page 1
Print Checks Total
Checks Printed 8 Amount Due 211,060.70
Discounts
Total Paid
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Print Checks

Sample Check

ELEVEN THOUSAND TWO HUNDRED MIMETY - EIGHT AMD 24/100 US DOLLAR

ACCT NO CPUDDD
05/18/2009 sy | 208 24
Ace Computer Power Supply
Juliz Simon
1437 Beliview Avenue
Richfisd MM 55423
VENDOR Aoellt Ace Computer Power Supply/Ace Computer Power Supply Check No
DATE INVOICENUMBER AMOUNT DUE DISCOUNT TAKEN NETAMOUNT DUE
03/ 0BI200T 0BT DO0000001 278447 0,00 2.TB4 AT
T12/0EF 2006 D1 000000002 2,436.41 0,00 243641
04/ 2572009 11222 3.53T.00 .0l 3.537.01
0473072008 122456 241535 .00 241535
D4/ 2572009 Phone 125.00 000 12500
ACCTNO  CPUDMM
051872009 TOTAL 11,258 24 .00 11,258.24
VENDOR Aoellt Ace Computer Power Supply/Ace Computer Powsr Supply Check No
DATE INVOICENUMEBER AMCUNT DUE DISCOUNT TAKEN NETAMOUNT DUE
O/ 0BF 2007 051000000001 Z.TE4.4T e Kes) 2, 75447
T2/06F 2006 DB 100000002 242841 0,00 242641
04/ 2572009 i1zz2 3,537.01 ool 3,537.01
0473072008 122456 241535 .00 241535
04/ 2512009 Phaone 125:00 0,00 125.00
ACCT NGO CFUDIM
Q51872009 TOTAL 11,258 24 0.00 11,2824

5-46 Accounts Payable



Check Remittance

PAYING INVOICES
Print Checks .

VEWNDOR  Ace0D1 Ace Computer Power Supphy
DATE INVCICE HUMBER
{0308 2007 08 DR R0 DR RN 1
1208 2008 068 1 DR0N R0 DN RN
(0308 2007 [ LT e
0301 2007 [ Lo T
{00308 2007 LA Lo T
02.28,2007 068 9 DRN R DN RN N
(03,08 2007 [ LT
1003005 2007 [ Lo T
08.30,2007 1333
notes st
4444
SGA00045
i2
ACCTNO  CPUDDD1
1003 2007 TOTAL

AMOUNT DUE

278447
2.436.41
208835
1,740.25
1,382.23
1044197
69612
348 .08
18,972.00

11,376.50

4,702.19
3.435.50

51 01

&Y

29

DISCOUNT TAKEN

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00

Check No 1025
NET AMOUNT DUE

278447
243841
208835
1,74025
138223
104417
68612
34806
18,972 00
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PAYING INVOICES
Payment Vouchers

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

| Accounts Payable %

[ Interactive Views

[ Transactions

[ Transaction Joumals

[= Pay Invoices
Change Invoice Status
Hold/Release Invoices
Prepare Payments
Select Payables
Edit Register
Frint Checks
Payment Youchers
Create Positive Pay File
Create ACH File
Payment Register
Post Payments
Woid Payments

[# Management Reports

[# Productivity Reports

[# Periodic Processing

[# Setup and Maintenance

[ Master Lists
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Payment Vouchers

2. The Payment Vouchers screen appears.

Payment Vouchers Screen

| 4P Payment Vouchers i3] | Bl
=3 Print u:;l]OLﬂpLﬂ - Send |[Q, Preview | Reset T Activity | Search Document

Batch Code

HHHH? [

Voucher Number

Starting 10028 (¢ Currency ID e

Last Good 0 & Exchange Rate

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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Payment Vouchers

7. Select a command button:

Command Buttons

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.

Open the Archived documents search dialog box. (Button
Search Document only available when you select Yes to Use Archive in the
Business Rules.)

Activity Log
Use the Activity Log to view printing activity for administrative purposes.

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 commer.1ts, if applicable, entered in the

Comments field.

Print Log Not available for this function.

e Click the Plus (+) button next to the Post Run to view the Voucher(s) printed for the
selected printing.
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Payment Vouchers

¢ 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

[E] Activity Log [ - O x
K 4 303 ‘ r S | Te 53 [, | Search Document
Post Run Run Time v Description User 1D Comments Print Log

= 20170804151025 8/4/2017 10:10 AM AF Payment Vouchers  kent | |

CL. Document No Reference Document
> | 10030 Adv0D8 | |
E 20170804151006 8/4/2017 10:10 AM AP Payment Vouchers  kent | |

2 | Document Mo Reference Document

> | 10029 Adv008 . i
> 8/4/2017 10:07 AM AP Payment Vouchers | kent (——

2 | Document No Reference Document

» | 10028 Adv0D8 . |

Search Document
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 The Voucher number printed.
Number
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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Payment Vouchers

Name Displays
User ID The user who performed the print.
Host ID The workstation name used to print the voucher.
The comments, if applicable, entered in the
Comments )
Comments field.
Document Preview the original check printed.

Search Document Screen

=] Search Document [ich — O b

[H H 4 303 X |2 -3 O3 [ | Activity

Apply Filter %2 =

And
Document... Run Time 7 Description Reference Form 1D User D Host ID Comments Document

> BA/201710:10AM AP Payment... AdvOD8 AP Voucher  kent KENTHEIT. . f——]

10025 8/4/2017 10:10 AM AP Payment... Adw008 AP Woucher  kent KEMNTHEIT... | |
10028 8/4/2017 10:07 AM AP Payment... Adv008 AP Voucher  kent KENTHEIT... | |

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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Payment Voucher

Caontinental Products Unlimited
4307 Daan Lakes Blvd
Shskopee, MK 55373

UNITED STATES
(S52)-403-5700

ACCTNO CPUPK1

Advanced Cirguit Boards Plus
Gabriella Scott

2 Rockford Parkizwn Circle
Edina, MN 55424

VENDOR Adv(DE Advanced Cirquit Boards Plus

DATE INVOICE NUMEER
BIB2017 2

BiB/2017 27

BI202017 28

BI5/2017 3

ACCTNO CPUPK1

Br4r2m7 TOTAL

AMOUNT DUE

35000

27625

1,75000

-35.00

2.341.25

o/4207 e 34120
PAID VIA: EFT
KRR R R R K 2804
Voucher No 10028
DISCOUNT TAKEN NET AMOUNT DUE
0.00 350.00
0.00 27625
0.00 1.75000
0.00 -35.00
0.00 234125
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CREATE POSITIVE PAY FILE

Use the Create Positive Pay File function on the Pay Invoices menu to generate an ASCI! 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

Accounts Payable <

[# Interactive Views

[# Transactions

[# Transaction Joumals

= Pay Invoices
Change Invoice Status
Hold/Release Invoices
Prepare Payments
Select Payables
Edit Register
Print Checks
Payment Vouchers
Create ACH File
Payment Register
Post Payments
Void Payments

[+ Management Reports

[# Productivity Reports

[+ Periodic Processing

[# Setup and Maintenance

[# Master Lists
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Maint |

2. The Create Positive Pay File screen appears.

Create Positive Pay File Screen
| 4 Create Posiive Pay File |3 | =]
P Create | 0] Activity | Resst | Select Al Unselect Ml | Delete

Bank Account ID |FNBOD1 [nes]

File Name s
Show
New Sl
Check Number £
Select Check Date | Amount Transmit Date
) = =i | D 0
[ 73207 -10.000.00
=] 55 {Co
[} 8/4/2017 387.175.90
= L 556 {Co
[} 8/4/2017 119.213.27
=] g C
2 842017 8,701 .46
= ! 8 {Co
3] 8/4/207 10.597.75

Comments

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



PAYING INVOICES
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
Name Description

Will output the file for the selected check
records in the format defined in the positive

Create pay definition assigned to the bank account
Id selected for this file.
Activity Will show you a reco.r.d for eagh time you
have output the positive pay file.
Reset Reset all values to the defaults.
Will check the box for all records in the check
Select All )
detail area of the screen.
Will uncheck all the boxes for the records
Unselect All displayed in the check detail area of the
screen.
Will delete the selected checks from the list
Delete

of checks in the check detail area.

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.
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PAYING INVOICES
Create ACH File

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

| Accounts Payable

4

B Interactive Views

[ Transactions

B Transaction Joumals

El Pay Invoices
Change Invoice Status
Hold/Release Invoices
Prepare Paymerts
Select Payables
Edit Register
Print Checks
Paymert Vouchers
Create Postive Pay File
Paymert Register
Post Paymerts
Void Paymerts

[ Management Reports

B Productivity Reports

[ Periodic Processing

[ Setup and Maintenance

B Master Lists
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2. The Create ACH File screen appears.

Create ACH File Screen
|' AP Create ACH File 'ié?éi'_|
P Create | ] Activity | Reset

Batch Code Tues 2

Invoices Due 8/9/2010
Vendor ID

From

Thru

Currency uso

Discounts Due  |8/9/2010

Payment Date  |8/3/2010

Fiscal Pd/Year 8 ! 2010

Bank Account ID |FMNBOO1

Batch Number 1
File Format ADY - Automated Accounting Advice i[ined
File Name AP_DDEFOSIT_201008090247 & Company 1D

Save to Folder  |C:\Documentsh [=s]

Create File C:\Documents\AP_DDEPOSIT_201008090247,CPU

Comments

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 DFls.

¢ 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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PAYMENT REGISTER

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

| Accounts Payable <

[# Interactive Views

[# Transactions

[# Transaction Joumals

[=] Pay Invoices
Change Invoice Status
Hold/Release Invoices
Prepare Payments
Select Payables
Edit Register
Frirt Checks
Payment Vouchers
Create Positive Pay File
Create ACH File
Post Payments
Void Payments

[# Management Reports

[# Productivity Reports

[# Periodic Processing

[# Setup and Maintenance

[# Master Lists
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2. The Payment Register screen appears.

Payment Register Screen

|| 4P Payment Regiter [c3 | =]
(& Print |[[5)Output - | [=3Send | |4 Preview | Reset
Batch Code

| Credit Rl

Report Layout

|#| Banded Rows

Maint_| 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

Name
Reset
Preview
Output
Send

Print

PAYING INVOICES

Description

Set all fields to their defaults.
Preview the report on your monitor.

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

Payment Register

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

Print the report.

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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Payment Register

Continental Products Unlimited Page 1
Payment Register usD
Batch Code Tues Invoices Due 8/9/2010
Vendor ID From Thru
Discounts Due 892010 Payment Date 8/9/2010
Fiscal Period 8 Fiscal Year 2010
Bank AccountID  FNBOO1
Payment Date Payment Number Invoice Date Due Date Invoice Number Gross Amount Due Discounts Taken Net Paid 1099
EFT
VendorID Bin004 Vendor Name ary Marketing Solutions
6/11/2010 TH12010 111222 31504.50 0.00 31,504.50 M
319/2010 4/8/2010 3216546987 G6B.75 0.00 G68.75 M
3/9/2010 4/8/2010 447785552 250050 0.00 2,500.50 M
Total for Payment Number 3407375 0.00 3407375
Total for Vendor ID Bin004 3407375 0.00 3407375
EFT Total 3407375 .00 3407375
Checks
Vendor ID  Ace001 Vendor Name Ace Computer Fower Supply/Ace Computer Fower Supply
1538 2/9/2010 4/8/2010 22211111 12,510.80 0.00 12,510.80 M
1538 GM11/2010 71112010 3216461968 250.00 0.00 250.00 4
Total for Payment Number 1538 12,760.80 0.00 12,760.80
Total for Vendor ID Ace001 12760.80 0.00 12,760.80
Vendor ID  Digi010 Vendor Name Digital CD-Rom Drives
1539 3/9/2010 4/2/2010 32164654 21,003.00 0.00 21,003.00 M
Total for Vendor ID Digi010 21,003.00 0.00 21,003.00
VendorID Rem014 Vendor Name Remote Power Supply Inc.
1540 11/3/2009 12/3/2009 12 2,400.00 0.00 2,400.00 N
Total for Vendor ID Rem014 2.400.00 0.00 2,400.00

8/9/2010 2:53 PM

OPEN_SYSTEMS'kenthe
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POST PAYMENTS

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.

y¥¥ge

When you post payments, entries are made to several accounts in the GL Journal, as shown
below.

Cash AP Discounts Realized Gains/Losses

Account
CR DB CR DB CR

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.

¥dgee

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.
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When posting payments for Purchase Order invoices that have had Deposits posted, you will
see extra journal entries on the post log.

Cash AP Discounts Realized Gains/Losses
Account
CR DB CR DB CR
DB CR DB CR

(Deposit) | (Deposit) (Deposit) | (Deposit)

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

N
Accounts Payable ¢
[# Interactive Views
[# Transactions
[# Transaction Joumals
= Pay Invoices

Change Invoice Status
Hold/Release Invoices
Prepare Payments
Select Payables
Edit Register
Print Checks
Payment Vouchers
Create Positive Pay File
Create ACH File
Payment Register
Void Payments

[+ Management Reports

[# Productivity Reports

[+ Periodic Processing

[+ Setup and Maintenance

[# Master Lists
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2. The Post Payments screen appears.

Post Payments Screen

| AP Post Payments \éi&‘vl. |

P OK | [ Activity | Reset
|%| Do the following then chedk the bax

Print the Checks and Vouchers
Print the Payments Register

|| Print Log Using Base Currency
Select batch{es) to post
[¥) sy Defaut Batch .
| Tues Tues Payments e |
| Mone

Comments

3. Before you Post Payments, perform the following activities:

e 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.

y¥¥ge

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

Name Description

Begins processing. A message appears when the post
OK 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.

Activity Log Dialog Box

Run Time e Description User ID Comments Print Log
1505175752 05/05/2009 12:58 PM AP Post Payments

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 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.

The comments, if applicable, entered in the

mmen .
Co ents Comments field.

A PDF version of the original log file if you click the ...

Print Log button

5-70 Accounts Payable



PAYING INVOICES
Post Payments

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

Continental Products Unlimited Page 1
Post Payments
Batch List Tues
Comments
20170504 164137
Batch Code Tues
Dist Code Description GL Account Amount Fgn Debit Credit
D0t
Posted to Fiscal Year M7
Fiscal Period 5
1758158 { Tues 01-000-2010 9.840.00 USD 9,040.00
Depositd0000022 / Tues 01-000-2010 5.000.00 USD 5,000.00
DepositD0000022 / Tues 01-000-2010 5.000.00 USD 5,000.00
1758158 { Tues (D0-000-2030 188.30 USD 198,80
Bank Account ID
FNBOD1 1TEB158 | Tues 0i-000- 1000 9.741.20 USD 874130
DepositD0000022 / Tues 01-000- 1000 5.000.00 USD 5,000.00
Depositd0000022 § Tues O1-000- 1000 5.000.00 USD 5,000.00
Posted to Bank Account ID FNBOO1 5,000.00 1474120
Total for Batch Code Tues 12,840.00 19,840.00
Grand Total 18,840.00 12,040.00
SA201T 11:41 AM *= End of Report =+ OPEN_SYSTEMS\Kent Heitkamp
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VOID PAYMENTS

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.

e Payment information is updated in Vendor and history.

¢ The invoice record is reinstated in open invoices, because you still have to make the
payment.

e 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
P

Accounts Payable
| @ Interactive Views
Transactions
Transaction Joumals
= Pay Invoices
Change Invoice Status
Hold/Release Invoices
Prepare Payments
Select Payables
Edit Register
Print Checks
Payment Vouchers
Create Positive Pay File
Create ACH File
Payment Register
Post Payments
Management Reparts
Productivity Reports
Periodic Processing
Setup and Maintenance
Master Lists

|~

5-74  Accounts Payable



2. The Void Payments screen appears.

Void Payments Screen

| AP ;'oid P.avmentsuléié-l |
P Write | [ Activity | Reset | Apply Select All Unselect All Detail
Data Filter W

And
i [Payment Date] Is less than 5/6/2009

Void Date 05/05/2008 |+|
Fiscal PeriodfYear 5.8l f 2009
Status on Reinstated Invoices |Rel e

|| Print Log Using Base Currency

Comments

Void Payment No Prepay Payment Date Payment Am... Wendor |0

= . 513764 [l 03/23/2007 30,240.00 Dayli6

=) 1112 =] 05/05/2003 243641 AcsDD
Gross Amt 0.00 Disc Amt 0.00 Payment Amt

PAYING INVOICES
Void Payments

|

|»| vendor Currency

Cumency Payment Run

EUR 03/25/2007
USD 05/05/2009

0.00

. 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.

screen.

Payment Run information is displayed.

Posted payments that match your selection criteria appear in the detail section of the

. The Payment No, Prepay, Payment Date, Payment Amount, Vendor ID, Currency, and

. 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

Vendor ID Ac2001]

Payment Mumber |1112

Invoice No Invoice Date Due Date

Disc Date Gross Due Amt Discount Amt

M| 4| 4| Record 1of1 | »| W M

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

BS 2010080201310
|20100809201156 8/9/2010 212 PM AP Void Paymerts kerth ———

i 1
2] Actiity Log SRS e — =Sl
1of2 b M| X |3 A B @
. Post Run . Fun Time 7 . Description . User ID . Comments . Print Log

8/9/2010 3:13 PM AP Void Payments

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 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.

The comments, if applicable, entered in the

Comments .
Comments field.

A PDF version of the original log file if you click the ...

Print Log button

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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Void Payments

GL Log

Continental Products Unlimited Fage 1
Void Payments
Void Date &9r2010 Fiscal Period/Year Br2010
Btatus on Reinstated Invoices Raleased
Comments
Fiscal Year 2000
Eank Account 1D
Dist Code Period Cescription GL Account Amount Fgn Debit Credit
1002
g Gains/losses Sum - 02-000-4500 62.04 USD 62.04
8 GainsfLosses Sum 02-000-5300 2210 UsD 2240
Total for Bank Account 1D 62.04
Eank Account 1D FNBOD1E
Dist Code Period Description GL Account Amount Fgn Debit Credit
1002
B L 02-000-2012 3.780.00 EUR 451289
8 &P 02-000-2012 3.780.00 EUR 4.519.91
g L 02-000-2012 3.780.00 EUR 4.518.91
] &P 02-000-2012 3.780.00 EUR 4,504 83
8 &4F 02-000-2012 3.780.00 EUR 4,550.52
] &F 02-000-2012 3.780.00 EUR 4.519.91
8 ap 02-000-2012 3.780.00 EUR 4.550.93
& &P 02-000-2012 3.780.00 EUR 451891
8 Cash 02-000-1002 3.780.00 EUR 4,519.91
8 Cash 02-000-1002 3.780.00 EUR 4 513.51
-] Cash 02-000-1002 3,780.00 EUR 4,519.51
8 Cash 02-000-1002 3.780.00 EUR 4.519.91
8 Cash 02-000-1002 3.780.00 EUR 4.519.91
] Cash 02-000-1002 3.780.00 EUR 4,519.91
] Cas 02-000-1002 3.780.00 EUR 4,519.91
8 Cas 02-000-1002 3.780.00 EUR 451331
Total for Bank Account 1D FNBEMME 36,159.28
Grand Total 36,221.32 36,221.32

2010 3:12 PM
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PAYING INVOICES
Void Payments .

Continental Products Unlimited Page2
Void Payments
Void/Reinstate Log
Fiscal Year 2007
Payment Number 513764 Date WZI200T Vendor 1D Day016 Currency ID EUR

Invoice Number Invoice Date Invoice Amt Fgn  Discount Taken Fgn Net Amt Fgn

022400000006 3,780.00 0.00 3.780.00

G22400000007 3.780.00 0.00 3.780.00

031200000003 122005 3,780.00 0.00 3.780.00

(52600000008 B/ 2672006 3.780.00 0.00 3.780.00

060200000004 B/2/2005 3,780.00 0.00 3.780.00

BE2E0000000E E/2BI2006 3,780.00 0.00 3.780.00

20100000005 W1/2005 3.780.00 0.00 3.780.00

120800000010 12/BI2006 3,780.00 0.00 3,780.00

Total 30.240.00 0.00 30,240.00

BI32010 3:12 PM

*** End of Report =**

OPEN_S5Y STEM Sikenthe
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CREDIT CARD PAYMENT PROCESS

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.

(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.

. 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.

. 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.

2.

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.

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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Using the Interactive Views Menu

USING THE INTERACTIVE VIEWS
MENU

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

e 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.

Sorting and Filtering

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 the selected column’s data in ascending order.

zd Sort Ascending NOTE: You can also accomplish this task by clicking

the column heading until . appears.

Accounts Payable 6-3



Using the Interactive Views Menu

z| ]
L Sort Descending
Clear Sorting
=
Group By This
Column
A
Column Chooser
. Best Fit
1
Clear Filter
i
) Filter Editor
W
Best Fit (all
columns)

Sort the selected column’s data in descending order.

NOTE: You can also accomplish this task by clicking

the column heading until ., appears.
[ I DO DN BN D NN DO DN DO BN RN RN A DN B BN RO DN DN D R RN DN DN DN B RN BN NN DN BN BN BN DN BN DN BN BN N B B B BN |

Remove all sorting options and revert to the default view.

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.

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.

Adjust the selected column to resize the column for the best view
of that column’s data.

Remove all filter options and revert to the default view.

See “Filtering Across All Columns” in the General Information
guide for more information.

Adjust all columns to resize for the best view all of the data at
once.

Filtering by an Individual Column

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.

Select To
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Enter criteria for filtering the selected column.

(Custom) L I T T T I T T O O T T O T T T T O O T T T T T O O I I A

NOTE: View the following paragraph for additional information.

(Blanks) Display only entries with blank information in the selected column.

(Non

Display only entries with information in the selected column.
blanks) play only

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.

ftem Id

Custom AutoFilter ﬁ

Show raws where:

o

(Maon blanks)

Location Id

eguals
I |

equals T

does not equal

|is greater than

|?s greater than or equal to
||s less than

is less than or equal to w

Sorting and Filtering Pivot Chart Data

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:

Select To

v Refresh the data in the tables.
%3 Refresh Data

Remove the selected criterion from the
Hide table.
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Select To

Move the selected criterion to the beginning,
Order left, right, or end of the list of criteria.

Open the PivotGrid Field List, then click and
drag the applicable fields to the desired

Showe Field List .
locations.

A Close the PivotGrid Field List.

NOTE: See instructions in the “Filtering Across All Columns” section in the General
Information guide for more information on filtering.
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VENDOR VIEW

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

| Accounts Payable <

= Interactive Views
Transaction View
Open Invoice View
Detail History View
Summary Histary View
Aged Trial Balance View
Payment History View
Transactions
Transaction Joumals
Pay Invoices
Management Reports
Productivity Reports
Periodic Processing
Setup and Mairntenance
Master Lists
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Vendor View

2. The Vendor View screen appears.

Vendor View Screen

1 10f12 b M b
Apply Filter "

and

MName

| Ace Computer Power Supply
AdvD0DE Advanced Cirquit Boards Plus

| BinD04 Binary Marketing Solutions
|cab012  Computer Systems Inc.
.ComDDZ Commuciation Programming LTD.
|Dayote Diaylight Realty Corporation
|Digint0 Digital CO-Rom Drives
|Hdro07 Hardrive Memory Supply
[Lan003 Local Area Networks Inc.
| Metd17 Metro Vechicle Leasing Inc.
Mic006 Micro Processors Lid.
| Mod011 Modems Plus
.thD15 Northem Temitories Power Co.
|PCBO0S  PC Buiders
Perl05 All Peripherals Inc.
| Remi14 Remote Power Supply Inc.
. .Spe[ﬂi Spectrum Test Equipment
"VIEEI Visa

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to

j Cortact

Julie Siman
Gabriella Scott
Thos. Boswell
Matilda Brunfeld
Charles Webster
Regina Applebee
Melissa Mackinaw
Cassandra Welch
Wivian Sottie

Don Crest

Herb Carson

Rex Trumbley
Kar Mamt

Guy Raymond
Virginia Williams
Alexis Quarterdy
Bart Connely

Julie Siman

| Gty
Richfield

Edina
Bismark
Woodbury
Fort Dodge
Vienna
Rochester
St. Paul
Hemantown
Minneapolis
Wanchai
Bloomington
Minneapolis
Minneapolis
Minneapolis
Minneapolis
Chicago
New York

MN
ND
MN
1A

MN
MN
MN
MN

MN
MN
MN
MN
MN
IL

NY

55423
55424
58501
55125
50501
1100

55501
55100

l Region lPostaI Code Phone
MN

(612)-866-1100
(612)-846-2011
(701)-462-1584
(612)-374-4257
(515)-641-0222
43 766328
(612)-681-5042
(612)-675-4208
{612)-555-1058
(612)-344-7839
85228088888
(612)-784-1234
(612)-458-5148
(612)-453-9024
(612)-544-1254
(612)-541-2045
(312)-420-0540
(612)-866-1100

include all records. Click Apply Filter to populate the grid below.

| Emai

ifo @osas.com
info@osas.com
info@osas.com
info@osas.com
info@osas.com
info@osas.com
info@osas.com
info@osas.com
info@osas.com
info@osas.com
info@osas.com
info@osas.com
info@osas.com
info@osas.com
info@osas.com
info@osas.com
info@osas.com

info @osas.com

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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TRANSACTION VIEW

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

I Accounts Payable <|
= Interactive Views
Wendor View

Open Invoice View
Detail History View
Summary History View
Aged Trial Balance View
Payment History View

[ Transactions

[ Transaction Joumals

[ Pay Invoices

¥ Management Reports

[# Productivity Reports

[# Periodic Processing

[ Setup and Maintenance

[ Master Lists
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Transaction View
2. The Transaction View screen appears.

Transaction View Screen

—— 8
y 107 b M b SE| IrY 1 G @ | [yExport - @ views - @
Apply Filter 5

»)

And

Transaction No Invoice Number Inveice Date Vendor ID Transaction Type | Location ID | ttem 1D Unit | Quantity Ext Cost
Recurr 4302014 Acenot Invoice Stff 100 250,00
00000248 Recur 413012014 2008 Invoice Utity 100 125.00
| |ooo00240 4302014 cabo12 Invoice utl 100 500.00
| [oocoazs0 4302014 Spedt3 Invoice
00000251 561615 4302014 Meto17 Invoice Chrlease 100 369.00
| [oooou2st 581615 43012014 Meto17 Invoice VanLesse 100 450.00
| |oooo02s2 4302014 Day016 Invoice Stuff 100 500.00

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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OPEN INVOICE VIEW

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

| Accounts Payable <

[ Interactive Views
Wendor View
Transaction View
Detail History View
Summary History View
Aged Trial Balance View
Payment History View

[ Transactions

@ Transaction Joumals

[# Pay Invoices

[# Management Reports

[# Productivity Reports

[# Periodic Processing

[# Setup and Maintenance

[& Master Lists
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Open Invoice View
2. The Open Invoice View screen appears.

Open Invoice View Screen

| 4P Open Invoice view (&3] |

=y 1of63 b MW XA & & (Ba @ ([Q- -
Apply Filter 5% &)
And ©
. Wendor IO . Invoice Number . Status . Invaice Date . Met Due Date . Dizcourt Due Date . Discount Amt . Amount
BY acen £ ‘Relemsed  11/03/2009  12/03/2009 1171372009 i 7945 200250
| Ace0D1 26 Released  11/04/2009 12/04/2009 11/14/2009 7280 394000 =
| Ace001 3 Released  10/20/2003 11/19/2009 10/30,/2009 0.00 855.29
| Ace0D1 111600000021 Released  11/24/2009 12/24/2009 12/04/2009 3400 1,700,00
| Ace0D1 7 Released  11/17/2009 12/17/2009 11/27,/2009 11.11 59145 —
| ace0D1 5 Prepaid  10/29/2009 10/29/2009 10/29/2009 000 250000
| Acen0 81 Prepaid  11/03/2008 11/03/2009 11/03/2009 0.00 1,000.00
| 8001 5 Released  10/29/2009 11/28/2009 11/08/2009 77.00 138999
| 8ceDD1 51 Released  11/03/2009 12/03/2009 11/13/2009 4480 1.310,00
| AceDD1 33333333 Released  12/07/2009 01/06/2010 12/17/2009 53305  26.652.40
| Aca001 764565375 Released  12/11/2008 01/10/2010 12/21/2009 1.829.85 9148271
| Ace001 4975974 Released  12/11/2009 01/10/2010 12/21/2009 47886 2394305
| AcenD1 081000000001 Released  03/08/2007 04/07/2007 03/18/2007 000 278447
| Ace0D1 081000000002 Relessed  12/06/2006 01/05/2007 12/16/2006 000 243647
| Acen01 021000000003 Relessed  03/08/2007 04/07/2007 03/18/2007 000 208835
| Aceb01 031000000004 Relessed  03/01/2007 03/31/2007 03/11/2007 0.00 1.740.29
| AceDD1 081000000005 Relessed  03/08/2007 04/07/2007 03/18/2007 0.00 139223
| AcelD1 081000000006 Released  02/26/2007 03/27/2007 03/08/2007 0.00 1.044.17
| Ace0D1 021000000007 Relessed  03/08/2007 04/07/2007 03/18/2007 0.00 £96.12

3,755.82 | 357,216.91 | G|

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.

L IO DO I BN NN DO DN B DN RN NN DN B R BN RN DN DN D BN BN NN DN D B BN BN NN DN BN BN BN DN BN BN DN RN DN DN DN BN R DN DN B DN BN BN NN DN DN BN BN NN DN BN BN DN BN NN NN B BN B B BN BN )
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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DETAIL HISTORY VIEW

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

| Accounts Payable |

B Interactive Views
Vendor View
Transaction View
Open Invoice View
Summary History View
Aged Trial Balance View
Paymert History View

[ Transactions

[ Transaction Joumals

[ Pay Invoices

[ Management Reports

[ Productivity Reports

[ Periodic Processing

[ Setup and Maintenance

[ Master Lists
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Detail History View
2. The Detail History View screen appears.

Detail History View Screen

| AP Detail History View |t |

A | | 10f772 b M XA 9|Q &= 5@ - E-a
Apply Filter %z &)
And ©
| Veendor IO . Invoice Number . Invoice Date . Transaction Type . ltem 1D . Description . Quantity Units . Ext Cost
! Acennt 031000000001  01/06/2007 Invoice 100 Blectical Pac.. 80000 PKG 278447
Acell 031000000002 12/06/2006 Inveice 100 Electrical Pac... 7.0000 PKG 243641
Acell 031000000003 01./06/2007 Inveice 100 Blectrical Pac... 6.0000 PKG 2.088.35
| Line tem Ace0l 031000000004 01/06/2007 Invoice 100 Hectrical Pac.. 50000 PKG 1.740.29
| Line e Ac=001 031000000005 01/06/2007 Invoice 100 Blectrical Pac... 40000 PKG 139223
.Line tem Acel01 031000000006 01/06/2007 Invoice 100 Hectrical Pac.. 3.0000 PKG 1.04417
: .Line tem Ace001 031000000007 01/06/2007 Invoice 100 Hlectrical Pac.. 2.0000 PKG 696.12
. Line tem AcelD1 031000000008 01/06/2007 Invoice 100 Hectrical Pac.. 1.0000 PKG 343.06
Line tem AdwDDE 031000000009 01/06/2007 Invoice 150 Flumbing Pac... 1.0000 PKG 502.11
.Line tem Cab012 031000000010 01/06/2007 Invoice 200100 Fumace 1.0000 EA 37544
| Line tem Comonz 031000000017 01/06/2007 Invoice 200 Heating/Cooli... 1.0000 PKG 0.00
| Line tem Com(02 031000000012 01/06/2007 Invoice 200100 Fumace 5.0000 EA 1.897.20
Line tem Adw002 031000000013 01/06/2007 Invoice 100 Blectrical Pac... 1.0000 PKG 34355
.Line tem BinD04 031000000014 01/06/2007 Invoice 150 Plumbing Pac... 1.0000 PKG 907.53
. .Line tem BinD04 031000000015 01/06/2007 Invoice 100 Hlectrical Pac.. 1.0000 PKG 34355
| Line tem BinD04 031000000016 01/06/2007 Invoice 200200 Water Heater 1.0000 EA 27753
| Line tem Cab012 031000000017 01/06/2007 Invoice 200 Heating/Coali... 1.0000 PKG 0.00
| .Line tem  Adw008 081000000018 01/06/2007 Invoice 200500 Sump Pump 1.0000 EA 4750
| | Line tem BinDD4 081000000019 01/06/2007 Invoice 200100 Fumace 1.0000 EA 379.44
|Lnetem Bn0D4 031000000020 01/06/2007 Invoice. 200 Heatin/Cooll.. 1,000 PKG 0.00
53,710.0... 5,730,94.. &

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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SUMMARY HISTORY VIEW

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

| Accounts Payable <
= Interactive Views
Vendor View
Transaction View
Open Invoice View
Detail History View
Aged Trial Balance View
Payment History View
Transactions
Transaction Joumals
Pay Invoices
Managemert Reports
Productivity Reports
Periodic Processing
Setup and Mairtenance
Master Lists
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Summary History View
2. The Summary History screen appears.

Summary History View Screen

| AP Summary History View [£3] |

= | | 0 of 0 b0 X @ 9 |[& a2 @ |G- /@-a |
Apply Filter "% E3)
S 230000, Ee7517.a1
B50000 -
- = Il
vendor ID 3| 600000
Purcha... || Discou... || Discou... || Payments | Drop Columr 550000
§ Grand Total
Fiscal Year A Figcal Period A = = I | 500000
Purchases Discount Taken Discount Lost Payme
20085 7 [ 1567,118.32 0,00 0.00
r 1 450000
8 83,915.63 0.00 0.00
| 2, | 654,497.39 0.00 0.00 400000 -
10 139,064,338 0.00 0.00 -
| 11 | 189,718.57 0.00 0.00 350000 4
12 656,256.23 0.00 0.00
2005 Total | 2,489,090.31 0.00 0.00 300000 -
= 2007 [ 1 147,107.48 15.04 0.00
2 141,472.92 0.00 0.00 250000 -
| 3 667,517.31 0.00 0.00 195965, 42
| 5 57,236 0.00 0.00 — ||| 200000 167236.50
+ - : 2 4:00 Pl E 14147292
| 2007 Total 1,323,302.72 15.04 0.00 150000
= 2009 | 10 9,140,086 0,00 0.00
11 41,619.10 0.00 0.00 100000
12 224,154.53 0.00 0.00
2009 Total 274,913.69 0.00 0.00 50000
Grand Total 5,730,946.32 15.04 8,469.19 1B ||
5§ o
(&Il i 1 B 2007400730P 740874067 | 5

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.

6-16 Accounts Payable



INTERACTIVE VIEWS
Aged Trial Balance View

AGED TRIAL BALANCE VIEW

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

| Accourts Payable /|

Bl Interactive Views
Vendor View
Transaction View
Open Invoice View
Detail Higtory View
Summary History View
Payment History View

[ Transactions

[ Transaction Joumals

[# Pay Invoices

[ Management Reports

[ Productivity Reports

[ Periodic Processing

[# Setup and Maintenance

[l Master Lists
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Aged Trial Balance View

2. The Aged Trial Balance View screen appears.

| P Aged Trial Balance View [i3] |

= ] 10f59 b W [bo X A 9 |[& & =3 (53 @ |[Ey- |- @ | Options
Apply Filter %% Z)
And &
: E ~|
Vendor ID & | |
[ Name | Invoics Number [Amout  [cumsnt  [31-60  [61-30  [51-120 [over-120 | Fuure
">:§EI Vendor ID: AceDD1 i
|| Ace Computer Power ... 1 2,002.50 0.00 000 200250 0.00 0.00 0.00
Ace Computer Power ... 26 3.940.00 0.00 000 394000 0.00 0.00 .00
Ace Computer Power ... 3 85529 0.00 0.00 855.29 0.00 0.00 0.00
Ace Computer Power ... 111600000021 1,700.00 000 170000 000 000 0.00 000 =
Ace Computer Power ... 27 59145 .00 59145 0.00 0.00 .00 .00
Ace Computer Power . 5 1.389.99 0.00 000 138999 0.00 .00 .00
Ace Computer Power ... 61 1,310.00 0.00 po0 131000 0.00 0.00 .00
Ace Computer Power ... 33333333 26,652.40 000 2565240 0.00 000 0.00 .00
| | Ace Computer Power ... 764565375 31,492.71 000 9143271 000 0.00 .00 .00
|| ASc Compiicr Power - 4975974 2254305 000 2394305 0.00 0.00 0.00 poo -
| | Ace Computer Power .. 021000000001 278447 0.00 0.00 0.00 0.00 278447 0.00
|| Ace Computer Power .. 021000000002 243641 0.00 0.00 000 0.00 243641 .00
| | Ace Computer Power ... 021000000002 208835 .00 .00 0.00 0.00 208835 .00
| | Ace Computer Power .. 081000000004 174029 0.00 000 000 000 1.740.29 .00
Ace Computer Power ... 081000000005 139223 0.00 .00 0.00 0.00 1392.23 .00
Ace Computer Power ... 081000000006 1.044.17 0.00 0.00 0.00 000 1.044.17 .00
Ace Computer Power ... 021000000007 696.12 0.00 0.00 0.00 0.00 6%.12 .00
Ace Computer Power ... 021000000008 MB.06 0.00 .00 0.00 0.00 4806 .00
) | 352,616.91 T 10,597.7‘5. I 2].3,323.23. i 35,003.83 I 3,373.83 i 85,313.2‘2‘ f D.DU- ;

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

Age By Date Transaction Cutoff Payment Cutoff
o0 o o351 o]
Diue Fiscal PdfYear Fiscal Pd/Year
/ 1 1 /
Distribution Code Currency
From Doo1 | [»| Print All In Base
Thru 1003 [l
|| Past Due Vendors Only Aging
Past Due Aging Date 01/15/2010 |
Past Due 1 30 & 12f16/2009 ||
Past Due 2 a0 (3 11/16/2008 |+ |
Past Due 3 90 & 10/17/2009 | » |
Past Due 4 120 (& 09/17/2009 |+ |
oK | | Cancel ||

Reset |

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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Aged Trial Balance View

y¥ge

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.

9.

Select the Distribution Code From and Thru range for the View, or leave the fields blank to
include all distribution codes.

Select the Past Due Vendors Only check box to restrict the View to vendors with past-due
invoices only.

Choose the desired currency for the View, then check Print All in Base Currency to use the
currency established in System Manager.

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.

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.

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

| AP Aged Trial Balance View [c: |

1of53 b M
Apply Filter "%
and
Vendor ID &

Name Invoice Number
3 | @ Vendor ID: Ace0D1

=

(]

(E3)

= 2

(2]

Amourt

174,545.18

17,107.25

967.50

19,263.86

10,315.45

47,893.59

248.75

3,436.00

10.441.75
352,616.91

Current

0.00

0.00

0.00

0,00

0.00

0.00

0.00

0.00

0.00
10,597.75

G A |G - - @

31-60

144,379.61

2,026.25

735.00

18,077.91

7,700.00

22,303.00

130.00

1,725.00

A.N1.46
218,328.23

-50

9,497.78

315.00

152.50

910.95

2,526.45

20,951.20

50.00

600,00

.00
35,003.88

INTERACTIVE VIEWS
Aged Trial Balance View

Options

51-120

0.00

0.00

30.00

275.00

89.00

59.79

68.75

1,111.00

1.740.79
3,373.83

%]

2
Ower-120 Future

20,667.79 0.00
14,766.00 0.00

0.00 0.00 [
0.00 0.00
0.00 0.00
4,579.60 0.00
0.00 0.00
0.00 0.00
.00 0.00:4

85,313.22 0.00 |

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

| AP Aged Trial Balance View. [£3] |
1of59 b MW

Apply Filter "%
And &

Vendor ID &

Name

Ace Computer Power ...
Ace Computer Power .,
Ace Computer Power ...
Ace Computer Power ..
Ace Computer Power ..
Ace Computer Power ..,
Ace Computer Power ..
Ace Computer Power ...
Ace Computer Power ...
Ace Computer Power .,
Ace Computer Power ..
Ace Computer Power ..,
Ace Computer Power .,
Ace Computer Power .,
Ace Computer Power ...
Ace Computer Power ...
Ace Computer Power ..
Ace Computer Power ..,

| Invoice Number

111600000027
2F

5

61

33333333
764565375
4375974
031000000007
031000000002
031000000003
081000000004
031000000005
081000000006
031000000007
081000000008

P

)

352,616.91

Y

3.940.00
855.23
1.700.00
59145
138999
1,310.00
2665240
314327
2394305
278447
243641
208335
174023
139223
1044717
696.12
34806

B3 @ [y - | - @ | Options

: Cument

0.00
0.00
0.00
0.00
0.00
0.0
0.00
0.00
0.0D
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

10,597.75

0.00
1.700.00
591.45
0.00

0.00
26.652.40
3143271
2334305
0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

218,328.23

[61-90

2.002.50
3.940.00

0.00
138339
1.310.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

35,003.88

[91-120

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

3,373.83

Chver - 120

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
278447
243641
208835
1.740.23
1,392.23
1.04417
696.12
348.06

85,313.22

| Future

o)

|_|_)I

0.00
000
000
000

0.00
0.00
0.00
0.00
000 -
0.00
0.00

0.00
0.00
0.00
0.00
0.00

0.00

Edl

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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PAYMENT HISTORY VIEW

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

| Accounts Payable |

= Interactive Views
Vendor View
Transaction View
Open Invoice View
Detail History View
Summary History View
Aged Trial Balance View

[ Transactions

[ Transaction Joumals

[# Pay Invoices

[# Management Reports

[# Productivity Reports

[# Periodic Processing

[# Setup and Maintenance

[ Master Lists
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2. The Payment History View screen appears.

Payment History View Summary View

|- &P paymentHstory view [E3] | 5]
{ 10630 b M XA 9§ » =B @ [EBeot - | iVews - @
Apply Filter %2 [&
And &
A
Vendor ID Payment Number Payment Amourt Paymert Date | Discount Taken | Bank Account D | Bank Account Number Payment Cumency 1D
Mo o001 1500 20667.79 8/19/2017 0.00 FNBOOT | uso
Ace00l 1523 L 21172015 198.80 FNBODT uso
|m agvoos 100 88407 10/3/2014 18.04 FNBODT
. Adv008 1502 14,766.00 811972017 0.00 FNBOD1 uso
|m agvo0z 1503 1106852 8/19/2017 0.00 FNBODT uso
|m advons 1504 15,37536 8/19/2017 0,00 FNBODT UsD
Adv008 1505 34355 8/19/2017 0.00 FNBOD1 usop
AdvODS 1506 4750 8192017 0,00 FNBODT uso 1
AdvO0s 1507 12935 8/19/2017 0.00 FNEODT uso
|m@ Bn00s 1508 1380036 8/19/2017 0.00 FNBOOT uso
|mcaboiz 1510 114971220 8/19/2017 0.00 FNBODT uso
Com002 1512 942320 892017 0.00 FNBODT uso
|m Day0te 51378 3,15928 12/23/2014 0.00 FNBODTE EUR
“ DigiD10 1513 4233017 8119207 0.00 FNBODT uso
Hdrd07 1514 87,1005 8/19/2017 0.00 FNBODT usD
| Lan0oa 1515 577% 33 3/19/2017 0.00 FNBODT uso
. Mad011 1516 5730116 8192017 0.00 FNBOO1 uso
Nh=001 1520 101326500 9172017 10.235.00 FNBODT uso -
Np015 1517 174658 8/13/2017 0.00 FNBODT uso
|mpceons 1518 11807742 8Ma/2017 0.00 FNBODT UsD
& pents 1519 9755514 8/19/2017 0.00 FNBODT uso
AcedDl 1521 5000.00 21172015 0.00 FNBODT uso
001 533 2,000.00 8/5/2017 0.00 FNBODT usD
|¥

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

|| &P Payment Hstory view &3] | 5]
H 4 3030 b M x| @ - Gy @ | [[gBeot - @@ Views - @
Apply Filter & =
And
£
Vendor ID Fayment Number Paymert Amourt Paymert Date Discount Taken | Bank Accourt 1D Bank Accourt Number Fayment Curency D
|2 Ace0r 1500 2066779 8/18/2017 0.00 FNBOOT usD .
o[ Pay To Name nvaice Number invoice Date | Payment Amounit Discourt Taken
3| Ace Computer Power Supply 031000000001 12/8/2014 278447 000
|| Ace Comptter Power Supply DA1000000002 9/7/2014 243641 000
Ace Computer Power Supply 021000000003 12/8/2014 208835 000
Ace Computer Power Supply DE1000000004 12/1/2014 174029 000
Ase Computsr Power Supply D3100000005 12/8/2014 139223 0.00
Ace Computer Power Supply 081000000006 11/28/2014 1.044.17 0.00
Ace Computer Power Supply 021000000007 12/8/2014 £96.12 000
Acs Computer Powsr Supply 081000000008 12/6/2014 L6 000
Ace Computer Power Supply 96A00045 12/9/2014 470219 0.00
Ace Computer Power Supply 2 11/18/2014 343550 000
|5 Ace001 1523 474120 2/11/2015 198.80 FNBOOT usD
o[ Pay To Name nvoice Number nvoice Date | Payment Amourit Discount Taken
| 5| Ace Computer Power Supply 1758158 21172015 974120 158.80
Ace Computer Powsr Supply Depost 00000022 2112015 -5,000.00 000
5 1001 884.07 10/8/2014 18.04 FNBOOT
< | Pay To Mame Invics Number Inwice Dats Payment Amount Discourt Taken
> 031000000003 10/9/2014 834.07 18.04
Adv08 1502 14,766.00 8/19/2017 0.00 FNBOO1 usD
Adv08 1503 11,068.82 8418/2017 0.00 FNBO0T usD
Adv008 1504 1537536 8/19/2017 0.00 FNBOOT usD
E

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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AP REPORTS

OVEIVIBW . .t e e 7-3

Aged Trial Balance Report. ..., 7-5

AP AnalysisReport. . ...t e 7-11
Payments History Report ....... ... .. ... 7-15
Purchase AnalysisReport . ... ... 7-19
Vendor ActivityReport . ...... ... .. 7-23
Vendor Detail HistoryReport . ........... ... ... 7-27
Vendor Purchase HistoryReport ......................... 7-31

Refer to the Pay Invoices section for information about the Open Invoices Report and the Cash
Flow Report. Refer to the Using AP section for information about the Vendor Analysis Report.
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Overview

OVERVIEW

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.

e 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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Aged Trial Balance Report

AGED TRIAL BALANCE REPORT

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.

e 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.

e 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
—

I Accounts Payable <

[ Interactive Views

[# Transactions

[# Transaction Joumals

[# Pay Invoices

[= Management Reports
AP Analysis Report
Cash Flow Report
Open Invoice Report
Payments Histary Report
Purchase Analysis Report
Vendor Activity Report
Vendor Analysis Report
Vendor Detail History Report
Vendor Purchase History Report

[# Productivity Reports

[# Periodic Processing

Setup and Maintenance

Master Lists

=]
[=2]
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Aged Trial Balance Report

2. The Aged Trial Balance Report screen appears.

Aged Trial Balance Report Screen

| AP Aged Trial Ealance Report &3] |

o Prnt | [SjOutput - | =3 Send | |2, Preview

Data Filter W7
And

Transaction Cutoff

Fiscal

Year

Payment Cutoff

Fiscal

Year
Invoice Distribution Code
From

Thru

5/10/2017 ||

5A10/2017 [

Resat

View Vendar

Summary

Detail

|- | Past Due Vendars Only

Sort By
Vendor Name
Class Code
Priority Code
Distribution Code

|| Page Break

View Invoice

|Summary

Report Currency

|| Prirt Allin Base

Age By Date

(2]

Invoice

Due

Aging Days/Dates

Aging Date
Past Due 1 30[8
Past Due 2 608
Past Due 3 908
Past Due 4 12018

5/10/2017 | %
410/2017 [»|
312017 [+

2/9/2017 |

1A10/2017 |

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

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.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.

7-8 Accounts Payable



AP REPORTS

Aged Trial Balance Report

Aged Trial Balance Report -Vendor Summary-invoice Detail

Continental Products Unlimited PAGE 1
Transaction Cutoff Date 5110/2017 Detail Aged Trial Balance ush
Payment Cutoff Date 5M02017 Aged By Invoice Date
Aging Date sno2m7 Sorted By Vendor ID
Report Filter
Invoice Distribution Code From Thru
View Vendor Summary Print All In Base Currency  Ves
Past Due Vendors Only Mo
Invoice No Invc/Pmt Date  Type Status Amount Current 31-60 61 - 90 91-120 Ovwver 120 Future

4102017 312017 2192017 11002017

DepositoGo00022 21207 Deb Hold -5,000.00 0.00 0.00 -5,000.00 0.00 0.00 0.00
DepositoCo00022 211207 Inv Hold 5,000.00 0.00 0.00 5,000.00 0.00 0.00 0.00
Ace001, Ace Computer Power Supply - Total 0.00 0.00 0.00 0.00 0.00 0.00 0.00
091100000073 25207 Inv Released 10,441.75 0.00 10,441.75 0.00 0.00 0.00 0.00
Cab012, Computer Systems Inc. - Total 10,441.75 0.00 10,441.75 0.00 0.00 0.00 0.040
030200000011 120272016 Inv Released 4578.50 0.00 0.00 0.00 0.00 457960 0.00
Day016, Daylight Reality Corporation - Total 4,579.60 0.00 0.00 0.00 0.00 4,579.60 0.00
245882 127211218 Inv Released 527768 0.00 0.00 0.00 5277.68 0.0g
596C0012 11152016 Inv Released 3202.45 0.00 0.00 0.00 3,202.45 0.0g
6d0012 100252016 Inv Released 16,243.45 0.00 0.00 0.00 16,243.45 0.04
2640031 1214216 Inv Released 4,450,589 0.00 0.00 0.00 4,499,539 0.00
GChL012 MNTR2ME Inv Released 11,364.40 0.00 0,00 0.00 11,384.40 0.00
TE0D12 1202086 Inw Released 3,991.95 0.00 000 0.00 3.991.95 0.00
Mic006, Micro Processors Ltd. - Total 45,299.83 0.00 0.00 0.00 45,209.83 0.00
091100000070 532017 Inv Released 372875 3728.75 0.00 0.00 0.00 0.00 0.00
Mod011, Modems Plus - Total 3,728.75 3,728.75 0.00 0.00 0.00 0.00 0.00
091100000071 42512017 Inv Released 1,663.95 1,663.95 0.00 0.00 0.00 0.00 0.00
PCEB009, PC Builders - Total 1,663.95 1,663.95 0.00 0.00 0.00 0.00 0.00
Grand Total 65,713.88 5,392.70 10,441.75 0.00 0.00 49,879.43 0.00

5M10/2017 9:57 AM

== End of Report ==

Kent.Heitkamp

Accounts Payable 7-9



AP REPORTS

Aged Trial Balance Report

Aged Trial Balance Report -Vendor Summary-invoice Summary

Continental Products Unlimited PAGE 1
Transaction Gutoff Date 51072017 Summary Aged Trial Balance ush
Payment Cutoff Date EN0IR017 Aged By Invoice Date
Aging Date 5M0i2017 Sorted By Vendor ID
Report Filter
Invoice Distribution Code From Thru
View Vendor Summary Print All In Base Cumrency  “es
Past Due Vendors Only Mo
Vendor ID/Name InvciPmt Date  Type Status Amount Current 31-60 61- 90 81 -120 Over 120 Future

41002017 3112017 21912017 1102017 ]

Acel01, Ace Computer Power Supply - Total 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Cab012, Computer SystemsInc. - Total 10,441.75 0.00 10,441.75 0.00 0.00 0.00 0.00
Day016, Daylight Reality Corporation - Total 4,579.60 0.00 0.00 0.00 0.00 4,579.60 0.00
Mic006, Micro Processors Ltd. - Total 45,299.83 0.00 0.00 0.00 0.00 45,299.83 0.00
Mod011, Modems Plus - Total 3,728.75 3,728.75 0.00 0.00 0.00 0.00 0,00
PCBEO009, PC Builders - Total 1,663.95 1,663.95 0.00 0.00 0.00 0.00 0.00
Grand Total 65,713.88 5,392.70 10,441.75 000 0.00 48,879.43 0.00

5M0/2017 11:01 AM

== End of Report =

Kent.Heitkamp
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AP ANALYSIS REPORT

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
T —

| Accounts Payable <

[ Interactive Views

[ Transactions

[ Transaction Joumals

[ Pay Invoices

=] Management Reports
Aged Trial Balance Report
Cash Flow Report
Open Invoice Report
Payments History Report
Purchase Analysis Report
endor Activity Report
endor Analysis Report
endor Detail History Repart
endor Purchase Histary Report

[# Productivity Reports

[ Perodic Processing

[# Setup and Maintenance

[ Master Lists
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2. The AP Analysis Report screen appears.

AP Analysis Report Screen

| AP 4P Analysis Report [£3) |
& Print |[[Z)Output - | [=3Send | |4 Preview | Reset

Fiscal Date
vear | 2013(3
Period 2 i_;_lf

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

Name
Reset
Preview
Output
Send

Print

AP REPORTS

AP Analysis Report

Description

Set all fields to their defaults.
Preview the report on your monitor.

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

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

Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.

Accounts Payable 7-13



AP REPORTS
AP Analysis Report

7

AP Analysis Report

Continental Products Unlimited
AP Analysis Report
For the Period 7/2010

Page 1

—Current Period-—-
Amount %Purchases
Total Purchases 5,799.00 100.00
Accounts Payable 3,034 609 45 G7,849.79

—Current Period-—-
Amount %Payments
Total Payments 0.00 0.00
Paid On Account 0.00 0.00
Prepayments 0.00 0.00
Eligible Discounts 0.00 0.00
Ineligible Discounts 0.00 0.00
—Current Period-—
Amount  %Available
%Eligible
Discounts Available 0.00 0.00
0.00
Discounts Taken 0.00 0.00
0.00
Discounts Lost 0.00 0.00
0.00

ACCOUNTS PAYABLE

---3-Period Average-—

Amount %Purchases %Current

13,228.34
395336542

100.00
20,885.57

228
100.48

PAYMENTS

—-3-Period Average---

Amount
3391731
3391731

0.00
0.00
3391731

Amount

30118

0.00

30118

Y%Payments
100.00
100.00

0.00
0.00
100.00

TuAvailable
%Eligible
100.00
0.00

0.00
0.00

100.00
0.00

%Current
0.00
0.00
0.00
0.00
0.00

DISCOUNTS

-3-Period Average—-

%Current

0.00

0.00

0.00

—Prior Period-—

Amount %Purchases
33,886.03 100.00
302881045 1150419

—Prior Period-—
Amount %Payments
101,751.93 100.00
101,751.93 100.00
0.00 0.00

0.00 0.00
101,751.93 100.00

Prior Period-.

Amount  %Available
YaEligible

903.54 100.00
0.00

0.00 0.00
0.00

903.54 100.00
0.00

%Current
58434
99.85

%Current
0.00
0.00
0.00
0.00
0.00

%Current

0.00

0.0

0.00

—-Same Period Last Year—

Amount %Purchases %Current

0.00
5,456,032.63

0.00
0.00

0.00
13867

—Same Period Last Year-—-
%Payments %Current

Amount
0.00
0.00
0.00
0.00
0.00

Amount

0.00

0.00

0.00

0.00
0.00
0.00
0.00
0.00

Same Period Last Yea
YeAvailable %Current

YeEligible
0.00
0.00

0.00
0.00

0.00
0.00

0.00
0.00
0.00
0.00
0.00

0.00

0.00

0.00

810/2010 3:17 PM

*** End of Report ***

OPEN_SYSTEMS'kenthe
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PAYMENTS HISTORY REPORT

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

| Accounts Payable <

[ Interactive Views

[ Transactions

[ Transaction Joumals

[# Pay Invoices

= Management Reports
Aged Trial Balance Report
AP Analysis Report
Cash Aow Report
Open Invoice Report
Purchase Analysis Report
Wendor Activity Report
Wendor Analysis Report
Wendor Detail History Report
Wendor Purchase History Report

[# Productivity Reports

[# Periodic Processing

[# Setup and Maintenance

[ Master Lists
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Payments History Report

2. The Payments History Report screen appears.

Payments History Report Screen

| AP Payments History Report I?f;l_|

]
& Print |[[Z)Output - | [=3Send | |4 Preview | Reset
Data Filter W7 =
And
Payments For Report Currency View Sort By
T Fon = Pt At B oersi | [Vendor> |
|Fiscal | Summary Invoice Mumber
Thru || |Payment Number
i Report Layout
Year . || Banded Rows

|*#| Page Break on Bank Account

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.

e 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

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.

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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Payments History Report

Payments History Report

Continental Products Unlimited Page 1
Payments History Report usb
Detail by Vendor ID

Report Filter
Payment Date From Thru
Report Currency UsD Print All In Base Currency Yes
Bank AccountlD Name
Vendor ID Paid To Name PaymentNe  Date PdiYear Invoice No Date Gross Amount Discount NetPaid Status
FNBOO1 First Nation Bank of Minneapolis
Ace0l Ace Computer Power Supply 1500 11/17/2009 11/2009 081000000001 32007 2,784 47 0.00 278447 Void
Aceddl Ace Computer Power Supply 1520 6/11/2010 &/2010 081000000007 31812007 278447 0.00 278447 Pmt
Acell Ace Computer Power Supply 1500 1117/2009 11/2009 031000000002 12/6/2006 243641 0.00 243641 Void
Acell Ace Computer Power Supply 1520 6/11/2010 6/2010 081000000002 12/6/2006 2436.41 0.00 243641 Pmt
Aceddl Ace Computer Power Supply 1500 11/17/2009 11/2009 081000000003 3/8/2007 208835 0.00 2,088.35 Void
Acelld Ace Computer Power Supply 1520 6M1/2010 6/2010 081000000003 3Me2007 208835 0.00 2,08835 Pmt
Acell Ace Computer Power Supply 1500 1117/2009 11/2009 081000000004 3172007 1,740.29 0.00 1,740.29 Void
Aced Ace Computer Power Supply 1520 6112010 62010 031000000004 312007 1,740.29 0.00 174029 Pmt
Acell Ace Computer Power Supply 1500 11/117/2009 11/2009 081000000005 3/i2007 1,39223 0.00 138223 Void
Acelld Ace Computer Power Supply 1520 6M11/2010 62010 081000000005 3rei2007 130223 0.00 139223 Pmt
Aced0l Ace Computer Power Supply 1500 11117/2009 11/2009 081000000006 2/26/2007 1,044.17 0.00 104417 Void
Ace0l Ace Computer Power Supply 1520 6M11/2010 6/2070 081000000006 212612007 1,044 17 0.00 1.044.17 Pmt
Ace00d Ace Computer Power Supply 1500 11/17/2009 11/2009 081000000007 3/8/2007 696.12 0.00 696.12 Void
Ace00 Ace Computer Power Supply 1520 6M1/2010 672010 081000000007 3rei2007 696.12 0.00 696.12 Pmt
Acell Ace Computer Power Supply 1500 11/17/2009 11/2009 031000000008 3/6/2007 348.06 0.00 348.06 Void
AcedD Ace Computer Power Supply 1520 6/11/2010 6/2010 081000000008 3/6/2007 34806 0.00 34806 Pmt
Ace001 Ace Computer Power Supply 1520 6M1/2010 622010 1 11/3/2009 2,002.50 0.00 2.00250 Pmt
Acedl Ace Computer Fower Supply 3533 11/2/2009 112009 1 1143/2009 2,000.00 0.00 2,000.00 Prepaid
Acell Ace Computer Power Supply 1520 611/2010 &/2010 111600000021 11/24/2009 1,700.00 0.00 1.700.00 Pmt
Ace00 Ace Computer Power Supply 1541 8/9/2010 82010 147852 TH272010 343550 0.00 343550 Pmt
Acell Ace Computer Power Supply 1541 8/9/2010 82010 18 11/3/2009 -185.00 0.00 -185.00 Pmt
Acell Ace Computer Power Supply 1538 8/9/2010 82010 22211111 3/9/2010 12,510.80 0.00 12,510.80 Pmt
Ace00 Ace Computer Power Supply 1520 6/11/2010 62010 26 11/4/2009 3,940.00 0.00 3.940.00 Pmt
Acelld Ace Computer Power Supply 1520 6M1/2010 6/2010 27 11/17/2009 59145 0.00 591.45 Pmt
Ace0l Ace Computer Power Supply 1520 6/11/2010 62010 3 10/20/2009 855.29 0.00 855.29 Pmt
Aceln Ace Computer Fower Supply 6 10/21/2009 10/2009 3 10/20/2009 1,000.00 0.00 1,000.00 Prepaid
Aceddl Ace Computer Power Supply 1520 6/11/2010 62010 32164 3/30/2010 1,500.00 0.00 1,500.00 Pmt
Acel0 Ace Computer Power Supply 1538 8/9/2010 82010 3216461968 6112010 250.00 0.00 250.00 Pmt
Aced0l Ace Computer Power Supply 1541 8/9/2010 82010 3216461968 6/11/2010 250.00 0.00 250.00 Pmt
Acedl Ace Computer Power Supply 1520 6/M11/2010 62010 32168796 31302010 2385 0.00 2385 Pmt
Acelld Ace Computer Power Supply 1520 6M1/2010 62010 5 10/29/2009 1,389.99 0.00 1,389.99 Pmt
Aced Ace Computer Fower Supply g8 11/3/2009  11/2008 & 10/29/2009 2,500.00 0.00 250000 Prepaid

8M0/2010 3:44 PM

OPEN_SYSTEMS'kenthe
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PURCHASE ANALYSIS REPORT

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.

e 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

| Accounts Payable 4

[ Interactive Views

[ Transactions

[ Transaction Joumals

[# Pay Invoices

[= Management Reports
Aged Trial Balance Report
AP Analysis Report
Cash Flow Report
Open Invoice Report
Payments History Report
Purchase Analysis Report
‘Vendor Activity Report
‘Vendor Analysis Report
‘Vendor Detail History Report
‘Vendor Purchase History Report

[# Productivity Reports

[# Periodic Processing

[# Setup and Maintenance

[ Master Lists
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Purchase Analysis Report

2. The Purchase Analysis Report screen appears.

Purchase Analysis Report Screen

| AP Purchase Analysis Report [£3] |
& Print |[[Z)Output - | [=3Send | |4 Preview | Reset

Fiscal Date

Period

Year |

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

Name
Reset
Preview
Output
Send

Print

AP REPORTS

Purchase Analysis Report

Description

Set all fields to their defaults.
Preview the report on your monitor.

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

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

Print the report.

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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Purchase Analysis Report

Purchase Analysis Report

BAN2010 3:47 PM

7-22  Accounts Payable

=== End of Report ***

Continental Products Unlimited Fags 1
Purchase Analysis Report
For Fiscal Period 7/2010
——————— Current Year Last Year
Current Period  Quarter-to-Date Year-to-Date Current Period  Quarter-to-Date Year-to-Date
Purchases 5,799.00 5,799.00 8851112 0.00 0.00 0.00
Discounts Taken 0.00 0.00 0.00 0.00 0.00 0.00
Discounts Lost 0.00 0.00 903 .54 0.00 0.00 0.00
12 MONTH TREND
Purchases - Discounts Taken - --eeeeee Discounts Lost
Period Amount Pet'Curr Amount Pet/Curr Amount  Pet/Curr
0772010 5, 755.00 100.00 0.00 0.00 0.00 0.00
OB/2010 33,886.03 55424 0.00 0.00 503 54 0.00
02010 0.00 0.00 0.00 0.00 0.00 0.00
0472010 0.00 0.00 0.00 0.00 0.00 0.00
02010 48,826.10 241.97 0.00 0.00 0.00 0.00
0272010 0.00 0.00 0.00 0.00 0.00 0.00
0172010 0.00 0.00 0.00 0.00 0.00 0.00
1272009 82.066.37 1.415.18 0.00 0.00 0.00 0.00
43.834.10 TH5.89 0.00 0.00 757759 0.00
5,140.06 167.61 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00
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VENDOR ACTIVITY REPORT

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

I Accounts Payable €

B Interactive Views

& Transactions

B Transaction Joumals

[# Pay Invoices

= Management Reports
Aged Trial Balance Report
AP Analysis Report
Cash Flow Report
Cpen Invoice Report
Payments History Report
Purchase Analysis Report
Vendor Analysis Report
Vendor Detail History Report
Vendor Purchase History Report

[# Productivity Reports

[# Periodic Processing

[# Setup and Maintenance

B Master Lists
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Vendor Activity Report
2. The Vendor Activity Report screen appears.

Vendor Activity Report Screen

| - 4 vendor Activity Report [£3] | =]
(S Print |[[Z)Output - | [=dSend | |4 Preview | Reset
Data Filter W7 £
And
Sort By View Report Currency
Viendor ID [%i Print Allin Base
Invoice Mo Summary

|| Additional Description

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.
e 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

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.

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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Vendor Activity Report

Vendor Activity Report

Continental Products Unlimited

Page 1

Vendor Activity Report usD
Detail By Vendor ID
Report Filter
Print Additional Descriptions Mo Print All In Base Currency Yes
Vendor ID Name
Invoice No Invoice Date Trans Type PONo Pd Year
Item 1D Description LocationID  GL Acct Qty Unit Unit Cost Ext Cost
Aced01 Ace Computer Power Supply
081000000001 1/6/2007 Inve 1 2007
100 Electrical Package CA000 000001230 8.0000 PKG 348.0582 2.784.47
100 Electrical Package CAD0DT 000001230 8.0000 PKG 348.0582 2.784.47
Subtotal 5568.94 Sales Tax Freight 0.00 Misc 0.00 Invc Total 5,568.94
Pmt Type Pmt Date Gross Amount Discount Net Amount
Pmt 1/18/2010 2,784 47 0.00 278447
Subtotal Invoiced Gross Paid Discount Net Paid Balance Gain/Loss
2,784.47 5568.04 2,784.47 0.00 2,784 47 278447 0.00
081000000002 12/6/2006 Inve 12 2008
100 Electrical Package CADDDT 000001230 7.0000 PKG 348.0582 24364
100 Electrical Package CA0001 000001230 7.0000 PKG 348.0582 243641
Subtotal 487282 Sales Tax 0.00  Freight 0.00 Misc 0.00 Invc Total 487282
Pmt Type Pmt Date Gross Amount Discount Net Amount
Pmt 118/2010 243641 0.00 243641
Subtotal Invoiced Gross Paid Discount Net Paid Balance Gain/Loss
243641 4.872.82 243641 0.00 243647 243641 0.00
081000000003 1/6/2007 Inve 1 2007
100 Electrical Package CAD0DT 000001230 6.0000 PKG 348.0582 2,088.35
100 Electrical Package CAD001 000001230 6.0000 PKG 3480582 2,088.35
Subtotal 417670 Sales Tax 0.00  Freight 0.00 Misc 0.00 Invc Total 4176.70
Pmt Type Pmt Date Gross Amount Discount Net Amount
Pmt 1M18/2010 2,088.35 0.00 2,088.35
Subtotal Invoiced Gross Paid Discount Net Paid Balance Gain/Loss
208835 417670 2,088.35 0.00 2,088.35 208835 0.00

11M19/2010 9:50 AM

OPEN_SYSTEMS'KentHe
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VENDOR DETAIL HISTORY REPORT

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
I

| Accourts Payable ||

Interactive Views

Transactions

Transaction Joumals

Pay Invoices

=] Management Reports
Aged Trial Balance Report
AP Analysis Report
Cash Flow Report
Open Invoice Report
Payments History Report
Purchase Analysis Report
Vendor Activity Report
Vendor Analysiz Report
Vendor Purchase History Report

Productivity Reports

Periodic Processing

Setup and Maintenance

Master Lists
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Vendor Detail History Report

2. The Vendor Detail History Report screen appears.

Vendor Detail History Report Screen

| AP vendor Detai History Report [¢3 |

&
(& Print |[[5)Output - | [=3Send | |4 Preview | Reset

Data Filter W7

[

And

From Fiscal Date

Report Currency View Sort By

perod | 1[3] Pt At B Vendorp ]
| Summary Invoice Number

Year 2013 || 3 PO Number

- " Item ID

|| Lot/Serial Information Location 1D

Thru Fiscal Date Report Unit GCI‘-C: on .

CCoun
i | Additional Descriptio
Period 12| _3 | o " btk Fiscal Year Fiscal Period
|Purchase

Year 2013 |8

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.

e 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

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.

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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Vendor Detail History Report

Continental Products Unlimited

Fage 1

Vendor Detail History Report usp
Detail by Vendor ID

Report Filter

Fiscal Period/Year From 1/2009 Thru 12/2010

Print For Base Unit Print Additional Description No

Zm_uo_.— ﬁ_._:m_._nw__ usD Print All In Base ﬂ_._:m_._ne. Yes

Vendor ID  Invoice No Date Pd/Year GL Account [Item ID Description Location ID PO No Unit Qty Unit Cost Ext Cost

Acel01 Ace Computer Power Supply
3 10/20/2009 10/2009 000001230 100 Electrical Package  CA0001 PKG 50000 3430582 174029
3 10/20/2009 10/2000 000001230 KYS100 H,_Dcﬂxaw_awmw%mga MNODO EA 100000 115000 115.00
5 10/29/2009 10/2009 000001230  SPK100 Computer MusicMonitorMNO001 67 EA 100000 3850000  3,850.00
61 11312000 11/2009 000001230  COM100 Mulimedia Desktop ~ MNOOO1 7112 EA 20000 11200000  2240.00
1 113/2009 11/2009 000001230  MSEA01 Inamen Tt HISE® uloodi 10D EA 50000 245000 12250
1 11/3/2009  11/2009 000001230  SPK100 Computer MusicMonitorMNOOOT 100 EA 100000 3850000  3,850.00
2% 11412000 11/2000 000001230  MON103 m,_mg_ﬂ_w”._um:m_ LCOHD \gop1  oooooott EA 100000 3200000  2,200.00
2% 1142009 11/2009 000001230  SND100 SBLSound Plus Card  MNOOO1 00000011 EA 200000 37.0000 740.00
27 11/7/2009 11/2009 000001230  VGA100 PCI Std. 2MB VG MNODO1 877 EA 100000 555500 §55.50
111600000021 11/24/2009 11/2009 000001230  MTB100 mmmﬁmﬂ%@mmmx MNODOT1 443 EA 200000 850000  1,700.00
33333333 1272009 1212009 000001230 900 Refrigerator - Black  MN00O EA 100000 239.6600  2,396.60
33333333 1272009 1202009 000001230 901 Refrigerator - White  MN00O1 EA 100000 2310200 2.310.20
33333338 127/2000 12/2000 000001230 902 Refrigerator -Almond  MNO0O1 EA 100000 2461200 2,461.20
33333333 12772009 1202009 000001230 910001 Dishwasher-Black  MN00D1 EA 100000 306.9700  3,069.70
33333333 1272009 1212009 000001230 910002 Dishwasher - White  MN0OOT EA 100000 2914700 2,914.70
3333333 1272009 12/2009 000001230 910003 Dishwasher-Almond  MNOOOT EA 100000 2097400  2,997.40
33333333 12772009 12/2009 000001230 920001 Stove - Black MNODO1 EA 100000 3471100 347110
33333333 12712009 1212009 000001230 920002 Stove - White MNODO EA 100000 329.8200  3,208.20
33333333 1272009 12/2009 000001230 920003 Stove - Amand MNODO EA 100000 336.6000  3,366.00
33333333 12772009 1202009 000001230  ACCO12 Automabile Adaptor  MN0OD1 EA 100000 36.7300 367.30
764565375 12/11/2009 1212009 000001230 100 Electrical Package  MN00O1 PKG 100000 3435500 3.43550
764565375 12/11/2009 1212009 000001230 150 PlumbingPackage  MNOOOT PKG 150000 9075300 13,612.95
764565375 12/11/2009 1212009 000001230 200100 Fumace MNODO1 EA 500000 379.4400  18,872.00
764565375 12/11/2009 12/2009 000001230 200200 Water Heater MNODO EA 55.0000 2275300 1251415
764565375 12/11/2000 1212000 000001230 200300 AirConditioner MNODO EA 450000 420.9500 19,347.75
764565375 12/11/2009 12/2009 000001230 200400 Water Softener MNODO EA 570000  127.4000  7,261.80
4975974 12/11/2009 12/2009 000001230 200500 SumpPump MNODOA EA 800000 475000  3,800.00
764565375 12/11/2009 1212009 000001230 200600 Hurnidifier MNODO EA 700000 751500 526050
4975974 12/11/2009 12/2009 000001230 250 Exterior Panels MNODO1 cs 15.0000 1342.8700  20,143.05
764565375 12/11/2009 12/2009 000001230 300 Interiar Door MNODO EA 500000 220100 1,100.50
764565375 12/11/2009 12/2009 000001230 350 Entry Door MNODO EA 440000 2269900  9,987.56

1/19/2010 10:06 AM
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VENDOR PURCHASE HISTORY REPORT

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

| Accounts Payable <

[ Interactive Views

[# Transactions

[ Transaction Joumals

[ Pay Invoices

[= Management Reports
Aged Trial Balance Report
AP Analysis Report
Cash Flow Report
Open Invoice Report
Payments History Report
Purchase Analysis Report
Vendor Activity Report
Vendor Analysis Report
Vendor Detail History Report

[ Productivity Reports

[# Periodic Processing

[# Setup and Mairtenance

[ Master Lists
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Vendor Purchase History Report

2. The Vendor Purchase History Report screen appears.

Vendor Purchase History Report Screen

| AP Vendor Purchase History Report [£3] | =]

& Print |[[Z)Output - | [=3Send | & Preview | Reset

Data Filter W/ =
And
Fiscal Date View Sort By
Period 28 [s] item Detad Vendor ID
Vendor Name
Year 2013 || Class Code

3. Select the range of Filter Criteria to include in the report. Leave the filter criteria blank to
include all records in the report.

Enter the Fiscal Period for the data in the report.
Enter the Fiscal Year for the data in the report.
Select the box to View Item Detail; otherwise, clear the box.

Select the Sort By criterion for the report: Vendor ID, Vendor Name or Class Code.

©® N o U0 &

Select a command button:

Command Buttons
Name Description

Reset Set all fields to their defaults.
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AP REPORTS
Vendor Purchase History Report

Name Description
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.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.

Accounts Payable 7-33



Vendor Purchase History Report

Vendor Purchase History Report

Continental Products Unlimited Fage 1
Vendor Purchase History Report
For Fiscal Period 10/2009
Detail by Vendor ID
Report Filer
Vendor ID Name —— Qty Purchased — ————— Purchases —————
Item 1D Oty Unit ExtCost PctiTotal
Ace0D1 #ace Computer Power Supply 5,74528 6286
100 5.0000 PkG 1.74029 1817
KXY B100 10,0000 E& 11500 127
SPKI100 10,0000 EA 3.850.00 42.41
Total Items 5, 70529 6285
Bin004 Binary Marketing Solfions 3000 033
SFM102 5.0000 EA 3000 033
Total ltems 3000 033
Cabd12 Computer Systems Inc. 29595 324
FAN10D 1.0000 EA 14.00 0.15
SFM100 20,0000 E& 27500 303
Total ltems 28900 3.18
Com002 Comrnuciation Progranmming LTD 89.00 097
SMD100 2.0000 EA T4.00 0a2
Total ltems T4.00 o0&z
DayD16 Daylight Reslity Corporation 5973 055
300 2.0000 EA 5873 055
Total ltems 5879 066
Digi010 Digital CD-Rom Drives 6875 075
SFM100 5.0000 EA 6875 ]
Total ltems 6875 ]
HdrD0T Hardrive Memory Supply 1.111.00 12.16
WEA100 20,0000 EA 1,111.00 1224
Total ltems 1,111.00 1224
MatD17 Metra Vechicle Leasng Inc 1. 74029 19.04
100 5.0000 PEG 1,74029 1817
Total ltems 1,74029 1817
Grand Togl -All Purchases 5,14005 10000
-ltems 8.078.12 100,00
1/19/2010 1040 AM *=2 End of Re port == OPEN_5Y STEMSHeniHe
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PERIODIC PROCESSING
Periodic Processing Overview

PERIODIC PROCESSING OVERVIEW

Before you use the Periodic Processing functions, complete these tasks:
e 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.

e 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.

e 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.

LI DO B IO DN DN DO BN BN N AN D B RN BN NN DN DN D BN RN NN DN B BN BN BN DN DN BN BN BN DN BN RN DN NN DN B DN RN D D DN BN BN NN NN DN BN BN BN RN NN DN RN BN BN NN NN NN BN BN B B BN BN

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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PERIODIC PROCESSING
Vendor Analysis Report

VENDOR ANALYSIS REPORT

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

| Accourts Payable L3
3 Interactive Views
[ Transactions
[ Transaction Joumals
[# Pay Invoices
= Management Reports
Aged Trial Balance Report
AP Analysis Report
Cash Flow Report
Open Invoice Report
Payments History Report
Purchase Analysis Report
Vendor Activity Report
Vendor Detail History Repart
Vendor Purchase History Report
[# Productivity Reports
[# Periodic Processing
[# Setup and Maintenance
[# Master Lists
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Vendor Analysis Report
2. The Vendor Analysis Report screen appears.

Vendor Analysis Report Screen

| - 4 vendor Analysis Report I'é".;';'l_| ]
(za Print Ll_'l.:ﬂ Output - | =3 Send | |J Preview | Reset
Data Filter

And

(%]

Fiscal Year | 2013|3
View

All Periods
Mo Periods

Indlude

|#| Year-To-Date History
|#| Last-Year History

|| Print Addresses

Report Currency

|#*| Print Al In Base

3. Select the range of Filter Criteria to include in the report. Leave the filter criteria blank to
include all records in the report.

Select the Fiscal Year you wish to view.

Select the View option to include in the report: Current Period, All Periods, or No Periods.
Select the box to include Year-to-date History; otherwise, clear the box.

Select the box to include Last Year History; otherwise, clear the box.

Select the box to Print Addresses with the Vendor ID; otherwise, clear the box.

O ©® N o v &

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

¥3ge
¢ 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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Vendor Analysis 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.

e 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

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.

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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Vendor Analysis Report

Vendor Analysis Report

Continental Products Unlimited

Page 1

Vendor Analysis Report (2010) usD
Report Filter Fiscal Year 2010
Last-Year History Yes Year-To-Date History Yes
Print Addresses Yes Print All In Base Currecy Yes
View All Periods
Vendor ID Name Phone No Terms Discount Days Last Purch Prepaid Balance Due
Address Fax Last Pmt
Ace0d01 Ace Computer Power Supply (612)-866-1100 2%Disc 10 TH2/2010 0.00 16,261.20
1437 Bellview Avenue (612)-866-1111 6/11/2010
Richfield, MM 55423
Period Purchases Payments Disc Taken Disc Lost 1099 Pmts
3 14,034 65 0.00 0.00 0.00 0.00
6 500.00 33,980.87 0.00 355.64 0.00
7 343550 0.00 0.00 0.00 0.00
Year-To-Date 1797015 3398087 0.00 355.64 0.00
Last-Year 18,104.23 6,500.00 0.00 0.00 0.00
AdvD0s Advanced Cirquit Boards Flus (612)-846-2011 2%Disc 10 3/9/2010 0.00 39,395.27
2 Rockford Farklawn Circle (612)-846-2000 111712009
Edina, MN 55424
Period Purchases Payments Disc Taken Disc Lost 1099 Pmts
3 11,219.20 000 0.00 0.00 0.00
Year-To-Date 11,219.20 0.00 0.00 0.00 0.00
Last-Year 234125 821.00 0.00 16.42 0.00
Bino04 Binary Marketing Solutions (701}-462-1584 2%Disc 10 6/11/2010 0.00 34,073.75
164 Park Street North (701)-462-1524 6/11/2010
Bismark, ND 58501
Period Purchases Payments Disc Taken Disc Lost 1099 Pmts
3 2,569.25 0.00 0.00 0.00 0.00
6 31,504.50 967.50 0.00 18.65 0.00
Year-To-Date 3407375 967.50 0.00 18.65 0.00
Last-Year 967 .50 13,800.36 0.00 261.76 0.00
Cab012 Computer Systems Inc (612)-374-4257 Met30 0 12/1/2009 0.00 0.00
75 North Industrial Road (612)-374-4237 6/11/2010
Woodbury, MM 55125
Period Purchases Payments Disc Taken Disc Lost 1099 Pmts
[ 0.00 19,263.86 0.00 0.00 0.00
Year-To-Date 0.00 19,263 .86 0.00 0.00 0.00
Last-Year 20,073.86 1,150,522.20 0.00 0.00 0.00

8/9/2010 3:44 PM

OPEN_SYSTEMS'kenthe
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PERIODIC PROCESSING
Periodic Maintenance

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

| Accounts Payable <||

[ Interactive Views
[ Transactions
[ Transaction Joumals
[ Pay Invoices
[# Management Reports
[# Productivity Reports
[= Periodic Processing
Manage 10939 Invoices
1059 Processing
Unrealized Gains and Losses Re
Post Unrealized Gains and Losst
[# Setup and Maintenance
[ Master Lists
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Periodic Maintenance
2. The Periodic Maintenance screen appears.

Periodic Maintenance Screen

| 4 periodic Maintenance (£ |

P 0K | [ Activity | Reset

|| Do the following, then check the box. |

Print the Yendor Analysis Report

|| Delete Temporary Vendors and their History

|| Delete Paid Invoices with Invoice Date Before

Comments

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

Hin 4 1of2 b M X |3 & @ =3 |Ba @
Post Run Run Time v Descnptlon User D Cornments Print Log
A T T N |
20051105160403 11/05/2009 10:04 AM AP Perodic Maintenance Andrew

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

Name Description

OK Continue with your selection.
Activity View the Activity Log dialog box.
Reset Resets values to the default values.

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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MANAGE 1099 INVOICES

PERIODIC PROCESSING
Manage 1099 Invoices

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

| Accourts Payable 4

[ Interactive Views
[ Transactions
[ Transaction Joumals
[# Pay Invoices
[# Management Reports
[# Productivity Reports
[=] Periodic Processing
Periodic Mairtenance
1095 Processing
Unrealized Gains and Losses Re
Post Unrealized Gains and Losse
[# Setup and Maintenance
[ Master Lists
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Manage 1099 Invoices
2. The Manage 1099 Invoices screen appears.

Manage 1099 Invoices Screen

| AP Manage 1098 Invoices. (3| |
P 0K [ Activity | Reset

Apply Filter @ =)
| and @
Year | 2{}12|;_|'
Select | Clear
.VemjorID Pay To ... : Payment ... : Payment ... . Invoice ... f.Inl.rc:ioe... Payment ... : Original ... . Current ... : 1099 Amount é:
I Ace Comput. 14{}?;‘. 2.-'22.I‘2ﬂ-12” 126546 -1 1172011 [ 2201 D“ ] . ] l 2201 D"
Ace Comput... 25144 1/30/2012 3516840648 1/30/2012 2 000.00 e [ 2 000.00
.AJ:EDD1 Ace Comput... WT25155 HFAM2 52164 2222012 26460 L] [} 264.60
| Aceli Ace Comput... 1408 X222 Bh44588 118/2011 042 i (] 042
. ..ﬁcel}m Ace Comput... 1408 222212 bE46166 11142011 &,666.10 L] ) &,666.10
.BirH)Dd Binary Mark... 1409 22222 BATHETE16 1182011 1,620.00 (] (] 1,620.00
i :Binﬁl}d Binary Mark... 1409 2222012 654587 111122011 1,125.00 L] (] 1,125.00
| Ace001 Ace Comput... 1412 HEPZ 022200000, HFHI012 250000 v ] 250000 =
.M‘JDI}B Advanced .. 2422 1235444 2222012 4,032.69 ] (£ 4,032.69
| advoos Advanced ... 2/24/2012 698547 2THANZ 301323 e [ 301323
.MVBDE- Advanced .. 22422 85R22111 222202 339332 ] L] 339332
| Aceont Ace Comput... 1417 GIZ2A012 0Z2200000... HEHI012 2 500,00 vl ] 2 500,00
.Aa:e[!m Ace Comput... 1417 222012 2316879 5102012 598034 L] (] 5,580.34
..N:EDDT Ace Comput... 1417 22202 3216461 22012 22010 (] (R 220,10
| Acs001 Ace Comput... 1417 5/22/2012 4126556 HIHIZ 5,310.18 el ] 5310.18| |
| Ace001 Ace Comput... 7 Ei22/2012 8049649 BIG/2012 350275 e [t 350275
| Acell Ace Comput.. 1417 Bi22/2012 89459649 B16/2012 3,300.00 ] ] 3,300.00
i :Cabﬂ12 Computer 5... 2085 H22/2012 02255658 h22/2012 75.00 (] (£ 75.00
[ .Cab{HZ Computer 5... 2085 X222 062200000... H22/2012 500.00 =l les| 0.00
| cab0iz Computer 5... 2085 EI22/2012 33125288 BAORDIZ 352535 el ] 352525

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

Name

OK

Activity

Reset

PERIODIC PROCESSING
Manage 1099 Invoices

Description

Save the changes you made to the displayed 1099
invoices to effect the 1099 processing.

View the activity screen to see managing of 1099
invoices and reprint the log.

Set all fields to their defaults.

Activity Log Dialog Box

F T 5
E5]. Activity Log — (=] C [t
= 1of3 b M X @ Fes a3
Post Run Run Time v Description User ID Comments Print Log
b 0130109183515 1/9/2013 12:35 PM AP Manage 1099 Invoices  kent | |
20130109183459 1/9/2013 12:35 PM AP Manage 1099 Invoices  kent | |
20130109133428 1/8/2013 12:34 PM AP Manage 1099 Invoices  kent | |
L
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Manage 1099 Invoices

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.

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 commer'mts, if applicable, entered in the

Comments field.

Print Log View the Activity Log for managing 1099 invoices.

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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Manage 1099 Invoices

Manage 1099 Invoices Log

Continental Products Unlimited Fage 1
Manage 1099 Invoices Log
Report Filter
Year 2012
Vendor ID Pay To Name Payment Payment Invoice Invoice Payment  Original 1099 Current 1099 1099
No Date No Date Amount Invoice Amount
Aced01 Ace Computer Power Supply 1417 5i22/2012 Recurr 2272012 250.00 Yes 250.00
Adv008 Advanced Cirquit Boards Flus 5054 52272012 Recur 52212012 125.00 Yes 125.00
Cab012 Computer Systems Inc. 2085 5/22/2012 052200000219 52272012 500.00 Yes 500.00

1/9/2013 12:35 PM

*** End of Report ***

OPEN_SYSTEMS\kenthe
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PERIODIC PROCESSING
1099 Processing

1099 PROCESSING

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
 ———

| Accounts Payable |

[ Interactive Views
[ Transactions
[ Transaction Joumals
[# Pay Invoices
[# Management Reports
[# Productivity Reports
[= Periodic Processing
Periodic Maintenance
Manage 1059 Invoices
1099 i
Unrealized Gaing and Losses Re
Post Unrealized Gains and Losst
[# Setup and Maintenance
[ Master Lists
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1099 Processing
2. The 1099 Processing screen appears.

1099 Processing Screen

P Generate | [ Activity | Reset | Output = Header | [

Data Filter &)
And
Tax ID Select the path to output the magnetic media file
Federal 651654988 Save To Folder
State 2666321288 Bank Account List
Year Bank ID i [ |
vear 20155 X1 First 3 )
| FNBOME First Mation Bank - Mpis - Euros a
=] FNBOO1Y First Nation Bank - Mpis - Yen
¥l FsBOD1 First State Bank - 5t. Paul
=l WISA
Vendor ID Account Number Name Name Control Field Indicator Amount 2nd TIN Mot Form Code Foreign Addr (Y/N) | FATCA Filing (Y/N)
I Acedi1 Ace0l1 Ace Computer Power Supply & 454 381.39 =l Indnadusl =)
AdvD0E Adv008 Advanced Cirquit Boards Plus 7 452677 &l Individusl sl .
BinD04 Bin004 Binary Marketing Solutions 2 4.8977.00 ) Indnadual ) s
Cab012 Cab012 ‘Computer Systems Inc. T 22308148 (=) Indrsidual () |-
Com002 Com002 Commuciation Programming LT... T 10,315.45 | Indnadual =) (=]
W) |44 |4 Record 10F 5 [k ] b | | oo f ot 3¢

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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1099 Processing

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 (FFls). Beginning in
2014, an FFl with a chapter 4 requirement to report a U.S. account maintained by the
FFl 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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1099 Processing
11. Select a command button:

Command Buttons
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.

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.
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1099 Processing

14. The Magnetic Media Header screen appears.

Magnetic Media Payer Tab

Mumber of Records Federal Info
Qutput ]

Cutput Indicator

File Name RSTAX] || Prior Year

| Payer |Transfer Agent || Transmitter | Software Vendor |

MName Continental Products Unlimited

Address 1 4301 Dean Lakes Blvd

Address 2

City/Region/Postal Code |Shakopee I imMn I |ss37e-_
Phone /Ext (952)-403-5700 !

Mame Control || Foreign Corporation

| Reset |

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

| payer | Transfer Agent |Iran5mitter || Software Vendar |

MName |Bills Accounting

Address 1 1111 10th Ave

Address 2

City/Region/Postal Code |Shakopes I mMn ! |ssa;m-
Fhone/Ext {555)—555—5555I_ !

| Reset |

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

Payer | Transfer njent| Transmitter | Software Vendor |

Mame Bill Smith Federal Tax 1D |875635447368
Company Mame Continental Products Unfimited || Foreign Corporation

Address 1 4301 Dean Lakes Blvd

Address 2

City/Region/Postal Code |Shakopes I MM / 55379
Contact Mame Bil

Phone [Ext (952)-403-5700 f

Contact E-mail Control Code 12345

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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1099 Processing

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

| Payer || Transfer Agent | Transmitter | Software Yendor

Indicator Vendor ||

Mame Open Systems

Mailing Address 4301 Dean Lakes Blvd

City Shakopee

State / Postal Code MN | |ss37e-

Contact Name Sue | |Foreign Corparation

Phone /Ext (555)-555-5555 /

| Reset |

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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1099 Processing
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

Vendor ID Account Number | Name Mame Control Field Indicator & Amo.... 2nd TIN Mot | Form Code Foreign Addr (Y/N)
Acelll AceDD1 Ace Computer Power Supply 3214 7 17454... = Individual =

[14] | #4:] |i4s| Record 2 0f 2 ||| ] el = |1 | | 36

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

Find Ten93 File Folder

4 Documents £

> M 105
> b AFA [
> e ALA

AlA10.2 CD

. AP

AR

§ BR

Cherklists
< | n | ¥

Make New Folder ] [ 0K J[ Cancel
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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

=] Print 1096 Summary B -0
& Print |[[2jOutput - | [=9Send | |4 Preview | Reset

Contact Name Frank Smith
Contact E-mail infoi@osas. com
Telephone Mumber | (800)-320-3088

Fax Mumber (952)-403-5700
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1099 Processing
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

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.

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 Processing
1099 Form
|:| VOID |:| CORRECTED
PAYER'S name, street address, city or town, state or province, country, ZIP | 1 Rents OMB Mo, 1545-0115
or foreign postal code, and telephone no,
Continental Products Unlimited g 2@]1 6 Miscellaneous
4301 Dean Lakes Blvd 2 Royalties = Income
Shakopee, MM 55379
UMITED STATES % Form 1089-MISC
3 Other income 4 Federal income tax withheld Capy C
% 8 For Payer

PAYER'S federal identification number

444444444444

RECIPIENT'S identification numbar

478-58-5132

5 Fishing boat proceads

6 Madical and health care payments

RECIPIENT'S nama
Ace Computer Power Supply

Street address (including apt. na.)

1437 Bellview Avenue

City or lown, state or provinee, counfry, and ZIP or loreign postal code

Richfield, MM 55423

b 5
T Monemplayes compensation | B Substitute payrments in eu of )
devidends or inferest Far Pl‘l‘ufacy Act
and Paperwork
ZPLaibe Reduction Act
$ $ Notice, see the
9 Payer made direct sales of 10 Crop insurance proceeds 2016 G‘Bﬂ@l’ﬂ'
$5,000 f ¥
ek ie 4 uf,-;o - Instructions for
[recspient) for ragale & D s Cenrtain
1 12 Information
Returns.

Account number (see instructions) FATCA filing| 2nd TIN notd13 Excess golden parachute | 14 Gross proceeds paid 1o an
Ace00 raquireamant D payments attormey
O $ §
15a Section 4094 deferrals 15b Section 4094 income 16 State tax withheld 17 State/Payer's state no, 18 State incorme
3 BESEERRGERS g
Form 1099-MISC wianwirs. gowform 1 099mise Department of the Treasury - Intermal Revenue Service
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1099 Processing

1099 Worksheet 1

111/2007 Computer Products Unlimited Page 10of 2

11:51 AM 1099 Worksheet (2006)

Vendor ID Name Form Code Recipient ID Field Indicator 1099 Pmts

Abc001 ABC CompanyAce Computer Power  Individual 643685597586 T 33.307 81
Supply

Acedl Ace Computer Power Supply/Ace Individual TB4T965T964 Ta 64,604 .40
Computer Power Supply

Bed001 Betty Crocker Distributors/Ace Individual 643685597586 T 9955 54
Computer Power Supply

Cde001 ABC Company/Ace Computer Power  Individual 643685597586 T 403914
Supply
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PERIODIC PROCESSING

1099 Processing
1099 Worksheet 2
11172007 Computer Products Unlimited Page 2 of 2
11:52 AM 1099 Worksheet (2006)
Vendor ID Name Form Code Recipient ID Field Indicator 1099 Pmts
***Totas™**
Total for Box 1 - Rent 00
Total for Box 2 - Royalties 0o
Total for Box 3 - Qther Income .00
Total for Box 4 - Federal taxwithheld .00
Total for Box 5 - Fishing boat proceeds 0o
Total for Box & - Medical and health care pmts 00
Total for Box 7 - MNonemployee compensation * 111.906.89
Total for Box & - Pmts in lieu of dividends/fint. .00
Total for Box 9 - Direct Sales 0o
Total for Box 10 - Crop insurance proceeds 00
Total for Box 13 - Gold parachute payment 0o
Total for Box 14 - Gross attormney 0o
Total for Box 15a - Section 408A Deferrals .00
Total for Box 15b _  Section 409A Income .00
Totd For All Yendors 111.906.89
Total Number of 1099 Yendors 4

*Includes Box 15k amounts grester than $600.00

***End of Report **
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PERIODIC PROCESSING
1099 Processing

1099 Magnetic Media Report Audit Log

Record Mumber g Record Type
RBecord Type [1 - 1]
Paymert Yeat [z - 51
Corrvected Retorn Indicator [ - &]
Hame Comtrol [7 - 18]
Type of TIN [11 - 111
Payee's TIN [z - 201
Payer's Account Humber [21 - 401
Payer's Office Code [41 - 441
Elark [45 - 54]
Payment Amommt 1 [55 - 661
Payment Amount 2 [67 - 78]
Payment Amowmmt 3 [78 - 50]
Payment Amoumt 4 [51 - 102
Payment Rmount 5 [103 - 114]
Payment Amount & [115 - 12§]
Payment Amoumt 7 [127 - 13E8]
Paymernt Amournt & [139 - 1500
Payment Amount ¥ [151 - 1g2]
Payment Amoumt A [163 - 174]
Payment Rmourt B [175 - 1661
Payment Amount C [167 - 15E]
Payment Amount D [189% - 2101
Payment Amount E [211 - 2221
Beserved [223 - 24¢]
Foreign Country Indicator [247 - 247
First Payee Name Lire [246 - 2B7]
fecond Payee Hame Line [268 - 327]
Elark [328 - 367]
Payes Mailing Address [366 - 407]
Elack [40E - 247]
Payes City [44E8 - 4B87T]
Fayes State [46E6 - 268]
Payee EIP Code [430 - 49E]
Elark [485 - 498]
Becord Seguence Humber [500 - 507]
Elark [508 - 543]
Second TIN Hotice [544 - 544]
Blark [545 - 546]
Dizect Sales Indicator [547 - 547]
Elark [548 - E62]
Special Data Entries [663 - 722]
State Income Tax Withheld [723 - 734]
Local Income Tax Withkheld [735 - 748]

[6436855E7]

[RECDOL 1
[ 1

[ 1
[000000000000]
[000000000000]
[000000000000]
[000000000000]
[000000000000]
[000000000000]
[000003230781]
[000000000000]
[000000000000]
[000000000000]
[000000000000]
[000000000000]
[000000000000]
[000000000000]

[ 1
L]

[ABC COMERNY

[ACE COMEUTER POWER SUBELY
[

[1437 BELLVIEW AVEKUE
[

[RICHEFIELD

M5]

(55423 1

Ll

[oooooeoa)

[
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1096 Summary

Continental Products Unlimited
4301 Dean Lakes Blvd

Shakopee, MN 55379

George Smith 555 555-5555

george.smith@osas.com 555 555-5555

444444444444 1 0.00
x

PERIODIC PROCESSING
1099 Processing .

32,757.03
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PERIODIC PROCESSING
Unrealized Gains and Losses Report

UNREALIZED GAINS AND LOSSES
REPORT

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
R

| Accounts Payable <||

[ Interactive Views

[ Transactions

[ Transaction Joumals

[ Pay Invoices

[# Management Reports

[# Productivity Reports

[= Pefiodic Processing
Perodic Maintenance
Manage 1099 Invoices
1059 Processing

Post Unrealized Gains and Losst
[ Setup and Maintenance
[ Master Lists
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Unrealized Gains and Losses Report
2. The Unrealized Gains and Losses Report screen appears.

Unrealized Gains and Losses Report Screen

|| 4P Unreaized Gains an Losses Report (3] | 5]
tza Print || Output - | =4 Send | [ Preview | Reset
Data Filter "

»

And

Fiscal Date

Year 2013 [
Period 2|8

View

Summary

Report Layout

[#| Banded Rows

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.

e 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

Name
Reset
Preview
Output
Send

Print

PERIODI

C PROCESSING

Unrealized Gains and Losses Report

Description

Set all fields to their defaults.
Preview the report on your monitor.

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

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

Print the report.

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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Unrealized Gains and Losses Report

Unrealized Gains and Losses Report-Detail

Fiscal Period/Year 8/2010

Continental Products Unlimited
Accounts Payable Unrealized Gains and Losses Report

Page 1

Report Filter
Fiscal Year 2010 Fiscal Period 8
Currency Precision 2 Base Currency uso
Currency ID Mwwon_ Exch Vendor ID Invoice NoTrans Date Status _P_._._nom_._%q»mmlml..__._m“ Invoice ﬂﬂnh Amount Due(Base) n.._:m"._mmw Gain/Loss(Base)
EUR 1.00
Day016 4410/13/2009 Released 50.00 0.8353000000 59.79 50.00 979
Day016 5611/6/2009 Released 1752149 0.8363000000 20,951.20 17.,521.49 342971
Day016 33121/2009 Released 18,652.00 0.8362000000 22,303.00 18,652.00 3,651.00
Day016 0302000000113/2/2007 Released 3.780.00 0.8254000000 4,579.60 3,780.00 799.60
Total For EUR 7,890.10
HKD 1.00
Mic006 2408023/21/2007 Released 41,247.30 7.8154200000 527768 41,247.30 -35,969.62
Total For HKD -35,969.62
Grand Total -28,079.52

8/9/2010 4:22 PM

*** End of Report ***

OPEN_SYSTEMS'kenthe
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Unrealized Gains and Losses Report-Summary

PERIODIC PROCESSING

Unrealized Gains and Losses Report .

Continental Products Unlimited Fags
Accounts Payable Unrealized Gains and Losses Report

GL Periodear /2010 Summary By GL Account
Report Filter
GL Year 2010 GL Period B
Currency Precision 2 Ease Currency usD
GL Account DEEIT CREDIT
D0-D00-1000 35,965 62 0.00
01-D00-2010 0.00 28,079.52
02-000-8040 0.00 7.880.10

35,969.62 35,969.62

Grand Total

BI9/2010 4:23 PM

=% End of Report #*=

OPEN_SYSTEM Blkenthe
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Post Unrealized Gains and Losses

POST UNREALIZED GAINS AND LOSSES

$£€ 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:

e 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.

e 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.

e 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 Accounts
Account Payable
DB CR

Accounts Payable 8-41



Post Unrealized Gains and Losses

Unrealized Losses

Unrealized Accounts
Losses Account Payable
CR DB

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 Gains

Unrealized Gains Accounts
Account Payable
CR DB

Unrealized Losses

Unrealized Accounts
Losses Account 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

| Accounts Payable |

[ Interactive Views
[ Transactions
[ Transaction Joumals
[ Pay Invoices
[# Management Reports
[# Productivity Reports
[= Periodic Processing
Perodic Maintenance
Manage 1099 Invoices
1099 Processing
Unrealized Gains and Losses Re
[ Post Unrealized Gains and Lossg
[# Setup and Maintenance
[ Master Lists

2. The Post Unrealized Gains and Losses screen appears.

Post Unrealized Gains and Losses Screen

| AP Post Unrealized Gains and Losses |€&| ) |
P OK |3 Activity | Reset

|| Do the following then check the box

Fizcal Year 2009 ||
Period 5 ||

Tranzaction Date 05/05/2009

Comments

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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Post Unrealized Gains and Losses
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

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.

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

Post Run Run Time W Description Uszer ID Commenits Print Log
05/05/2009 12:58 PM AP Post Payments
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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.

Name

Post Run
Run Time
Description

User ID

Comments

Print Log

Displays

The system assigned post run ID.

The date and time the maintenance was made.

The maintenance description.

The user who performed the maintenance.

The comments, if applicable, entered in the

Comments field.

Not available for this function.

Post Unrealized Gains and Losses Log

Continental Products Unlimited Fage 1
Post Unrealized Gains and Losses 20090827165457
Posted to Fiscal Year 2009
Fiscal Period 4
Reference Descripfion GL Account Die bit Credit
AP Unreslized Gainslosses 00-000-1000 35,869.62
AP Unreslized Gainslosses 01-000-2010 35,96962
Total for Fiscal Period 4 35,959.62 35,95962
Fiscal Period 7}
Reference Descripfion GL Account Die it Credit
AP Unraslized Gains/Losses Rav 00-000-1000 35,95962
AP Unraslized Gains/Losses Rav 01-00020110 36,96962
Total for Fiscal Period 5 35,96062 35,960.62
Grand Totl 71,939.24 71,939.24
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GLOSSARY

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.
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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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GLOSSARY

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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