Accounts Receivable
OSAS 7.6 User Guide

OSAS-






OSAS-

Accounts Receivable
User’s Guide

Version 7.6

2210.AR76



©2010 Open Systems Holdings Corp. All rights reserved.
No part of this manual may be reproduced by any means without the written permission of Open Systems, Inc.

OPEN SYSTEMS and OSAS are registered trademarks of Open Systems Holdings Corp. All other product
names are trademarks or registered trademarks of their respective companies.

Printed in U.S.A. Thismanual isrecyclable.

October 2010

Document Number 2210.AR76

This document has been prepared to conform to the current release version of OPEN SY STEM'S Accounting
Software. Because of our extensive development efforts and our desire to further improve and enhance the
software, inconsistencies may exist between the software and the documentation in some instances. Call your
customer support representative if you encounter an inconsistency.

Open Systems, Inc.
4301 Dean Lakes Boulevard
Shakopee, Minnesota 55379

Genera Telephone (952) 403-5700
Genera Fax (952) 496-2495
Support Telephone (800) 582-5000
Support Fax (952) 403-5870

Internet Address WWW.0SaS.com



CONTENTS

Accounts Receivable

Chapter 1

Chapter 2

Chapter 3

Chapter 4

Chapter 5

Introduction 1-1
The Accounts ReceivableSystem ................ 1-3
StartingOSAS ... ... 1-19
Navigating OSAS. . ... 1-23
REPOMS . ..o 1-37
Installation and Conversion 2-1
CONVEISION . oottt e e e 2-3
Setup 3-1
Setup Checklist........... .. .o 35
SetupFunctions ........... ... i 3-7
Information Inquiry 4-1
Customersand Openlinvoices . .................. 4-3
OpenInvoiCeS. . ....ovvi i 4-11
Detail History . ... ... 4-13
Summary History . ........oo e 4-17
Summary History Comparison. ................. 4-21
InvoiceHistory. ... 4-23
Transaction InqUiry. . ... 4-25
Daily Work 5-1
TransactionS . . ..o e 5-3
CashReceipts. ... 5-25
EditCashReceipts.............ccoovvii... 5-31
Credit Card Authorization ..................... 5-33
Copy RecurringEntries .. ..................... 5-37
ChangeBatches ............. .o, 5-39
BatchControl .............. oo 5-41

iii



CONTENTS

Chapter 6 Transaction Reports 6-1
Salesdournal ......... ... 6-7
Miscellaneous CreditsJournal . . ................. 6-9
Daily SalesTax Report . ........... ... ... ..., 6-11
Cash ReceiptsJournal . ....................... 6-13
Methods of Payment Journal . .................. 6-15
DepositsReport . . ... 6-17
Credit Card AuthorizationReport. . ............. 6-19
Post Transactions. . ... ... 6-23
Create ACHFile ........ ... ... 6-31

Chapter 7 Open Invoices 7-1
Hold/Release Invoices. . ...t 7-3
OpenlinvoiceReport . ..., 7-5
AgedTridBalance . ..............coiiii.t. 7-7
CashFlowReport ............... ... ..t 7-11
Calculate FinanceCharges .................... 7-13
Statements . .. ... 7-17
Customer AnalysisReport. .................... 7-21
CommissionsReport .. ..., 7-23

Chapter 8 History Reports 8-1
ARAnaysisReport. . ............ . i 8-3
SadesAnalysisReport . ........... . e 8-7
Detail History Report. . ................o.ou.t. 8-11
Customer SalesReport ..............ccounnn.. 8-15
Customer Activity Report . .................... 8-17
Summary InvoiceHistory . .................... 8-19
Promotional Analysis ........................ 8-21
Print History Invoices . ....................... 8-23
Tax AuditReport........... ...t 8-27

Chapter 9 Periodic Processing 9-1
SadesTaxReport ... 9-3
Periodic Maintenance ......................... 9-5
Purge Customer Comments. . ................... 9-9
Purge Selected Files. .. ....................... 9-11

iv Accounts Receivable



CONTENTS

Chapter 10 File Maintenance 10-1
CUSIOMENS. . oo 10-3
Ship-to Addresses. .. ... 10-33
SaleSREPS. . oo 10-35
Recurring Entries .. .......... .o it 10-39
Tables ... 10-53
Build OpenInvoiceFile...................... 10-65
ChangeFields. .................... ... .. ... 10-69
Chapter 11 Codes Maintenance 11-1
Distribution Accounts. . ..., 11-3
TerMS. . 11-5
ShippingMethods. ........................... 11-7
Payment Methods. . .......................... 11-9
FinanceCharges.. ..., 11-11
E-Mall Defaults. .. ..., 11-13
Chapter 12 Master File Lists 12-1
SadesRepsList ... 12-5
Customer Detail List..............c.o.t. 12-7
Customer Labels. ... 12-9
Customer CommentsList..................... 12-13
Customer Payment List....................... 12-15
Ship-to AddressList...................on.t. 12-17
Ship-to AddressLabels. ...................... 12-19
Recurring EntriesList. . ...................... 12-23
CodesList....covvi i 12-25
TablesList. ... 12-27
GL Account AuditReport. . ................... 12-29

Accounts Receivable \Y;






CHAPTER 1

Welcome to OSAS 1-1
The Accounts Receivable

System 1-3
Starting OSAS 119
Navigating OSAS 1-23
Reports 1-37

Accounts Receivable

Introduction

Welcome to OSAS

Welcome to the A ccounts Receivable application for OPEN
SY STEMS Accounting Software (OSAS). Accounts
Receivabl e hel ps you manage your company’s cash flow by
tracking money owed to you by customers. Accounts
Receivable a so helps you analyze your receivables and better
manage customer relations by producing timely statements,
invoices, and reports.

Accounts Receivable plugs into Resource Manager, the
foundation of OSAS. Consult the Resource Manager User’s
Guide for more information on basic OSAS functionality and
details on how Resource Manager works within the OSAS
system.

Accounts Receivable plugs into Resource Manager, the
foundation of OSAS. Consult the Resource Manager User’s
Guide for more information on basic OSAS functionality and
details on how Resource Manager works within the OSAS
system.

About This Guide
This guide describes the functions that make up the Accounts
Receivable application and gives details on how Accounts

Receivable fits into your existing business workflow. This
guideis divided into these sections:
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Conventions

Inquiry

1-2

Maint

Chapter 1 introduces OSAS and the Accounts Receivabl e application, and
describes the basics of the Accounts Receivable system and how to navigate
around OSAS.

Chapter 2, Ingtallation and Conversion, details how to install Accounts
Receivable using Resource Manager and how to create or convert the data
filesit requires.

Chapter 3, Getting Started, givesinformation and checklists on the steps you
need to perform to set up Accounts Receivable.

Chapters 4 through 12 contain function descriptions organized by menu.
These chapters mirror the order that appears on the Accounts Receivable
menu.

The Appendixes contain supplementary material not directly related to
Accounts Receivable functionality.

The Index isatopical reference to the information in the rest of the chapters,
and concludes this guide.

This guide uses the following conventions to present information.

When the Inquiry or Maintenance commands (or both) are available for afield,
the Inquiry and Maint flags appear in the margin. See page 1-30 and page 1-34
for more information on these commands.

When you see the phrase “use the Proceed (OK) command” in this guide, press
Page Down in either text or graphical mode to continue. In graphical mode, you
can also click OK to proceed.

If afunction or featureis only available if the Banking application isinstalled,
this banking flag appears in the margin.

Accounts Receivable



The Accounts Receivable System

Use the Accounts Receivable system to record billings you make to customers. It
lendsitstracking capabilitiesto other applications associated with tracking assets
(Inventory, for example). It represents an asset; when you record asaleto
customers, the transactions are expressed as gains to your source of revenue and
losses to the assets you sold. For example, if you sell inventory items, the
transaction represents again to your capital and alossto inventory.

Application Interaction

Accounts Receivabl e can be used as a standal one application, but you get optimal
use from it when you interface it with other applications.

Inventory

=

Accounts Bank
Receivable "| Reconciliation

¥

¥

F Y e — General
* Ledger

b

I Y
Sales Order

I

Joh Cost

When you interface applications, the information you enter in one application
can be transferred to and used in other applications, reducing data entry time and
errors. For more information about application interfaces, see page 3-7.
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Menu Structure

1-4

The Accounts Receivable menu structure is similar to the structure of other
OSAS applications: functions appear roughly in order of use.

File and Code Maintenance

Use the functions on the File Maintenance and Codes Maintenance menus to
set up and maintain information about your customers. For example, use the
Customers function to establish and update information about customers with
which you usually do business.

The system uses various codes to define customers’ records. Some of these codes
are defined in File Maintenance functions; others are defined in Codes
Maintenance functions. For example, terms codes, which serve as a shorthand
method of entering terms of a transaction for a customer, should be set up in the
Terms function onthe Codes Maintenance menu before you set up the customer
records in the Customers function on the File Maintenance menu.

Information Inquiry
Use the Information Inquiry functions to view (not change) information about

customers, invoices, and history. If you are running OSAS through a multiuser
network, several people can look up the same information at the same time.

Daily Work

After you establish the valid codes and | Ds through the File Maintenance and
Codes Maintenance functions, you can use the Daily Work functions to enter
transactions that involve a sale. Use the Daily Work functionsto track sales,

record payments asthey comein, track recurring entries as the money comes due,
and work with transaction batches.

Open Invoices and Reports

Accounts Receivabl e offers three categories of reports: transaction, open invoice,
and history.

The transaction reports reflect activity before you post. After you have produced
all the transaction reports, you are ready to post.

Accounts Receivable



The Accounts Receivable System Introduction ¢ CHAPTER 1

The open invoice reports reflect money due but not necessarily paid after you
post. You can use other functions on the Open Invoices menu to hold or release
open invoices and to cal cul ate finance charges for customers whose invoices are
past due.

The history reports reflect activity after you post. After you have produced the
history reports, you are ready to do periodic maintenance.

Usethe report functions as often as you need to produce summarized information
about transactions, commissions, sales analysis, and so on.

Periodic Processing

After posting over a period of time, enough information is kept in various files
that the files can get too large and slow down your system. Use the Periodic
Maintenance function to remove period-, quarter-, and year-to-date figures;
year-to-date finance charges; and customer high balances. Use the Purge
Selected Files function to remove specific information from the ARHDxxx
(Additional Descriptions History), ARINxxx (Open Invoice), ARRHxxx and
ARRExxx (Recurring Entries), ARHIxxx (Detail History), and ARHSxxx
(Summary History) files according to the date you specify.

Master File Lists

Information that you enter in the File Maintenance functionsis kept in master
files. Use the Master File Lists functionsto produce the contents of the files:
details about sales reps, customers, ship-to addresses, recurring entries, and
codes.

File Information

The information you enter in Accounts Receivable functionsis stored in files.
Each filefallsinto one of four categories: customer files, attribute files,
temporary files, and history files. (OSAS does not make a distinction between
categories of files. The files are described in terms of categoriesto give you a
better idea of how each fitsin.)

Accounts Receivable 1-5
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Customer Files

The customer files serve as permanent sources of customer information: data
staysin the files until you remove it.

The ARCUxxx (Customer) file holds the following customer information, which
you can enter directly through File Maintenance functions or by updating
information from interfaced applications:

e Customer ID and description

e Customer name, address, and phone and fax numbers

e Terms code and distribution code

e Customer class, salesreps, and web and e-mail addresses
e Credit information

e Account information

e Tax information

e Baanceinformation

e History information

The ARCMxxx (Credit Cards) file contains alist of the commonly used credit
cards for each customer. Thefile can store the card numbers and types for
reference or for verification during sales transactions and payments.

The ARCCxxx (Customer Comments) file holds comments about the customers
you do business with. Initially you enter comments using the Customers
function.

Attribute Files

The attribute files hold data that you can assign to each customer. These
attributes often carry their own function names. These files serve as permanent
sources of information: data stays in these files until you removeit.

The ARDCxxx (Distribution Account Codes) file stores information about
distribution accounts set up using the Distribution Accounts function. The codes
serve as a shorthand method to enter the GL accounts for Accounts Receivable,
Freight Charges, Sales Tax Liability and Other Charges to which you post
accounting transactions for each customer.

Accounts Receivable
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The ARTCxxx (Terms Codes) file stores information about regular payment
terms you set up using the Terms function. The codes serve as a shorthand
method to enter termsin transactions and to assign terms to customers. As a
result, you can receive payments from groups of customers based on the terms of
payment.

The ARSMxxx (Shipping Methods) file stores information about your usual
methods of shipping that you set up in the Shipping Methods function. The
codes serve as a shorthand method to enter shipping information in transactions.

The ARGLxxx (GL Codes) file stores information about your sales and cost of
sales GL accounts which you set up using the GL Codes function. The codes
serve as a shorthand method for entering GL sales and cost of goods accountsin
transactions when AR does not interface to the Inventory application.

The ARFCxxx (Finance Charge Codes) file stores information about the finance
charge rates you assess on past due balances. You use these codes as a shorthand
entry method for assigning finance charge rules to your customers.

The ARDExxx (Additional Descriptions) file stores additional descriptions you
assign to lineitems. Thisfileis used only if you elect to enter additional
descriptive text for line itemsin the Resource Manager Options and Interfaces
function.

The ARPYxxx (Payment Methods) file stores information about payment
methods. When you define the methods using the Payment Methods function,
you can specify the payment type, bank account ID, and debit general ledger
account. When you set up customers, you can assign a default payment method.
Asmoney is collected and information is posted, history for each payment
method is also kept in thisfile.

The ARSRxxx (Sales Rep) file stores information about sal es representatives.
When you set up the sales reps using the Sales Reps function, you can specify
the sales rep’s name and personal information, the employee ID, and how the
commission is calculated (based on percentage, kinds of sales, and which parts of
the sale areinvolved). You can aso enter initial valuesfor the history of the sales
rep. Asmoney is collected and information is posted, this information updates
the month-to-date and year-to-date revenue collected through each sales rep.
When you enter invoices, you can assign the sal es reps who dealt with the
customer.

Accounts Receivable 1-7
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The ARSAxxx (Ship-to Address) file stores information about shipping
addresses. When you set up the shipping addresses using the Ship-to Addresses
function, you can assign the associated customer |1D, name and address, method
of shipment, and tax group. Then when you set up customers, you can assign the
shipping address where the goods for the customer are to be shipped.

The ARRHxxx and ARRExxx (Recurring Entries) files store information about
transactions that come up repeatedly. The ARRHxxx file stores header and tax

information about each recurring entry; the ARRExxx file stores line-item and

tax information about each recurring entry.

The ARRDxxx (Recurring Additional Descriptions) file holds additional
descriptions you assign to lineitemsin arecurring entry. Thisfileis used only if
you elect to enter additional descriptive text for lineitems in the Resource
Manager Options and Interfaces function. The additional text is printed on
invoices after you copy the entry to the ARTDxxx and ARTHxxx files.

Resource Manager Files

The Resource Manager system has three files that Accounts Receivable uses:
RMCDxxx, RMTXxxx and RMGCxxx. These files store Accounts Receivable-
related information and serve as attribute files, but are stored as Resource
Manager files, so they can be used by other applications as well.

The RMCDxxx (Tax Classes) file stores the tax classes and associated
descriptions; for each number 00 through 99, enter a description. When you set
up tax groups, you assign a percentage and other information to each tax class.
When you set up a customer and assign a tax group, the set of tax classes for the
tax group (and associated percentage markups) are assigned with it. Then when
you enter atransaction for the customer and assign aline item to the transaction,
you specify the tax class, and the associated percentage according to the
customer’s tax group takes effect.

The RMTXxxx (Tax Locations) file stores the tax authorities and associated
information. For the classes and descriptions defined in the RMCDxxx file, this
file stores such information as whether the tax class is taxable, the percentage of
markup, the amounts of taxable and nontaxable sales for the reporting period, the
overall tax collected for each class of each group, the general ledger account
number, the tax ID, and whether freight charges are to be taxed.

Accounts Receivable
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The RMGCxxx (Tax Groups) file stores information for each group of sales tax
locations. Thisfile groups one or more related tax locations together to arrive at
an overall salestax rate used to calculate the tax on asale (for example, state,
county, and city taxes can be grouped together for a combined effective sales tax
rate).

Temporary Files

The temporary files store information created from an action you perform and
send that information to a different file—usually a history file—when you post.

The ARTDxxx and ARTHxxx (Transaction) files store information about
unposted invoices and miscellaneous credits. Thisinformation is entered
independently of when payments are made. Each transaction record isassigned a
number by the system. The ARTHxxx file stores the header information: the
customer 1D and various terms of the transaction. The ARTDxxx file stores line-
item and tax information about the transaction.

The ARCRxxx (Cash Receipts) file stores unposted cash receipt information. You
can enter thisinformation either as totals information in the Transactions
function or through the Cash Receipts function when you assign paymentsto
existing transactions. For open invoice customers, you apply receipts against
individual invoices. For balance forward customers, you apply them against
outstanding balances. (Customers are designated as open invoice or balance
forward in the ARCUxxx file.)

The ARINxxx (Open Invoice) file stores such summary information as the
amount due and the due date of the sales and miscellaneous credits that were
posted from the ARTDxxx and ARTHxxx files. The itemsremain on file until you
purge them.

The ARLSxxx (Lot and Serialized Item) file, which is used only if Accounts
Receivable interfaces with Inventory, stores the lot number, serial number, item
number, location ID, transaction number, quantity and unit information, and
associated line-item entry number when you enter aserialized item asalineitem.
When you post, those numbers are cleared from the ARLSxxx file.

The ARBTxxx (Batch Control) file keeps track of the transaction batchesin use
by each terminal. It is updated each time you enter or change atransaction.

Accounts Receivable 1-9
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The ARCTxxx (Transaction Control) file keepstrack of the transactionsin use by
each terminal. It is updated each time you enter or change a transaction. When
you compl ete a transaction, the record is del eted.

History Files
The history files get information as aresult of a post.

The ARHSxxx (Summary History) file containsinformation for each item sold to
each customer in each period. Three types of summary records are created: a
company record, a customer record, and an item record. Thisfileis used only if
you elect to save summary history in the Resource Manager Options and
Interfaces function.

The ARHIxxx (Detail History) file contains detailed information about accounts
receivable transactions. Thisfileisused only if you elect to save detail history in
the Resource Manager Options and Interfaces function.

The ARHDxxx (Additional Descriptions History) file contains additional
descriptions from entries that were posted to the ARHIxxx file. These
descriptions can aso be printed in the Detail History Report. Thisfileis used
only if you elect to use the additional descriptions option and to save detail
history in the Resource Manager Options and Interfaces function.

File Interaction

1-10

The Accounts Receivabl e system tracks money paid in terms of customers. When
you enter and post transactions, information is retained in or distributed to the
appropriate files to keep the information up-to-date, make the information
available through reports, and keep the system in balance.

Invoices and Miscellaneous Credits
You can enter invoices for sales or miscellaneous credits. When you enter either
type of daily work, the key unit isthe invoice. An invoice holds one or more sales

or miscellaneous credits.

When you enter an invoice, you can record having received all the money or
having received only some of it.
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You can copy recurring entriesto an invoice. Usethe Recurring Entries function
to define the run codes that identify recurring entries. The information is kept in
the ARRHxxx and ARRExxx files.

Information about unposted invoices and miscellaneous creditsis stored in the
ARTDxxx and ARTHxxx files.

When you enter alineitem for aserialized item or for an item kept in alot, thelot
number or the serial number, transaction number, and associated line-item entry
number are stored in the ARLSxxx file.

If the description field for each line item is not long enough, you can enter 10
lines of additional descriptive text about each lineitem. The additional text is
stored in the ARDExxx file and is printed on invoices and miscellaneous credit
memos.

Producing Reports
Use the Transaction Reports functions to prepare invoices, produce reports, and
post. The information comes from the ARTDxxx, ARTHxxx, and ARCRxxx files.

When you post, information from thesefilesis cleared and you cannot retrieve it.

Use the Print Invoices function to print invoices for your customers. You can
print the invoicesin batches or individually.

The ARTDxxx and ARTHxxx files provide information for the following
journals:

e TheSales Journal providesarecord of salesyou entered inthe Transactions
function since the last posting period.

e TheMiscellaneous Credits Journal providesarecord of credits (for example,
returns) you entered in the Transactions function since the last posting
period.

The ARINxxx file providesinformation for several reports and for statements:

e The Open Invoice Report provides alist of invoices, miscellaneous credits,
and cash receipts.

Accounts Receivable 1-11
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The Aged Trial Balance provides up-to-date account balance information.

The Cash Flow Report provides a summary of how much cash is due within
any four aging periods.

Statements provide a summary of the month’s transactions.

The Customer Analysis Report provides an analysis of your customers’
activity.

The Commissions Report provides a summary of commissions your sales
representatives have earned.

The ARCRxxx file provides information for the following reports and journals:

The Cash Receipts Journal provides arecord of revenue you entered as
received in the Cash Receipts and Edit Cash Receipts functions since the last
posting period.

The Methods of Payment Journal holds the same information as the Cash
Receipts Journal but is organized by payment method. In this journal you
can also single out information about a particular payment method.

The Deposits Report provides information about which revenue was
deposited with which bank accounts.

The ARHSxxx, ARHIxxx, and ARCUxxx files provide information for the
following reports:

The AR Analysis Report provides an analysis of your company’s
outstanding receivables.

The Sales Analysis Report provides an analysis of your company’s sales.
The Detail History Report provides an analysis of trendsin your sales based
on detailed line-item information from each sale: which items are being sold

most, which customers are buying most frequently, how much each item s
being sold for, and so forth.
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The Customer Sales Report provides an analysis of customers' buying
trends: how much you sold to your customers, the gross profit from each
sale, the average invoice amounts, and the number of invoices.

The Customer Activity Report provides an analysis of customer activity in
terms of which customers bought the most.

The Summary Invoice History Report provides a summary of invoices from
detail history.

The Promotional Analysis Report provides a means of comparing
promotional pricing with other types of pricing.

The Tax Audit Report shows sales tax calculated by income and location.

The Sales Tax Report provides arecord by tax group of sales tax collected
from revenue since the last period.

Posting Transactions

After you are finished entering transaction and cash receipt information and
producing the desired reports, you are ready to post transactions.

When you post transactions, several files are changed:

Records are created in the ARINxxx file for each entry in the ARTDxxx and
ARTHxxx files. Invoice due dates and discount dates are updated.

Balances and sales history information are moved from the ARTDxxx and
ARTHxxx filesto the ARCUxxx file.

The ARCRxxx, ARTHxxx, and ARTDxxx files are purged.
Gross sales figures are updated in the ARSRxxx file.
The taxable and nontaxabl e sales amounts are updated in the RMTXxxx file.

Lot and serial numbers are removed from the ARLSxxx file.

Accounts Receivable 1-13
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If you elected to save detail and summary history in the Resource Manager
Options and Interfaces function, detailed line-item information is moved to
the ARHIxxx file and summary totals information is moved to the ARHSxxx
file.

If Accounts Receivable interfaces with General Ledger, entries are made to
the sales, sales tax, freight, miscellaneous, cash, discount, and accounts
receivable accountsin the GLIRxxx (Journal) file. If a cost is associated
with aline item, entries are also made to the inventory and cost-of-goods-
sold accounts.

If Accounts Receivable interfaces with Inventory, the INHIxxx (Detail
History), INHSxxx (Summary History), INLHxxx (Lot History), INLTxxx
(Lot Detail), INQLxxx (Quantity Locations), INQTxxx (Quantity Totals),
INSHxxx (Serial History), and INSNxxx (Serial Numbers) files are updated,;
and average pricesin the INUPxxx (Units Pricing) file are updated.

If Accounts Receivable interfaces with Job Cogt, the cost information in the
JOHIxxx (Detail History) fileis automatically updated, and the JOB Sxxx
(Jobs) file is optionally updated.

The period-to-date history in the ARPYxxx fileis updated.

An open invoice is created in the ARINxxx file for the total of the payments
in each credit card payment method.

If Accounts Receivable interfaces with Bank Reconciliation, deposits for
cash receipts update the BRTRxxx (Transactions) file.

Transactions, Cash Receipts, and Open Invoices File Relationships

Often the information in the ARTDxxx and ARTHxxx files, the ARCRxxx file,
and the ARINxxx file overlaps. Depending on how you use Accounts Receivable,
different files get used at different times.

The ARTDxxx and ARTHxxx files record transactions independently of how
much money was paid. You enter information in this file through the
Transactions function or by copying recurring entries through the Copy
Recurring Entries function.

Accounts Receivable



The Accounts Receivable System Introduction ¢ CHAPTER 1

If you record totals information when you are entering transactions (indicating
prepayment), the payment information is sent to the ARCRxxx file. You can also
enter this information through the Cash Receipts function. The ARCRxxx file
records money as received when it is entered. You can enter the transaction
independently of entering money received for it, so the customer can pay all at
once, some at the time of transaction and some later, or al of it at alater time or
several later times.

When you post, the information from the ARTDxxx, ARTHxxx, and ARCRxxx
filesis moved to and reconciled in the ARINxxx file. Thisfile sortsits
information by invoice number, reconciles overall worth of the transaction with
what was paid, and determines how much is owed. Information staysin thisfile
until you use the Periodic Maintenance function.

Periodic Work

When your files become too large, you may clear some data using the Periodic
Maintenance, Purge Selected Files, and Purge Customer Comments functions.

Periodic Maintenance

When you do Periodic Maintenance for period-end work, several things happen:

*  Newly calculated finance charges are added to the ARINxxx and ARCUxxx
files.

*  Period-to-date accumulators are cleared and credit statuses are updated in
the ARCUxxx file.

e Aging balances are updated in the ARHSxxx files.

e Month-to-date gross sales amounts are cleared in the ARSRxxx file.

e Month-to-date payments are cleared in the ARPYxxx file.

*  Finance charges are posted to the GLIRxxx file (if Accounts Receivable
interfaces with General Ledger). You can also make the system clear year-to-

date finance charges in the ARCUxxx file.

e The period in the ARPDxxx table increments by one.
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When you do Periodic Maintenance for quarter-end work, several things happen:
« All period-end tasks are done.
¢ Quarter-to-date totals are cleared in the ARPYxxx and ARCUxxx files.

When you do Periodic Maintenance for year-end work, several things happen:

All period-end and quarter-end tasks are done.

Last-year accumulators are updated and year-to-date accumulators are
cleared in the ARPYxxx and ARCUxxx files.

Year-to-date gross sales amounts are cleared in the ARSRxxx file. You can
also make the system clear the high balance in the ARCUxxx file.

The following chart shows the effects of periodic maintenance on the ARCUxxx

Value Updated (+ or -) Increased Decreased
Genera UsetheCustomers

Information function

Customer UsetheCustomers

Comments function

Sales PTD, QTD, Post sales Post miscellaneous
YTD,andLY credits

Cash Receipts Post sales Post miscell aneous
PTD, QTD, YTD, credits

andLY

Discount Taken Post sales Post miscellaneous
PTD, QTD, YTD, credits

andLY

Discount Lost Post orders Post miscellaneous
PTD, QTD, YTD, credits

andLY
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Value Updated (+ or -) Increased Decreased

Last Invoice Post sales Post miscellaneous
credits

Number

Last Sale Date Post sales Post miscellaneous
credits

Last Sale Amount Post sales Post miscellaneous
credits

Last Payment Date Post sales Post miscellaneous
credits

Last Payment Post sales Post miscell aneous

Amount credits

Purge Selected Files

The following list shows the effects of purging selected files:

e Paidinvoiceswith check dates before the date you specify are removed from
the ARINxxx file.

« Detail history with invoice dates before the date you specify is removed
from the ARHIxxx file.

e Summary history before the period/fiscal year you specify is removed from
the ARHSxxx file.

«  Recurring entries with cutoff dates before the date you specify is removed
from the ARRExxx, ARRHxxx, and ARRDxxx files.

Purge Customer Comments

When you use the Purge Customer Comments function to remove customer
comments you no longer need from the ARCCxxx file, the following things

happen:

e Paidinvoiceswith check dates before the date you specify are removed from
the ARINxxx file.
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« Detail history with invoice dates before the date you specify is removed
from the ARHIxxx file.

*  Summary history before the period/fiscal year you specify is removed from
the ARHSxxx file.

« Recurring entries with cutoff dates before the date you specify is removed
from the ARRDxxx, ARRExxx, and ARRHxxx files.

Productivity Reports

Accounts Receivable includes a number of productivity reports in Microsoft
Excel® format. These reports connect directly to your OSAS data viathe ODBC/
JDBC driver (included with OSAS 7.6) and allow you to use spreadsheet toolsto
mani pulate the data as you want and produce charts and graphs to visualize
trends.

The spreadsheet reports are listed on the Productivity Reports menu. Double-
click areport name to automatically launch Excel or any other spreadsheet
program capable of opening an Excel-formatted spreadsheet to open the report.
Use the selection boxes to filter the information that appears in the report, or use
the tools within your spreadsheet software to create charts and graphs from the
report’s data.
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Starting OSAS

OSAS runs on an operating system supported by 150 MB of permanent storage
and 4 MB of RAM. You may need additional space or memory, depending on the
size of your datafiles and the operating system you use. Consult your reseller for
more information.

In Windows To start OSA'S on a computer running Windows, double-click the OSAS shortcut
on the desktop or access the program from the Start menu.

In Other To start OSAS on an operating system other than Windows, enter osas at the
Operating operating system prompt. If your operating system has graphical capabilities, you
Systems can also use the OSAS shortcut to start OSAS.

Using You can use the -u, -, and -t parametersin OSAS shortcut properties or after the
Parameters osas command so that the system automatically uses the appropriate user ID and

company ID to save time logging in.

In Windows, open the OSAS shortcut’s properties and enter these parameters
after the path in the Target field (as in the example below; be sure to use the
correct directories for your system).

C:\basis\bin\bbj.exe osasstrt.txt -q -tTOO -cD:\osas70\progrm\config.bbx - -
uSam -cH

Note: In Windows, the -u, and -c, parameters must follow the separation dash.

In other operating systems, enter the parameters after the osas command, asin
this example:

osas-t T2-c B

Note: You can enter these parameters in any order, but you must leave a space
between the parameter mark (-t or-c) and the parameter itself.
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Logging In

1-20

Refer to the Resource Manager User’s Guide for more information on these
parameters.

After you start OSAS, the login screen appears.

X 0545 Login

scottm

H Builders Supply -

OSAS-

version 7.6

Copyright © 1982-2010
This program is protected
by LLS. and International copyright laws.

Tologinto OSAS, enter your User ID, the Company ID you want to work with,
and your Password. If you want to save your password so that you do not need
to enter it again, select the Save Password? check box (or enter Y in text mode)
to save your information. This check box appears only if the Remember
Password? option isselected for your user ID in the Users function in Resource
Manager.

Check the Change Password? box to change your password upon logging in.
You will be prompted to enter and confirm your new password.

Finally, press Enter or click OK to log in.
This screen appears only after you have set up the system, including setting up

users. See the Resource Manager User’s Guide for information on setting up
users and roles.
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Roles

Roles limit use of the system and protect sensitive information. Each role allows
access to specific applications, menus, and functions. If you cannot select a menu

or function, your assigned role is not authorized for it. Use the Roles function
(page 2-19) to set up roles.

Workstation Date

To change the workstation date, select Workstation date from the File menu,
click the Change Date button on the toolbar, or press F6.

ﬂSetWorkstaﬁon Date =] & =
LCommands Edit Modes Other Help
2xzea@an]? ¢ @@ oK (Anin

Wiorkstation Date 12/28/2007 75

When the Workstation Date box appears, use the button or your keyboard to enter
the date and press Enter.
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Navigating OSAS

OSAS menus and functions are available in two modes: graphical and text. The
graphical mode allows both keyboard and mouse commands and uses data entry
fields and buttons similar to those found in any graphical software program. The
text mode presents information in a simpler text format and uses keyboard
commands to access functions and move around the screen. If you use an
operating system that does not have graphical capabilities, the text mode isthe
only mode available.

You can use either text or graphical function screens independently of the main
menu. For example, you can use text function screens while using the graphical
main menu, and vice versa. Select GUI Functions from the Modes menu or press
Shift+F6 to toggle between the text and graphical modes for function screens.

When available, press Shift+F5 to switch between graphical and text menu
modes, or press Shift+F6 to switch between modes on function screens. You can
also use the Resource Manager Defaults function to select the default mode to
use for the main menu and function screens.

In text mode, use the Page Up, Page Down, arrow, and Enter keysto move
between menus, select and enter functions, and move around function screens.
When alist of commands appears at the bottom of a function screen, pressthe
highlighted letter to use a command. These methods also work in graphical
mode, or you can use the mouse to click on fields and command buttons.

Graphical Mode

If you're familiar with other graphical software programs, you'll find it easy to
navigate around the OSAS graphical mode, which uses buttons, toolbars, text
entry boxes, and menus to help you move through your tasks.
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Main Menu

If you use BBj in graphical mode, the main menu is available in two flavors:
graphical and MDI. To switch between the two styles, press Shift+F5. If you use
Visual PRO/5, the graphical main menu is the only graphical menu available.

The graphical main menu is shown below.

E T000 - OPEM SYSTEMS(R) Accounting Software

Bank Reconciliation

Bills of Materials/Kitting Reconciliation
Fixed Assats Productivity Reports
General Ladger File Maintenance
General Report Writer Master File Lists
Inventory

Job Cost

Payroll with Direct Deposit
Purchase Order with Landed Cost
Resource Manager

Sales Order

e E=E
File Views Tools Favorites Other User Help
Gl ? @@ & S
H  Builders Supply b4
OSAS ®
m Bank Reconciliation Transactions

ransactions

Void and Stop Payments
BR Journal
Bank Account Register

Post Transactions

|Company H |Terminal TO00 [10/12/2010 |4:27 PM

You can move around the graphical menu in these ways:

«  Click an application to view that application’s menu. Click amenu item to
view its functions. Double-click a function name to enter that function.

or press Tab to return to the main menu.

To exit from the graphical menu, click a different application or menu name

To exit from OSAS, click the Close box in the upper-right corner of the

screen, press F7, or select Exit from the File menu.
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MDI Main The MDI menu centralizes all OSAS functionality in one location: application

Menu menus and functions appear in a navigation pane on the left side of the screen,
and function screens appear in the large pane on the right. Using this menu, you
can open more than one function screen at atime and move or minimize screens

as needed. However, you cannot open two functions that lock the same datafile
at the sametime.

[E} GPEN SYSTEMS(R) Accounting Software
File Views Tools Other User Window Help

G » e 2 E B Company |H Builders Supply - OS5AS-

[E=H B )

Date: 12/29/2010 User ID- scottm

Inventory B IN - Inventory Transactions =0
Commands Edit Modes Other Scroll Commands Information Help

Infarmation Inquiry
Daily Work 2xizlnemn|e[aa Ok _| [Abendon
Inventory Transactions

Location Transfers
{8 Transaction dournal [Tvpe [tem [Loc D [ Quantity|Units__ [Date [stat |

B Transfers Joumal Purchase 550 TX0001 6.0000PKG 12/14/2010 4 E]
32 Post Transactions

B 6L Adwstments Joumal Adjustment (250 MINOOO1 15.0000CS 12/14/2010 2
33 Post GL Adjustment Adjustment  |250 TX0001 32.0000CS 12/14/2010 2 [a
Reorder Processing Purchase 350 CAD001 2.0000EA 12/14/2010 4
Ei:m’; Reports \Adjustment (700100 MN0002 170 0000EA 12/14/2010 2

Productivity Rpts-Inventory
Productivity Rpts-Lot/Serial
Periodic Processing
Physical Inventory

File Maintenance

Code Maintenance

Master File Lists

Master Codes List

14]]44] | 4

e
(1 Reconciliation

1 BOMKitting Goto Adustment| [ Sale | [ Purchase |
DD FA GLGN IN JOo (O

Line No (000001 of 000005 )

[Company H [12/29/2010 [Terminal T0O00 [OVR

You can move around the MDI menu these ways:

e Toview an application’s menus, click that application’s tab.

*  Toview the functions a menu contains, click the menu name. The menu
expands to list the functionsit contains. Click the function name to enter the
function. The function screen appears in the right pane.

e Toexit from amenu, click adifferent menu name or application tab. To exit

from OSAS, click the Close box in the upper-right corner of the screen,
press F7, or select Exit from the File menu.
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Function Screens

Graphical screens contain the same functionality as text screens, presented in a
graphical format that includes easy access to commands via the mouse.

B TaxLocations [=] = ==
Commands Edit Modes Other Scroll Commands Help
EESSIE I FIEAEY oK
Tax Location MM LY Mame Minnesota Sales Tax
Tax Level 1 Tax ID 23-876182734
Authority MM Tax on: Freight? Mi
Tax Liabilty Acct 203300 Tax Refundakle Acct 203
Class  Description Sales Tax Purch Tax Tax Collected Tax Paid
ag Consumer Goods 6.500 6500 1307 .00 ] @
01 Resale Sales 0.000 0.000 .00 .00 @
02 Exempt Sales 0.000 0.000 00 00 E]
03 Incl/Agr Prod. 0.000 0.000 00 00
04 Interstate Comm 0.000 0.000 oo 00
05 Motor Vehicles 0.000 0.000 oo 00
06 Food Products 0.000 0.000 oo 00
o7 Clathing 0.000 0.000 oo 00 E]
03 Gasoline 0.000 0.000 .00 .00 g]
09 Services 0.000 0.000 .00 .00 E]
Tatal 1307.00 00
Calculated 1307.01 00
Qver/Shart -0 00
Enter = edit ] [Iax Loc] [ First ] [ Last ] [ Next ] [ Prev ] [ Wiew ] [ Header ] Goto Class
|Company H [10/0412007 |Terminal TOOD [OVR

You can move around the screen in these ways:

e Usethe mouse or press Tab to move from field to field. Use the scroll
buttons to move from line to linein scrolling regions.

« |If ascreen appears prompting for the

kind of information to enter or

maintain (such as on File Maintenance or Transactions screens), select the
appropriate option and click OK to continue.

e PressPage Down if prompted to move to the next section.

» Click Header when it appears to return to the screen’s header section.

¢  PressF7 to exit the screen and return

1-26

to the main menu.
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Shortcut
Menu

Other
Commands
Menu

Information
Menu

Menus

Both the graphical main menu and graphical function screens contain drop-down
menus that give you access to additional commands without using the function
keys. While you can use the function keys to access commands in graphical
mode, you may find it easier to access command through these menus.

To access a menu’s commands, click a menu title. The commands for that menu
appear, followed by any associated hot key combinationsin brackets < >. To use
acommand, click the command name or press the hot key combination.

Refer to the Resource Manager User’s Guide for more information on the menus
availablein OSAS and their commands.

OSAS gives you quick access to commands relating to the screen you're using
viaashortcut menu. The commands that are avail able depend on the function and
the field you are currently using. To use these commands, click the right mouse
button and select the command from the menu that appears.

On the main menu, the shortcut menu gives you access to commands that help
you manage your Favorites menu, switch between sample and live data, perform
certain setup tasks, and view function information. On function screens, this
menu helps you access help documentation, move around the function screen,
work with EIS dashboards, and so on.

The Other Commands (or F4) menu is available on both graphical and text
menu and function screens and gives you access to additional utilities and
commands not directly related to the function you’ re currently using. Among
other things, these commands open calculators or allow you to view or enter
additional information. In text mode, press F4 twice on the menu or once on
function screens to access this menu.

Consult Appendix A in the Resource Manager User’s Guide for more
information on the commands available on the Other Commands menu.

The Information (or Shift+F2) menu is available in some graphical or text
function screensin certain applications and gives you access to additional
information about a customer, vendor, item, job, bill of material, or employee.
The commands available on the Information menu are determined by the
applications you have installed, and can include:

Accounts Receivable 1-27



CHAPTER 1 e« Introduction Navigating OSAS

Favorites
Menu
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*  Generd Information
«  Comments

e History

e Documents

e Address Lookup

Not al of the commands above appear on every Information menu; instead,
commands are available only as they are relevant to the task you are performing.
For example, if you are entering a transaction in Accounts Receivable, you can
access comments or documents about items or customers but not about
employees or vendors.

Consult Appendix A in the Resource Manager User’s Guide for more
information on how to use the functions on the Information menu.

The Favorites menu gives you quick accessto the OSAS functions you use most
by allowing you to add selections for entire menus or particular functionsto a
custom menu. After you' ve set up the menu, select Change to Favorites from
the graphical Favorites menu or press F2 to access the functions.

The Favorites menu saves you time by eiminating the need to switch between
applications. You can add functions from several different applicationsto the
Favorites menu and access them all there rather than switching between
applications on the main menu to access the functions you need.

To add afunction to the Favorites menu, select the function you want to add and
press F10. Press F2 to switch to the Favorites menu to confirm that your
selection was added.

To remove a function from the menu, select the function on the Favorites menu
that you want to remove and press F10 again.

Accounts Receivable



Navigating OSAS

Introduction « CHAPTER 1

Main Menu
Toolbar

Function
Screen
Toolbar

Toolbars

Aswith menus, graphical screens also contain toolbars that give you fast access
to the most frequently used OSAS commands. The toolbar for the main menu
differs dightly from that of function screens.

The toolbar for the main menu is shown below. Click a button to access that
command.

Command

Help

Calendar Toggle
Favorites

W

g 7 [H By
Workstation Application Calculator Call a BBj/Pro5
Date Versions Program

The toolbar for function screensis shown below. Click a button to access that
command.

File Start Paste Calendar Online
Maintenance Over Documentation
P ol B = 2@ @@

R

Delete Copy  Calculator Field Address
Help Mapping

Date Fields

If you use BBj in graphical mode, click the Calendar button when it appears next
to date fields to open a calendar so that you can select the date you want to enter
into that field.
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Browse

If you use BBj in graphical mode, you can use the Browse button when it
appears next to fields to navigate to directories and files and automatically enter
file pathsinto that field. Click the Browse button to open the Select Directory/
File screen, then navigate to the directory or file and click Open to automatically
enter the file path in the field.

Inquiry

The Inquiry command helps you look up and select valid entries for fields that
are connected to master file records. For example, when you use the Inquiry
command inaBatch ID field, OSAS ists all batches you have set up so that you
can select the one you want to enter in that field. When the Inquiry button
appears next to afield, you can either click the button or press F2 to open the
Inquiry screen and search for valid entries.

Maintenance

The Maintenance command allows you to enter or edit master file records on the
fly from within functions. For example, you can use the Maintenance command
to add anew customer or item from within the Transactions function. The

M aintenance command is available when the Maintenance button appears on the
toolbar. Click the button or press F6 to open the File Maintenance function
associated with that field and enter or edit a new master file record.

Address Mapping

When you are working with a screen that contains an address, use the Address
Mapping command to view amap of that address. This command combines
address information with the URL and search variables in the Resource Manager
Web Setup function and the Map Lookup ID inthe Company Setup function to
direct your web browser to a mapping website and generate the map.

Note: Before you can view maps, you must set up mapping websitesin the
Resource Manager Web Setup function, select the Map Lookup ID to usein the
Resource Manager Company Information function, and enter the path to your
workstation’s web browser in the Resource Manager Defaults function.
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Text Mode

The OSAS text modeis available on all operating systems. If you use OSAS on
an operating system that does not have graphical capabilities, the text modeisthe
only mode available. In text mode, all screens are presented in an easy-to-use
textual interface that you navigate through using keyboard commands.

Main Menu

The text main menu is shown below.

X 0545 To00 [E=H Eol(E=5|

Settings Edit Print Help

11/27 /2007 Company H - Builders Supply 4:25 M

Main Menu

Eills of Materials/Kitting_

TO00l—————  0PEN S3S¥3TEMS (R) Accounting Software

When you select an application, the application’s menu is superimposed over the
main menu. Selecting an entry on an application menu opens a function screen or
a submenu.

You can move around the text main menu in these ways:

e Usethearrow keysto move the cursor up and down to highlight the
application you want. Then press Enter to select it.

Accounts Receivable 1-31



CHAPTER 1 e« Introduction Navigating OSAS

*  Pressthefirst letter of the application you want to move the cursor to the
first application beginning with that letter. Continue to pressthe letter key or
the down arrow until the application you want is highlighted, then press
Enter to select it.

* Usethe mouseto click an application to view that application’s menu.

e Tomove to the first application on the menu, press Home. To moveto the
last application on the menu, press End.

e Onan application menu, press Page Up to move to the menu immediately
behind it. If you are several levels away from the main menu, you can return
to the main menu by pressing Page Up repeatedly or by pressing Tab once.

e Toexit from OSAS, press F7.

Function Screens

Like the text menu, OSAS text function screens can be used on all operating
systems and in combination with graphical menus.

EA OSAS T00O
Settings Edit Print Help

Orders
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Other
Commands

Information
Menu

You can move around the screen these ways:
e PressEnter or the down arrow to move from field to field.

* Touseacommand that islisted in the command bar, press the highlighted
letter.

e Usehot key commandsto access information screens or to toggle commands
on and off. Refer to Appendix B in the Resource Manager User’s Guide for
more information on these commands and their corresponding hot keys.

e |f ascreen contains more than one section, press Page Down when
prompted to move to the next section.

e |f amenu appears prompting you for the kind of information to enter or
maintain (such as in the example and on Transaction and File Maintenance
screens), select the appropriate option and press Enter.

e To exit the screen and return to the menu, press F7.
Menus

Like the graphical mode, the text mode also includes menus that give you access
to commandsthat open additional utilities, show additional information about the
task at hand, or set up a custom menu that contains frequently-used commands.

Refer to Appendix A in the Resource Manager User’s Guide for full details about
the menus availablein OSAS.

The Other Commands (or F4) menu gives you access to additional utilities and
commands not directly related to the function you’ re currently using. In text
mode, press F4 twice on the menu or once on function screens to access this
menu. See page 1-27 for more information on this menu.

The Information (or Shift+F2) menu gives you access to additional information
about a customer, vendor, item, job, bill of material, or employee. In text mode,
this menu is available when the Info flag appears at the bottom of a function
screen.
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Menu
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The commands on the menu are available only as they are relevant to the task
you are performing. For example, if you are entering a transaction in Accounts
Receivable, you can access comments or documents about items or customers
but not about employees or vendors. See page 1-27 for more information.

The Favorites menu allows you add the OSA'S menus or functions you use most
frequently to a custom menu. After you’ ve set up the menu, select Change to
Favorites from the graphical Favorites menu or press F2 to access the functions.

To add a function to the Favorites menu, select the function you want to add
from the main menu and press F10. To remove a function from the menu, select
the function on the Favorites menu that you want to remove and press F10 again.
See page 1-28 for more information on this menu.

Commands and Flags

Both the text menu and text function screenslet you use commandsto drill down
to more information, change companies, switch to sample data, and perform
tasks related to the function you are using. These commands are analogous to the
commands contained on drop-down menus in graphical mode.

You access commands by pressing the hot key combination for the command you
want to use. If you' re working with a keyboard that lacks function keys (labeled
with an F followed by a number) or if you’ re working with an emulator in UNIX
(which can cause function keys to become unavailable), press the appropriate
aternate key combination to access the command.

Refer to Appendix B in the Resource Manager User’s Guide for alist of all
OSAS commands and their associated hot keys.

Not all commands are available for every function or field; when acommand is
available, aflag appears at the bottom of the function screen. Common flags
include Quick, Info, Maint, Inquiry, and Verify.

e TheQuick flag reminds you that you are using the Quick Entry modeto skip
fields that are not required. Press Ctrl+F to toggle quick entry on and off.

*  When the Info flag appears, press Shift+F2 to access the Information menu

to access additional information about a customer, vendor, item, job, bill of
material, or employee. See page 1-27 for more information on this menu.
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Maint I *  When the Maint flag appears, press F6 to launch the appropriate File
Maintenance function to edit a master file record or enter anew one “on the

fly.” When you finish, press F7 to return to the function you were using.

Inquiry I *  Whenthelnquiry flag appears, press F2 to use the Inquiry command to look
up additional information and select valid entries for the field you are in.

e The Verify flag reminds you that you are using verification. When this flag
appears, you must provide verification when you press Page Down or use
the Proceed (OK) command. Press Ctrl+V to toggle verification on and off.

Command Bar
The command bar appears at the bottom of function screen and gives you access

to commands that allow you to move around the screen, add or edit information,
change settings for selected lines, or select output devices.

Enter = edit, Append, Header, Totals, View, Online, Next trans

The commandsthat are available depend upon the function you are using, and are
anal ogous to the command buttons available on graphical screens. Pressthe
highlighted key to use a command.

Messages

M essages appear at the bottom of the screen when a command is unavailable or
when OSASS needs information to continue.

Verification
{_ Press <Pgln> to proceed

Address Mapping

When you are working with a screen that contains an address, you can use the
Address Mapping command menu to view amap of that address. This
command combines address information with the URL and search variablesin
the Resource Manager Web Setup function and the Map Lookup ID in the
Company Setup function to direct your web browser to a mapping website and
generate the map.
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The Address Mapping command is available when the Map flag appears at the
bottom of the screen. To view amap of the first address on the screen, press
Shift+F4. To view amap of the second address (if present), press Shift+F5. The
second command is not available when there is only one address.

Note: Before you can view maps, you must set up mapping website information
in the Resource Manager Web Setup function, select the Map Lookup ID to use
in the Resource Manager Company Information function, and enter the path to

your workstation’s web browser in the Resource Manager Defaults function.
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Reports

OSAS applications contain a variety of reports that help you make the best
decisions for your business. With reports, you can view transaction summaries,
print audit trails of activity managed through OSAS functions, make lists of your
basic master file information for reference, and analyze all aspects of your
company’s cash flow.

This section summarizes the basics of using reports.

Selecting a Range of Information

To produce areport, you must specify what information you want to include in
the report.

e To produce areport that includes all information available, leave the From-
Thru fields on the report screen blank. For example, if you want to include
information about all the vendors you work with in areport, leave the
Vendor ID From and Thru fields blank.

e Tolimit the amount of information in the report, enter arange in the From-
Thru fields. For example, if you want areport to include information only
about vendor ACEQ01, enter ACEOOL in both the Vendor ID From and Thru
fields. If you want the report to include information only about vendors that
start with CO, enter CO at From and COZZZZ at Thru.

*  You can also select the Tag check mark next to aselection to select a non-
contiguous range of information. In fields where you’ ve tagged individual
choices, the selection will appear as an asterisk in the From/Thru fields after
the selection.
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Sorting

Each field where you enter information on areport screen usually restricts the
overall output of the report. For example, if you leave the Vendor ID From and
Thru fields blank, the report contains information about all the vendors. But if
you enter invoice 100 in the Invoice Number From and Thru fields, and invoice
100 is assigned only to vendor ACEQOQ1, the report includes information only
about vendor ACEOO1.

Information for reportsis sorted first by a space (), then by special characters,
then by digits, then by uppercase letters, and finally by lowercase letters. No
matter what you enter in the From and Thru fields, however, your entries are
sorted in aphabetical order (unless the function provides an option to sort the
information differently).

Sorting by alphabetical codes or IDsis easy. For example, the ID ACL comes
before the ID BB because A comes before B.

Use caution when you enter codes or I Ds consisting of characters other than
letters; the order might not be what you expect. For example, if 20 items are
labeled 1 through 20, and all are included in areport, you might enter 1 at From
and 20 at Thru, expecting them to belisted 1, 2, 3. . . 19, 20. However, since
OSAS sortsin aphabetical order, rather than numerical order, the numbers are
listed in thisorder: 1, 10-19, 2, 20. In this example, numbers 3 - 9 are not
included in the sort since they fall after 20 in an a phabetical sort. To prevent this
situation, pad extra spacesin codes and | Ds with zeros so that numbersin
alphabetical order are also in numerical order. In the example above, the items
could be labeled 000001 through 000020.

Outputting Reports

1-38

You can output reportsin avariety of ways, but keep in mind that the mode you
use controls which output options are available to you. If you use graphical
function screens, you have the following output options: Printer, Print Preview,
PDF, File, or E-mail (for selected reports). If you use text function screens, you
have these options: Printer, File, Screen, or E-mail (for selected reports).
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If you use graphical screens, the Output Information dialog box appears after you
select the range of information to include in the report.

X Output Information o= =

Printer System Default Printer Laser
PDL  Print Dialog Laser Standard
Print Preview LPD System Default Printer Dot Matrix Ranca
® PDF PDD  Print Dialog Dot Matrix @ Compressed
LPW  System Default Printer Wide Carriage
File PDW  Print Dialog Wide Carriage Dot Matrix
Email
File Name _./data/QO000H.pdf Browse
OK | Cancel

If you use text screens, these options appear at the bottom of the screen after you
select what to include in the report and how to organize it.

Cutput: (Pjrinter p(R)eview (F)ile (3)creen e(M)ail (find

Print the Report

Follow these steps to print a report:

1

2.

4.

5.

6.

Select Printer (in graphical screens) or enter P (in text screens).

If multiple printers are available for the terminal, either select the printer
from the list or enter the appropriate code for the printer and press Enter.

Use the Devices function in Resource Manager to add printers to the
terminal.

When available, select either Standard (or enter S) to print the report in
standard width or Compressed (or enter C) to print it in compressed width.

Click OK or press Enter to begin printing the report.
If you want to stop printing after it has begun, press Ctrl+Break.

Click OK or press Enter to continue.
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Preview the Report

The Print Preview option isonly available for graphical workstations. However,
before Print Preview will work in Windows, you must add asysprint deviceline
in the config.bbx file for that workstation. Use the Devices function on the
Resource Manager User Setup menu to add thisline.

Follow these steps to view areport using Print Preview:;
1. Select Print Preview (in graphical screens).

2. If multiple printers are available for the terminal, either select the printer
from the list or enter the appropriate code for the printer and press Enter.

Use the Devices function on the Resource Manager Installation and
Configuration menu to add printersto the terminal.

3. Click OK or press Enter to continue.

4. When available, either select Standard or enter S if you want to view the
report in standard width or select Compressed or enter C if you want to
view it in compressed width.

5. PressEnter. The Print Preview screen displays the report as it will look
when printed out in hard copy.

6. To print from this screen, select Print from the File menu. To exit from this
screen, select Exit from the File menu.

Save the Report as a PDF

PDF output isavailable for OSAS systems using BBj. The data path set up for the
workstation in the Preferences function (page 4-7) appears. If necessary, enter a
new data path or click the Browse button to navigate to the correct directory,
then enter the file name followed by the .PDF extension. The file name plus
extension that you enter must be less than 35 characters. Press Enter to save the
report as a PDF file in that directory.
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To savethereport as atext file, select File or enter F. The data path set up for the
workstation in the Preferences function (page 4-7) appears. If necessary, enter a
new data path or click the Browse button to navigate to the correct directory,
then enter the file name followed by the .txt extension. The file name plus
extension that you enter must be less than 35 characters. Press Enter to save the
report in that directory.

Note: To preserve spacing and formatting, view text file reports with a fixed-
width or monospaced font (Courier, Letter Gothic, or Lucida Console, for
example).

View the Report on Screen (Text Screens Only)

If you use text screens, you can view selected reports directly in the OSAS
screen. Keep in mind that this option displays the report one page at atime,
storing previously viewed pages in the workstation’s memory. Use the
Preferences function on the Resource Manager User Setup menu to limit the
number of screen pages you can view to conserve memory resources.

Follow these stepsto view the report on screen:

1. Enter S to select (S)creen.

2. When available, enter S if you want to view the report in standard width or C
if you want to view it in compressed width.

3. When the report appears, press Enter to view the next page or Page Up to
view previous pages.
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E-mail the Report

Before you can e-mail reports, you must enter details about your e-mail system
using the E-Mail Setup function on the Resource Manager Installation and

Configuration menu. You can e-mail only selected

reports. In general, any report

or form that makes up part of your audit trail cannot be e-mailed.

Follow these stepsto e-mail areport:

1. Select E-mail or enter M. The E-Mail Information screen appears.

asotckard@builders_supply.com

Subject AR Analysis Report
Attachment Type YES -

[N £-Mail Information == =s

Commands Edit Modes Other Scroll Commands Help

kxté‘ﬂ|ﬂ@‘?® e Abandon

E-Mail From  samd@builders_supply.com

To [Customer  +||ACEo001 (] [3]
bhumphrey @aceplumbingsupply com;garry deacon@bigmail com

(o] Employee ~ || BOU001 E B
Ibourne@builders_supply.com

BCC |Employee - STOO0D1 (8] ~

Attachment File

C:/0OSAST6/data/Onpgq79x005.TXT

123

»

4

H |«

Enter = Edit Append Go to

Header Done

[Company H[10/26/2010 [Terminal TO00 [OVR

2. TheE-Mail From field displays the originating e-mail address. Changeit if

you want the return e-mail address to be differ
E-Mail Setup function in Resource Manager.

ent from the one set up in the
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Inquiry |

In the To, carbon copy (CC), and blind carbon copy (BCC) fields, select
Other and enter the e-mail address, or select Vendor, Customer, or
Employee and choose from the e-mail addresses on file for those respective
categories (depending upon installed applications), or select None to leave
the field blank (you must choose at least one To, CC, or BCC address).

The name of the report appears in the Subject field. Change the subject line,
if necessary.

Select Yes in the Attachment field to send the report as atext file
attachment to the e-mail message, select No to send the report in the body of
the e-mail, or select PDF to attach the report asa PDF file.

The E-Mail Message dialog box appears.

E-Mail Message o] = =
Commands Edit Modes Other Help
a@xt§|a‘n@|?0‘@@ [ ok || Abandon |

Got your message. Here's the report you requested. Thanks!

Enter the message you would like included in the body of the e-mail, and use
the Proceed (OK) command. You are returned to the E-Mail Information
Screen.

Use one of the following commands in the Attachment File scroll region:

* PressEnter to edit the highlighted attachment (if any). Browse to or
enter the name of the file you would like to attach in the Edit
Attachment dialog box (see “Edit/Append Attachment dialog box” on
page 1-44).

e PressA to add an attachment to the e-mail. Browse to or enter the name
of the file you would like to attach in the Append Attachment dialog
box (see “Edit/Append Attachment dialog box” on page 1-44).
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* PressG to goto aspecific attachment line item (this command is only
available if there are more than six attachments to the e-mail).

*  PressH to change the header information of the e-mail, including the E-
Mail From field, the recipient(s), the subject line, and the attachment

type.

*  Press D when done entering the e-mail information, and you are ready to

process the e-mail.

8. If you choose No inthe Send E-Mails Immediately? option in the Resource
Manager Options and Interfaces (see “ Options and Interfaces List” on
page 3-47), the e-mail will be held in the E-Mail Queue for processing (see
“E-Mail Queue’ on page 3-49). Otherwise, the e-mail will be sent

immediately.

Note: To preserve formatting, view e-mailed reports (or e-mail attachments) with
a fixed-width or monospaced font (Courier or Lucida Console, for example).

Edit/Append Attachment dialog box

The Edit/Append Attachment dialog box appears when you press Enter or A in
the Attachment File scroll region of the E-Mail Information screen.

A Append Attachment (== ==
Commands Edit Modes Other Help
2xzE|zamm|[re¢|ee OK__ ][ Abandon |
File Name
C:/0S5AST76/data/Onpgq79x005 TXT

1. Enter the File Name of the file you want to attach to the e-mail, or click the

browse button ( [...] ) to navigate to the file.

2. UsetheProceed (OK) command to add the attachment to the e-mail, and

return to the E-Mail Information Screen.
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Commands

Use the following commands when a report appears on the screen:

Key Operation

PgUp Moves to the previous page of the report.

PgDn Moves to the next page of the report.

Home Moves directly to the top of a group of pages.

End Moves directly to the bottom of a group of pages.

F7 Exits to the menu from any point in the report.

Left Moves | eft one character.

Right Moves right one character.

Tab Toggles between the left and right halves of areport.

Up/Down  Movesaline up and down the screen to line up information when
you toggle between halves of areport.

Using Report Pick Screen Criteria

You can save the pick criteria from any report screen to make it easier to run
reports without redefining the criteria each time.

The RM option to Use Report Defaults? must be set to Yes to use this
functionality.

After you choose to print a report, the Save Report Criteria screen appears.

[EA Save Report Criteria == ==
Commands Edit Modes Other Help
2xz|eama[r¢|ee OK || Abandon |

Save as Personal Report Picks?  [¥

Save as Global Report Picks? Fi
Description Northeast Region Requisition Report
Set as Personal Default? v
Set as Global Default?
Status Bar Company H|10/20/2010 [Terminal TO00 |OVR

Accounts Receivable 1-45



CHAPTER 1 e Introduction Reports

1-46

e Check the Save as Personal Report Picks? box save the pick criteriafor
use at alater time on your workstation.

e Check the Save as Global Report Picks? box to save the pick criteriafor
use by anyone in your organization who has access to this report.

e Enter aDescription for these report defaults for identification.

e If you check the Set as Personal Default? box (or enter Y in text mode),
these pick criteriawill be automatically applied on the report screen the next
time you run the report from the menu.

e If you check the Set as Global Default? box (on enter Y in text mode), these
pick criteriawill be automatically applied on the report screen whenever

anyone in your organization runs the report from the menu.

Whether or not you set saved criteria as a default, you can load any report criteria
you have saved by clicking Shift-F3 and choosing the description you want.

Consult the Resource Manager User’s Guide for more information about reports.
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Installation and Conversion

Installation
Before You Install Accounts Receivable

Make sure your system meets these minimum requirements
before you install Accounts Receivable.

The Accounts Receivable system needs a minimum of 13
megabytes (13Mb) of disk space to work correctly with
programs, sample data, data dictionaries, system files, and
graphics files. Having more disk space available is necessary
for the data files you create and maintain.

The OSAS system requires at least one megabyte (1Mb) of
main memory to run. More memory may be necessary in
certain environments and operating systems.

Installing Accounts Receivable

Usethe Install Applications function in Resource Manager
(see the Resource Manager User’s Guide) to install Accounts
Receivable. No specia considerations need to be made for
Accounts Receivable when you use the function.
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Setting up Accounts Receivable

Once you have installed Accounts Receivable on your system, you must prepare
your data files for everyday use.

You can prepare files for use with Accounts Receivable in one of two ways: you
can create and set up your files manually on a new system, or you can convert
your old fileswhen you upgrade from an earlier version. To create files on anew
system, use the Data File Creation function on the Company Setup menu in
Resource Manager (see the Resource Manager User’s Guide). For instructionson
converting your files, see the Conversion section later in this chapter.

If you plan to use Genera Ledger, Inventory, Bank Reconciliation or Job Cost

with Accounts Receivable, you must set up those applications before you set up
Accounts Receivable.

Accounts Receivable and Sales Order

If you plan to install Sales Order, install it immediately after installing Accounts
Receivable. See the Sales Order User’s Guide for information about installing
Accounts Receivable and Sales Order at the sametime.
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If you use an earlier version of OSA S Accounts Receivable, you can convert
your files from the older version to the current version.

When you are ready to convert files, use the Data File Conversion function on
the Company Setup menu in Resource Manager (see the Resource Manager
User’s Guide) to upgrade Accounts Receivable data files. You can upgrade from
version 3.2, 4.xx, 5.xx, or 6.xx. If you want to convert to version 7.6 from a
version earlier than 3.2, contact a client support representative.

You must install the new version of Accounts Receivable before you convert
files. You can replace and update the programs properly only by using the
Install Applications function in Resource Manager.

Tax classes, locations and groups are kept in Resource Manager (the
RMCDxxx, RMTXxxx and RMGCxxx files). If you are converting Accounts
Receivable from aversion previousto 5.0, and you want Accounts
Receivable to use the tax information from the earlier version, use the Data
File Creation function on the Resource Manager files first. The Accounts
Receivable conversion then moves the data from the old files to the new.

Before you convert an application’s files, make note of the version number
of the application you are converting from. The Data File Conversion
function has no way of determining the version from within the function.

Because tables are also converted when you convert datafiles, any changes
made (including those in Options and Interfaces) since the initial set up
may be lost. Check table settings and verify your options and interfaces
selections after converting all companies. If you need to reconvert a
company, either reset your options after conversion or back up the xxTB files
before converting.

Before you convert an application’s files, do these things:

*  Back up your datafiles.
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« Make sure that no unposted transactions are in your current version.

Consider Your Setup

Before you try to convert your version of Accounts Receivable to the current
version, consider the exact setup of your system. Since OSAS code can be
customized, modifications to your system might be lost if you install a new
version of a program or update afile. If you are not sure whether your system is
ready for conversion, consult your Open Systems software provider.

If you are converting from version 6.5x to 7.6, no conversion is necessary. You
should still usethe Data File Conversion function to copy datafilesfrom the old
data directory to the new directory, however.

Converting to Version 7.6

Select Data File Conversion from the Company Setup menu in Resource
Manager. The Data File Conversion screen appears.

X Data File Conversion = | 5
Commands Edit Modes Other Help
%xt§|i§ ﬂ@|?@|@@ [ ok |[Abandon |
Select directory on which to create files
data
Enter directory that contains the files to be converted
C:\osasES\data u
Do you want source files erased after conversion?
Do you want conversion to pause if a problem is found?
Appl Description Wersion Appl Description Wersion
GL General Ledger 6.50
IN Inventory 6.50
Jo Job Cest 6.50
BR Bank Reconciliation 6.50
AR lEJ Accounts Receivable 6.50

CompanyH | 111872007 Terminal TO0OO | OVR
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1. All valid OSAS data paths appear. Select the destination directory whereyou
want the new datafiles to reside.

2. Enter the path (drive and directory) that has the files you want to convert.
You cannot enter the same path as the path you selected as the destination.

3. If youwant source filesto be erased after conversion, select the check box
(or enter Y in text mode); if not, clear the check box (or enter N in text
mode).

4. If you want the conversion process to pause if a problem occurs, select the
box (or enter Y in text mode); if not, clear the box (or enter N in text mode).
The system considers file corruption or evidence of data not converting
correctly aproblem.

5. Enter AR inthe Appl column; Accounts Receivable appears.

6. Enter your earlier version number of Accounts Receivable, and press Enter.
(YYou can determine the version by looking at the copyrights screen when
you start OSAS, or in most versions, by using the Information (Shift+F2)
command on the menu screen.)

7. |If datafilesalready exist for Accounts Receivablein the intended destination
path, the AR data files exist. Do you want this task to erase them? prompt
appears. If you want to erase the existing files and convert the files from the
version in the source path, select Yes (or enter Y in text mode); if not, select
No (or enter N in text mode). If you elect not to erase existing files, you must
change your directory choices so that no conflict exists.

8. To convert, use the Proceed (OK) command.

9. TheDo you want a printout of error log after each application? prompt
appears. If you want the error log to be produced after files are converted for
each application, select Yes (or enter Y in text mode); if you want the log to
be produced after files for all applications are converted, select No (or enter
N in text mode). If you are converting only Accounts Receivable files, your
answer to this prompt makes no difference.
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10. If aproblem occurs and you indicated that you want the system to pause
when a problem occurs, a prompt alerts you. To stop the conversion process,
select Yes (or enter Y in text mode). To let the conversion run its course and
investigate later, select No (or enter N in text mode).

11. When the processis finished, the files are converted. Select the output
devicefor the error log.

After conversion finishes and the error log is produced, the main menu—
with Accounts Receivabl e added—appears.
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Setup Considerations

After you have installed the software for the first time or after
you have upgraded the software, you must set up the system.
Follow the setup procedures carefully; the choices you make
determine how the system operates.

To properly set up the Accounts Receivable system, you need
to gather and organize your accounting data. You need the
following information:

* A chart of accounts for your business

* ldentification and credit information about your customers

e  Previous- and current-year sales, returns, and receipts
histories organized by customer

e Alist of unpaid invoices organized by customer or an
aging report
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When you set up the system, you assign codes and IDs to tell the system how to
identify each item on file. The system uses these identifiers to organize the
information in reports and inquiry windows.

The system arranges code charactersin a particular order. In the following list

codes and I1Ds are sorted from lowest to highest, and dashes represent blank
spaces.

000000

000001

1

The organization of these codes illustrates the following principles:

e Thesystem reads codes from left to right until it finds something other than a
blank space.

« Itemsthat make up a code are always listed al phabetically. The items are
listed in this order for each position:

Blank spaces

Characters (-, *, /, and so forth)
Numbers (0-9)

Uppercase letters (A-2Z)
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Lowercase letters (a—2)

Alphabetical rules are not intuitive when numbers are involved. Numbers are
sorted asif they were letters: When the first characters of several IDs are
compared, the ID with the smallest first character is placed first in thelist. If the
first character of the IDs is the same, the second characters are compared and the
ID with the smallest second character is placed first in thelist. This comparisonis
made for each character in the range of IDs until the IDs are clearly in
alphabetical order.

If you use numbersfor IDs, pad them with zeros so that they are all the same
length and numeric rules can hold true. For example, in alphabetical sorting ID
112 comes before ID 60, since anything that starts with 1 comes before anything
that starts with 6 alphabetically. If ID 60 were ID 000060 and ID 112 were ID
000112, ID 000060 would be listed first, since 060 is less than 112 alphabetically
and numerically.

When you assign |Ds and codes, establish aformat that makes sense for your
business and use it consistently. The following suggestions may help:

e Toprevent organization problems, use zerosto make all IDsthe 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 | Ds into more than one part.
For example, use ACE-01 and ACE-11 instead of ACE-1 and ACE-11 or
ACE01.

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

e Usedescriptive IDs. For example, WINOO1 and WINQO2 are more
descriptive | Ds than 000001 and 000002. (If you already use a numbered
system, you might want to stick with it.)

e |f you want to sort items by a particular attribute—name or group—put the
attribute in the ID. For example, to organize customers by name, put thefirst
characters of the namein the customer ID.
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To ensure that you can insert new itemsinto a sequence, use a combination
of letters and numbers that leaves room in the sequence for later additions.
For example, setting up two consecutive | Ds of WINOO1 and WINOO5 leaves
room for three customersin between.
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Setup Checklist

Follow the steps below to set up the Accounts Receivable system. Each step is

explained in this section. If you converted from a previous version of Accounts

Receivable, you can simply verify the contents of these files instead of building

the data.

1. Set upthe options and interfaces.

2. Build thetables.

3. Usethefunctions on the Codes Maintenance menu to build the salesyCOGS
and distribution accounts, terms codes, finance charge codes, and shipping
methods.

4. Build the ARSRxxx (Sales Rep) file.

5. Build the RMTHxxx (Tax Location Header), RMTDxxx (Tax Location
Detail), RMGCxxx (Group Code), and RMCDxxx (Tax Class Code) filesin
Resource Manager.

6. Build the ARPYxxx (Payment Methods) file.

7. Build the ARCUxxx (Customer) file.

8. Build the ARSAxxx (Ship-to Address) file.

9. Build the ARRExxx (Recurring Entries Detail), ARRDxxx (Recurring
Additional Descriptions), and ARRHxxx (Recurring Entries Header) files.

10. Enter initial balances.

11. Set up abackup schedule.
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Options and Interfaces

An application can be interfaced to work in conjunction with other applications.
Accounts Receivable can be interfaced with General Ledger, Job Cost, Bank
Reconciliation, and Inventory.

General Ledger

When Accounts Receivable interfaces with General Ledger, posting in Accounts
Receivable makes entries in the GLIRxxx (Journal) file for transactions that
affect the ledger (such as sales, cost of goods sold, inventory, freight).

Job Cost
When Accounts Receivable interfaces with Job Cost, posting in Accounts
Receivable updates billing information in the Job Cost job and phase records.

When you enter invoices, refer to the Job Cost Jobs and Phases List for customer
IDs and contract numbers.

Bank Reconciliation

When Accounts Receivable interfaces with Bank Reconciliation, deposits for
sales paid with cash or checks update the BRTRxxx (Transactions) file.

Inventory

When Accounts Receivable interfaces with Inventory, accounts receivable
transactions update the quantities in use in the Inventory item records, and
posting in Accounts Receivable updates the item stock quantities, dates, and
balances.
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Options and Interfaces

Select Options and Interfaces from the Resource Manager Company Setup
menu. The Options and Interfaces screen appears.

The name of the company you are working with appears. Specify whether the
Optionstableis shared or owned. (See the Resource Manager User’s Guide for
information about Optionstables.) Then enter AR as the application ID and use
the Proceed (OK) command. The Accounts Receivable Options screen appears.

A Accounts Receivable Options (E=HEoR x|
Commands Edit Modes Other Scroll Commands Help
%XEE‘E|H‘?@‘®® 0K Abandon
|Descriptinn |Value ‘
reaceo cemertiogerr &
Interface to Inventory ? IYES B
Interface to Job Cost? IYES m
Interface to Bank Reconciliation? IYES
Use Transaction Batching? IYES
System Generated Batch Numbers? IYES
Use Additional Descriptions? NO
Copy Additional Descriptions from Inventory ? NO
Keep Additional Description History? NO
Keep Summary Sales History? IYES
Display Unit Cost During Line ltem Entry? NO
‘Allow Customer Level Change in Transaction Entry? IYES
‘Allow Expired Credit Card in Payment Entry? NO
Display Quantities and Quantity Breaks During Line Entry ? NO
Print On-Demand Invoices? IYES E]
Use Plain Paper Invoices? IYES E]
Invoice Form Type: Standard E]
Opfion { 00T of U35]
Enter = Toggle ] [ Goto ] [ Write ]
[Company H[10/07/2010 [Terminal TO00 [OVR

To toggle an option (for example, between YES and NO), press Enter.

To move the prompt directly to a different option, press G. Then enter the option
number.
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When you are finished selecting options, press W to save your entries. Then exit
to the Options and Interfaces screen. Select another application whose options
and interfaces you want to change, or use the Exit (F7) command to return to the
Resource Manager Company Setup menu.

1

Toggleto YES or NO to indicate whether or not you want to interface
Accounts Receivable with General Ledger, Inventory, Job Cost, and Bank
Reconciliation.

The interface options work independently of each other. You can respond to
them with any combination of settings.

Toggleto YES or NO to indicate whether or not you want to use transaction
batching. You can use batching to group invoices, miscellaneous credits, and
cash receipts for printing and posting. You can determine how to set up the
batches (for example, by time or by workstation). If you use batches, one
operator can post transactionsin one batch while another operator can add or
edit transactions in another batch.

Toggleto YES or NO to indicate whether or not you want the system to
generate batch numbers. If you select YES, you cannot override the numbers
the system assigns.

Toggleto YES or NO to indicate whether or not you want to enter 1 to 10
lines (35 characters each) of additional text for each line item on invoices,
miscellaneous credits, and recurring entries. If you select NO, the ARDExxx
(Additional Descriptions) fileis not used.

Toggleto YES or NO to indicate whether or not you want to use additional
descriptions stored in Inventory. If Accounts Receivable does not interface
with Inventory or if you do not use additional descriptions, thisoptionis set
to NO and you cannot changeit.

Toggleto YES or NO to indicate whether or not you want to keep summary
(totals) saleshistory. If you select NO, the ARHSxxx (Summary History) file
is not used and you cannot print summary history reports.

Toggleto YES or NO to indicate whether or not you want to keep additional
description history. If you elected not to use additional descriptions, this
option is set to NO and you cannot changeit.
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8. Toggleto YES or NO to indicate whether or not you want the unit cost of
inventory items to appear when you enter lineitems. If Accounts Receivable
does not interface with Inventory, this option is set to NO and you cannot
changeit.

9. Toggleto YES or NO to indicate whether or not you want to be able to
change a customer’s level when you enter transactions. If you select YES,
you can change how a customer’s billing is calculated at the time of
transaction entry by assigning a different level.

10. Toggleto YES or NO to indicate whether or not you want to be able to enter
an expired credit card as payment for atransaction. If you select YES and
enter a credit card whose expiration date is passed, a warning message

appears.

11. Toggleto YES or NO to indicate whether or not you want quantities and
quantity breaks to appear when you enter lineitems.

12. Toggleto YES or NO to indicate whether or not you want to be able to print
invoices on-demand as you enter them. If you select NO, you can print
invoices only in a group after you have entered them.

13. Toggleto YES if you want to use plain paper invoices. Toggle to NO if you
want to use forms.

14. If you elected to use forms for invoices, toggle to LASER, 8 1/2 x 11, or
STANDARD to indicate the type of invoice form you use.

15. Toggleto YES or NO to indicate whether or not you want to use
prenumbered invoice forms. If you select YES, the system overwrites
invoice numbers you enter. If you select NO, the system uses the invoice
numbers you enter.

16. Toggle between YES or NO to indicate whether you want to allow e-mail
invoices for customers.

17. Toggle between YES or NO to indicate whether you want to create user-
document links for e-mailed invoices.
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18

19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

Toggle between YES or NO to indicate whether you want to save archived
invoice links to Print Manager.

If you elected to use forms for statements, toggleto LASER, 8 1/2 x 11, or
STANDARD to indicate the type of statement form you use.

Toggle between YES or NO to indicate whether you want to allow e-mail
statements for customers.

Toggle between YES or NO to indicate whether you want to create user-
document links for e-mailed statements.

Toggle between YES or NO to indicate whether you want to save archived
statement links to Print Manager.

Toggleto YES or NO to indicate whether or not you want to print company
information on plain paper forms.

Toggleto YES or NO to indicate whether or not you want to be able to post
data without printing reports.

Toggleto YES if you want to post line-item detail to General Ledger. Toggle
to NO if you want to post only summary information.

Toggleto YES or NO to indicate whether or not you want to be able to age
invoices online directly in the ARCUxxx file. If you select YES, invoices for
open invoice customers are aged in the Customers function and in the
Information Inquiry Customers and Open Invoices function; invoices for
al customers are aged in the Periodic Maintenance and the Post
Transactions functions. If you select NO, the invoices are aged for all
customers when you post and when you use the Periodic Maintenance
function.

Toggleto YES or NO to indicate whether or not you want to apply credits to
oldest items first for statements.

Toggle between Last 4, Hide All, or Show All to define how customer credit
card numbers are displayed.
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29. Toggle between Last 4, Hide All, or Show All to define how customer direct
debit card numbers are displayed.

30. Toggleto YES or NO to indicate whether or not you want to use limits for
credit card authorizations.

31. Toggle between YES or NO to indicate whether you want to alow lineitem
discounts.

32. If lineitem discounts are allowed, toggle between Summary and Detail to
choose aline item discount format.

Tables storeinformation relating to the system, data, options, and default settings
for other applications.

Use tables only to enter and store data. Do not delete lines or rearrange the
account descriptions. The system looks for information by the position of the
linesin the table. For example, in the ARGLxxx table, the system always
treats the account on the first line as the cash receipts account and the
account on the second line as the discount account.

You can set up the ARGLxxx, ARPDxxx, DUNxxx, and FORMxxx tables for
individual companies and/or all companies that are in the system. You can set up
one table for all the companies that are alike, and you can set up one table for
each company that is different.

You must enter OWN in the Option Table Type field in the Options and
Interfaces function to be able to set up company-specific tables.

For example, you can set up table ARGL for companies that post accounts
receivable transactions to the same general ledger accounts; and you can set up
table ARGLAOL for company A01, ARGLBO1 for company B01, and so forth if
those companies post accounts receivabl e transactions to different general ledger
accounts.
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These tables are identified by a four- or five-character prefix and a three-
character suffix. The prefix is the table name—ARGL for general ledger
accounts, for example. The suffix isacompany ID or a systemwide table. If you
delete a company-specific table, that company uses the generic table. For
example, if you delete table ARGLAOQ1, company AO1 usesthe ARGL table.

The DFxxxx table (Defaults) and each Quick-Entry table (QExxxx, QHIXXXX,
QH2xxxx, QIxxxx, and QMxxxx) is identified by atwo-character prefix and a
four-character suffix. The prefix is the table name—DF for Defaults, QI for
Quick-Entry Invoices, and so forth. The suffix isaterminal 1D, acompany ID, or
a systemwide table (without a suffix).

You can set up the Defaults and Quick-Entry tables for the following situations:

e Assign each tableto a particular terminal. For example, you can assign table
DFTO001 to termina TOO1.

e Assigneachtableto al terminalsin aparticular company. For example, you
can assign table DFA to all terminalsin company A.

e Set up each table as ageneral table for several companiesto use. For
example, you can set up table DF for the companies that use the same
defaults.

If you have three companies—A01, B0O1, and CO1—you might want the
terminalsin companies AO1 and BO1 to share table DF. You might want company
CO01 to have some of itsterminals use a set of defaults specific to each one, while
other terminals share values that are common among themselves but specific to
company CO1.

Companies A01 and BO1 can share table DF; no table has the label DFA or DFB.
Company C01 can have table DFC, to be used for the terminals in company CO1
that do not need their own set of defaults. Each terminal in company CO1 that
needs its own set of defaults can have its own table; for example, terminal TO01
has table DFT001.
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The system treats all terminals with the same ID the same way, so you may
want to make sure that each terminal ID is unique. For example, if you have
two T001 terminals, one in company A01 and one in company CO01, the
DFTO001 table applies to both terminals regardless of the fact that they arein
different companies.

When you enter or edit transactions, the system first triesto find atable with a
terminal suffix specific to your terminal. If it cannot find one, it looks for atable
for the company in which you are working. If it cannot find one, it uses the
systemwide table. For example, if you are using quick entry to enter an invoice
for company A01 on terminal TOOL, the system first looks for QITOO1. If it
cannot find table QITO001, it looks for QIA. If it cannot find table QIA, it usesthe
systemwide table QI.

If the system cannot find any applicable table (perhaps because the systemwide
table was accidentally deleted), an error message appears and you must rebuild
thetable.

Use the Codes Maintenance functions to set up information about salesyCOGS
accounts, distribution accounts, terms of payment, shipping methods, payment
methods, and finance charge codes. The codes serve as a shorthand method of

entering information.

See Chapter 11 for information about these codes.

The ARSRxxx file stores information about each person who is paid a
commission on sales entered in Accounts Receivable. If you plan to use the
commission system, you must set up sales rep records (see page 10-35) and elect
to keep sales history in the Resource Manager Options and Interfaces function
before you begin processing in Accounts Receivable.

For each sales rep, you must specify several pieces of information:

*  Persona information
* Commission rate
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e Whether the commission is a percent of gross profit or net sales

¢ Whether the commission is based on booked sales or paid invoices

e Whether the commission is based on any combination of line items, tax,
freight charges, and miscellaneous charges

When you enter an invoice, you can specify one or two salesrepswho receive the
commission and the percentage of the sale that each rep’s commission rate (from
the ARSRxxx fil€) is based on.

For example, salesrep A receives a 30 percent commission on lineitems. The
commission is based on net sales, and the salesrep receivesit when an invoiceis
paid. For invoice 55, thetotal of the line itemsis $10,000. Salesrep A receivesa
commission on 40 percent of the sale; the commission from the other 60 percent
of the sale goesto salesrep B. For salesrep A, the commission is based on
$4000; the commission is $1200 ($4000 times 30 percent). A similar processis
used to calculate the commission of salesrep B.

The Commissions Report shows sales information for sales reps. Only the
amount of paid commissionsis shown. If an invoiceis partially paid, the
commission for the paid portion is adjusted proportionally.

In the example above, if $8000 (80 percent) of the invoice were paid so far, the
commission in the Commissions Report for sales rep A would be $960, or 80
percent of the $1200. The report shows the commission on the remaining $2000
(20 percent) when the remaining amount is paid.

If you assess the customer a finance charge for alate payment, you can base the
sales rep’s commission on the updated amount. In the example above, if $2000
had yet to be paid and you assigned an extra $200 to the charge, the sales rep
would get a commission from $2200 (22 percent) when the remaining amount
was paid.

Tax Groups

If you plan to accumul ate tax for the authorities to which you pay salestax, set up
the tax groups before you enter transactions. See the Resource Manager User’s
Guide for information about setting up tax groups.
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When you set up the system, enter the taxable sales, nontaxable sales, and tax
collected. These fields update when you post sales.

The salestax calculation isbased on tax classes and the tax group. You assign tax
classes to inventory items, and you assign tax groups to customers or the ship-to
address to a transaction.

In addition, each customer record has a Taxable flag. The flag can serve as an
override; no tax islevied for a customer whose Taxable flag is set to NO.

Payment Methods
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Use the Payment Methods function (see page 11-9) to establish codes for the
methods of payment you honor. The codes serve as a shorthand method of
specifying how the customer is to pay the invoice.

Use the payment types to set up payment methods. The payment types you can
use (cash, check, credit card, write-offs, and other) are provided by the system.
You must enter payment method codes and assign payment types to them.

For example, you can set up one code for personal checks and another code for
corporate checks. You can assign the check payment type to each code but assign
different information to each code. You might also set up codes for three credit
cards. You can assign the credit card payment type to each code but assign
different information to each code.

The system treats the amounts for payment types cash and check the same.
However, when you use a code that is assigned the payment type check, you must
also enter a check number.

When you use the payment type credit card, set up the credit card company as a
customer, because you ultimately get the money from the credit card company.
To identify the credit card company, enter C in the Group Code field on the
Customers General Information screen.
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Customers

Use the Customers function (see page 10-3) to build the ARCUxxx file. You
must build the file before you begin processing Accounts Receivable
transactions.

General Information

Enter each customer’s name, address, attention line, phone and fax numbers,
contact, and class. Many reports can be sorted by 1D, so the way you enter IDsis
important.

Then enter the sales reps who sell to the customer, the territory the customer is
located in, and the codes for the customer’s usual payment terms. You can enter
two salesrep IDs.

The group code for a customer that is a credit card company (such as VISA or
MasterCard) is C. No history is saved for credit card companies; the history of
the transactionsinvolved is assigned to the customer who used the credit card.

You can set up recurring entries for regular customers with a group code from 0
through 9. When you copy these recurring entries, an invoice is created for each
customer with that group code.

The Stmt Code field determines whether the customer should receive only
statements, only invoices, both statements and invoices, or neither statements nor
invoices.

Customers that do not receive invoices are skipped when you print invoices.
Customers that do not receive statements are skipped when you print statements.
(If you elected to print invoices on-demand in the Resource Manager Options
and Interfaces function, you can still print an invoice on-demand for a customer
that does not receive invoices.)
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You set up customers as open invoice or balance forward accounts. For open
invoice accounts, you keep detailed information about the invoicesin the
ARINxxx (Open Invoice) file and apply payments to individual invoices. For
bal ance forward accounts, you keep summary information about the invoicesin
the ARINxxx file and apply payments to the total balance due. If you have both
open invoice and balance forward accounts, the customer’s account type
determines which information you enter for the customer.

The distribution code you enter determines the general ledger accounts that are
used to post accounts receivable, freight, and miscellaneous charges to the
general ledger.

If the customer does not accept partial shipments, clear the check box (or enter N
in text mode) for the Partial Ship field. A message appearsif you enter
backorder quantities for a customer that does not accept partial shipments.

You can enter adefault tax group (which is used to calculate sales tax on
transactions) for the customer. Next, designate transactions for the customer as
taxable or nontaxable. If the customer is nontaxable, enter the customer’s tax
exemption ID.

You can also enter the customer’s e-mail and web site addresses.
Credit and Balance Information
You can enter adefault method of payment for the customer.

If you assess finance charges for a customer, check the box (or enter Y in text
mode) inthe Fin Charge field and enter the applicable Finance Charge Code.
When you run the Calculate Finance Charges function, the New Fin Chg field
isupdated if the customer has an overdue invoice. The finance chargeisbased on
the information in the ARFCxxx (Finance Charge Codes) file.

When you run the Periodic Maintenance function, the amount in the New Fin
Chg field is added to the amount in the Unpaid Fin Chg field. Thenthe New Fin
Chg field iscleared.

When you set up customer records, do not enter amounts in the New Fin

Chg and Unpaid Fin Chg fields. They are updated when you set up initial
balances.
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You can enter acredit limit for the customer, and you can put customers on credit
hold. Then when you enter invoices, a warning message appears if the amount
the customer is putting on credit is greater than the customer’s credit limit or if
the customer ison credit hold. (You cannot enter an invoice for acustomer that is
on credit hold.)

Balance Information

You can assign three types of balance information to a customer: finance charge
information, money owed, and unapplied credits. Enter finance charge
information, money due in the aging buckets presented, and unapplied credits
you want subtracted from the overall balance. You must enter unapplied credits
as negative numbers so that balances are correct when you use the Build Open
Invoice File function.

This information is updated when you enter and post accounts receivable
transactions.

Credit Card Information

The ARCMxxx file can store multiple credit card numbers, cardholder names,
and expiration dates for each customer. You can elect to verify credit cards
entered in transaction and cash receipts entry against the list, or to maintain the
list as areference only.

Historical Information

The ARCUxxx file stores sales and payment information for the current period,
the current quarter, and the current and previous year. It also stores the date,
amount, and invoice number of the last sale to the customer and the date, amount,
and check number of the customer’s last payment.

Customer payment history for the last 12 periods istracked in the Credit Status
field. Thefield is 12 characterslong, and each character corresponds to one of
the 12 periods—the first position isthe current period, and the twelfth positionis
the oldest period.

The numbers 0 through 4 are used:
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e Thenumber 0 meansthat all invoices were paid within 30 days or no activity
took place.

e The number 1 means that an invoice was 31 to 60 days overdue.

e The number 2 means that an invoice was 61 to 90 days overdue.

e The number 3 means that an invoice was 91 to 120 days overdue.

e The number 4 means that an invoice was over 120 days overdue.

The Credit Status field updates when you do periodic maintenance.

Ship-To Addresses

You can enter multiple ship to addresses for the customer on the Ship-To
Addresses screen. When you enter accounts receivabl e transactions, you can use
the Inquiry command to access alist of ship to addresses for that customer.

Ship to addresses are stored in the ARSAxxx file.

For moreinformation about entering customer records, refer to the Customers
function (see page 10-3).

Customer Comments
You can enter comments about customers on the Customer Comments screen.
When you enter accounts receivable transactions, you can use the Information

menu (or the Shift+F2 command in text mode) to access a customer’s comments.

Comments are stored in the ARCCxxx (Customer Comments) file, not in the
ARCUxxx file.

For moreinformation about entering customer records, refer to the Customers
function (see page 10-3).
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User-Defined Fields

You can assign up to 16 user-defined fields, which can be numeric, dates, or
check boxes. You can view thisinformation using the Customers and Open
Invoices Inquiry screens, the Master File List, and Customer Detail List.

User-defined field values are stored in the ARCUxxx.UF file.

For moreinformation about entering customer records, refer to the Customers
function (see page 10-3).

Documents

You can attach multiple documents to customer records. However, you must set
up file types in Resource Manager before you can attach documents. See the
Resource Manager User’s Guide for more information.

You can attach 999 documents per customer. The filenames are stored in the
ARCUxxx.UD file, but the documents remain as separate files.

For moreinformation about entering customer records, refer to the Customers
function (see page 10-3).

Ship-to Addresses

Usethe Ship-to Addresses function (see page 10-33) to build the ARSAxxx file.
Ship-to numbers are a shorthand method of entering addresses of places where
you want goods to be shipped. When you enter invoices and credit memos, you
can enter the ship-to address number, and the shipping information appears.

You can assign 999,999 ship-to numbers to a customer record in the ARCUxxx
file.

Recurring Entries

If someindividual customers or groups of customers regularly have the same
billing requirements, you can set up the invoices in the ARRExxx, ARRDXXxX,
and ARRHxxx files and then copy them to the ARTHxxx and ARTDxxx files

when they come due.
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You can set up only noninventory recurring entries.

Group Codes

When you set up customer records, you assigned a group code to each customer.
Use the group codes to set up recurring entries for groups of customers. For
example, if you bill group code 4 customers $50 every month, you enter *4 in the
Sold to field. The asterisk indicates that the entry is a group recurring entry.
When you use the Copy Recurring Entries function, the system creates an
invoice for every customer with group code 4.

Run Codes

The run code is a unique number that you assign to each recurring entry. You
copy recurring entries to the ARTDxxx and ARTHxxx files by run codes.

If you do not want to copy an entry to the ARTDxxx and ARTHxxx files after a
particular date, enter a cutoff date for it.

You can use the Periodic Maintenance function (see page 9-5) to purge entries
from the ARRHxxx and ARRExxx files by cutoff dates. Entries with a cutoff date
before the date you specify are purged from the ARRDxxx, ARRHxxx, and
ARRExxx files.

Initial Balances

3-22

You can use the summary method, the detail method, or a combination of the
summary and detail methods to set up theinitial customer balances and open
invoices.

Summary Method

The summary method is quicker than the detail method, but it does not provide
complete sales history. First, enter a balance in each customer record for the
period-, quarter- and year-to-date and last-year balances and credit and payment
history. Then enter outstanding balances.

If you elected to use online aging in the Resource Manager Options and
Interfaces function, turn the option off before you enter beginning balances.
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The summary method consists of the following steps:

1. Enter the unpaid finance charges and outstanding invoice amounts for the
current period and the four aging periods, and enter credit and payment
history.

2. UsetheBuild Open Invoice File function (see page 10-65) to build an
invoice for each unpaid finance charge, current amount due, and balance in
an aging period.

Detail Method

The detail method provides complete sales history, but it is more time-consuming

than the summary method. You must enter the year-to-date transactionsin the

ARINxxx file and post them to the appropriate periods.

The detail method consists of the following steps:

1. UsetheTransactions (see on page 5-3) and Cash Receipts (See on page
5-25) functions to enter the year-to-date accounts receivable transactions.

Then post the transactions to the appropriate periods.

2. Calculate finance charges on overdue invoices. The customer records are
updated with these amounts.

Combination Method

The combination method, a blend of the summary and detail methods, is less
time-consuming than the detail method, but it does not provide a complete sales
history. You enter summary balances for transactions that are no longer
outstanding and build open invoices for balances that are still outstanding.

The combination method consists of the following steps:
1. Usethe Customers function to enter summary balances for transactions that

are no longer outstanding for the current period and for each aging period,
and enter credit and payment history.
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2. UsetheBuild Open Invoice File function (see page 10-65) to build one
invoice for each unpaid finance charge, current amount due, and balance in
an aging period.

3. Usethe Transactions (see on page 5-3) and Cash Receipts (See on page
5-25) functions to enter open transactions. Then post them to the appropriate
accounts and customer records.

4. Caculate finance charges on overdue invoices. The customer records are
updated with these amounts.

To safeguard your system, you'll need to prevent access by unauthorized people.
Use the Resource Manager Roles function to set up roles on your system. You
can set up roles for the Accounts Receivable system itself, for menusin the
system, and for individual functions. To control users' access to menus and
functions, you can set up an roles for each user or group of usersthat performs
the same functions.

Different Roles for Each Company

Roles are company-specific. When you set up arole, the roleis assigned the
company you arein.

Because the roles are company-specific, you must set up roles for each company
auser needs to access.

What Should Be Protected
Because of the sensitive nature of some of the information in the Accounts
Receivable data files and reports, you should limit role access to the functions

that provide confidential information or are sensitive to change.

For more information about roles, see the Resource Manager User’s Guide.
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Backup Schedule

Plan a backup schedule before you begin day-to-day operations.

You can losefiles because of disk drive problems, power surges and outages, and
other unforeseen circumstances. Protect yourself against such an expensive crisis
by planning and sticking to a backup schedule.

Backing up Data Files

Back up your Accounts Receivable data files whenever they change—every day
or every week—and before you run the Post Transactions, Periodic
Maintenance, Purge Customer Comments, and Purge Selected Files
functions.

Backing up Programs

Once amonth or so, back up your programs. Even though these files do not
change, diskettes can be damaged or deteriorate, so it paysto have afresh copy in
storage in case you need it.

Diskettes

K eep more than one set of backupsin case one set is bad or damaged. Rotate the
sets of backup diskettes, keeping one set off-site.

Use Resource Manager

Use the Backup function on the Resource Manager Data File Maintenance
menu to back up files.

You must back up all thefilesin the data path for a particular list of
companies at once to ensure that you have up-to-date copies of the system
files. Do not try to use operating system commands to back up only afew
files that have changed; if you do, your system may not work after you
restore them. The Backup function backs up all the datafiles for a specified
company in adata path at onetime.
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Information Inquiry

Introduction

Use the functions in this chapter to look at information about
customers, invoices, and history. You cannot use Information
Inquiry functions to add or change information.

Before you post information, you can use these functions at
any point in your work cycle to view customer information.

After you post information, the information becomes
historical. You can use the Summary History function if you
elected to keep summary history in the Resource Manager
Options and Interfaces function. You can use the Detail
History function if you elected to keep detail history in the
Resource Manager Options and Interfaces function.
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Customers and Open Invoices

Usethe Customers and Open Invoices functionto look at customer records and
open invoices. This information comes from the ARCUxxx (Customer) file and
the ARINxxx (Open Invoice) file.

General Information

Select Customers and Open Invoices from the Information Inquiry menu. The
Customers and Open Invoicesinquiry screen appears.

A Customers 2nd Open Invoices o= ==
Commands Edit Modes Other Information Help

thg‘@|n@‘?@‘@@ [ ok [ Abandon |

Cust1D ACE001 4 | Status Active Terms Code 2PCT

Name ACE BUILDERS 2/10,n/i30 Reg

Address 1 1588 SE 31ST STREET 2.00% 10 DAYS NET 30

Address 2

Address 3

City/State PADUCAH KY Group Code 0

Zip/Country 28655-7865 us Stmt Delivery E-Mail

Ship Zone 01 Invc Delivery E-Mail

Altention ACCOUNTS PAYABLE Cust Level ACE001

Phone (505)555-1646 Acct Type Open Invoice

Fax (502)555-1566 Distrib Code 01

Contact BRIAN Partial Ship?

Class WHSL Tax Group MN

Sales Rep 1 GPD Garry P. Deacon Minnesota

Sales Rep 2 Taxable?

Territory MIDATL Exempt ID

Web Site www.ace-builders.com

‘ Customer ‘ | First | | Last | ‘ Next ‘ ‘ Previous ‘ | Balance |
| History | |E-Ma|\Addr,| ‘ Invoices ‘ ‘ Ship ta's ‘ | User fields |

[ [Company H[12/29/2010 [Terminal T000 [OVR

Inquiry I 1. Enter the ID of the customer whose information you want to view, or press
Enter to look at information about the first customer.
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2. Usethe commands (buttons in graphical mode) in the command bar of each
inquiry screen to find the information you need:

Command Action

Customer Press C to look at adifferent customer record. Then
enter the customer ID.

First Press F to look at the first customer record on file.

Last PressL to look at the last customer record on file.

Next Press N to look at the next customer record on file.

Prev Press P to look at the previous customer record on
file.

Balance Press B to look at the balances for the customer. See
“Customer Balances’ on page 4-5 for more
information.

History PressH to look at the sales and payment history for

the customer. See “Customer History” on page 4-6
section below for more information.

Invoices Press | to scan invoices for the customer you
selected. See “Find Invoices for a Customer” on
page 4-7 for more information.

Ship to’s Press S to look at the shipping addresses assigned to
the customer you selected. See* Ship-To Addresses’
on page 4-8 for moreinformation.

User fields Press U to view the user-defined fields for the
customer you selected.
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Customer Balances

To view the balances for the customer, press B. The customer history inquiry
screen appears.

E Credit and Balance Information [l @ |z
Commands Edit Modes Other Information Help
ERILLILEIEEY. e [rrm—
Custamer ID ACEDO1 LY ACE BUILDERS Open Invoice
Credit Information
Pymt Methad CHK Check
Fin Charge?
Fin. Charge Code UU
Credit Limit 315000
Credit Hold
Balance Infarmation

New Finance .00
Unpaid Finance 00
Current Due 26850.89
Balance 31-60 days 00

61-90 days .00

91-120 7341956

121+ days 9828.76
Unapplied Credits -15693.74
Total Due 94205.47

| customer || Erst || Last || Next || Previous || General |

| History | |E-Mail Addr.| | Invoices | | Ship to's || User fields |
| companyn | 127m007 | TerminaiTomo | ms

Theinformation that appears comes from the ARCUxxx file and is entered using
the Customers function (see page 10-3).

Use the commands (or buttons in graphical mode) on the command bar to find
the information you need. See the table in the General Information section for
more information.

When you are finished looking at the information, press G to return to the
Customers General Information Inquiry screen.
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Customer History

To view sales and payment history for the customer, press H. The customer
history inquiry screen appears.

ﬂ History Information [ = ==
Commands Edit Modes Other Information Help

2xtz|ne|mn|/2o][ee
Cust ID ACEOQ LY
Name ACE BUILDERS

Period-to-Date Qtr-to-Date Year-to-Date Last Year
Sales 20785.91 210896.44 1659466.26 1223579.63
Prafit 572.02 45648.71 490057.59 370863.25
Number of Invoices 3 5 15 8
Finance Charge .00
Payments 36667.99 684192.53 1664065.83 1110548.58
Discounts .00 00 12630.63 1595.38
Number of Payments 2 4 16 5
Total Days to Pay 9 86 706 21
Average Days to Pay 4.50 21.50 44.13 42.20

First Date Last Date Last Amaount Last Inv No
Sale 07/14/2008 12/21/2007 21722.07 12670074
Payment 12/21/2007 35467.99 14269
Customer High Balance 72214410 Credit Status 332211222211
[ customer | [ Eirst |[ Last |[ Next |[ Previous |[ General |
| Balance | [E-MailAddr.| | Invoices || Shipto's | [ User fields |
| companyn | 1227m007 | TerminaiToon | s

The information that appears comes from the ARCUxxx file and is entered using
the Customers function (see page 10-3).

Use the commands (or buttons in graphical mode) on the command bar to find
the information you need. See the table in the General Information section for
more information.

When you are finished looking at the information, press G to return to the
customers general information inquiry screen.
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Find Invoices for a Customer

To scan invoices for the customer you selected, press 1. The invoices inquiry
screen appears.

Customers and Open Invoices [l = =
Commands Edit Modes Qther Scroll Commands [nformation Help
2z mnalmn[?o|0e@ oK
Customer ID ACEDO01 LY ACE BUILDERS
Account Type Qpen Invoice
Credit Limit 315000
Include Paid Invaoices After |12 oo7 i3] Sort By:  Invoice Number
Invoice Type Stat  Invoice Check Due Date Gross Amount
Number Date Number Disc Date Discount Amount
05/19/2004 06/18/2004 E]
05/29/2004 19458 @
12670048 INVC REL 08/05/2007 10/05/2007 7451956 E]
09/15/2007 145239
12670048 PYMT REL 07/31/2007 1211 07/31/2007 -1200.00
00
12670074 INVC REL 12/21/2007 01/20/2008 72207
12/31/2007 434.44 B
12670208 INVC REL 12/21/2004 01/20/2005 100.00 E]
12/31/2004 200 @
Total 94205.47
Enter=cust. inquiry] [Customer] [ Eirst | [ Last | [ Net | [ Prev | [ sot | [ Goto |

| companyH | 12727007 | TerminalTono | ms

Press Enter to return to the main customer inquiry screen.

Use the commands (or buttons in graphical mode) on the command bar to find
the information you need. See the table in the General Information section for
more information.

Press G to move the prompt to adifferent invoice number. Then enter the invoice

number. (This command appears only if thereis more than one screen of invoice
numbers.)
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Ship-To Addresses

To view the ship-to addresses assigned to the customer, press S. The Ship-To
Addresses screen appears.

EX Ship-To Addresses == =
Commands Edit Modes Other Scroll Commands Help
2xunema|[e |00 o
Customer 1D ACE001 % ACE BUILDERS Default ID
Force Ship-to IDs?
000001 Bill Meyers Paducah KY 28655-7865 B
000002 Emma Sands Paducah KY 28655-7865
[ Customer H First I I Last H Next ] l Previous H View I [ General ]
I Balance HEfMaiIAddr,] I History H Invoices ] [ User fields ] gOto
|Company H|[07/01/2010 |Terminal T000 [OVR

Use the commands (or buttons in graphical mode) on the command bar to find
the information you need. See the table in the General Information section for
more information on these screen commands.

Press V to bring up the View Ship-To Address dialog box. The specific ship to
address information appears. Press any key to return to the Ship-To Addresses
screen.

Press O to move the prompt to adifferent ship-to address. Then enter the address.
(This command appears only if there is more than one screen of addresses.)

When you finish looking at the information, press G to return to the customers
general information inquiry screen.
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User-Defined Fields

To view the user-defined fields for the customer you selected, press U (User

fields). The User-Defined Fields screen appears.

“ User-Defined Fields

=l =

Commands Edit Modes Other Help

%XE|E|H|?@|@G oK Abandon

Customer ID ACEOD1 o ACE BUILDERS

Decision Maker Thomas Wentworth

Visits this yr 0

Catalog Sent?

Last Wisit 11/15/2000

Prev visit 08/01/2007

Enter = return| | Header | ‘ Eirst | | MNext | | Prev | | Last ‘
| companyn [ 12270007 | TerminalTooo [ ms

Tab out of the Customer ID field. The user-defined field information setup for

the customer appears.

Use the commands (or buttons in graphical mode) on the command bar to find
the information you need. See the table in the General Information section for

more information on these screen commands.

Press Enter to return to the main customer inquiry screen.

Accounts Receivable
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Open Invoices

Use the Open Invoices function to view the open invoices that are on file for a
customer. Thisinformation comes from the ARCUxxx (Customer) file and the
ARINxxx (Open Invoice) file.

The main difference between this function and the Customers and Open
Invoices function isthat this function provides information only about open
invoices and associated customers, not about customers that do not pertain to
invoices. For example, you cannot use this function to find a customer’s address.

To add to or change this information, use the Customers function (see page
10-3) or the Transactions function (see on page 5-3).
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Open Invoices

Open Invoices

Select Open Invoices from the Information Inquiry menu. The Open Invoices
screen appears.

315000

B Open Invoices [l @
Commands Edit Modes Other Scroll Commands Information Help
2xuz|na|mn][-e |00 x
Customer ID ACEDDY LY ACE BUILDERS
Account Type Open Invoice
Credit Limit

Include Paid Invoices After Sort By: Invoice Number
Invoice Type Stat  Invoice Check Due Date Gross Amount
Number Date Number Disc Date Discount Amount

74519.56 ||

(09/15/2007 1492.39 @

12670084 INVG |REL  [11/24/2007 12/2472007 35467.99 B
12/04/2007 709.36
12670074 INVG |REL  [12/21/2007 01/20/2008 21722.07
12/31/2007 434.44
24889030 INVG |REL  [12/09/2007 (01/08/2008 4592882

121872007 95.58 E]
Total 136738.44

Enter=cust. inquiry Qustomer] [ First ] [ Last ] [ Next ] [ Prev ] [ Sont ] Goto

| CompanyH | 120282007 | Terminal 000 | OVR

[ Inquiry |

Enter the ID of the customer whose open invoices you want to view, or press
Enter to look at information about the first customer.

Use the commands (or buttons in graphical mode) on the command bar to find
the information you need. See “General Information” on page 4-3 for more

information.

When you finish looking at the information, use the Exit (F7) command to return

to the Information Inquiry menu.

4-12
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Detail History

Use the Detail History function to view past sales and payment information in
terms of individual invoices. Thisinformation comes from the ARHIxxx (Detail
History) file.

This function is available only if you elected to keep detail history in the
Resource Manager Options and Interfaces function.

To add to or change thisinformation, use the Customers function (see page
10-3).
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Detail History

Detail History

Select Detail History from the Information Inquiry menu. The Detail History

inquiry screen appears.

X Detail History = E
Commands Edit Modes Other Scroll Commands Information Help
2xunama|[re|ee® ox
Customer 1D ACE001 L ACE BUILDERS
Invoice Number N Start Date i
Order Number PO Number
Typ |Invoice No Item/J ob/Description Quantity|Units Amount
Date Loc ID
PY 12670001 PAYMENT CK 530628.2 E]
08/27/2010 2]
PY [12670010 PAYMENT CK 57388.22 =
09/27/2010
PY [12670013 PAYMENT CK 101131.41
10/127/2010
PY [12670015 PAYMENT CK 79768.75
11/27/2010
PY [12670015 PAYMENT CK -1595.38
1212712010 E]
PY [12670016 PAYMENT CK 67213.41_@
1212712010 .B
[ Customer ] I First I [ Last ] I Next I [ Prev ] [ print I
[ Start date H SO0rt H Totals H View H Go fo inve HAdd‘I Descr ] tRacking Kit Detail
[Company H|12/29/2010 [Terminal T000 [OVR

" Inquiry | 1
 Inquiry | 2.
' Inquiry | 3.

4,

4-14

Enter the ID of the customer whose history you want to view.

Enter the invoice number you want to view. You can use wildcards (* or ?) to
expand or restrict the order numbers included in the display.

Enter the order number you want to view. You can use wildcards (* or ?) to
expand or restrict the order numbersincluded in the display.

Enter the purchase order number you want to view. You can use wildcards (*
or ?) to expand or restrict the purchase order numbers included.

Accounts Receivable
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Use the commands (buttonsin graphical mode) in the command bar of each
inquiry screen to find the information you need:

Command

Customer

First
Last
Next

Prev

print

Start date

sOrt

Totals

View

Go to invc

Add’l description

tRacking

Kit detail

Action

Press C to look at history for adifferent customer; then
enter the customer ID.

Press F to look at history for the first customer on file.
PressL to look at history for the last customer on file.
PressN to look at history for the next customer on file.

Press P to look at history for the previous customer on
file.

Press | to reprint the invoice associated with the
current line item from history.

Press S to choose a different starting date for the
history shown for this customer.

Press O to change the order in which the history is
presented to you.

Press T to look at the invoice totals. See “Invoice
Totals’ on page 4-16 for more information.

Press V to look at more detail for thislineitem. See
“View Line Items’ on page 4-16 for more.

Press G to skip to a specific invoice in the history.

Press A to see the additional description linesfor this
line item.

If you accessed this function from the Sales Order
menu, press R to see the tracking numbers on file for
thisinvoice.

Press K to view the detail for akitted lineitem.

Note: You can look at the records for a customer that has been deleted from
the ARCUxxx file but has records in the ARHIxxx fileif you know the ID.
(Ignore the Customer Is Not on File message.)

Accounts Receivable
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Detail History

Invoice Totals

To view theinvoice totals for the history detail line you selected, press T (Totals).
The subtotal, salestax, freight, and miscellaneous charges appear:

ﬂ Invoice Totals =l & =]
LCommands Edit Modes Other Help
2xiz|naan[2¢[ee@ 0K (Abandon
Invoice # 12670001
Cost Sales Profit Pct
Invoice Total 452375.46 530628.25 T8252.7T9 14.8
Credits 00 00 00
Tatal 452375.46 530628.25 T8252.7T9 14.8
Discounts 00
Payments 530623.25 Tax 00
--------------------------- Freight 00
Balance 00 Misc 00
Press any Key.

View Line ltems

To view expanded detail for the lineitem, press V. Additional information about
the invoice (general ledger account and period, purchase order number and date,
and quantity shipped) appears in the View Line window:

A View Line [ = ==
Commands Edit Modes Qther Help
'}?XE|@|E‘?@‘@@ 0K Abandon
Seq # 00000001 Type Invoice Invoice # 12670001
Sales Rep 1 GPD Percent 100.0 Sales Acct 401000
Sales Rep 2 Percent 0.0 COGS Acct 501000
Inv Acct 104400
Invc Date 07/14/2007
Cust PO # 47581471 GL Period o7
S0 Number
ltern 100 Loc D MNOOO1 Sls Cat P1
Destc Electrical Package
Oty Shipped Units Ext Cost Ext Price Profit Pct
515.0000 PKG 178313.60 185774.66 7461.06 4.02
Press any key.

When you finish viewing the customer’s history, press F7 to exit to the

Information Inquiry menu.
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Summary History

Use the Summary History function to view past sales and payment information
associated with customers. This information comes from the ARHSxxx
(Summary History) file.

To add to or change this information, use the Customers function (see page
10-3) or the Transactions function (see on page 5-3).

Summary History Customer Inquiry

Select Summary History from the Information Inquiry menu. The Summary
History customer inquiry screen appears.

Summary History = o <=
Commands Edit Modes Other Information Help
? @ ‘ CA CA 0K || Abandaon |
Customer ID b ACE BUILDERS
Fiscal Year 0

Pd Sales COGS Discounts Avg Invaice

1 64598.71 60144.04 .00 64598.71

2 111644.07 95876.23 .00 111644.07

3 288828.44 275546.61 2232.88 288828.44

4 14429.10 13604.40 2041.45 14429.10

5 166661.08 156185.17 .00 166661.08

6 83713.08 78921.00 3333.22 43718.08

7 83718.08 78921.00 1674.36 83718.08

8 67470.70 47814.88 3348.72 67470.70

9 567501.56 197147 61 .00 283750.78

10 154642.54 109999.54 .00 154642.54

1 35467.99 33890.26 .00 35467.99

12 26650.89 24381.47 .00 1332545

YTD 1665331.24 1172432.21 12630.63 118952.23

Enter = next customer | | New ID | | Wiew period |
| companyH | 120282007 | Terminal To00 | OVR
Inquiry I 1. Enter the ID of the customer whose history you want to view.
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The current fiscal year from the ARPDxxx table appears. Accept it, or enter
the fiscal year whose history you want to view. The customer’s sales, cost of
the goods sold to the customer, discounts taken and lost, average amount of
the invoice during the specified fiscal year, and year-to-date total s appear.

Use the commands (or buttons in graphical mode) on the command bar to
find the information you need.

* Toview the next customer record, press Enter.

« Toview adifferent customer record, press N. Then enter the customer
ID and fiscal year.

*  Toview the customer’s summary history for a particular period, pressV.
Then enter the period whose summary history you want to view.

If you did not elect to keep summary history in the Resource Manager
Options and Interfaces function for a period, you cannot ook at
customer history for that period.

If you keep summary history, the Summary History item inquiry screen appears.

n Summary History [l = =e
Commands Edit Modes QOther Information Help
2z mnalmn|[2o|0e® o
Customer ID ACE001 ACE BUILDERS
Fiscal Year 12/2007
[temilob Type Quantity  Units Sales COGS
100 | 47.0000 PKG 15258.78 16146.85
150 | 2.0000 PKG 2634.77 1815.06
300 | 5.0000 EA 104.00 110.05
350 | 10.0000 EA 2145.06 2269.90
450 | 10.0000 EA 1464.09 1611.40
460 | 10.0000 EA 1606.41 1764.70
550 1 3.0000 PKG 4303.77 00
600 1 10.0000 EA 1143.73 1191.60
200 K 1.0000 PKG 2464.41 1286.97
Totals 31125.02 26196.53

Enter = Summary History Customer Inguiry I

| companyH | 120282007 | Terminal To00 | OVR
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The item number or job number, type of sale (I or J), quantity, units, and sales
and COGS amounts appear for each item sold during the period. The total sales
and COGS amounts appear for each period.

If you made more sales to the customer in this period than the screen can show,
enter M to view more history.

When you are finished looking at the item and job history, press Enter to return
to the Summary History customer inquiry screen.
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Summary History Comparison

Use the Summary History Comparison function to compare past sales and
payment information associated with customers. You can use the information to
perform salesanalysisfor prior years of history. Thisinformation comesfrom the
ARHSxxx (Summary History) file.

Summary History Comparison Inquiry

Select Summary History Comparison from the Information Inquiry menu. The
Summary History Comparison inquiry screen appears.

X summary History Comparison == =
Commands Edit Modes Other Information Help
2xcznalmp|ze([ee [ oc |[aosngon]
Customer ID ACE001 K Name ACE BUILDERS
Fiscal Year/Per 2010 12 Details Total Values et sales
Total
Pd 2007 2008 % 2009 % 2010 %
1 .00 .00 .00 64598.71 +100
2 .00 .00 .00 111644.07 +100
3 .00 .00 .00 288828.44 +100
4 .00 .00 .00 14429.10 +100
5 .00 .00 .00 166661.08 +100
6 .00 .00 .00 83718.08 +100
7 .00 .00 806642.17  +100 83718.08 -90
8 .00 .00 57388.22 +100 67470.70 +18
9 .00 .00 101131.41  +100 567601.66  +461
10 .00 .00 79768.76 +100 154642.54 +94
1" .00 .00 67213.41  +100 35467.99 -47
12 .00 .00 111435.67 +100 47480.05 -57
Tot .00 .00 1223579.63 +100 1686160.40 +38
Customer | ‘ Header ‘ | Values ‘ | First | ‘ Last ‘ ‘ ‘ ‘ Prev |
[Company H|12/29/2010 [Terminal T000 [OVR
Inquiry I 1. Enter theD of the customer whose history you want to view.

Accounts Receivable
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The current fiscal year from the ARPDxxx table appears. Accept it, or enter
the fiscal year whose history you want to view. The customer’s sales, cost of
the goods sold to the customer, discounts taken and lost, average amount of
the invoice during the specified fiscal year, and year-to-date total s appear.

Choose whether you want to view sales by Total, Item, Category, or
Product Line information in the Details field.

In the Values field, select whether you want to view Net sales information
or Gross profit information.

The salesinformation for each period will be displayed for the company you
chose for the four years leading up to the Fiscal Year/Period you selected.

Use the commands (or buttonsin graphical mode) on the command bar to
find the information you need.

Command Action

Customer Press C to clear the inquiry and begin again with
new parameters.

Header Press H to change the criteriafor the inquiry.

Values Press V to switch the values displayed between net
sales and gross profit amounts.

First Press F to look at data for the first customer on file.

Last PressL to look at datafor the last customer on file.

Next Press N to look at data for the next customer on file.

Prev Press P to look at data for the previous customer on
file.

If you did not elect to keep summary history in the Resource Manager Options
and Interfaces function for aperiod, you cannot |ook at customer history for that
period.

When you are finished looking at the summary history comparison, press F7 to
exit to the Information Inquiry menu.
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Invoice History

Usethe Invoice History function to view invoices that have already been posted.
This information comes from the ARHIxxx (Detail History) file.

Invoice History

Select Invoice History from the Information Inquiry menu. The Invoice History
inquiry screen appears.

X Invoice History == ==
Commands Edit Modes Other Scroll Commands Information Help
2xc|nalmam|ze 0@ o
Customer 1D ACEO001 b ACE BUILDERS
Invoice Number = Start Date =
QOrder Number PO Number
Customer Inv Date Invoice Number Total Cost Total Sales
Order NO PQ Date Customer PO Number
ACEQ01 12/21/2010 12670206 50.0000 100.00/E
12/21/2010
ACEO001 12/21/2010 12670207 §541.4000 -15693.74 =
12/21/2010

4

(| 44

Customer I I First ] l Last I I Next ] [ Prev I I View ] Goto invc

Abandon Function (F5) |Company H[12/29/2010 [Terminal T000 [OVR

"~ Inquiry I 1. Enter the ID of the customer whose invoice history you want to view.

2. Enter the start date of the invoice history you want to view.
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Inquiry | 3.
Inquiry | 4.

5.

4-24

Enter the order number you want to view. You can use wildcards (* or ?) to
expand or restrict the order numbers included in the display.

Enter the invoice number you want to view. You can use wildcards (* or ?) to
expand or restrict the order numbersincluded in the display.

Enter the purchase order number you want to view. You can use wildcards (*
or ?) to expand or restrict the purchase order numbers included.

Use the commands (or buttons in graphical mode) on the command bar to
find the information you need. See “Generd Information” on page 4-3 for
more information.

If the amountsin the Total Cost and Total Sales are highlighted in blue, you
can press Shift-F3 or double-click on the number (in graphical mode) to drill-
down to view the AR Detail History.
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Transaction Inquiry

Use the Transaction Inquiry function to sort and view Accounts Receivable
transactions.

Select Transaction Inquiry fromthe Information Inquiry menu. The Transaction
Inquiry screen appears.

B Transaction (=] = ==l
Commands Edit Modes Other Scroll Commands Information Inventory Lookups Help
kxtg‘g|a@‘?®|®® oK Abandon
QOur Tran No 0025 4 Batch ID 4 Inv Date | Type Al
Invoice No Customer 4 PO Date FH | Loc ID |MNDOO1 LY
Customer PO Job 1D 1
ltem 1D 9
Our Tran Invoice No CustID Loc ID Inv Date Type Order Totall
Batch ID Customer PO PO Date
0025 ACE001 IMNOOO1 Invoice 3121.37] E]
000001 (2]
0026 CASHMN MNOOO1 Invoice QE,WM
000001
0028 SUN0O01 MNOOO1 Invoice 62603.23
000001 23213434 12/03/2010
0029 CASHPS MNOOO1 Invoice 1474 27|
000001 WALKIN 1211212010
0030 CASHMD MNOOO1 Credit 434 96|
000001 E]
0031 LOS001 MNOOO1 Credit 3410,52@
000001 E]
I New search H Sort ” Header ]
[ tRan Line Detail “ Totals ] Goto

[Company H|12/29/2010 [Terminal T000 [OVR

' Inquiry | 1. Enter thetransaction number in the Our Tran No field, or leave the field
blank to view all available transactions within the chosen parameters.
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Inquiry |
Inquiry |
Inquiry |

Inquiry |
Inquiry |
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12.

Enter the invoice number in the Invoice No field for the transactions you
want to view, or leave the field blank to view all available transaction within
the chosen parameters.

Enter the customer purchase order number in the Customer PO field for the
transactions you want to view, or leave the field blank to view all available
purchase orders within the chosen parameters.

Enter the Item 1D for the transactions you want to view, or leave the field
blank to view all available items within the chosen parameters.

Enter the Batch ID for the transactions you want to view, or leave the field
blank to view all available batches within the chosen parameters.

Enter the Customer ID for the transactions you want to view, or leave the
field blank to view all available customers within the chosen parameters.

Enter the invoice date in the Inv Date field for the transactions you want to
view, or leave the field blank to view all available dates within the chosen
parameters.

Enter the purchase order date in the PO Date field for the transactions you
want to view, or leave the field blank to view all available dates within the
chosen parameters.

Choose between Invoice, Credit, and All in the transaction Type field.

. Enter the location ID in the Loc ID field, or leave the field blank to view all

available locations within the chosen parameters.

. Enter the Job ID for the transactions you want to view, or leave the field

blank to view all available jobs within the chosen parameters.

Use the commands (buttons in graphical mode) on the command bar to find
the information you need:

Command Action

New Search Press N to clear the inquiry and begin again with
new parameters.

Accounts Receivable
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Command

Sort

Header

Transaction Line
Detail

Totals

Go to

Action

Press S to open the Select Sort Method dialog box
to change the inquiry sort.

Press H to view the header information for the
highlighted transaction.

Press R to view the Line Items screen for the
highlighted transaction. See “ Transaction Inquiry
Line Detail screen” on page 4-28.

Press T to view the totals screen for the highlighted
transaction.

Press G to go to a specific transaction.

13. When you finish viewing the transaction inquiry, press F7 to exit to the
Information Inquiry menu.

Accounts Receivable
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Transaction Inquiry Line Detail screen

The Transactions Inquiry - Line Items screen appears when you click Line Items
on the Transaction Inquiry screen. Use the Transactions Inquiry - Line Items
screen to view more information about the highlighted transaction

X Transaction Inquiry o] =@ ==
Commands Edit Modes Other Scroll Commands Information Help
'R‘Xté|a‘ﬂ@|?0|®® oK Abandon
Soldto:  ACE001 ACE BUILDERS Loc ID Batch ID 000001
Ship to: MNO0O01 Trans No 0025
(Invoice )
Item/Job ID Qty Ordered|Units Unit Price Ext Price
Description Qty Shipped
100 4.0000PKG 380.5500 1522, 200(E3|
Electrical Package 4.0000 (2]
200600 2.0000EA 141.0200 282 DBOE]
Humidifier 2.0000]
200100 2.0000EA 658.5700 1317.140
Furnace 2.0000]
=
Entry ( 001 of 003 )
Subtotal Freight+Misc Sales Tax Prepayment Net Due
3121.37 .00 .00 .00 3121.37
Enter = Trans inquiry] [ View item detail ” Totals Goto Serial Lot
Status Bar [Company H|12/29/2010 [Terminal T000 [OVR

Use the commands (buttons in graphical mode) on the command bar to find the
information you need:

Command Action

Enter Press Enter to return to the Transaction Inquiry
screen.

View PressV to view inventory detail about the

highlighted item ID.
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Command

Totals

Go to

Lot

Serial

Action

Press T to view the total /paymentsinformation for
the highlighted item ID.

Press G to move directly to adifferent item ID.

Press L to view the lot information about the
highlighted item ID (the item must be lotted).

Press S to view the seria information about the
highlighted item ID (the item must be serialized).

14. When you finish viewing a customer’s payment history, press F7 to exit to
the Information Inquiry menu.

Accounts Receivable
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CHAPTER S5

Transactions 5-3
Cash Receipts 5-25
Edit Cash Receipts 5-31

Credit Card Authorization 5-33
Copy Recurring Entries  5-37
Change Batches 5-39
Batch Control 5-41

Accounts Receivable

Daily Work

Introduction

Use the Daily Work functions to record sales you made to a
customer.

If you sold goods to a customer that are not associated with a
recurring entry, use the Transactions function. If the customer
is associated with a recurring entry, use the Copy Recurring
Entries function. The information about recurring entriesis
copied to the ARTDxxx and ARTHxxx (Transaction) files.

Use the Cash Receipts function to apply payments to on-
account balances. Then use the Edit Cash Receipts functionto
edit cash receipt information. Thisinformation is kept in the
ARCRxxx (Cash Receipts) file.

If you want to deal with transactionsin batches and you elected
to use batches in the Resource Manager Options and
Interfaces function, you can use the Change Batches or
Batch Control functions.
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Transactions

Use the Transactions function to enter customer invoices, cash invoices, and
miscellaneous credits or to edit transactions. The transactions are stored in the
ARTDxxx and ARTHxxx (Transaction) files until you post them to the ARINxxx
(Open Invoice) file. If you enter payments for the transaction, the payment
information is stored in the ARCRxxx (Cash Receipts) file until you post it to the
ARINxxx file.

You can enter atransaction independently of when you assign payments to it.
You can enter atransaction before receiving any payment, having received partial
payment, or having received the entire payment.

After you finish entering an invoice, you can print it on-demand if you elected to
print on-demand invoices in the Resource Manager Options and Interfaces
function. You can print on-demand invoices for any customer, even if the record
does not require that the customer receive invoices. If an invoice was printed on-
demand, you cannot print it again using the Print Invoices function.
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Select Transactions from the Daily Work menu. The Transaction Type menu
appears on top of the Transactions and Header Information screens.

||°=;.|:|?®|<4<4 0K |[ Abandon

00000

ﬂ Transaction Type == Eo]
Commands Edit Modes Other Help

MO0

Transaction Type

@ invoices

1 Miscellaneous Credits
1 Edit Transactions

2 T PETCENT g filp vid
9 Pick Slip Na
5 Ship Date 12282007 (R

Select the type of transaction you want to work with. You can:

*  Enter invoices or initial balances.
e Credit acustomer’s account for returned goods.
»  Change or delete unposted invoices and miscellaneous credits.

Before you change or delete transactions, print the Sales and Miscellaneous
Credits Journals so that you have the correct transaction numbers. After you
change or delete transactions, print the journals again so that the audit trail is
accurate.

The explanations for entering and changing invoices in this section also apply to
miscellaneous credits. The only difference between entering miscellaneous
credits and entering invoicesis that figures are credited instead of debited. The
only difference between editing transactions and entering invoices or
miscellaneous creditsis that you are working with existing information.
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Header Information

After you make your selection from the Transaction Type menu, the header

screen appears.

A Header Information o |[= 3=
Commands Edit Modes Other Information Help

2 % |E‘E|?@‘@@ oK Abandon

Batch ID 000001 (3]

Trans No 32| 2 Transaction Type Invoice

Location MN0001 (] MINNEAPOLIS WAREHOUSE

Sold to: ACE001 (8] Ship to: 000001 [ 4]

ACE BUILDERS Bill Meyers

1588 SE 31ST STREET Receiving

1588 SE 31st Street

PADUCAH KY  28655-7865 us Paducah KY \E 28655 us E

SalesRep1 |[DMM [ Percent 1000/  Ship Method FED2 (]

Sales Rep 2 GPD T Percent 0 Ship Via Federal Exp 2nd-Day

Cust Level ACE001 E Pick Slip No.

Terms Code  |2PCT 4] Ship Date 08/25/2010 [

Terms Desc 2/10,n/30 Type Reg GL Pd/Y ear 06/2010

Terms% 2.00 Days 10 Net Days 30

Order No 9784657315984641 Taxable v

Ord Date 12/29/2010 @ Tax Group MN \E

Inv No 461346 Date |12/29/2010 @ Description Minnesota

Field Description
Inquiry Batch ID If you elected to have the system assign batch
[ Maint ] numbers in the Resource Manager Options and
Interfaces function, the batch number appears.
Otherwise, enter the number of the batch the
transaction belongs to, or press Enter to skip this
field. You cannot use the number of a batch that
another workstation is using. If you use the
Maintenance (F6) command, the Batch Control
function is temporarily called up.
Inquiry Trans No The system assigns a unique number to each
transaction.
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Field

M Location
Maint |

Jnauiy | soldto
Maint |

M Sales Rep 1/Percent
Maint |

Inquiry I Sales Rep 2/Percent
Maint |

Description

To change a transaction, enter the number of the
transaction.

To delete the entire transaction, use the Delete (F3)
command.

If you entered a default location ID when you set up
the company, the ID appears. If you changethe ID of
the location you are selling the items from, the
description of the location appears for verification.

If you did not enter adefault location 1D, enter the ID
of the location you are selling the items from.

Enter the ID of the customer you are selling goods to
or entering creditsfor. If you use the Maintenance
(F6) command, the Customers function temporarily
appears. (You cannot use the Maintenance command
to delete customer records.) After you enter the ID,
the customer’s name and address appear. If the
customer is on credit hold, a message which states
that fact appears. Press Enter to remove the message.

Accept the default 1D of the sales rep who usually
sellsto the customer, or enter adifferent ID.

Then enter the percentage of the sale on which you
want to base the sales rep’s commission, or press
Enter to base the commission on 100 percent of the
sale. If you are entering a miscellaneous credit, enter
the commission percentage the sales rep received on
the original sde.

Accept the default ID of the second salesrep
involved with the transaction, or press Enter to skip
thisfield.
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Field

M Cust Level
Maint |

M Terms Code
Maint |

Order No

Ord Date

Accounts Receivable

Description

Then enter the percentage of the sale on which you
want to base the sales rep’s commission, for
miscellaneous credits, enter the commission
percentage the sales rep received on the original sale.

The sum of the commission percentages cannot
exceed 100.

If you assigned a customer level in the customer
record, it appears. You can enter a different customer
level only if you elected that option in the Resource
Manager Options and Interfaces function. If
Accounts Receivable interfaces with Inventory and
you use the Maintenance (F6) command, the
Inventory Customer Levels function temporarily

appears.

If you are entering a miscellaneous credit, enter the
customer level from the original invoice.

Accept the default terms code, or enter a different
code. If you use the Maintenance (F6) command, the
Terms Codes function temporarily appears. (You
cannot use the Maintenance command to delete
terms codes.) After you enter the code, the
description and percent for the payment terms of the
transaction appear.

If you are entering a miscellaneous credit to reverse
an invoice, accept the default terms percentage and
number of days, or enter the terms that were used for
the original invoice.

To identify the transaction, enter the sales order
number or the customer’s purchase order number.

If you entered an order number, enter the order date.
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Inquiry |
Maint |

5-8

Field

Inv No

Inv Date

Ship to

Description

If you assigned an invoice number to the transaction,
enter the number.

If you enter an invoice number and then print the on-
demand invoice, the number you enter hereisused. If
you use the Print Invoices function instead, a
different number is assigned to the invoice.

If you elected not to use prenumbered invoicesin the
Resource Manager Options and Interfaces function,
existing invoice numbers are not overwritten. If you
elected to use prenumbered invoices, your invoice
numbers are overwritten.

If you frequently assign invoice numbers before
entering the transactions, print the Sales Journal (see
page 6-7) before and after you print invoicesto check
for differences in the numbers. The invoices and the
ARINxxx file must agree so that customer payments
are applied correctly.

If you are reversing an incorrect invoice, enter its
number.

If you entered an invoice number, enter the invoice
date.

Enter the shipping address code. Use the Inquiry
command to view all available addresses for the
selected customer. Select the address you want. You
are returned to the main screen.

If you use the Maintenance (F6) command, the
Ship-to Address function temporarily appears. (You
cannot del ete ship-to addresses that you access
through the Maintenance command.) After you enter
the code, the address appearsiif the codeisin the
ARSAxxx (Ship-to Address) file. Accept it, or enter a
different address.
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Field
Inquiry |
Ship Method
Maint |
Ship Via
Pick Slip No
Ship Date
GL Period

Accounts Receivable

Description

You can skip the Ship To box and still enter shipping
information in the fieldsimmediately following it.
You can enter four lines of address information, a
city, state, zip or postal code, and country code. You
might want to enter information in these fields if the
ship-to code is not on file and you do not want it on
file, but you still want to enter new data for the
transaction.

If you are entering a miscellaneous credit, you can
skip thisfield.

Enter the code for the shipping method.

If you entered a shipping address code, the means of
shipment appears. Accept it, or enter a different
means.

If the shipping code you entered is not on file, enter
the means of shipment.

If you are entering a miscellaneous credit, you can
skip thisfield.

Enter a picking slip number, or press Enter to skip
thisfield.

If you are entering a miscellaneous credit, you can
skip thisfield.

If you entered a picking slip number, enter a shipping
date, or press Enter to skip thisfield.

If you are entering a miscellaneous credit, you can
skip thisfield.

Press Enter if you want to post the transaction to the
default period, or enter a different period.

If you enter aninvoicein one period and then ship it
in adifferent period, the GL period adjusts
accordingly.
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Inquiry |
Maint |

5-10

Field

Taxable

Tax Group

Description

Description

If any part of the transaction istaxable, select the
check box (or enter Y in text mode); if not, clear the
box (or enter N in text mode).

Enter the group where the tax is to be applied—
even if the transaction is not taxable. If you use the
Maintenance (F6) command, the Tax Groups
function temporarily appears (see the Resource
Manager User’s Guide). After you enter the tax
group, the description of the group appears.

Accept the default description of the tax group, or
enter a different description.

When you save the header information, the line-item entry screen appears.
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Line-ltem Entry

Inquiry |
Maint |

The Invoices line-item entry screen appears for one of three reasons:

You are creating an invoice and have finished entering header information.

You use the Append command on the command bar to add an item to the
end of the list.

You use the Edit command on the command bar to edit an item in thelist.

X Append Line [o]eE
Commands Edit Modes Other Inventory Lookups Information Help
2xuemenn| e [ OK__[_Abandon |
Entry 003
Item/Job ITEM T Loc ID MNO0O1 \E CustID ACEO001 Trans No 0033
ID 200500 (4] GLCode [R1 [a]
Desc Sump Pump Sales Acct 401000 [&]
SisCat | P1 [s] COGS Acct [501000 B
Tax Class 00 \E 6.500 % PricelD BUILD E Inv Acct 104400 E
Units
Ordered 1.0000 EA \EPmce 49.8750 Ext Price 49.88
Shipped 1.0000 Disc |§ - Disc Price 44.88
Backord 0000 Cost 0000 | Ext Cost .00

Item/Job

Loc ID

Thisscreen istitled the Edit Line screen when you edit an itemin thelist and
Append Line when you add an item.

Field Description

If Accounts Receivable does not interface with Job
Cost, ITEM appears and you cannot changeit.

If Accounts Receivable interfaces with Job Cost,
enter | if you are entering an inventory lineitem or J
if you are entering ajob line item.

Thelocation ID you entered on the header screen
appears. Accept it, or enter adifferent ID.
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Inquiry |
Maint |

Inquiry |
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Field

ID

Description

Enter the item number, or press Enter to skip this
field.

If you are entering amiscellaneous credit and do not
want to return the item to stock, press Enter.

If Accounts Receivable interfaces with Inventory
and you want to enter a noninventory item, leave
thisfield blank.

If you are billing for ajob phase, enter the phase ID
in the spaces provided after thejob ID. Then if the
job or phaseis complete, select the check box (or
enter Y in text mode) at the Is Job/Phase Done?
prompt; if not, clear the box (or enter N).

If you elected to view information about current quantities and quantity-break
prices in the Resource Manager Options and Interfaces function, this
information appears in the following sections at the bottom of the screen:

Current Quantities (PKG) Break Quantity Unit Price
Quantity On Hand 414.0000 Base 1.0000 380.5488
Committed 0000 ] 8.0000 342.4968
In Use 1.0000 2
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, 3
Available 413.0000 4
On Order 236.0000 5
Field Description
Desc Enter a description of theitem, or press Enter to
skip thisfield.
Additional If you elected in the Resource Manager Options

Descriptions

Sls Cat

and Interfaces function to use additional
descriptions, you can enter 10 lines of information.

Assign asales category to theitem, or pressEnter to
skip thisfield.
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Uiy | Tax Class
Maint I

Inquiry I Price ID

Inquiry I GL Code
Maint |

= Sales Acct/COGS
M Acct/Inv Acct
Maint |

Ordered

Accounts Receivable

When you produce the Detail History Report, you
can list items that belong to a particular sales
category so that you can analyze groups of stock
items.

The tax class you assigned in the customer record
appears. Accept it, or enter a different tax class.

If Accounts Receivable interfaces with Inventory,
accept the default price ID for the item, or enter a
different price ID. (The Inquiry command is
available if Accounts Receivable interfaces with
Inventory.)

The GL code identifies the pair of general ledger
sales and cost-of-goods-sold (COGS) accountsto
use for a noninventory item.

If you entered a GL code in the DFxxxx table, the
code appears. Accept it, or enter a different code. If
you use the Maintenance (F6) command, the GL
Codes function is temporarily called up.

To enter accounts that are not set up in the
ARCDxxx (Codes) file, clear thisfield and press
Enter.

If Accounts Receivable interfaces with Inventory,
the account numbers come from the Inventory item
location files.

If you entered a GL code, the sales and COGS
accounts appear. The inventory account appears
from the ARGLxxx table.

Accept each displayed account number, or enter
different account numbers. (The Inquiry command
isavailableif Accounts Receivableinterfaces with
General Ledger.)

Enter the number of unitsthe customer ordered. You
can enter either a positive or a negative quantity.
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Inquiry I Units

Maint |
Shipped
Backord

Enter the type of unit the item is sold by—for
example, EACH if it is sold individually.

Enter the number of units you shipped.

The backordered quantity, the difference between
the number of ordered units and shipped units, is
calculated. Accept the default quantity, or enter a
different quantity.

If you are entering a miscellaneous credit, you can
skip thisfield.

If you entered a serialized or lotted item, the Serial/L ot Number Entry screen
appears. Press A to enter the serial or lot number for the line item. The Append
Serial/Lot Number screen appears. This screen istitled Append Serial Number
when you enter a serialized item 1D and Append Lot Number when you enter a
lotted item ID. The Append Serial Number screen is shown below; the Append
Lot Number screen appears on the next page.

H Append Serial Number EI = @
Commands Edit Modes Other Help
2xcne|mn|-e|ee

Serial No LTQR546197463 [a]

Crig Qty 0000 Cost 0000

Fullfill Qty Price 526.5400

Backord Qty

Comment
Field Description

Serial Number

Inquiry |
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Enter the serial number of the item you want to
include in the transaction.
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Orig Qty/Cost/Fulfil The original and backordered quantity is aways 0,
Qty/Backord Qty and the fulfilled quantity is always 1, for serialized

items because you must enter serial numbers for
each individual item entered.

If you do not enter serial numbers for each item in
the quantity ordered, the system automatically
adjust the quantity to match the number of seria
numbers you entered.

Theitem’s cost appears and cannot be changed.

Price Accept the default price, or enter the item’s unit
price.

If you are entering a miscellaneous credit, enter the
unit price from the original invoice.

Comment Enter a comment about the serialized item.

Disc Select $ for adollar amount discount, or % for a
percentage of price discount. Then enter the amount
discounted or the percentage discounted.

B Append Lot Number [ =@ =

Commands Edit Modes Other Help

?@XE§|E|-|?®|@@ QK Abandon

Lot No 1212 |E
Orig Gty 12.0000| Cost 343.5500 | Ext Cost 4122.60
Fullfill Gty 12.0000
Backord Gty 0000
Comment

Field Description

Inquiry I Lot No Enter the lot number of theitem.

Orig Qty

Cost/Ext Cost

Accounts Receivable

Enter the quantity of thislot that was ordered
originaly.

Theitem’s cost and extended cost appear and cannot
be changed.
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Fulfill Qty Enter the quantity of thislot that was actually
shipped.

Backord Qty Enter the backordered quantity of thislot, if any.

Comment Enter a comment about the lotted item.

If you elected not to display unit costs in the Resource Manager Options and
Interfaces function, no unit cost appears. The total amount of the lineitem, the
shipped quantity times the unit price, is calculated and appears. If you elected to
display unit costs in the Resource Manager Options and Interfaces function, the
extended cost appears. For an invoice, the cost is approxi mate; the system
calculates the actual cost when you post.

After you save the information about the line item, work with another lineitem,
or exit to the Transaction Scroll Region screen.

When you save thefirst line item, the totals are updated and your entries are
saved. You cannot use the Abandon (Cancel) command to cancel the
transaction. To delete the invoice, use the Delete (F3) command on the header
screen and delete the entire transaction.
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Transaction Scroll Region

When you exit from the line-item entry screen, the Edit transactions screen

Accounts Receivable

appears.
X Edit Transactions (== ==
Commands Edit Modes Other Scroll Commands Information Help
IR ET IR oK
Soldto:  ACE001 ACE BUILDERS Loc ID 000001
Ship to MN0001 Trans No 0025
(Invoice)
Item/Job ID Qty Ordered|Units Unit Price, Ext Price|
Description Qty Shipped
100 4.0000PKG 380.5488 1522,2(]
Electrical Package 4.0000|
200600 2.0000[EA 141.0168 28203 = |
Humidifier 2.0000 |
1200100 2.0000/EA 658.5708 1317.14
Furnace 2.0000
£
Entry ( 001 of 003 )
Subtotal Freight+Misc Sales Tax Prepayment Net Due
3121.37 .00 .00 .00 3121.37
Enter = edit ] [ Append ] [ Header ] [ Tofals ] [ View ] Goto [ On Demand ] [ Next Trans ]
[Company H[10/12/2010 [Terminal T000 [OVR

« Toedit alineitem, move the prompt to the line and press Enter.

e Toaddalineitem to the transaction, press A. Then see“Line-Item Entry” on

page 5-11 earlier in this section.

e Toreturn to the header screen, press H. When you return to the header

screen, you do not lose the line-item and totals entries because you already
saved them.

e Togotothe Totals Information screen, press T. Then see “ Totals

Information” on page 5-19.
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* Tolook at an expanded summary of the line item, move the prompt to the
lineitem, and press V. Additional information about the lineitem such as the
general ledger account and description, quantities ordered and shipped, and
price and cost information appears on the View Line screen:

B View Line == [EE =]
Commands Edit Modes Other Help

%xcz‘%@|a‘?e|@@ OK || Abandon |

Entry 001

ltem/Job  ITEM Loc ID MNO0001 Cust|D ACE001 Trans No 0034

1D 200100 GL Code

Desc Furnace Sales Acct 401000

Sls Cat  P1 COGS Acct 501000

Tax Class 00 6.500 % Price ID BUILD Inv Acct 104400

Units

Ordered 1.0000 EA Price 398.4120 Ext Price 398.41

Shipped 1.0000 Disc § .0000 Disc Price 398.41

Backord .0000 Cost Ext Cost

Press any key...

Press any key to return to the Transaction Scroll Region screen.

« Togotoaparticular lineitem, press G. Then enter the line number. (This
command appears only if there is more than one screen of line items.)

e To print an invoice on-demand, press O. (You can print on-demand invoices
for any customer even if the customer record does not require that the
customer receiveinvoices.) Thiscommand isavailable only if you elected to
print on-demand invoices in the Resource Manager Options and Interfaces
function. The Print On-Demand Invoice prompt appears. If you want to
print the invoice later through the Print Invoices function, clear the check
box (or enter N in text mode); you are returned to the Invoices screen. If you
want to print the invoice on-demand, select the check box (or enter Y in text
mode); then see “On-Demand Invoicing” on page 5-21.

+ Tofinish with the transaction on the screen and move to a blank header

screen to enter a new transaction, press N. Then see “Header Information”
on page 5-5.
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Totals Information

When you press T to work with the transaction totals, the Totals Information

screen appears.

X Totals Information [=] & =)
Commands Edit Modes Other Information Help
'}?Xt§|ﬁ|ﬂ@|?@|@@ 0K Abandon
Subtotal 9728.76
Freight 5500.00 Tax Class 00| %
Miscellansous Chgs 12.00 Tax Class 00| %
Sales Tax .00
Invoice Total 15240.76
Fayment 1 1231.00| Method CHK []
Payment 2 .00 | Method b
Net Due 14009.76

Field

Subtotal

Inquiry I Freight/Tax Class
Inquiry I Miscellaneous Chgs/

Tax Class

Sales Tax

Accounts Receivable

Description

The subtotal appears.

Enter the shipping charges and the tax class to
which you want to apply them. The Tax Class field
isavailable only if the transaction is taxable.

Enter the miscellaneous charges (for example,
handling) and the tax class to which you want to
apply them. The Tax Class field isavailable only if
the transaction is taxable.

The sales tax on the item appears. If the transaction
istaxable and you selected a Tax Classfor a
miscellaneous charge, the Sales Tax screen

(page 5-20) appears so that you can adjust the
calculated sales tax, if necessary.
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Sales Tax Information
H Sales Tax Information [= ] = )
Commands Edit Modes Other Help
%XE|E\|B@|?@|@Q 0K Abandon

Tax Location
CA

Sales Tax

Tax Adjustment

Tax Amount
109193  Tax Loc Class
700 [cA 1] | oo[s]

1128.93

Tax Location
Tax Amount

Tax Adjustment

Tax Loc

Inquiry | Class

Sales Tax

The tax location appears.
The tax amount appears.

Accept the default sales tax adjustment, or enter a
different amount.

The tax location from the Header Information screen
appears and cannot be changed.

Accept the default tax class, or enter a different one.

Thetotal salestax appears.

When you save your entries, you are returned to the Totals Information screen.

Invoice Total

Payment 1/2

5-20

The total amount of the invoice (subtotal plus freight
charges, salestax, and miscellaneous charges) appears.

Enter the payments made.
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Inquiry I Payment Method 1/2  For cash, enter the payment method code. After you
Maint enter a payment method, the system prompts you to
—I enter information about the method used. For a check,

enter the check number. For a credit card, enter the
card number and name, the expiration month/year, and
the authorization number. For direct debit, enter the
account number, the bank name, and the routing
number. For other types of payment, enter amemo, if
desired.

On-Demand Invoicing

When you press O on the Invoices screen, the On-Demand Invoicing screen

appears.
X On-Demand Invoice o= =
Commands Edit Modes Other Help
Rextg‘tﬂn@‘?@‘@@ OK  |[ Abandon |

Preprinted Form No 00002081]

Message for Invoice

Thank you for your order.

Print Additional Descriptions?

Print Alignment?

Invoice Delivery Method Paper =

Print Copies of E-mailed Invoice?
Override E-Mail Addresses?

E-Mail:

Company H |10/12/2010 | Terminal TO00 |OVR
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1. Change the preprinted invoice number, if necessary. If you are printing an
invoice you did not assign a number to, the system dateis used asthe invoice
date.

2. If you want to print a message on the invoice, enter it.

3. If youwant the invoice to include additional descriptions, select the check
box (or enter Y in text mode); if not, clear the box (or enter N in text mode).

4. If you want to print an alignment sheet prior to printing the invoice, check
the Print Alignment? box.

5. Select E-mail, Paper, or Fax for the Invoice Delivery Method.

6. If you want to print copies of e-mailed invoices, select the check box (or
enter Y in text mode); if not, clear the box (or enter N in text mode).

7. If you want to override the default e-mail address for this customer, select
the check box (or enter Y in text mode); if not, clear the box (or enter N in
text mode).

8. If you have selected to override the default e-mail address, enter the
overriding addressin the E-Mail field.

9. TheReprint Invoice prompt appears after the invoice is printed.
If the invoice was printed correctly, select No (or enter N in text mode). A
blank header screen appears. Enter another invoice, or exit to the On-
Demand Invoice Totals screen.
If the invoice was not printed correctly, select Yes (or enter Y in text mode).

The cursor goes to the Invoice No field, where the next invoice number
appears. Reprint the invoice using the above procedures.

On-Demand Invoice Totals

The On-Demand Invoice Totals screen appears when you are finished entering
and printing invoices and exit from the On-Demand Invoicing screen.
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When you finish viewing the invoice totals, exit to the Daily Work menu. The
invoice numbers and dates are updated for the invoices you printed.

After Entering Miscellaneous Credits

After you enter miscellaneous credits, do the following tasks:

e Produce credit memo formsif you did not print them on-demand.

¢ Produce the Miscellaneous Credits Journa for an audit trail of each credit.

*  Post the transactions. This task sends the miscellaneous credits information
to the appropriate files: ARCUxxx (Customer), ARSRxxx (Sales Rep),
ARHIxxx (Detail History), and ARHSxxx (Summary History). When you

post, each credit creates an open item in the ARINxxx file and updates
applicable job billing information.
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Cash Receipts

Use the Cash Receipts function to do these things:

e Record payments from customers

*  Apply payments to on-account balances

*  Apply prepayments from customers that have not been billed

*  Record unapplied cash receipts from a source other than a customer
»  Enter deposits for jobs

You can enter deposit information (such as the bank account ID, a batch/deposit
number, and so forth) for cash receipts.

Like the Transactions function, the Cash Receipts function can be used to
record payments. However, if you often receive partial payment for goods
shipped, you can use the Transactions function to record the transaction once,
and use this function to record payments as often asthey comein.
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Cash Receipts

Select Cash Receipts from the Daily Work menu. The Cash Receipts screen

appears.

X Cash Receipts = & =

Commands Edit Modes Other Scroll Commands Information Help
2xizne|lan[-¢|ee o

Batch/Dep No 000001 % Acct Type 0Open Invoice
Date F%| GL Period 12 Session Total
Custamer ID 4| ACE BUILDERS 00
Fymt Amt 500.00 FPayment Method CHI |2 Check
Applied {00
-------------------------------- Bank ID FNBOO1 1st National Bank
Remaining 1500.00 Batch/Dep No 000001
Check Number 654658
Invoice Invaice Discount Payment Discount
Murnber Date Met Dug Allowed Applied Taken
TAG19 56 I [
12670064 1172472007 00 709.36 35467 .99 00
12670074 1272172007 21722.07 434 44 00 00 B
24889030 12/08/2007 4928.82 938 58 00 00 E]
Customer [ Apply ] [ Receipt I [ View ] Edit [ Dane I [ Cn acct ] [ Totals ] [ Goto I
| company 1 | 12/282007 | Terminai Toon | ovR
Field Description

Batch/Dep No The last batch number or deposit number you
entered appears. Accept it, or enter a different
number. If you usethe Maintenance (F6) command,
the Batch Control function temporarily appears.
After you enter the number, the amount of the
receipt is added to the total deposit if the number
you enter ison file; if the number isnot onfile, a
new deposit is created.

[ Inquiry |
Maint |

Date Accept the default (system) date as the receipt date,

or enter adifferent date.

GL Period (1-13) Press Enter to assign the cash receipt to the period,
or enter adifferent period. The system needs the

period for sorting when you post.
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Field

Inquiry I Customer ID
Maint |

Pymt Amt

Inquiry I Payment Method
Maint |

Aging Code

Accounts Receivable

Description

For an unapplied receipt from someone other than a
customer, press Enter to skip thisfield.

For a customer (whose record isin the ARCUxxx
file), enter the customer ID. If you use the
Maintenance (F6) command, the Customers
function temporarily appears. After you enter the
ID, the customer’s name and type of account
(balance forward or open invoice) appear.

Enter the payment amount you received.

Accept the default payment method for the
customer (if any), or enter a different method of
payment.

If you enter a payment method of cash or check, the
Bank ID and Check Number fields appear.

If you enter a payment method of credit card, the
Card Number, Card Holder, Expiration Date, and
Authorization Code fields appear.

If you enter a payment method of write-off or other,
the Memo field appears.

If you enter a payment method of direct debit, the
Account Number, Bank Name, and Routing Code
fields appear.

Thisfield appears only for balance forward
customers.

The aging code you assign determinesto which
aging bucket the cash receipt is assigned. You can
assign one of these values for the aging code:
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Cash Receipts

Field

Bank ID

Check Number

Inquiry I Card Number

Maint |

5-28

Card Holder

Expiration Date

Authorization Code

Description

0 - apply to the oldest item

1 - apply to the unpaid finance charge
2 - apply to the 121+ day bucket

3 - apply to the 91-120 day bucket

4 - apply to the 61-90 day bucket

5 - apply to the 31-60 day bucket

6 - apply to the current bucket

The default bank 1D appears.

The batch number you assigned earlier appearsin
the Batch/Dep No field when you enter abank ID.

If you selected a payment method of check, enter
the number of the customer’s check.

If you selected a payment method of credit card,
enter a credit card number for the customer, or enter
adifferent card number.

If the customer is set up for credit card validation,
the card number you enter must be set up in the
customer record. To enter a new card number for
this customer, use the Maintenance (F6) command.

If the customer is set up for credit card validation,
you may enter the last four digits to popul ate the
field with the correct credit card.

If you selected a payment method of credit card,
accept the credit card holder’s name, or enter the
name on the credit card.

If you selected a payment method of credit card,
enter the customer’s credit card expiration date.

If you selected a payment method of credit card,
enter the authorization code for the payment.
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Daily Work « CHAPTER 5

Field Description

Memo If you entered a payment method of other or write-

off, enter memo information associated with the
payment—for example, discount, promotion, trade.

When you save the information about how the payment was made, the command
bar appears.

To apply the cash receipt to a particular invoice, move the prompt to the
invoice line and press A. The Apply Receipt window appears. Press Enter to
apply the total remaining to the invoice, or enter an amount to apply to the
invoice.

When you have applied the entire cash receipt for this customer, you can
press C, and then enter a different customer ID to enter cash receipts for.

To enter new receipt information, press R. The cursor returnsto the receipt
portion of the screen. Enter additional payment amounts for the customer, or
edit the receipt information.

To view the customer’s previous receipts or invoices, pressV. The View
Receipts/Invoices screen appears. At the Receipts or Invoices prompt, enter
R to view receiptsor | to view invoices. When you are finished viewing the
information, use the Exit (F7) command to return to the Cash Receipts
screen.

To edit acash receipt that's already applied, press E. Then see page 5-31 for
information about editing cash receipts.

To quit applying areceipt to the customer’s account, press D to change the
cash receipt to the amount you have applied so far.

To designate the cash receipt as on-account for the customer, press O. If a
default invoice number was set up in the DFxxxx table, it appears. Accept
the default invoice number, or enter a different number. Then enter the
amount you want to apply to the account. If you apply only part of the cash
receipt, the system subtracts it from the receipt to cal cul ate the amount
remaining.
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« Toview totalsinformation for the batch or deposit number, press T. Receipt,
prepayment, and totals information for each kind of payment method
associated with the batch so far appears:

HBatch!DeposrtTota\s [ol = ==
Commands Edit Modes Other Help
Erdl [ 158 ‘ B ‘ E B ‘ ? @ ‘ @@ 0 Abandon
Batch/Deposit 000001
Receipts Prepayments Total

Cash 54409.72 .00 54409.72
Check 279192.83 65.00 279257.83
Credit Card .00 00 00
Write Of .00 00 00
Other .00 .00 .00
Total 333602.55 65.00 333667.55

You can enter adifferent batch or deposit number for a different set of totals.
After you are finished viewing the totals information, use the Exit (F7)
command to return to the Cash Receipts screen.

e To move the prompt to a different invoice number, press G, and enter the
number. (This command appears only if there is more than one screen of
invoices.)

When you are finished entering cash receipts, exit to the Daily Work menu.
Produce the Cash Receipts Journal (see page 6-13) to check for errors and
to use as an audit trail. If you find errors, use the Edit Cash Receipts
function (see page 5-31) to edit incorrect cash receipts.
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Edit Cash Receipts

Use the Edit Cash Receipts function to change information about existing cash

receipts.

Select Edit Cash Receipts from the Daily Work menu. The Edit Cash Receipts

screen appears.

EA Edit Cash Receipts =] & =
Commands Edit Modes Other Information Help
OK H Abandon ‘

2xuz|lee|man|-e|ee

Customer ID
Invoice Number
Fayment Date

Payment Amount
Disc/Difference

Payment Method

Batch/Deposit Number
Transaction Nurnber

ACEQO1 [a]  ACEBUILDERS
12670064 |8
122172007 [CEl] GL Period 12
35467.99
.0

cHe [a] Check

Source Tran No

Bank 1D FNB001 1st National Bank
Batch/Dep # 000001
Check Number 14269
| company H [ 1228007 | Terminai Tooo | ovR
Inquiry | 1. Enter the batch or deposit number for the cash receipt you want to edit, or

accept the default number.

Inquiry | 2. Enter the transaction number for the cash receipt you want to edit, or accept
the default number.

3. Edit information about the transaction—the customer D, invoice number,
payment date, and GL period—or accept the default information.

Accounts Receivable
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5-32

Edit information about the payment—the amount, discount difference, and
method of payment (and information related to the payment method)—or
accept the default information.

When you save the information, ablank Edit Cash Receipts screen appears.

Enter a different batch or deposit number and transaction number, or use the
Exit (F7) command to return to the Daily Work menu.
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Credit Card Authorization

Usethe Credit Card Authorization function to enter authorization numbers for
m those cash receipt transactions entered that use a credit card but have not had a
reguired authorization number entered.

To enter Credit Card Authorization numbers, follow these steps:

1. Select Credit Card Authorization from the Daily Work menu. The Credit
Card Authorization screen appears.

EX Credit Card Authorization =] @ |2
Commands Edit Modes Other Scroll Commands Help
2xiz|ee@n[26[0e oK
Batch ID 0000a E]
Payment Method Auth Limit 500.00
Payment Display Bath Entry Mode Hormal
MOP Card Holder Card Number Amourt
Cust Customer Name Autharization Expires
MC LA Construction Co 2111466577462534 S0278.72 @
LOS001 LOS ANGELES CONSTRUCTION CO. 32412 1212008 @
Enter = Authorize ] [ Header ] Mode ] Goto
|Company H |07/07/2008 |Terminal TO0D |OVR

2. Select the Batch ID for which you want to enter credit card authorization
numbers.

3. Select the Payment Method for which you want to process credit card
authorizations.
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4. Inthe Payment Display field, choose Unauthorized Only, Authorized
Only, or Both.

5. TheCard Holder, Pay Method, Card Number, Expiration Date and
Amount are displayed and can not be changed.

6. Scroll through and edit the Authorization number for those transactions
requiring an authorization number.

Note: Credit card payments over the CC Authorization Required for
Amounts Exceeding amount entered into the business rules MUST
have an authorization number entered or they will not post when you
post transactions.

e PressEnter to open the Assign Authorization Number dialog box to
edit the authorization number for a highlighted record.

e PressH to edit the header information (batch ID, payment method, and
form of statement delivery).

*  Press M to toggle between normal and rapid entry modes.
e Press G to goto aspecific record.

7.  When you are done editing the authorization numbers, press OK to accept
the changes, or press A to abandon the changes and start over.

Assign Authorization Number Dialog Box

Use the Assign Authorization dialog box to add or edit the authorization number
for a credit card transaction.

ﬂ Assign Authorization Number =)l B |3
Commands Edit Modes Other Help
2xe=ee @D]20|0@
MOP Card Holder Card hNumber Amourt
Cust Customer Mame Autharization Expires
MC Ace Builders, Inc. 2111737790209022 3000.00
ACE001  ACE BUILDERS 2456 09/2009
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1. The specifics of the transaction are displayed in the dialog box. Enter the
authorization number in the Authorization field.

2. Press OK to accept the change and return to the Credit Card Authorization
Screen, or press A to abandon the change.
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Copy Recurring Entries

Use the Copy Recurring Entries function to copy entries from the ARRHxxx
and ARRExxx (Recurring Entries) filesto the ARTDxxx and ARTHxxx
(Transaction) files when the recurring entries come due. Use the run codes and
cutoff datesthat you set up in the Recurring Entries function to copy the batches
according to your schedule. After you copy an entry, it is treated like another
transaction. When the ARTDxxx and ARTHxxx files are posted, the entries are
moved to the ARINxxx (Open Invoice) file.

@ If you copy arecurring entry that has adirect debit or credit card account entered
into the Payment Method field of the Totals Information screen of the
Recurring Entries function, this will produce atransaction in which the direct
debit or credit card information is already completed for payment.

Before you copy recurring entries, produce the Recurring Entries List (See page
12-23) and back up your files. If you are using Accounts Receivable on a
multiuser system, make sure that no one elseis using the Recurring Entries
function. You cannot copy recurring entries until the other users exit from that
function.
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Select Copy Recurring Entries from the Daily Work menu. The Copy Recurring
Entries screen appears.

ﬂ Copy Recurring Entries EI = @
Commands Edit Modes Other Help
%Xﬁ§|ﬁ‘ﬂ‘?@|@@ oK Abandon

Run Code From 1
Thru 12

GL Period 12
Culoff Date 12282007 (]

Batch ID (000001

=]

| companyH | 12287007 | TerminaiTooo | ovR

Inquiy | 4.

Maint |

5-38

Enter the range of run codes whose recurring entries you want to copy.

Press Enter to copy the entries to the default period, or enter adifferent
period.

If you entered cutoff dates when you entered recurring entries, accept the
system date as the cutoff date, or enter a different date. Entries that have
cutoff dates before the date you enter here are not copied to the ARTDxxx
and ARTHxxx files.

Enter the ID of the batch to copy to. If you use the Maintenance (F6)
command, the Batch Control function temporarily appears.

Thisfield does not appear if you elected not to use batching in the Resource
Manager Options and Interfaces function.

Select the output device for the log. See “Reports’ on page 1-37 for more

information When the entries have been copied and the log printed, the Daily
Work menu appears.
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Change Batches

Usethe Change Batches function to replace abatch 1D with adifferent batch ID
or to associate transaction numbers with a different batch.

Select Change Batches from the Daily Work menu. The Change Batches screen

appears.
ﬂ Change Batches =nEa ==
Commands Edit Modes Other Help
RNKE‘E‘H@‘?@‘QQ oK Abandon
Change:
@ Transaction Number
"1 Batch ID
0ld Batch ID 000001 (&)
Transaction Number o013 [C\‘
New Batch ID ooz (8]
| companyH | 12082007 | Terminal TOOD | OVR

1. Select thekind of information you want to change. You can move asingle
transaction to a new batch, or an entire batch to anew ID.

Inquiry | 2. Enter the batch ID that contains the transaction(s) you want to move.

3. If you elected to move a single transaction, enter the number of the

Inquiry X
transaction to move.

Accounts Receivable 5-39



CHAPTER 5 ¢ Daily Work Change Batches

Inquiry I 4. Enter the new batch ID. If you did not specify atransaction number, you are
_ moving all transactionsin the old batch ID to this one. If you use the
Maint | Maintenance (F6) command, the Batch Control function temporarily
appears.

When you use the Proceed (OK) command, the copy process begins. When
the process is finished, the Daily Work menu appears.
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Batch Control

Usethe Batch Control function to inquire about the status of your batches, to set
up new batches, and to maintain existing batches. If you did not elect to use
transaction batching, you cannot use this function.

Select Batch Control from the Daily Work menu. The Batch Control screen

appears.
H Batch Control ol @ |
Commands Edit Modes Other Help
%XKE‘E‘H@‘?@‘@@ [ ok || Abandon
Batch ID 00000 4
Report Status:
Description Daily Batch Sales Journal Mot Applicable -
Lock Flag Status | Released n Misc Credits Journal Unprinted -
Permanent? Cash Receipts Journal | Printed &
Term User Name Term User Name
[ companyH | 12282007 | Terminai Tooo | ovR
Inquiry | 1. Enter the batch ID with which you want to work in the Batch ID box. If you
Maint | elected to use automatic batch number generation in the Options and

Interfaces function, you can create a new batch ID by using the Proceed
(OK) command.

2. If aterminal ID appearsin the Lock Flag box, the batch is or was produced
or posted on that terminal. Do not change it unless you need to release a
locked batch.
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3. Enter adescription of the transactionsin this batch in the Description text
box.

4. Enter the status of the batch: H if itison hold, or R if it has been released. If
you place the batch on hold, you can print or post it, but you cannot enter or
edit transactionsiin it.

5. Check the Permanent? box to make the keep the batch from being deleted
upon processing.

6. Toggletheyear to Current or Last to set the GL year for this batch.

7. For each report listed, toggle the report status.
The report status begins as Not Applicable. When you enter purchases or
miscellaneous debits, the status automatically changes to Unprinted. When
you print the report, the status automatically changesto Printed. If you then

add or change transactions, the status automatically changes to Reprint.

8. If you selected abatch that isin use, theterminal ID and the user name of the
person entering transactions are displayed.

A maximum of 20 terminal IDs can appear at one time.

After you save the information, enter information about a different batch ID, or
exit to the Daily Work menu.
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Sales Journal 6-7

Miscellaneous Credits Journal
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Accounts Receivable

Transaction Reports

Print Invoices

Use the Print Invoices function to print invoices you entered
in the ARTDxxx and ARTHxxx (Transaction) files. This
function is useful when you want to print invoices for severa
transactions at once.

You can also print the invoice when you enter the transaction.
See the On-Demand command in the Transactions function
(see on page 5-3).

When an open invoice customer makes a payment toward a
particular invoice, you must apply the payment correctly. The
invoice number in the ARINxxx (Open Invoice) file must
correspond to the information in the ARTDxxx and ARTHxxx
files. Since the Print Invoices function can reassign invoice
numbers (but not credit memo numbers), print the Sales
Journal before and after you print invoices to keep track of the
numbers.

6-1



CHAPTER 6 ¢ Transaction Reports

Print Invoices

Inquiry | 2.

3.

Select Print Invoices from the Transaction Reports menu. The Print Invoices
screen appears.

H Print Invoices [ = ==
Commands Edit Modes QOther Help

5%3“:'E§|E\|ﬂ|?@|@@ 0K || Abandon

Is AR Transaction Entry Completed? i

Batches to Print: 4
Invoice Date 11/29/2007 @l

First Invoice Mo 00002081
Last Good Invoice No (If Restart) 00000000

Message for All Invoices
Thank you for your arder.

Frint Additional Descriptions? v

Status Bar | companyH | 112972007 | Terminai Tooo | ove

If you are finished entering Accounts Receivable transactions, select the
check box (or enter Y in text mode); if not, clear the box (or enter N in text
mode). If you have not finished entering transactions, return to the
Transaction Reports menu and finish the entries before printing invoices.

Select the batches to print. You can print multiple batches at once.

Enter the date you want to print on the invoices or credit memos. Thisdateis
used to age the invoices if you elected to use online aging in the Resource
Manager Options and Interfaces function.

Whether or not you print invoices determines how invoices are aged. The

invoice header date is used for aging only if you do not print invoices. This
dateisused for aging if you print invoices regardless of the header date.

Accounts Receivable



Transaction Reports « CHAPTER 6

4. If you assigned numbers to the invoices, enter the invoice number with
which you want to start. If you did not assign numbers to the invoices, enter
the number of the first form you are going to use.

5. If you are reprinting invoices, enter the number of the last form that was
printed correctly. If you are reprinting and you use prenumbered invoices,
produce the Sales Journal after you print all the invoices so that you have a
record of the invoice numbers.

6. If youwant al invoicesto have a message, enter one.

7. 1f you want to print additional descriptions from the ARDExxx file on the
invoices, select the box (or enter Y in text mode); if not, clear the box (or
enter N in text mode).

8. If youwant to print copies of e-mailed invoices, select the box (or enter Y in
text mode); if not, clear the box (or enter N in text mode).

9. Select the output device.

10. If you €elect to print the forms, an alignment character is printed in theform’s
upper-right corner. If the X is not centered in the alignment box or if the Xs
are not aligned in the grid on laser forms, adjust the form and select No (or
enter N in text mode). Continue this procedure until the form is aligned; then
select Yes (or enter Y in text mode) to print the invoices and credit memos.

If acustomer’s purchase order number is greater than eight characters, arow
of asterisks (*) is printed in the Order Number column, and the entire order
number is printed directly below the row of asterisks. To align the form so
that the customer’s purchase order number can be seen, make sure that only
the bottom of the alignment character (X) is printed in the upper part of the
alignment box in the form’s upper-right corner.

Sample invoice and credit memo forms are at the end of this section.

After you produce the forms, the Transaction Reports menu appears.
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Invoice

6-4

BUILDERS SUPPLY
, 4301 DEAN LAKES BLYD.
UIIﬂEl"S SHAKOPEE MN 55379
Supply

INVOICE DATE  12/21/2010
INVOICE NO - 24889104

INVOICE

PAGE 1

S CASHCA 5
O CASH SALES-OAKLAND, CA H CASH SALES-OAKLAMND, CA
L |
o F
T T
& & TOTAL DUE 26451.08
SLS1 | SLS2 | DUEDATE | DISC DUE DATE | ORDER NO [ORDER DATE| SHIP DATE | SHIP NO
1212152010 cooooooe 12121110
TERMS DESCRIPTION | CUSTOMER P.O.NUMBER SHIP VA
C.0.D.
ITEM ID o e | ORDERED | SHIPPED UNIT PRICE | EXTENSION
250 02| Cs 10.0000 10.0000 24171700 2417170
Exterior Panels
200 02 |EA 5.0000 5.0000 51.3800 256.80
Intericr Door
250 02 | EA 1.0000 1.0000 525.1300 528.13
Entry Door
Subtotal : 2405470
TAXABLE MONTAXABLE FREIGHT SALES TAX | MISC CHARGE TOTAL
24354 70 .00 oo 149728 .00 28451.88
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Credit Memo

BUILDERS SUPPLY CREDIT MEMO
4301 DEAN LAKES BLVD.

. ) SHAKOPEE MN 55379
ui[der’s ace
S'ﬁpp Y INVOICE DATE  12/21/2007

INVOICE NG 12670210

CASHTX
CASH SALES-DALLAS, TX CASH SALES-DALLAS, TX

3
o]
L
D
T
Q

o= WTIw

TOTAL DUE 374028

100 03 | PKG 2.0000 20000 475.6860 95137
Electrical Package
150 03 | PKG 20000 2.0000 1317.3840 2634.77
Plumbing Package
300 03 | EA 3.0000 30000 513810 154,14
Interior Door
Subtotal 3740.28

00 3740.28 K] 00 00 3740.28

Thank wou for your order.
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Sales Journal

Print the Sales Journal before you post transactions to check for mistakes and
omissions. The Sales Journal also serves as an audit trail of sales transactions.

Select Sales Journal from the Transaction Reports menu. The Sales Journal
screen appears.

Sales Journal = | B |5
Commands Edit Modes Other Help
2xtzne|lan|[e|ee
Customer ID From ACEQD1 E Print
Thru TIMOD1 (] @ Line Detail
1 Transaction Totals
Batches to Print 4 1 Break Totals
Frint By
@ Batch/Transaction Additional Description Format Short -
() Customer ID

) Invoice Number
) GL Pd/Sales Account
© ltem No/Loc ID ar Job/Phase

| company 1 [ 12282007 | Terminai Tooo | ovR

Inquiry | 1. Enter the range of customers whose information you want to include in the
journal, or leave the boxes blank to include all customers.

Inquiry | 2. Select the batch numbers you want to print. You can print multiple batches at
once.

3. Select the order in which you want to print the journal.

4. Select the amount of detail you want to include in the journal.
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Sales Journal

5. Select the output device. After you produce the journal, the Transaction
Reports menu appears.

If the Sales Journal does not include some invoice numbers, you probably
printed multiple-page invoices or credit memos. The number of an invoice
that is a continuation of a previous one is skipped. Invoice numbers are not
reassigned for credit memosif you elected to use prenumbered formsin the
Resource Manager Options and Interfaces function.

Sales Journal Report

12/28/2007 Builders Supply Page 1
5:05 PH Sales Journal
By Batch/Transaction
Batch Cust ID ID Job/Fhase or Loc./Item ID  FRep 1 Sales Aect.  Units ory. ordered Unit Frice Ext. Price Tax Class
Trans Inve. No. Description Rep 2 COGS Accr. Shipped Unit Cost Ext. Cost
Line No. order No. Inv. Loct. Qry. Backord.
000001 ACEOO1 I MNOOO1 100 GPD 401000 PKG 4.0000 528.5400 z114.16 03
o012 12670201  Electrical Package 501000 4.0000 343.5500 1374.20
001 104400 .0000
000001 ACEOO1 I MNOOO1 150 GPD 401000 PKG z.0000 1317.3840 2634.77 03
o012 12670201  Plumbing Package 501000 z.0000 907.5300 1815.06
ooz 104400 .0000
000001 ACEOO1 I MNOOO1 300 GPD 401000 EX z.0000 51.3810 102.76 03
o012 12670201  Interior Door 501000 z.0000 z2.0100 44.02
003 104400 .0000
000001 ACEOO1 I MNOOO1 550 GPD 401000 PKG 3.0000 1434.5910 4303.77 03
o012 12670201  Millwork Package 501000 3.0000 .0000 .oo
004 104400 .0000
000001 ACEOO1 I MNOOO1 600 GPD 401000 EX z.0000 286.6500 573.30 03
o012 12670201  Standard Window 24" X 40" 501000 z.0000 117.2900 234.58
0os 104400 .0000
000001 ACEOO1 I MNOOO1 100 GPD 401000 PKG 1.0000 422.8320 42z.83 00
o012 00002081  Electrical Package 501000 1.0000 343.5500 343.55
005 104400 .0000
Cust. Trans No Fep 1 Inv. Date Per Tx Grp Freight Subtotal Sales Tax Inv. Total Pmt. Pmt. Awount
Batch  Inve. No Rep 2 ord. Date Hiscellansous
Ship To Order No Terms Desc. Ship Date
ACEODL 0012 GPD 05/19/2007 12 MN 65465.00 10151.59 .oo 76270.59 CHK £5.00
000001 00002081 £54.00 .oo
2/10,n/30  12/21/2007
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Miscellaneous Credits Journal

Produce the Miscellaneous Credits Journal before you post transactionsto
check for mistakes and omissions and to use as an audit trail. If thisjournal
reveal sincorrect transactions, use the Transactions function (see on page 5-3) to
edit or delete them.

Select Miscellaneous Credits Journal from the Transaction Reports menu.
The Miscellaneous Credits Journal screen appears.

H Miscellaneous Credits Journal = B[S
Commands Edit Modes Other Help
w S ‘ i ‘ E B ‘ ? @ ‘ G G OK ||Abandun|
Customer ID From ACEQD1 |E| (P
Thru TIMOO1 (a] @ Line Datail
Transaction Totals
Batches to Print: 4 () Break Totals
Print By:
@ Batch/Transaction Additional Description Format Mone -
Customer ID

Invaice Mumber
GL PdiSales Account
Item No/Loc ID or Job/Phase

| companyH | 120282007 | Terminal To00 | OVR

Inquiry I 1. Enter the range of customers whose information you want to include in the
journal, or leave the boxes blank to include all customers.

Inquiry I 2. Select the batch numbers you want to print. You can print multiple batches at
once.

3. Select the order in which you want to print the journal.
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4. Select the amount of detail you want to print in the journal.

5. Select the output device. After you produce the journal, the Transaction
Reports menu appears.

Miscellaneous Credits Journal

12/28/2007 Builders Supply Page 1
5:14 PH Hiscellansous Credits Journal
By Batch/Transaction
Batch Cust ID ID Job/Fhase or Loc./Item ID  FRep 1 Sales Aect.  Units ory. ordered Unit Frice Ext. Price Tax Class
Trans Inve. No. Description Rep 2 COGS Accr. Qry. Shipped Unit Cost Ext. Cost
Line No. Order No. Inv. Loct. Qry. Backord.
000001 ACEOOL I MNOOO1 100 GFD 401000 PKG 4.0000 475. 6860 1902.74 03
0015 12670207  Electrical Fackage 501000 4.0000 343.5500 1374.20
oo1 104400 .0000
000001 ACEDOL I MNOOO1 150 GPD 401000 PKG z.0000 1317.3840 2634.77 03
o019 12670207  Plumbing Package 501000 z.0000 907.5300 1815.06
ooz 104400 .0000
000001 ACEDOL I MNOOO1 300 GPD 401000 EX 4.0000 51.3810 z05.52 03
o019 12670207  Interior Door 501000 4.0000 z2.0100 §8.04
003 104400 .0000
000001 ACEDOL I MNOOO1 350 GPD 401000 EX 1.0000 526.1310 526.13 03
o019 12670207  Entry Door 501000 1.0000 226.9900 226.99
004 104400 .0000
000001 ACEDOL I MNOOO1 400 GPD 401000 PKG z.0000 1485. 4950 2970.99 03
o019 12670207  Interior Materials 501000 z.0000 §55.6100 1711.22
005 104400 .0000
000001 ACEDOL I MNOOO1 450 GPD 401000 EX £.0000 381.6450 2289.87 03
o019 12670207  Slide by Window 24" x 40" 501000 £.0000 161.1400 966.84
006 104400 .0000
000001 ACEDOL I MNOOO1 550 GPD 401000 PKG 3.0000 1434.5910 4303.77 03
o019 12670207  Millwork Package 501000 3.0000 .0000 .oo
007 104400 .0000
000001 ACEDOL I MNOOO1 600 GPD 401000 EX 3.0000 286.6500 §59.95 03
o019 12670207  Standard Window 24" X 40" 501000 3.0000 119.6836 359.05
008 104400 .0000
Cust. Trans No Fep 1 Inv. Date Per Tx Grp Freight Subtotal Sales Tax Inv. Total Pmt. Pmt. Awount
Batch  Inve. No Rep 2 ord. Date Hiscellansous
Ship To Order No Terms Desc. Ship Date
ACEODO1 0019 GPD 12/21/2007 12 MN .oo 15693.74 .oo 15693.74 .oo
000001 12670207 .oo .oo
2/10,n/30  12/21/2007
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Daily Sales Tax Report

The Daily Sales Tax Report shows taxes collected and owed, sorted by tax
group.

Select Daily Sales Tax Report from the Transaction Reports menu. The Daily
Sales Tax Report screen appears.

B Daily Sales Tax Report [l @ ==
Commands Edit Modes Other Help
LI LEIEEAEY: k| [Abenden |
Tax Group ID Fram CA |_|
Thru T |E|
Batches to Print: 4
Print Detail or Summary Detail -
Print Zero Balance Invoices ? 7]
Detail, Summary [ companyH [ 12262007 | Terminal Tooo | ovR
Inquiry I 1. Enter the range of tax groups whose sales taxes you want to includein the
report, or leave the boxes blank to include all tax groups.
Inquiry I 2. Select the batch numbers you want to print. You can print multiple batches at
once.

3. Select the amount of detail you want to include in the report and select the
output device.
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Daily Sales Tax Report

A sample Daily Sales Tax Report is at the end of this section. After you
produce the report, the Transaction Reports menu appears.

Daily Sales Tax Report

5:18 PH

Invoice

1z/z28/2007

Inv. Date

—-—-- Tax Level 1 --—-

Builders Supply Page 1
Daily Sales Tax Report
By Tax Location
Detail

—-—--- Tax Level 2 --- ---- Tax Level 3 --- ---- Tax Level 4 --- ---- Tax Level 5 --—-

12670204

SUBTOTAL

12670203
12670208

SUBTOTAL

00002051
12670202
12670205
12670206
12670207
12670208
12670204
12670210

SUBTOTAL

TOTAL

1z/z21/2004

1z/z21/2004
1z/z21/2004

05/18/2004
1z/z21/2004
1z/z21/2004
1z/z21/2004
1z/z21/2004
1z/z21/2004
1z/z21/2004
1z/z21/2004

GRAND TOTAL

End of Report

Ch 1128.93

1128.93
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Cash Receipts Journal

The Cash Receipts Journal provides arecord of the cash receiptsin the
ARCRxxx (Cash Receipts) file. Produce it after you have entered all the cash
receipts for the day but before you post the transactions (since posting may clear
the ARCRxxx, ARTDxxx, and ARTHxxx files).

Select Cash Receipts Journal from the Transaction Reports menu. The function
screen appears.

E Cash Receipts Journal o] @ |
Commands Edit Modes Other Help
R LI LIRS
Customer ID From ACEDD1

Thu | TENOOT %
Method of Payment From AMX m
Thu D5 [1]
Bank Account 1D From FNBO01 E
Thu | SNBOO2 B

Batches to Print 4

Print By:
‘@ Customer ID
~1 GL Period/Account
' Bank Account - Deposit/Batch 1D
) Deposit/Batch 1D
' Method of Payment

[ companyH [ 12262007 | Terminal Tooo [ ovR

Inquiry I 1. Enter the range of customers whose information you want to include in the
journal, or leave the boxes blank to include all customers.
Fa 2. Enter the range of payment methods and bank accounts whose associated
quiry | i ; . .
receipts you want to include in the journal, or leave the boxes blank to
include all.
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Inquiry I 3. Select the batch numbers you want to print. You can print multiple batches at
once.

4. Select the order in which you want to print the journal.

5. Select the output device. After you produce the journal, the Transaction
Reports menu appears.

Cash Receipts Journal

12/28/2007 Builders Supply Page 1
5:21 PN Cash Receipts Journal

By Customer ID
Deposit/
Batch ID Cust ID Credit Invoice Payment Ccustonmer/ Inv Pymt Discount/ Type/
Tran No. Bank ID GL Aecount Nurdber Date e Balance Payment Amount Mcohd Difference Check # Balance Due
oooool ACEOO1 101000 00oo0zos81 12/28/2007 O .00 §5.00 CHE .00 000654 65.00-
oozz FNEOO1
oooool ACEOO1 1010 1zg70064 12/21/2007 O 35487.99 35487.99 CHE .00 014289 .00
ooo1 FNEOO1
Customer ACEOO1 ACE BUILDERS Total 35532.99 .00
oooool CASHCA 1010 1zg70072 12/21/2007 O 51487.23 1940.87 C2H .00 ChsH 49546.38
oo1s FNEOO1
Customer CASHCA CASH SALES-OAKLAND, Ci Total 1940.87 .00
oooool CASHND 1010 12670079 12/21/2007 O 15618.29 763.29 CSH .00 ChsH 14855.00
oo17 FNEOO1
oooool CASHND 1010 BiL FURD 12/21/2007 O 14855.00 14855.00 CSH .00 ChsH .00
o016 FNEOO1
Customer CASHMD CASH SALES-BALTIMORE, MD Total 15618.29 .00
oooool CASHMN 1010 1zg70081 12/21/2007 O 7419.00 1710.72 C3H .00 ChsH 5708.28
oo1s FNEOO1
oooool CASHMN 1010 BiL FURD 12/21/2007 O 5708.28 5708.28 CSH .00 ChsH .00
o019 FNEOO1
Customer CASHMN CASH SALES-MINNEAPOLIS Total 7419.00 .00
oooool CASHPS 1010 1lzg70082 12/21/2007 O 29431.58 1788.43 C2H .00 ChsH 27643.13
oozo FNEOO1
oooool CASHPS 1010 BiL FURD 12/21/2007 O 27643.13 27643.13 CSH .00 ChsH .00
ooz1 FNEOO1
Customer CASHPS CASH SALES-DALLAS, TX Total 29431.58 .00
oooool DALOO1 1010 1270066 12/21/2007 O 7203.92 7203%.92 CHE .00 013649 .00
oooz FNEOO1
Customer DALOO1 DALLAS-FT WORTH DOME HOMES Total 7203.92 .00
oooool KaNOO1 1010 12670067 12/21/2007 O 71899.10 71699.10 CHE .00 087118 .00
0003 FNEOO1
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Methods of Payment Journal

The Methods of Payment Journal summarizes cash receipts by methods of
payment. Use this function to produce alist of receipts for credit card claims.

Select Methods of Payment Journal from the Transaction Reports menu. The
Methods of Payment Journal screen appears.

ﬂ Methods of Payment Journal =] & =)
LCommands Edit Modes Other Help
5@¥E§|E‘|ﬂ@ ?@|QQ 0K || Abandon |
Method of Payment ~ From AMK E|
Thu DD (8]
Batches to Print: 1
Prirt Type:
@ Cash
Check
Credit Card
Write-off
COther
Direct Dehit
All Methods
|Company H 051472008 |Terminal TO0D |OVR
Inquiry I 1. Enter the range of payment methods whose associated receipts you want to
include in the journal, or boxes blank to include all payment methods.
Inquiry I 2. Select the batch numbers you want to print. You can print multiple batches at
once.

3.  Select the payment types you want to include in the journal.
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You can include payment methods in two ways:. entering a range and
selecting a payment method. Take care to make the two specifications agree.
For example, if you entered VIS at From and Thru for acredit card and then
selected 1 for cash, the journal would not have any data because no payment
method is both a credit card and cash.

4. Select the output device. After you produce the journal, the Transaction
Reports menu appears.

Methods of Payment Journal

05/14/2008 Builders Supply Page 1
3:41 PM Methods of Payment Journal
Type All Methods
Method Description Type GL Account
CHK Check Check 100000
Deposit/ Invoice Payment Payment
Batch ID Cust ID Number Tran Date Bank ID Check Number Amount
000001  GREOOL  PAYMENT 0022 12/12/2007 FNBOO1 345333 12500.00
000001  ACE0OL 00002081 0026 12/12/2007 FNBOO1 634223 8728.76
000001  ACEQOL 12670046 0027 12/12/2007 FNBOQ1 634223 74619.56
000001  ACEQOL 00000013 0028 12/12/2007 FNBOO1 634223 26694.14
Payment Method CHE Total 123542.46
Method Description Type GL Account
oD Direct Debit Direct Debit 100000
Deposit/ Invoice Payment Fayment
Batch ID Cust ID Number Tran Date Bank Name Account Number Routing Code Amount
000001  LOS001 0029 05/14/2008 First National Bank HHHAN4321 EEEEEEEE] 3410.52-
Payment Method DD Total 3410.52-
Grand Total 120131.94
End of Report
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Deposits Report

Use the Deposits Report function to summarize and list bank deposits from
receipts of type cash and check.

Select Deposits Report from the Transaction Reports menu. The Deposits
Report screen appears.

m Deposits Report o] = |-
Commands Edit Modes Qther Help
ﬁxt;‘ﬁ‘ﬂ‘?@‘@@ oK Abandon
Bank Account 1D From FMNBOO01 El
Thru  SNBOOZ (3]
Deposits / Batches to Print 0
| companyH | 120282007 | Terminal To00 | OVR
: 1. Enter the range of bank accounts whose associated deposits you want to
Inquiry | , ) -
include in the report, or leave the boxes blank to include all bank accounts.
Inquiry I 2. Select the batch numbers you want to print. You can print multiple batches at
once.

3. Select the output device. After you produce the report, the Transaction
Reports menu appears.

Accounts Receivable 6-17



CHAPTER 6 ¢ Transaction Reports

Deposits Report

A sample Deposits Report is at the end of this section.

Deposits Report

1z/z&/2007
5:29 PH

Bank FNEOO1 - 1st National Bank

Builders Supply
Deposits Report

Avcount § FE973

Page 1

Deposit # 000001

End of Report

Cust. ID Customer Name Checks Cash Check No. Paymwent Date
ACEDOL ACE BUILDERS 35467.99 014269 1z/z21/2007
ACEDOL ACE BUILDERS 65.00 000654 1z/z8/2007
CASHCL CASH SALES-OAKLAND, CA 1940.87 1z/z21/2007
CASHHD CASH SALES-BALTIMORE, HMD 14855.00 1z/z21/2007
CASHHD CASH SALES-BALTIMORE, HMD Te3.29 1z/z21/2007
CASHMN CASH SALES-MINMEAPOLIS 1710.72 1z/z21/2007
CASHMN CASH SALES-MINMEAPOLIS 5708.28 1z/z21/2007
CASHPS CASH SALES-DALLAS, TX 1788.43 1z/z21/2007
CASHPS CASH SALES-DALLAS, TX 27643.13 1z/z21/2007
DALOOL DALLAS-FT WORTH DOME HOMES 7203.92 013649 1z/z21/2007
KinNOoOo1 KANSAS CITY GEODESIC HOMES 71699.10 087118 1z/z21/2007
KinNOoOo1 KANSAS CITY GEODESIC HOMES 11267.90 087118 1z/z21/2007
KinNOoOo1 KANSAS CITY GEODESIC HOMES 4960.03 087118 1z/z21/2007
KinNOoOo1 KANSAS CITY GEODESIC HOMES 1z07z.97 087118 1z/z21/2007
Los001 LOS ANGELES CONSTRUCTICN CO. 16776.38 109077 1z/z21/2007
Los001 LOS ANGELES CCNSTRUCTICN CO. 342.38 109077 1z/z21/2007
SUNOO1 SUNSHINE HOMES, INC. BzZ46.32 oov7ie 1z/z21/2007
TENOO1 TEMMESSEE SHELTERS, INC. 26109.72 009187 1z/z21/2007
TENOO1 TEMMESSEE SHELTERS, INC. 49288.20 009187 1z/z21/2007
TENOO1 TEMMESSEE SHELTERS, INC. 5706.21 009187 1z/z21/2007
TENOO1 TEMMESSEE SHELTERS, INC. 18895.87 009187 1z/z21/2007
VIS0Oo1 VISL 11155.54 055186 1z/z21/2007
Deposit/Batch Total 333667.55 279257.83 54400.72
EBank FNEOO1 Total 333667.55 Z279257.83 54400.72
Grand Total 333667.55 Z279257.83 54400.72
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Credit Card Authorization Report

Print the Credit Card Authorization Report to get alist of cash receipts entered

@ into Accounts Receivable and Sales Order transactions with credit card payment
methods. This report will list al the credit card cash receipts and can sort which
cash receipts require an authorization number.

Follow these stepsto print the Credit Card Authorization Report:

1. Select Credit Card Authorization Report from the Transaction Reports
menu. The Credit Card Authorization Report appears.

ﬂ Credit Card Authorization Report (=] @ =
Commands Edit Modes Other Help
2xizna@n[ 240 0K (Abandon
Method of Payment  From ANX @
Thru  (vis g
Batches to Print: 4
Pririt
@ Authorizations Needed
) Autharized
= All
Status Bar |Company H |05/13/2008 | Terminal Ta00 [OVR

2. Select the Method of Payment From and Thru you want to includein the
report. Leave these fields blank to include al payment methods in the report.

3. Thenumber of Batches available to print is displayed.
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4. Select the information you want to Print on the report:

Authorization Needed: Print only the cash receipt transactions that are
above the amount entered into the CC authorization required for
amounts exceeding, business rule and have not had an authorization
numbered entered into the cash receipt transaction.

Authorized: Print only the cash receipt transactions that are below the
amount entered into the CC authorization required for amounts
exceeding, business rule and have had an authorization numbered
entered into the cash receipt transaction.

All: Print al cash receipt transactions regardl ess of whether they have an
authorization number entered or not.

Click OK. The Select Batches dialog box appears.

X select Batches [l @ |5
Commands Modes  Other Scroll Commands  Help
R L FIECAEY)
D Description Lock Status @ = ---eeeee- Report Print Status --------- Tag
Sales Credit Receipt
999997 Released Printed Printed Printed O ||
999995 Rel | Printec Printed Printec [[]
[ Enter = toggle tag [ All ] Last year [ Mone ] [ Done ] [ Prev field ] Goto

Scroll through the batches and press Enter to toggle the batches to
printed.

Press A to select all batches for inclusion in the report.
Press N to deselect all batches for inclusion in the report.

Press D when you are done selecting inclusion in the report.
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Credit Card Authorization Report
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*  PressP toreturn to the previous screen to change the parameter for the

report.

6. When done selecting batches, the Credit Card Authorization Report main

screen will appear. Press OK to process the report.

Credit Card Authorization Report

05/19/2008
2:07 PH

Pmt Method

Credit

Builders Supply
Card Authorization Report

Page

1

End of Report

Batch Trans Cust ID Customer Name Card Number Buthorization Bmount
Type Cardnolder Name Expiration Date
000001 0030 ACEOD1 ACE BUILDERS 2111466577462532 2457 3000.00
50 Transaction Ace Builders, Inc. 09/2009
000001 0025 L0OS001 LOS ANGELES CONSTRUCTICN CO. 1111634766239920 813 50278.72
Cash Receipts LA Construction Co 12/2008
000001 0031 ACE0D1 LOS ANGELES CONSTRUCTICN CO. 1111634766239920 286 3121.37
Cash Receipts Ace Builders, Inc. 12/2008
Payment Method MC Total 56400.02
Grand Total 56400.09

Accounts Receivable
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Post Transactions

When you post transactions, open invoices are created in the ARINxxx (Open
Invoice) file for each sales and miscellaneous credit entry in the ARTDxxx and
ARTHxxx (Transaction) files. The due date for each transaction is updated from
the invoice date and the number of due days for the terms code, and the discount
dateis updated from the invoice date and the number of discount days from the
customer’s terms. A payment record is created in the ARINxxx file for each cash
receipt.

The system creates atemporary file, ARTMTxxx, to storeline-item entries, totals,
and cash receipt information. As you post information, the line-item information
is posted first; then the totals are updated. When all the line items are posted, the
cash receiptsinformation is posted, and finally the bank reconciliation
transactions are posted and summary GL entries are cal culated.

If you post detailed information to General Ledger, the system creates entriesin
the GLIRxxx (Journal) file for each line item. If you post summary information,
the transaction figures are summarized into one entry for each account.

The balance and the sales and payment history fields in the ARCUxxx
(Customer) file are updated. The period-to-date, month-to-date, year-to-date, and
last-year fieldsin the ARPYxxx (Payment Methods) file are updated.

The month- and year-to-date gross sales figures in the ARSRxxx (Sales Rep) file
are updated.

The taxable and nontaxable totals from the transactions update the totals in the
RMTXxxx (Tax Groups) file.

If you keep detail and summary history, the ARHIxxx fileis updated by line-item
and totals detail, and the ARHSxxx file is updated by summary totals for the
company, customer, and items sold when applicable.

Posted transactions are cleared from the ARTDxxx, ARTHxxx, and ARCRxxx
(Cash Receipts) files, and the temporary files are erased.
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Interfaces

6-24

General Ledger

If Accounts Receivable interfaces with General Ledger, debit and credit entries
are created in the GLIRxxx file. If you post detail information, entries are made
for each line item. If you post summary information, one entry is made for each
account.

When you post invoices for sales on credit, entries are made to these accounts:

Sales Sales Tax Freight Misc AR

CR CR CR CR DB

The sales/COGS account code record provides the sales account. The general
ledger account in the tax group record provides the sales tax account. The
distribution codes record provides the other accounts.

The costs for each line item send entries to these accounts:

Inventory COGS

CR DB

Theitem record or the ARGLxxx table provides the inventory account. The item
record or the sales/COGS account code record provides the COGS account.

The miscellaneous credits for each line item send entries to these accounts;

Sales Sales Tax Freight Misc AR

DB DB DB DB CR

The sales/COGS account code record provides the sales account. The account in
the tax group record provides the sales tax account. The distribution code record
provides the other accounts.
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The costs for each line item send entries to these accounts:

Inventory COGS

DB CR

Theitem record or the ARGLxxx table provides the inventory account. The item
record or the sales/COGS account code record provides the COGS account.

When you post invoices for cash receipts, entries are made to these accounts:

AR Cash Discounts
CR DB DB

The payment method record provides the cash account, and the ARGLxxx table
provides the discounts account.

The source of the accounts receivable account (or whichever account is credited
by cash receipts) can vary. If you enter a customer |D when you enter cash
receipts, the associated distribution code specifies the accounts receivable
account. If you do not enter a customer |D when you enter cash receipts, you
specify the accounts receivable account.

Job Cost

If Accounts Receivable interfaces with Job Cost, posting updates the billing
information in the JOBSxxx and JOHIxxx files. If ajob or phase is completed,
posting also updates the actual end date.

Bank Reconciliation

If Accounts Receivableinterfaces with Bank Reconciliation, each posted deposit
creates a summary record in the BRTRxxx (Transactions) file.
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Inventory

If Accounts Receivable interfaces with Inventory, on-hand and in-use quantities
are decreased, and quantities and history are updated. The system also calculates
average pricesin the INUPxxx (Units Pricing) file.

Before Posting

Before you post, do these things:

« If you have a multiuser system, make sure that no one elseis working with
the batches you are posting. You cannot post if someone else isworking
within the batches.

e Print the Sales Journal (see page 6-7), the Miscellaneous Credits Journal
(see page 6-9), and the Cash Receipts Journal (See page 6-13).

e Back up al the datafiles.

The information in the Sales Journal and the Miscellaneous Credits Journal
comes from the ARTDxxx and ARTHxxx files. Theinformation in the Cash
Receipts Journal comes from the ARCRxxx file. Posted entries are cleared from
these files to make room for the next group of entries. Because you cannot
reconstruct the journals after you post, printing them before you post is
important.

Backing up your data files before you post is an important practice. Unforeseen

problems, such as a power surge or failure, can interrupt the post and result in the
loss of data.
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Post Transactions

Select Post Transactions from the Transaction Reports menu. The Post
Transactions screen appears.

Inquiry | 2.

H Post Transactions o] @ =)
Commands Edit Modes Other Help
'}?XE‘E‘H@‘?@‘@@ oK Abandon

Have You Backed Up Your Data Files? [

Batches to Post: 4

Post Ta:
9 C 2007

2006

Age All Customners? v

Frint Zero Balance Logs? ]

| companyH [ 120282007 | Terminal To00 | OVR

If you have backed up your datafiles, select the check box (or enter Y in text
mode); if not, clear the check box (or enter N in text mode). If you haven't
backed up your files, return to the Transaction Reports menu and do so
before posting.

Select the batch numbers you want to post. You can post multiple batches at
once.

Select the fiscal year to which you want to post. If Accounts Receivable does
not interface with General Ledger or if you did not create last-year datain
General Ledger, you must post to the current year.

If Accounts Receivableinterfaceswith General Ledger and you have created
last-year datain General Ledger, select the fiscal year to which you want to
post the journal entries. You can post to the current-year GLIRxxx file or to
the last-year GLIRxxx file.
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4. If you want to age all customers, select the check box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).

If you elect not to age all customers, the system does not make any aging
adjustments.

If you elect to age all customers, the customer aging buckets can be updated
in one of three ways. If you printed invoices, the invoice date entered in the
Print Invoices function serves asthe basis for aging. If you did not print
invaices, the invoice header date serves as the basis for aging.

If you did not enter an invoice number (and therefore no invoice date), the
post date—the system date when you use this function—serves as the basis

for aging.

5. Select the check box (or enter Y in text mode) if you want to print logs for
customers with zero balance; clear the box (or enter N in text mode) if not.

6. Select the output device.
A sample posting log is at the end of this section.

After posting is completed and the log is printed, the Transaction Reports
menu appears.
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Post Transactions Log

12/28/2007 Builders Supply Page A-
5:36 PN Post Transactions
Terminal: TOOO
Batches Posted:
000001 000002 999997 999993
Posted to CURRENT YEAR (2007
12/28/2007 Builders Supply Page B-
5:36 P POST INVENTORY ITENS
Batch Tran # Ln Tp Invoice Loc. Item # or Job/Phase oty Shipped Units Unit Cost Extended Cost
Lot Numbers
Serial Numbers
000001 D012 001 IN 12670201 MNOOO1 100 4.0000 PEG 343 . 5500 1374.20
000001 D012 00z IN 12670201 MNOOO1 150 2.0000 PEG 507.5300 1815.06
000001 D012 003 IN 12670201 MNOOO1 300 2.0000 Ei 22.0100 44.02
000001 D012 004 IN 12670201 MNOOO1 550 3.0000 PEG .0000 .00
000001 D012 005 IN 12670201 MNOOO1 600 2.0000 Ei 117.2500 234.58
000001 D012 006 IN 12670201 MNOOO1 100 1.0000 PEG 343 . 5500 343.55
TRANSACTION TOTAL 3811.41
000001 0013 001 IN 12670202 MNOOO1 250 10.0000 C3 1269.1000 12691.00
000001 0013 00z IN 12670202 MNOOO1 300 6.0000 Ei 22.0100 132.06
000001 0013 003 IN 12670202 MNOOO1 350 2.0000 Ei 226.9900 453.98
TRANSACTION TOTAL 13277.04
000001 0014 001 IN 12670203 CAOOO1 100 2.0000 PEG 343.0582 696. 12
TRANSACTION TOTAL 696.12
000001 0015 001 IN 12670204 CAOOOL 10.0000 1670.3200 16703 .20
000001 0015 00z IN 12670204 CAOOO1 300 4.0000 Ei 21.3254 85.30
TRANSACTION TOTAL 16788.50
000001 0016 001 IN 12670204 TXO00O1 550 5.0000 PEG 1001. 6700 5008.35
000001 0016 00z IN 12670204 TXO00O1 300 2.0000 Ei 21.1435 4z.28
000001 0016 003 IN 12670204 TXO00O1 350 2.0000 Ei 203. 5500 417.10
TRANSACTION TOTAL 5467.74
000001 0017 001 IN 12670205 MNOOO1 100 2.0000 PEG 343 . 5500 687.10
TRANSACTION TOTAL 687.10
000001 0018 001 IN 12670206 MNOOO1 1.0000 50.0000 50.00
TRANSACTION TOTAL 50.00

Accounts Receivable
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Post Transactions

Post Cash Receipts Log

Builders Supply Page D- 1
POST CASH RECEIPTS

12/28/2007
5:36 P
Hehd Type Description Amount
CSH 1 Cash 54403.72
1 TOTAL CASH 54403.72
CHK z Check 279257.83
z TOTAL CHECES 279257.83
GRAND TOTAL 333667.55

+ open Invoice Created

1z/28/2007
5:36 FPM

Dep # Date

Builders Supply Page E- 1
POST DEFOSITS

Amount

BANK ACCOUNT FNBOO1 - 1st Wational Bank

000001 1z/z28/2007

TOTAL FOR BANE ACCOUNT FWBOO1

GRAND TOTAL

End of Report

333667.55

333667.55

333667.55

6-30

Accounts Receivable



Create ACH File

Use the Create ACH File function to output a NACHA compliant ASCII file
@ containing direct debit payment information for transfer to the bank.

NOTE: You must create the ACH table before using this function. See“How to
Create the ACHxxx Table” on page 6-32.

B Create ACH File =l = ===
Commands Edit Modes Other Help
2xiErean[-¢[ee [_OK_ ) (Abandon)
Bank Account ID FNBOO1 B
Batch Mumber 0000001
Generate ACH Format ADV (&)

Untransmitted
Mumber of Receipts 1
Total Receipts 321137

Qutput File Name
CFMBACH.TXT

Recreate from Prior ACHRun? ||
Prior ACH Date/Time Run LY ﬂ [

Determing untransmitted totals. |Company H |05.f1 3/2008 |Terminal TOOD | INS

Lookup | 1. Select the bank through which the ACH file will be processed.
2. Select the batch number to include in the ACH file.
Lookup | 3. Select the ACH format that you wish to generate.

4. TheNumber of Receipts field displays the number of paymentsthat will be
included in the ACH file from the chosen batch.
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Create ACH File

5. The Total Receipts field displays the total payment amount that will be
included in the ACH file from the chosen batch.

6. Enter the file name and path to use for the file in the Output File Name field.

Lookup ] 7. Select the Recreate from Prior ACH Run? option to reproduce an ACH file
from aprior run. Enter the Prior ACH Date/Time Run information to

recreate thefile.

Click OK to generate thefile in the chosen file path, click Abandon to erase your
data and begin again, or press F7 to return to the Transaction Journals menu

without generating the ACH file.

Create ACH File Log

05/13/2008 Builders Supply

File C:/FNBACH.TXT
Receipt Date 05/13/2008

Cust ID Customer Name Account Number Routing Code

3:11 PM ACH File Creation Report - ADV Format

Amount

PRGE 1

ACEOQO1 ACE BUILDERS 987654321 099999999

Total Amount Credited to Company Bank Acct: 0001658973 000000013
Total Number of Transactions 1
#* End of Report *#*

3271.37

3271.37

How to Create the ACHxxx Table

The ACHxxx table holds the Federal Tax ID number for the company. The xxx in
thetitle is meant to be replaced with the Company ID. Follow these steps to

create the ACHxxx table.

1. Openthe Tables function in the File Maintenance menu.
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2.

Inthe Table ID field, enter ACHx (replace x with the company 1D).

B arte == s
LCommands Edit Modes Other Help
2xizramn|-¢ (0
Table ID ACHH 4| Description Tax ldentification Mumber Table
MNumber of Cols 2 Column Length 12 Type .A = ]

Description Tax ID

Federal TIN |485-78-3827

|Company H |05/13/2008 | Terminal Ta0D |OVR

Enter Tax Identification Number Table in the Description field.
Enter 2 in the Number of Columns field.

Enter 12 in the Column Length field.

Enter A in the Type box (for Alpha).

Enter Description - Tax ID in the column description field.

Enter Federal TIN in the first row of the first column. Press Enter.

Enter the federal tax ID number for the company in the first row of the
second column.

10. Click OK to save the table and exit.

Accounts Receivable
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Accounts Receivable

Open Invoices

Introduction

When you enter a transaction whose invoice has been paid
completely, and you post, information about the transaction
amounts moves from the ARCRxxx (Cash Receipts) and
ARTDxxx and ARTHxxx (Transaction) files to the ARCUxxx
(Customer) file and the ARHIxxx and ARHSxxx (Detail and
Summary History) files.

The invoices and payments are posted to the ARINxxx (Open
Invoices) file. Usethe functions on the Open Invoices menu to
take open invoicesinto account. You can put disputed invoices
on hold to halt aging or release held invoices, calculate finance
charges for invoices past due, and produce several reports to
serve as areference of your open invoices and as part of a
larger audit trail for all transactions.
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Hold/Release Invoices

UsetheHold/Release Invoices function to put disputed invoices on hold, release
held invoices, split apayment or credit into several parts, or reapply a payment or
credit to an outstanding invoice.

If you put an invoice, amiscellaneous credit, or a cash receipt on hold, it does not
appear on the customer’s statement, but it continues to age properly. Finance
charges are not assessed for held invoices.

Select Hold/Release Invoices from the Open Invoices menu. The Hold/
Release Invoices screen appears.

B Hold/Release Invaices == =]
Commands Edit Modes Other Scroll Cornmands  Help

2xiznemo|-¢ /@0 ok
Customer ID ACEDDT b ACE BUILDERS
Account Type Open Invoice
Invoice |Type ‘Stat |\nvc Date Check Mo Gross Amount; D\scuum|

10 l:u:l
00000038 INVG |REL 10/23/2010 85.249 DDE]
00000033 INVC |REL  |10/23/2010 00 .00 =
00000040 INvC  |REL  |10/23/2010 623.26 .00
00000041 INVG |REL 10/23/2010 146516 o0
00000042 INVC |REL  |10/23/2010 678.75 .00
00000043 INvC  |REL  |10/23/2010 1465.16 .00
00000044 INVG |REL 10/23/2010 B78.75 o0
00000052 INVC |REL  |10/28/2010 2662.50 .0a
1 INvC  |REL  |08/23/2009 1065.00 00
10220025 INVG |REL 1241242010 3121.37] oo+
10220036 INVC |REL  |[10A14/2010 00 .DDE]

[ Custamer I [ First I [ Last I [ Mext I [ Prav I
[ Hold/release ] [ All ] [ Splitfreapply ] [ Go to ]

[Cormpany H [10/26/2010 [Terminal TDOO [CvR

" Inquiry I Enter the ID of the customer whose invoices you want to hold or release. If you
= Maint ] use the Maintenance (F6) command, the Customers function temporarily
appears.
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After you enter the ID, information about the customer appears: the customer’s
account type, status, date and amount of the last payment, and check number.

« Towork withinvoicesfor adifferent customer, press C. Then enter the ID of
the customer whose invoices with which you want to work.

e Towork with invoices for the first customer on file, pressF.

e Towork with invoices for the last customer on file, pressL.

e Towork with invoices for the next customer on file, press N.

e Towork with invoices for the previous customer on file, pressP.

e Tohold or release an invoice, move the prompt to the invoice you want to
change and press H to change the status. To change it back, pressH again.

e To change the status of al invoices from one type to another, press A. In the
window that appears, enter H to change all statusesto HOLD or R to change
all statusesto REL (released).

e Tosplit apayment or credit memo into more than one payment or credit
memo or to reapply a payment to an invoice, press S. Then enter the amount
of the new invoice and the invoice number to which you want to apply
payment.

«  Tomove to a specific invoice number, press G and enter the number. (You
can use this command only if there is more than one screen of invoice
numbers.)

When you are finished working with information for the customer, enter
another customer 1D, or exit to the Open Invoices menu.
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Open Invoice Report

The Open Invoice Report lists the invoices, miscellaneous credits, and cash
receiptsin the ARINxxx (Open Invoice) file. Only open invoice customers
(account type O) in the ARCUxxx (Customer) file are included in this report.

The Open Invoice Report showsonly summary (totals) information. If you need
amore detailed report for sales analysis, print the Detail History Report (see
page 8-11).

Before you produce the Open Invoice Report, make sure that you have posted all
the transactions.

Select Open Invoice Report from the Open Invoices menu. The Open Invoice
Report screen appears.

ﬂ Open Invoice Report [=] = =)
Commands Edit Modes Other Help
%Xt§|%|ﬂ@|?@|@@ QK Abandon
Pick CustomerlD From  ACED01 (3]
Thu  TENODI B
Include Paid Invoices After 12152007 @

Company H 1272812007 Terminal TOOO | OVR
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Inquiry I 1. Enter therange of customers whose information you want to include in the

report.

2. Enter the date of the first paid invoice that you want to include in the report.
Paid invoices dated on or after the date you enter are included in the report.

3. Select the output device. See “Reports’ on page 1-37 for more information.
A sample Open Invoice Report is shown below. Theletter H in the St (status)
column indicates that the invoiceis on hold. The amountsin the Gross

Amount column are the invoice total s before discounts are taken.

After you produce the report, the Open Invoices menu appears.

Open Invoice Report

12/28/2007 Builders Supply Page 1
5:43 P open Invoice Report
Invoice Invoice Due Discount Gross Discount Hisc
Number  Type St HOP Date Date Date Amount. Amount. Payments Credits Balance
Customer ACEODL ACE BUILDERS
00002081 IN 05/18/2007 06/16/2007 05/29/2007 76270.55 1525.41 76270.55
00002081 PY CHK 12/28/2007 65.00 76205.55
12670046 IN 09/05/2007 10/05/2007 09/15/2007 74619.56 1452.39 150825.15
12670064 IN 11/24/2007 12/24/2007 12/04/2007 35467.95 709.36 166253 .14
12670064 PY CHK 12/21/2007 35467.95 150825.15
12670074 IN 12/21/2007 01/20/2008 12/31/2007 21722.07 434,44 172547.22
12670206 IN 1z/21/2007 01/20/2007 12/31/2007 100.00 z.00 172647.22
12670207 CH 1z/21/2007 15693.74 156953 . 48
24889030 IN 12/09/2007 01/06/2008 12/159/2007 4528.82 95.56 161682 .30
TOTAL 213105.03 35532.99 15693.74 161682 .30
GRAND TOTAL 213105.03 35532.99 15693.74 161682 .30
End of Report
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Aged Trial Balance

The Aged Trial Balance shows the invoice balances broken down into five aging
periods. The detail report shows full detail for all invoices; the summary report
shows only the aging period totals.

For balance forward customers, the summary balances of the five aging periods
are shown. For open invoice customers, the invoices, credits, and receipts in the
ARINxxx (Open Invoice) file and the aging period each of the transactions
belongs to are shown (provided you elect to include full details).

If you have open invoice customers, the aged balancesin the Aged Trial Balance
may not be the same as the ones in the ARCUxxx (Customer) file. The balances
in Aged Trial Balance are up-to-date on the day you print the report; the balances
in the ARCUxxx file are updated at the end of the month, when you post, or if the
online aging option is set to YES.

If you do not do periodic maintenance before you enter activity for anew month,

the Current columnsin the report show activity for the current month and all the
months you did not do periodic maintenance.
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Aged Trial Balance

Select Aged Trial Balance from the Open Invoices menu. The Aged Trial
Balance screen appears.

Inquiry | 1

X Aged Trial Balance ol & (==
Commands Edit Modes Other Help
L LILIE Y
Customer ID From ACEQD1 @ Age By
Thru CASHTX E] @ Invoice Date
Sales Rep From DM m ) Discount Date
Thru PRT m ) Invoice Due Date
State From AK E]
Thru A7 @ Print By
Distribution Code From ol m @ Customer D
Thru 02 m ) Customer Name
Aging Date 1212812007 © Sales Rep
Cutaff By Date - 1212812007 [@ () State/City
Include Paid Invoices After 12/28/2007 ) Distribution Code
Aging Breaks Days Date
Current 1212872007 Past Due Customers Only? =}
Past Due 1 30 | 11/28/2007 ﬁ] Full Detail?
Past Due 2 60 | 10/29/2007 ﬁ] Balance Forward Customers? I}
Past Due 3 90 | 09/29/2007 Zero Balance Customers? I}
Past Due 4 120 | 08/30/2007 Print Page Breaks
[ companyH | 12282007 | Terminai Tooo [ ove

Enter the range of customers, sales reps, states, and distribution codes you
want to include in the report, or leave the boxes blank to include all.

Accept the default aging date, or enter the date the systemistouseasa

starting point for aging.

You can exclude paid invoices from the aging report by specifying a cutoff
date. Specify the point at which you want to cut off invoices on the report.

e Select Date from the list box and accept the default cutoff date, or enter
adifferent cutoff date. Invoices dated later than this date do not appear

in the report.

e Select Period from thelist box and enter the GL period and year.
Invoices with periods after this one do not appear in the report.
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Aged Trial Balance

Open Invoices ¢ CHAPTER 7

10.

11.

12.

13.

14.

Accept the default date, or enter the date of the first statement that you want
to include in the report. Invoices paid before the date you enter are not
included in the report.

Aging breaks are the dates that define aging buckets, or categories of
invoices with a particular aging status. The categories are Current and Past
Due 1-4. Accept the default dates, or enter different dates.

Select the date by which you want to age invoices.
Select the order in which you want to print the report.

If you want to include only customers whose balance is past due, select the
check box (or enter Y in text mode); if not, clear the box (or enter N).

If you want to list line-item transactions associated with each customer,
select the box (or enter Y in text mode). If you want to list only totals
associated with each customer, clear the box (or enter N in text mode).

If you want to include balance forward customers, select the box (or enter Y
in text mode); if not, clear the box (or enter N in text mode).

If you want to include zero balance customers, select the box (or enter Y in
text mode); if not, clear the box (or enter N in text mode).

If you want to include the contact ID, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).

If you want information about each sales rep, state/city, or distribution code
to begin on a new page, select the box (or enter Y in text mode). If you want
the information produced in a continuous flow, clear the box (or enter N).

You can print page breaks only if you elected to organize the report by sales
rep, state and city, or distribution code (as selected in the Print By section of
the screen) and if you have more than one page of data.

Select the output device. See “Reports’ on page 1-37 for more information.
After you produce the report, the Open Invoices menu appears.
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A sample Aged Trial Balance is shown below. Unapplied credits (in the
Unapplied column) are applied to the customer totals for each aging period.
The letter H in the St (status) column shows that the invoiceis held. The
Current column shows balances that are not 31 days old yet.

Aged Trial Balance

Builders Supply Page 1
Detail Accounts Receivable Rged Trial Balance
Aged By Invoice Date
Sorted By Customer ID
Rging Date: 06/30/2010 Cutoff Date: 06/30/2010

ST
Invoice t p Inv Date Emount Current 31-60 61-90 91-120 Over 120 Unapplied
(505)555-1646 Contact BRIAN Sales Rep GPD Garry P. Deacon
1065.00 1065.00
2366.43 2366.43
5916.08 5916.08

Cust ACEQ01 TOTAL

GRAND TOTAL 9347.51 .00 .00 .00 .00 9347.51 .00

End of Report
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Cash Flow Report

The Cash Flow Report helps you calculate the amount of cash that is due to be
received with any one of four aging periods you specify. (It does not show paid
invoices.)

The information comes from the ARINxxx (Open Invoice) file and the ARCUxxx
(Customer) file.

Select Cash Flow Report from the Open Invoices menu. The Cash Flow Report
screen appears.

Inquiry | 1

ﬂ Cash Flow Report EIEl @
Commands Edit Modes Other Help

%Kt§|@||ﬂ@|?@|@@ 0K Abandon

Pick  Custorner D From  ACEO0Y
Thru CASHPS

»]=]

Print:
@ All invoices

Cnly held invoices

Enter four dates for aging periods
12282007 [
017272008 ||
02/262008 ||
03272008 |

(]

[ companyn | 12zm8m007 | Terminaitono | owvr

Enter the range of customers whose information you want to include in the
report, or leave the boxes blank to include all customers.

Select the invoices you want to include in the report. You can include al
invoices or only invoices that are on hold.
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3. Enter four aging periods for the invoices, or accept each default date. Enter
the datesin chronological order, the earliest date first.

4. Select the output device. See “Reports’ on page 1-37 for more information.
After you produce the report, the Open Invoices menu appears.

Cash Flow Report

12/28/2007 Builders Supply Page 1
5:50 PH Cash Flow Report
L1l Invoices

Invoice S5 T Dus Discount Afrer Afrer Afrer Afrer
Nuribher T P Date Date Amount current 1z/2&/2007 01/27/2008 02/26/2008 03/27/2008

Custower ACEO01  ACE BUILDERS

00002061 I 06/18/2004 05/29/2004 76270.59
00002061 P 1z/28/2007 1z/2&/2007 65.00- 76205.59
12670046 I 10/05/2007 0%/15/2007 74619.56 74619.56
12670064 I 1z2/24/2007 1z/04/2007 35467.99
12670064 P 1z/21/2007 1z/21/2007 35467.95- .00
12670074 I 01/20/2008 1z/31/2007 2172z2.07 21722.07
12670206 I 01/20/2005 12/31/2004 100.00 100.00
12670207 C 01/20/2005 1z/21/2004 15693.74- 15693 .74~
24859030 I 01/08/2008 1z/19/2007 4925.82 4925.8682
Customer Total 161662.30 135231.41 26650.59 .00 .00 .00
GRAND TOTAL 161662.30 135231.41 26650.59 .00 .00 .00

End of Report
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Calculate Finance Charges

If your company assesses finance charges, use the Calculate Finance Charges
function to calculate finance charges on overdue invoices, to produce areport of
finance charges, and to update the new finance charge in the ARCUxxx
(Customer) file.

Finance charges are assessed only for customers that are set up for finance
charges and that have an associated finance charge code in the ARCUxxx file.
The calculation is based on the minimum charge, the percentage, the invoice or
due date, and the cutoff days specified in the customer’s finance charge code.

If you recalculate finance charges, you must do it before you do periodic
maintenance. Performing periodic mai ntenance moves the figure in the New Fin
Chg field to the Unpaid Fin Chg field in the customer record and creates an open
invoice in the ARINxxx (Open Invoice) file.
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Select Calculate Finance Charges from the Open Invoices menu. The
Calculate Finance Charges screen appears.

B} Calculate Finance Charges o= 5=
Commands Edit Modes Other Help
R‘Xté‘ﬂ|ﬂ@ ?6‘@9 oK || Abandon
Customer 1D From ACE001 (]
Thru SUN0O1 (a]
Statement Date 08/21/2010 [
Finance Charges Based Off Invoice date -
Print Zero Amount Customers? 9]

[Company H [06/21/2010 [Terminal TO00 [OVR

Inquiry | 1

7-14

Enter the range of customers for which you want to calculate finance
charges, or leave the boxes blank to include all customers.

Accept the default statement date, or enter adifferent date. Invoice aging for
open invoice customersis based on this date.

To calculate finance charges based on the due date, select Due Date. To
calculate finance charges based on the invoice date, select Invoice Date.

Finance charges are calcul ated for invoices dated before the default date,
which is determined by the number of days in each customer’s finance
charge code and the due or invoice dates.

Check the Print Zero Amount Customers? box (or enter Y in text mode) to
include customersin your report that have a zero finance charge amount
calculated. Uncheck the box (or enter N in text mode) to exclude those
customers from the report.
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5. Select the output device. See “Reports’ on page 1-37 for more information.
A sample finance charge report is shown below. The letters BF in the Type
column indicate a balance forward account; the letters Ol indicate an open
invoice account. The note FINANCE CODE = 0 indicates that the customer is
not assessed finance charges.

After you produce the report, the Open Invoices menu appears.

Calculate Finance Charges Report

2446538 oo Finance Code = 0

0o oo Finance Code = 0

.on oo Fi ]

.on oo Fi ]
TOTAL .on 4258.85 24465.38 Nl
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Statements

Statements show the month’s transactions, summarizing your customer accounts.
Use the Statements function to print statements for customers whose records

specify that they receive statements.

Select Statements from the Open Invoices menu. The Statements screen

appears.
Statements o] @ ==
Commands Edit Modes Other Help
ﬁxt§|e‘a@|?0‘@@ 0K | Abandon |
Customer ID  From | ACE001 E Print Statements:
Thru | TENDO1 E @ For All Customers
For All Customers With Activity
Closing Date 10/15/2010 @ With Nonzero Balances
Statement Date 10/15/2010 @ With Positive Balances
Cutoff Date 10/15/2010 @ With Balances 30+ Days Old
Include Paid Invoices after =] With Balances 60+ Days Old
Print YD Finance Charge With Balances 90+ Days Old
Print PO Number?
Print Copies of E-Mailed Statements? F
Print By
® Customer/Invoice Number
Customer/Invoice Date
Dunning Messages: 90 Days Legal action is imminent.
60 Days Seriously past due. Please remit
30 Days Your account is past due.
General Please pay promptly.
[Company H[10/15/2010 [Terminal TO00 [OVR

Inquiry |

|eave the boxes blank to include al customers.

Accounts Receivable

1. Enter the range of customers for whom you want to produce statements, or
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7-18

10.

11.

12.

13.

Accept the default date as the closing date, or enter the date that customers
must pay their statements to avoid finance charges.

Accept the default date as the statement date, or enter the date you will issue
the statements. This date is used to age invoices for open invoice customers.

Accept the default date as the cutoff date, or enter a different cutoff date.
Invoices dated later than this date do not appear on the statements.

Accept the default date, or enter the date of the first paid invoice you want to
include in the statements. Paid invoices dated on or after the date you enter
areincluded in the statements.

If you want to print customers' year-to-date finance charges on the
statements, select the check box (or enter Y in text mode); if not, clear the
box (or enter N in text mode).

If you want to print purchase order numbers on the statements, select the box
(or enter Y in text mode); if not, clear the box (or enter N in text mode).

If you would like to print copies of e-mailed statements, select the box (or
enter Y in text mode); if not, clear the box (or enter N in text mode).

Select the order in which you want to print the statements.
Select the group of customers whose statements you want to print.

The messages that were used the last time you printed the statements appear.
Accept the messages for their respective aging periods, or enter different
messages. The messages are printed on the statements.

Select the output device. See “Reports’ on page 1-37 for more information.

If you elect to print the statements, an alignment character is printed in the
statement’s top right-hand corner. If the X is not centered in the alignment
box or if the Xsare not aligned in the grid on laser forms, adjust the form
and select No (or enter N in text mode). The alignment character is printed
again. Continue this procedure until the form is aligned; then select Yes (or
enter Y in text mode) to print the statements.
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After you print the statements, the Open Invoices menu appears.
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Statements

Statement

7-20

STATEMENT
. ) BUILDERS SUPPLY
ulaers 4301 DEAN LAKES BLVD. PAGE ]
su SHAKOPFEE MN 55379
pp Y DATE 12/28/2007
ACCOUNT NO  KANOD1
ATTN: BLAIR P
KANSAS CITY GEODESIC HOMES
2382 WEST 53RD AVENMUE
KANSAS CITY MO 56666 AMOUNT DUE  430717.61
TERMS 1/10,n/30
PLEASE DETACH AND RETLRN THIS PORTION WITH YOLIR PAYMENT
INVOICE DATE | INVOICE NO. TYPE CHECK NO. CHARGES CREDITS BALAMNCE
11162007 12670067 N 71609910
12212007 12670067 PY 7118 T1e0a.10 A0
12/102007 12670075 N 11267.90
12212007 12670075 PY T8 1126790 A0
127212007 12670202 N 255322 25532.21
12212007 12670205 N 951.37 951.37
12212007 12670208 CR 2642.70 2642.70-
107202007 24880024 T3032.30
11272007 24880024 Py 26801 6R972.27
12212007 24589024 PY T8 4960.03 A0
11122007 24880028 N 418040.70
12212007 24589028 PY T8 1207297 40687673
Legal action is imminent.
¥TD Finance Charges added to your account : .00
Activity after 12/28/2007 will be reflected in your next staterment
CURRENT 31-60 DAYS 61-90 DAYS | OVER 90 DAYS | FINANCE CHARGE | AMOUNT DUE
00 406876.73 00 2384088 00 43071761
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Customer Analysis Report

Print the Customer Analysis Report to find out how much money you are
making from your customers, if they are paying on time, the last time each
customer purchased items, and who your most profitable customers are. This
report isvaluable if you are planning a marketing strategy and want to consider a
specific group of buyers.

Produce the Customer Analysis Report before you do periodic maintenance,
because periodic maintenance clears several fieldsin the ARCUxxx (Customer)
file.

Select Customer Analysis Report from the Open Invoices menu. The
Customer Analysis Report screen appears.

“ Customer Analysis Report [ = =]
Commands Edit Modes Other Help

%XEZ|I§|E@|?@|QQ oK Abandon

Fick Customer D  From | ACEDO1 IE
Thru | TIMOD (3]

Select

Period-to-Diate History?
Quarerto-Date History?
Year-to-Date History?
Last-Year History?

ERERERE

Print By
@ Customer ID
Sales Rep ID

| companyH | 12;8mo07 | TerminaiTooo | s

Inquiry I 1. Enter the range of customers you want to include in the report, or leave the
boxes blank to include all customers.
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2. Select or clear the check box (or enter Y or N in text mode) to indicate the

types of history information you want in the report.

The selections progressively cover more history; for example, the year-to-
date history includes period-to-date history. When you elect to include a
field, the information is broken down at that level. For example, when you
include Period-to-Date, the period information is broken down as such.
When you exclude Period-to-Date and include Year-to-Date, the period-to-
dateinformation is presented as an overall part of the year's total.

Select the order in which you want to print the report.
Select the output device. See “Reports’ on page 1-37 for more information.
A sample Customer Analysis Report is shown below. The sales amount is

the net of the line items.

After you produce the report, the Open Invoices menu appears.

Customer Analysis Report

TOTAL

End of Report

12/28/2007 Builders Supply Page 1
8:05 AM Custower Analysis Report

By Customer ID
—————————————— Custower -------------- Rep --- Terwms --- Dist. Credit Limit Balance Due  First Sales Last Sales
D Nane Per Days MNet Code Date Date
ACEOO1  ACE BUILDERS GFD 2.0 10 30 Ol 315000 161682.30  07/14/2006 1z/21/2007

PTD
QTD
YTD
LiY

PTD
QTD
YTD
LiY

—————————————————— Sales History

Sales Profic Inv. Average Inv.
Z21208.74 492 . T4- 3 T060.58
211319.27 45727.99 5 42263 .85
1659889.09 490136.87 15 110659.27
1223579.63 370863 .25 =) 152947.45
Z21208.74 492 . T4- 3 T060.58 161882.30
211319.27 45727.99 5 42263 .85
1659889.09 490136.87 15 110659.27
1223579.63 370863 .25 =) 152947.45
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Commissions Report

The Commissions Report shows the sales information for each sales rep who
had activity during the selected range of dates. If you elected not to save detail
sales history in the Resource Manager Options and Interfaces function, no
information is available for this report.

Produce the report before you do periodic maintenance, because you can clear
the ARHIxxx (Detail History) file through that function. Open invoicesin a
period whose history you deleted are not included in the Report.

You can produce a report with commissions broken down by line items,
commissions broken down by invoices, or summary commissions. The line-item
detail report shows the price, profit, and commission for each line item. The
invoice detail report shows the total price, profit, and commission for each
invoice. The sales rep summary report shows only the totals for each sales rep.

If asalesrep’s commission isbased on paid invoices, commissions are cal cul ated
only on the portion of sales that has been paid for open invoice customers and
balance forward customers. (See page 3-14 for an explanation of how
commissions are calculated.)
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Select Commissions Report from the Open Invoices menu. The Commissions
Report screen appears.

ﬂ Commissions Report EI = @
Commands Edit Modes Other Help
zxz|uema|2e/ee [ oK ]| Avandon]
Fick  Sales Rep From DMM [
Thru PRT [a]
Invoice Date Fram |E||
Thru ﬁ
Print:

@ Line ltem Detail
Invoice Detail
Sales Rep Summary

| ComparnyH | 12/28/2007 | TeminalTOOD | INS

Inquiry | 1. Enter the range of sales reps whose commissions you want to include in the
report, or leave the boxes blank to include all sales reps.

2. Enter the range of dates of the invoicesto be taken into account in the report.
3. Select the type of detail you want to include in the report.

4. Select the output device. See “Reports’ on page 1-37 for more information.
After you produce the report, the Open Invoices menu appears.
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Commissions Report

12/28/2007 Builders Supply Page 4
§:14 AN Commissions Report

Sales Rep: DHN Employee ID: Thru 12/28/2007 Line Item Detail
Nene Donna I Mendelsohn

cust. ID Inv. No. Date Inventory ID Description Extended Price Profit Percent Commission
DALDO1 12670066 11/14/2008 150 Plunbing Package 1905.81 156.69 100.0

DALDO1 12670066 11/14/2008 450 Slide by Uindow 24" 813.38 z7.48 100.0

DALDO1 12670066 11/14/2008 480 Slide by Uindow 307 2320.36 20.21 100.0

DALOO1 12670066 11/14/2008 TRANSACTION TOTALS .00 .00 100.0

DALDO1 12670066 12/21/2007 PAYNENT RECEIVED 7203.92-

DALDO1 12670068 11/14/2008 Invoice Total 7203.52 361.31 100.0 378.21
TENDO1 24889031 12/08/2008 Heaving/Cooling Pack 28833. 860 28833. 860 100.0

TENOO1 24885031 12/08/2008 TRANSACTION TOTALS .00 .00 100.0

TENDO1 24889031 12/08/2008 Invoice Total 28833. 860 28833. 860 100.0 1513.76
TENDO1 12670076 12/18/2008 250 Exterior Panels 3807.04 17.25-  100.0

TENDO1 12670076 12/18/2008 700 Cabinets 1859, 17 1456.01 100.0

TENOO1 12670076 12/18/2008 TRANSACTION TOTALS .00 .00 100.0

TENDO1 12670076 12/21/2007 PAYNENT RECEIVED 5706.21-

TENDO1 12670078 12/18/2008 Invoice Total 5706.21 1478.76 100.0 299.58
DALDOL 12670077 12/24/2008 300 Interior Door 208.00 3.44-  100.0

DALDO1 12670077 12/24/2008 350 Entry Door 5362.64 148.89 100.0

DALDO1 12670077 12/24/2008 600 Standard Uindow 24" 571.87 zz.0z-  100.0

DALDOL 12670077 12/24/2008 700 Cabinets 2848.75 z244.01 100.0

DALOO1 12670077 12/24/2008 TRANSACTION TOTALS .00 .00 100.0

DALDO1 12670077 12/24/2008 Invoice Total 8591.26 2367.44 100.0 47z.04
Sales Rep DMN Total Based on  5.250% of Net Sales /Booksd Sales 1264399.33 8525z1.55 66380.96
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History Reports

Introduction

The history reports get information from the ARHIxxx and
ARHSxxx (Detail and Summary History) files. Each report
serves as areference for activity after you post; together they
provide a source of data you can use to complete an audit trail.
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AR Analysis Report

The AR Analysis Report provides an analysis of your company’s outstanding
receivables. The report has three parts. Each part compares the receivables of a
period you specify with those of a previous period, the previous three periods,
and the same period of the previous year.

Thefirst section of the report shows the total sales and a breakdown of salesinto
aging buckets and the number of days sales were outstanding. The second section
shows a composite of receivables that are outstanding for more than 30, 60, 90,
and 120 days. The third section shows the average invoice amount, number of
days sales were outstanding, number of invoices you sent to customers, and
number of payments you received from customers.

The system reads backwards through the ARHSxxx (Summary History) file to
find datafor the previous periods. If you did not do period-end maintenance for a
period, the datais inaccurate for that period.

You cannot produce this report if you did not elect to keep summary history in

the Resource Manager Options and Interfaces function, if the reporting period
you specify has no summary history, or if you did not build the ARPDxxx table.
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Select AR Analysis Report from the History Reports menu. The AR Analysis
Report screen appears.

E AR Analysis Report e = s
Commands Edit Modes Other Help
b [P35 ‘ i<} ‘ @ & ‘ ? @ ‘ @ @ OK Abandon

Report Period/Y ear 1242007

Days in Period 30

| companyH | 12n82007 | Terminai Tooo | NS

Accept the current period and fiscal year that appear from the ARPDxxx
table, or enter a different period or fiscal year.

Enter the number of days that have gone by in the reporting period you
entered. All other periods use 30 days as an average. The number you enter is
used to calculate the number of days that sales are outstanding.

Select the output device.

A sample AR Analysis Report is at the end of this section. The system
inserts the periodsin the report. An asterisk (*) in the report indicates that no
summary history isavailable for that period or it isinsufficient for arange of
periods. In the first section of the report, finance charges are included in the
Total AR column but not in the individual aging columns. The amountsin
the second section are a composite of all receivablesthat are outstanding for
more than 30, 60, 90, and 120 days.

After you produce the report, the History Reports menu appears.
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AR Analysis Report

12/28/2007 Builders Supply Fage 1
B:15 AN AR Bnalysis Report
Feriod 12 - 2007
Aocounts Receivable Balance Days 3ales
Current 31-60 §1-90 91-120 Over 120 Total iR Outstanding
Period 12 172733. 19 462104. 16 54281.84 74619.56 99189.46 862948.21 1z1.11
3-Period ivy 57577, 73 479603 . 62 126335.36 49746.37 59084.39 772347.47 52.77
Prior Period .00 644709, 57 155164.24 74619.56 35388. 60 909881.97 38.59
Last Year Period 12 .00 345107.12 .00 .00 63127.31 408234. 43 35.05
—————— Over 30 —------ ——-—-- Over 80 ---—--—- —--—-- Over 80 ------- —-——-— Over 120 —---—--
Total Amt Pet/Tot Total Amt Pet/Tot Total Amt Pet/Tot Total Amt Pet/Tot
Period 12 §90215.02  79.98 228110.86  26.43 173819.02  20.14 99189.46  11.50
3-Period ivy 714769.74  92.55 235166.12  30.45 108830.76  14.09 59084.39 7.68
Prior Period 909881.97 100.00 265172.40  29.14 110008.16  12.09 35388. 60 3.89
Last Year Period 12 408234.43  100.00 63127.31  15.46 63127.31  15.46 63127.31  15.46
Period 12 --- 3-Period Avy --- --- Prior Period --- -Same Period Last ¥r-
Amount Amount Pot Amount Pot Amount Pot
Lverage Invoice 13360.19 32937.71 246.54 5§8938.85 441.15 69887.31 523.10
Lverage Days to Pay 28.50 33.55 117.72 40.08 140,67 62.00- 217.54-
Days Sales Outstanding 1z1.11 52.77  43.57 38.59  31.86 35.05 28.94
Number of Invoices 15 13 83.31 1z 75.00 s 31.25
Number of Payments 2z 14 62.14 11 50.00 1 4.585
End of Report
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Sales Analysis Report

The Sales Analysis Report provides an analysis of your company’s sales based
on areporting period you specify and of the last fiscal year’s trends by period.

The report has two parts. The first part shows the current and previous years
sales, COGS, gross profit, number of invoices, and average invoice amounts for
the reporting period, quarter, and year. The second part of the report shows the
sales, COGS, gross profit, average invoice amount, and number of invoices for
the reporting period and the previous 12 periods.

You cannot produce the report if you did not elect to keep summary history in the
Resource Manager Options and Interfaces function, if the reporting period you
specify has no summary history, or if you did not build the ARPDxxx table.

The system reads backwards through the ARHSxxx (Summary History) file to

find data for the previous period. If you did not do period-end maintenance for a
period, the datais inaccurate for that period.
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Select Sales Analysis Report from the History Reports menu. The Sales

Analysis Report screen appears.
ﬂ Sales Analysis Report [=] & =)
Commands Edit Modes Other Help
’ﬁ%t§|ﬁ|ﬂ@|?@|@@ OK‘Abandon‘
Report Period/ 2ar 1202007

| companyn | 1282007 | TerminaiTono | ns

1. Accept the current period and fiscal year that appear from the ARPDxxx
table, or enter a different period or fiscal year.

2. Select the output device.

A sample Sales Analysis Report is at the end of this section. An asterisk (*)
in the report indicates that no summary history is available for that period or
isinsufficient for arange of periods.

After you produce the report, the History Report menu appears.
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Sales Analysis Report

12/28/2007 Builders Supply Page 1
§:22 AN Sales knalysis Report
Period 12 - 2007

fffffffffffffffff Current Year Last Year

Current Period Quarter-to-Date Year-to-Date Current Period Quarter-to-Date Year-to-Date
Sales 213763.07 1317179.07 4623388.30 349436.56 8969189.11 4475124.96 #
COGS 127177.81 633760.43 2465525.35 161970.22 457135.62 2197608.34 #
Gross Profit B86585.26 683418. 64 2157862.85 187466.34 512053.4%9 2277516.62 *
Lverage Invoice 13380.19 32929.48 57078.87 69887.31 107687.68 127860.71 #
Munber of Invoices 16 40 81 5 s 35%

1z-Month Trend

Periods Sales COGE ————————— ———— e Gross Profit —---- --- Average Invoice --- -No. of Invoices-

Amount Pet/Curr Amount Pet/Curr Amount Pet/Curr Amount Pet/Curr Amount Pet/Curr
current 213763.07 100.00 127177.81 100.00 86585.26 100.00 13360.19 100.00 16 100.00
Back 1 707267.41 330.87 297944.24 234.27 409323.17 472.74 58938.95 441.15 iz 75.00
Back 2 396148.59 185.32 208638.38 164.05 187510.21 216.56 33012.38 247.10 iz 75.00
Back 3 815003.61 381.26 351230.91 276.17 463772.70 535.63 67916.97 508.35 iz 75.00
Back 4 340103.88 159.10 157004. 62 123.45 183099.26 211.47 85025.97 636.41 4 25.00
Back 5 248214.45 116.12 183559.56 144.33 64654.89 74.67 82738.15 619.29 3 18.75
Back 6 338974.33 158.57 149613.27 117.64 189361.06 218.70 112991.44 845.73 3 18.75
Back 7 294478. 69 137.76 234052.94 184.04 60425.75 69.79 98159.56 734,72 3 18.75
Back 8 287490.73 134.49 107844.81 84.80 179645.92 207.48 71872.68 537.96 4 25.00
Back 9 355651.02 166.38 304844.20 239.70 S50806.82 58.68 118550.34 887.34 3 18.75
Back 10 222974.25 104.31 150050.97 117.99 72923.28 84.22 74324.75 556.32 3 18.75
Back 11 403318.27 188.68 193563.64 15z.20 209754, 63 242.25 67219.71 503.13 6 37.50
Back 12 349436.56 163.47 161870.22 127.36 187466.34 216.51 69887.31 523.10 5 31.25

End of Report
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Detail History Report

Print the Detail History Report to find out which items are being sold most,
which customers are buying most frequently, what each customer is buying, what
each salesrep isor isnot selling, when items are being sold, and how much each

item is being sold for.

You cannot produce the report if you did not elect to keep detail history in the
Resource Manager Options and Interfaces function.

Select Detail History Report from the History Reports menu. The Detail
History Report screen appears.

E Detail History Report ol = |
Commands Edit Modes Other Inventory Lookups Help
2xtzmeman|[2o|ee
Pick  CustamerID From | ACEOO1 (3] Print By
Thru LOS007 B @ Customner D
Sales Rep 1 From EJ 7 Sales Rep ID
Thru EJ 2 Job or ltem D
Job ar tem 1D From EJ 7 Sales Category
Thru E]
Sales Category From
Thru
Invoice Date Fram 01/01/2007 Select:
Thru 12/15/2007 Invoice Line ltems
Invoice Number From Payments
Thru Sales Tax
Freight Charges
@ Full detail Misc Charges
) Summary only Finance Charges
Addl. Descriptions
@ Cuantity in base units
() Quantity in selling units
[ companyn | 12082007 | TermnaiToon | mS
Inquiry I 1. Enter therange of customers and sales reps you want to include in the report,
or leave the boxes blank to include al.
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Inquiry |

8-12

2.

10.

11.

12.

13.

14.

Enter the range of associated job or item numbers and sal es categories whose
invoice information you want to include in the report, or leave the boxes
blank to include all.

Enter the range of dates of the invoices and the range of invoicesyou want to
include in the report, or leave the boxes blank to include all.

Select the amount of detail you want to include in the report.
Select the type of units you want the report to reflect.
Select the order in which you want to print the report.

If you want the report to include invoice line items, select the check box (or
enter Y in text mode); if not, clear the box (or enter N in text mode).

If you want the report to include payment information, select the box (or
enter Y in text mode); if not, clear the box (or enter N in text mode).

If you want the report to include salestaxes, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).

If you want the report to include freight charges, select the box (or enter Y in
text mode); if not, clear the box (or enter N in text mode).

If you want to include miscellaneous charges, select the box (or enter Y in
text mode); if not, clear the box (or enter N in text mode).

If you want the report to include finance charges, select the box (or enter Y in
text mode); if not, clear the box (or enter N in text mode).

If you want the report to include additional descriptions, select the box (or
enter Y in text mode); if not, clear the box (or enter N in text mode). You can
include additional descriptions only if you elected to use additional
descriptions in the Resource Manager Options and Interfaces function.
Select the output device.

A sample Detail History Report is at the end of this section. The profit on
each saleis shown as a dollar amount in the Profit column and as a percent
in the % column.

After you produce the report, the History Reports menu appears.
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History Reports « CHAPTER 8

Detail History Report

End of Report

12/28/2007 Builders Supply PAGE 1
g:29 AN Detail Histary Report
By Customer ID
cust Rep. Description Loc./ Sls. Invoice Invoice Quantity Units cost/ Sales/ Profit %
o) 1 2 Chit. # Cat. Number Date Discount Check Amount
ACEOO1 GPD PAYMENT RECEIVED 654 0000zos1 1z/28/07 .00 65.00
ACEOO1 GPD PAYMENT RECEIVED CASH 12670015 12/27/07 .00 1595.38-
ACEOO1 GPD PAYMENT RECEIVED 3461 12670016 12/27/07 .00 67213.41
ACEOO1 GPD PAYMENT RECEIVED 14289 12670064 12/21/07 .00 35487.99
ACEOO1 GPD 100 moool Pl 1zg70201 12/21/07 4.0000 PRG 1374.20 2114.1¢6 739.96 35.0
Electrical Package
ACEOO1 GPD 150 moool Pl 1zg70201 12/21/07 2.0000 PRG 1815.06 2634.77 §19.71 31.1
Plumbing Package
ACEOO1 GPD 300 Mmjoool D1 1zg70201 12/21/07 2.0000 Ei 44.02 10z.76 58.74 57.2
Interior Door
ACEOO1 GPD 550 moool Pl 1zg70201 12/21/07 3.0000 PRG .00 4303.77 4303.77 100.0
Millwork Package
ACEOO1 GPD 00 Mmooo0l Wi 1zg70201 12/21/07 2.0000 Ei 234.58 573.30 338.72 59.1
Standard Window 24" X 40"
ACEOO1 GPD 100 moool Pl 1zg70201 12/21/07 1.0000 PRG 343.55 422.83 79.28 18.8
Electrical Package
Customer's No: 1358Z0-3D
Includes Electrical Outlets and
Breaker Box
ACEOO1 GPD SERVICE CHARGE Mmooo01 1zg70206 12/21/07 1.0000 s0.00 100.00 s0.00 s50.0
SERVICE CHARGE
ACEOO1 GPD 100 moool Pl 1zg70207 12/21/07 4.0000- PRG 1374.20- 1902.74- 528.54- 27.8-
Electrical Package
ACEOO1 GPD 150 moool Pl 1zg70207 12/21/07 2.0000- PRG 1815.06- 2634.77- §19.71- 31.1-
Plumbing Package
ACEOO1 GPD 300 Mmjoool D1 1zg70207 12/21/07 4.0000- Ei 858.04- 205.52- 117.48- 57.2-
Interior Door
ACEOO1 GPD 350 Mmjoool D1 1zg70207 12/21/07 1.0000- Ei 226.99- 526.13- 2899.14- 56.59-
Entry Door
ACEOO1 GPD 400 moool Pl 1zg70207 12/21/07 2.0000- PRG 1711.22- 2970.99- 1259.77- 42.4-
Interior Materials
ACEOO1 GPD 450 Mmooo0l Wi 1zg70207 12/21/07 6.0000- Ei 966.84- 2289.87- 1323.03- 57.8-
Slide by Window 24" x 40"
ACEOO1 GPD 550 moool Pl 1zg70207 12/21/07 3.0000- PRG .00 4303.77- 4303.77-100.0-
Millwork Package
ACEOO1 GPD 00 Mmooo0l Wi 1zg70207 12/21/07 3.0000- Ei 359.05- §59.95- 500.90- 58.3-
Standard Window 24" X 40"
CUSTOMER ACEOO1 ACE BUILDERS 2679.959- 5442.15- 2762.16- 50.8-
GRAND TOTAL 2679.959- 5442.15- 2762.16- 50.8
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Customer Sales Report

The Customer Sales Report shows how much money you are making from your
customers, the gross profit you made on the sales, the average invoice amounts,
and the number of invoices. You can list only customer sales history, or you can
include item and job history. If you elect to include item and job history, the
report shows the quantities sold.

You cannot print the report if you did not elect to keep summary history in the
Resource Manager Options and Interfaces function, if the reporting period you
specify has no summary history, or if you did not build the ARPDxxx table.

Select Customer Sales Report from the History Reports menu. The Customer

Sales Report screen appears.
ﬂ Customer Sales Report ol @ ==
Commands Edit Modes Other Help
LI LEIEEEY: o e

Pick  Customer ID From | ACEDD1 (&)
Thru | LOS001 \
Customer Class  From
Thru
Sales Rep From DMM |E|
Thu  |pRT [a]

Print By
o Customer ID
Customer Name
Customer Class

Sales Rep
Print ltem/Job History? v
Report Period/Y ear 1212007
[ Company H | 122872007 | Terminal 1000 | IS
Inquiry I 1. Enter therange of customers you want to include in the report, or leave the

boxes blank to include all customers.
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Inquiry I 2. Enter the range of customer classes you want to include in the report, or
leave the boxes blank to include all customer classes.

Inquiry I 3. Enter the range of sales reps whose associated customers you want to
include in the report, or leave the boxes blank to include all sales reps.

4, Select the order in which you want to print the report.

5. If you want to include history for items and jobs, select the check box (or
enter Y in text mode); if not, clear the box (or enter N in text mode).

6. Accept the current period and fiscal year that appear from the ARPDxxx

table, or enter adifferent period or fiscal year. After you produce the report,
the History Reports menu appears.

Customer Sales Report

12/28/2007 Builders Supply Page 1
5:34 AN Customer Sales Report with Job/Item Detail for Period 12/2007
By Customer ID

Customer —---Quantity Sold Sales --- Gross Profit ----- -- bverage Invoice --- - No of Invoices -
Item Number Quantity TUnits Amount  Feo/Tot Amount  Feo/Tot Amount  Pet/Tot Amount  Pet/Tot
ACEOO1 ACE BUILDERS 21208.74 9.92 492.74- .57- 7069.58 52.92 3 18.75

1.0000 100.00 .47 50.00 10.15- 100.00 1.41 1 33.33
100 48.0000 PEG 15893.03 74.94 597.37- 121.23 7948.52  112.40 2 66.87
iso 2.0000 PRG 2634.77 12.42 §19.71 166.36- 2634.77 37.27 1 33.33
300 3.0000 Ei 1.24 .01 64.79- 13.15 1.24 .0z 1 33.33
350 9.0000 Ei 1618.93 .63 423.98- 86.05 .00 .00 .00
400 2.0000- PRG 2970.99-  14.01- 1259.77- 255.67 2970.99- 4z2.02- 1- 33.33-
450 4.0000 Ei §25.78- 3.89- 1470.34- 298.40 .00 .00 .00
460 10.0000 Ei 1608.41 7.57 158.29- 32.12 1608.41 22.72 1 33.33
550 3.0000 PRG 4303.77 20.29 4303.77  873.44- 4303.77 g0.88 1 33.33
00 9.0000 Ei §57.08 4.04 210.05- 42.83 §57.08 12.12 1 33.33
200 1.0000 PRG 2464.41 11.82 1177.44 238.96- 2464.41 34.88 1 33.33
Total Items/Jobs 2568z.87 1z21.10 2166.33 439.65- 16943.21 239.66
GRAND TOTALS - All Sales 21z08.74 9.92 492.74- L 57— T0E9.58 52.92 3 18.75

- Items/Jobs 25682.87 1z.01 2166.33 2.50 3210.36 24.03

End of Report
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Customer Activity Report

The Customer Activity Report shows who your top customers are. The
customers are listed in descending order of sales: the customer who bought the
most is listed first and the customer who bought the least is listed last.

If you organize the report by customer 1D, the report shows only grand totals. If
you organize the report by customer class, the report shows subtotals for each
classin addition to grand totals. If you list the customers by salesrep ID, the
report shows subtotals for each sales rep in addition to grand totals.

You cannot produce the report if you did not elect not to keep summary history in
the Resource Manager Options and Interfaces function, if the reporting period
you specify has no summary history, or if you did not build the ARPDxxx table.

Select Customer Activity Report from the History Reports menu. The
Customer Activity Report screen appears.

ﬂ Customer Activity Report [l = =]
Commands Edit Modes Other Help
5%”%E§|ﬁ|ﬂ@|?@|@@ 0K Abandun‘
Fick  Customer ID From ACEDD1 E‘

Thu | SUNDOY (3]

Customer Class From
Thru

Sales Rep From u|
Thru E|

Frint By
@ Customer ID
Customer Class
Sales Rep

Report Period/Year 1242007

Company H | 12/28/2007 Terminal TO0O INS
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Inquiry I 1. Enter the range of customers, customer classes, and sales reps you want to
include in the report, or leave the boxes blank to include all.

2. Select the order in which you want to print the report.

3. Accept the current period and fiscal year that appear from the ARPDxxx
table, or enter a different period or fiscal year.

4. Select the output device. After you produce the report, the History Reports
menu appears.

Customer Activity Report

1z/28/2007 Builders Supply Page 1
8:37 AN Customer Activity Report for Peried 12/2007

By Customer ID
Cust  Customer  ————— Sales —-—--—-- -—- Gross Profit —---—- —- iverage Invoice —-- - No of Invoices -
i Hame Amount Pet/Tot Amount Pet/Tot Amount Pet/Tot Amount Pet/Tot
LOS001 LOS ANGELES CONSTRUCTION CO. 47000.00  21.99 17730.00  20.43 47000.00 351.79 1 6.25
KANOD1 KANSAS CITY GEODESIC HOMES 35108.78  16.42 10930.18  12.62 17554.39 131.39 z  1z.s0
CASHCA CASH SALES-ORKLAND, Ci 29136.39  13.63 11110.27  12.8% 14568.20 108.04 z  1z.s0
LCEOO1 ACE BUILDERS 21208.74 9.92 492.74- .57 7069.58  52.92 3 18.75
DALOO1 DALLAS-FT WORTH DOME HOMES 8991.26 4.21 2367.44 z.73 89591.26  67.30 1 6.25
GREDOD1 GREATER NEVW YORK DOMES, INC. 5449.46 3.95 189.43 .2z 5449.46  63.24 1 6.25
CASHTX CASH SALES-DALLAS, TX 4587.70 z.15 1688.15 1.85 .00 .00 .00
CASHPS CASH SALES-DALLAS, TX 1715. 64 .80 761.00 .88 1719.64  12.87 1 6.25
CLSHMY CASH SALES-MINNEAPOLIS 1710.72 .80 =88, 42 1.14 1710.72  12.80 1 6.25
CALSHMD CASH SALES-BALTINORE, MD 763.23 .36 459.23 .53 763.23 5.71 1 6.25
SUNDO1 SUNSHINE HOMES, INC. 8286.32-  3.88- 1998.92-  2.31- 8286.32- 62.02- 1 6.25
GRAND TOTALS 150389.66  70.35 43731.52  50.51 10742.12  80.40 14 87.50
End of Report
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Summary Invoice History

Usethe Summary Invoice History function to produce areport that summarizes
sales information by invoice totals from history.

Select Summary Invoice History from the History Reports menu. The
Summary Invoice History screen appears.

ﬂ Summary Invoice History [=] =@ =)
Commands Edit Modes Other Help
L LRI e rrT—
Pick Customer D  From |ACEOD! B o (5
Thru | SUNODT (3] 9 Custfinvoice
Invoice Ma From Invoice Date
Thru Sales Rep 1
Invoice Date From |12/01/2007 |5 Sales Rep 2
Thru 1272872007 [T
Sales Rep 1 From |°\|
Thru |°\|
Sales Rep 2 From |i|
Thru |?|
i Company H i 12128/2007 |  Terminal TOOO | NS
Inquiry I 1. Enter therange of customers you want to include in the report, or leave the

boxes blank to include all customers.

2. Enter the range of invoice numbers and invoice dates you want to include in
the report, or leave the boxes blank to include al.

Inquiry I 3. Enter the range of sales reps you want to include in the report, or leave the
boxes blank to include all sales reps.
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4. Select the order in which you want to print the report.

5. Select the output device. After you produce the report, the History Reports
menu appears.

Summary Invoice History Report

12/28/2007 Builders Supply Page 1
5:40 AN Swmary Invoice History
Sort by Customer ID

Cust ID Invoice Inv. Date FRep 1 Rep 2 Order No. Ship To Subtotal Sales Tax Freight Hisc Total
Cust Neme P.O. Number
ACEDD1 12670018 12/03/2007 GPD 000000 62147.47 .oo .oo .oo 62147.47
ACE BUILDERS 47554497
ACEDO1 24889014 12/17/2007 GFD 00000001 0O0O0D 45286.20 .oo .oo .oo 45286.20
ACE BUILDERS 47554498

Custower ACEDOL Total 111435.67 .oo .oo .oo 111435.67
LoS001 12670020 12/01/2007 GFD 000000 160512 .42 .oo .oo .oo 160512 .42
LOS ANGELES CONSTRUCTION CO. 9588022

Custower LOS001 Total 160512 .42 .oo .oo .oo 160512 .42

GRAND TOTAL 2715945.09 .oo .oo .oo 2715945.09

End of Report
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Promotional Analysis

The Promotional Analysis Report shows a comparison of promotional pricing
with other types of pricing.

You can produce this report only if Accounts Receivable interfaces with
Inventory, where the product promotional information is stored.

Select Promotional Analysis from the History Reports menu. The Promotional
Analysis screen appears.

X Promotional Analysis [o] & =)
Commands Edit Modes Qther Inventory Lookups Help
3{*?{{2|E\|ﬂ@|?@|@@ OK. Abandon
Pick  Promo ID From | YR-END @ Sort By
Thru YR-END |?‘ @ Itemm/Location
[temn ID From |?‘ Location/ltem
Thru LY Customer
Location ID From ; Sales Rep 1
Thru |?‘ Sales Rep 2
Customner ID From | ACEQO1 |?‘ Sales Category
Thu | LOSO01 B
Sales Rep 1 From ?
Thru ‘?l
Sales Rep 2 From ‘T| Price Compatison to:
Thru [a] ® List
Invoice Date From @ Minirmum
Thru ﬁ Base
Average
Current Calculated
| company 1 [ 127282007 | Terminai Toon | ms
Inquiry I 1. Enter therange of promotion IDs, items, locations, customers, and salesreps

you want to include in the report, or leave the boxes blank to include all.

2. Enter the range of invoice dates you want to include in the report, or leave
the boxes blank to include all invoice dates.
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3. Select the order in which you want to print the report.
4. Select the item you want to compare the promotional pricing to.

5. Select the output device. After you produce the report, the History Reports
menu appears.

Promotional Analysis Report

12/28/2007 Builders Supply Page 1

5:45 AM Promotional Analysis

Ttem Location Customer Rep 1 Cat  Units Quantity List Price Promo Price Variance Variance

Descripiton Rep 2 Inv. Date Percent

100 mO001  ACEODL GFD Pl  PKG 47.0000 25189.65 15258. 78 2530.87 39.42

Electrical Package 12/20/2008

100 ¥NODO1  ACEOD1 GFD P1  PKG 4.0000 2143.80 2114.16 29.64 1.38

Electrical Package 1z/21/2007

100 MNODO1  ACEOOL GPD P1  PKG 4.0000- 2143.80- 1902 . 74— 241.06- 11.24

Electrical Package 12/21/2007

Item 100 MNO001 Total 47.0000 25189.65 15470.20 9719.45 38.59
Promo YR-END Total 47.0000 25189.65 15470.20 9719.45 38.59
GRAND TOTAL 47.0000 25189.65 15470.20 9719.45 38.59

End of Report
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Print History Invoices

Usethe Print History Invoices function to select invoices from history and print

duplicates.

You cannot produce these invoicesif you did not elect to keep detail history in
the Resource Manager Options and Interfaces function or if you purged the

ARHIxxx (Detail History) file.

Your original and history invoices may be different, because not all the
information from your original invoicesis saved in history.

Select Print History Invoices from the History Reports menu. The Print History

Invoi ces screen appears.

X Print History Invoices o= =
Commands Edit Modes Other Help
&FXE§|3‘3@|?@‘@@ 0K || Abanden |

ACE001

LOS001

00000013
1

From
Thru

Customer 1D

From
Thru

Invoice Number

06/01/2010
12/29/2010

From
Thru

Invoice Date

Message for All Invoices:

Thank you for your order.

Print  Invoices s

Print Additional Descriptions?

Delivery Method

Print Copies of E-Mailed Invoices?

Override Customer E-Mail Address?

To:  |brad@osas.com

Ky

12670001 | 3|

=)
=

(3]
Y

Email

v

V]

Company H|12/29/2010 |Terminal TO00 |OVR

Accounts Receivable
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Inquiry | 1
Inquiry | 2.

8-24

Enter the range of customers for which you want to print invoices or credit
memos, or leave the boxes blank to include all customers.

Enter the range of invoice numbers and invoice dates you want to print, or
leave the boxes blank to include all.

Accept the default message that the system prints on the invoices and credit
memos, or change the message.

Indicate whether you want to print invoices, credit memos, or both.

If you want to print additional descriptions, select the check box (or enter Y
in text mode); if not, clear the box (or enter N in text mode).

Choose Print or Email to deliver al of the invoices by that method, or
choose Customer to use the default delivery setting for the customers for
whom an invoiceis being sent.

If you want to print copies of emailed invoices, select the check box (or enter
Y in text mode); if not, clear the box (or enter N in text mode).

To use an email address other than the customer’s default address, select the
Override Customer E-Mail Address? check box and enter the desired email
address in the To field.

Select the output device. When the invoices are printed, atotals log prints.
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Print History Invoices Form

BUILDERS SUPPLY Invoice Reprint
4301 DEAN LAKES BLVD.

.
] SHAKOPEE MN 55379
uilder’s PAGE 1

S“pp Y INVOICE DATE  10v04/2007

INVOICE NO 12670015

ACEOD

ATTN: ACCOUNTS PAYABLE
ACE BUILDERS

1588 SE 315T STREET
PADUCAH KY 286557865

ACE BUILDERS
1588 SE 315T STREET
PADUCAH KY 28655-7865

o= oroow
o4 TTIWm

TOTAL DUE TITE8.75

SLS1 sLs2 DUE DATE | DISC DUE DATE | ORDER NO |ORDER DATE| SHIP DATE | SHIP NO

GPD 10/04/2007 1002007
TERMS DESCRIPTION CUSTOMER P.O.NUMBER SHIP VIA
C.O0D. 47583201
Tx [ LINIT OF

ITEM ID cL | mMeasure | ORDERED SHIPPED UNIT PRICE EXTENSION
100 03 | PEG 2000000 3607275 7214550
Electrical Package
150+ 03 | PKG 8.0000 952.9063 T623.25

Plumbing Package

Subtotal : TOT6R.TS
TAXABLE NONTAXABLE FREIGHT SALES TAX MISC CHARGE TOTAL
TOT6R.T5 uli] 00 i) 00 TOT6R.T5

Thank you for your order.
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Print History Invoices

Print History Log

Run Totals:
Taxable
Mon-Taxable
Tax

Freight
mMisc

Total sales

Prepaid amount
Total Credit sales

Invoices Printed:

9092059,
46014,
1541.
71115,
654.
G9211388.

6201755,
3009632,

120

47

63
a0

64

71
93

8-26
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Tax Audit Report

The Tax Audit Report shows amounts allocated for as many as five tax levels.
This information comes from the transactions posted to the ARHIxxx (Detail

History) file.

Produce this report before you delete records or purge history.

You cannot produce the report if you did not elect to keep detail history in the
Resource Manager Options and Interfaces function.

Select Tax Audit Report from the History Reports menu. The Tax Audit Report

screen appears.

Tax Audit Report E=nEo ==
Commands Edit Modes Other Help
'}?xﬁ%‘ﬁ‘ﬂ@‘?@‘@@ OK Abandon
Pick  Tax Group From  CA @
Thru MM |?\
Custamer ID From  ACEO001 |?‘
Thru  KaNOOT (3]
Invoice Date From @
Thru E
Print Imvoice Detail? Fl
Print Zero Tax Invoices?
| CompanyH | 12262007 | Terminal Tooo | ms
Inquiry I 1. Enter therange of tax groups and customers you want to include in the

report, or leave the boxes blank to include all.

Accounts Receivable
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2. Enter the range of invoice dates you want to include in the report, or leave
the boxes blank to include all invoice dates.

3. If youwant to print invoice detail, select the check box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).

4. If you want to print zero-tax invoices, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).

5. Select the output device. After you produce the report, the History Reports
menu appears.

Tax Audit Report

12/28/2007 Builders Supply Page 1
5:55 AM Tax Ludit Report

Invoice Invoice Customer ID Invoice Level 1 Tax Level 2 Tax Level 3 Tax Level 4 Tax Level 5 Tax
Date Muniier Subtotal

Tax Group CAL

12/21/2004 12670204 CASHCA 32849.52 1128.93 .00 .00 .00 .00
Tax Group CAL TOTAL 32540.52 1128.93 .00 .00 .00 .00
GRAND TOTALS 32540.52 1128.93 .00 .00 .00 .00
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Periodic Processing

Introduction

Use the Periodic Processing functions to update accounts,
remove data from files, and print the Sales Tax Report.






Sales Tax Report

Print the Sales Tax Report at the end of each period for information about how
taxes have been allocated for the tax groups you set up. Print the Sales Tax
Report before you clear the sales tax in Resource Manager (see the Resource
Manager User’s Guide).

Select Sales Tax Report from the Periodic Processing menu. The Sales Tax
Report screen appears.

ﬂ Sales Tax Report E 1=} @
Commands Edit Modes Other Help
'}&XE‘E‘H@‘?@‘@@ OK Abandon
Tax Authority  From CA
Thru MN
Tax Location  From CA |E‘
Thru X m

Frint By

@ Tax Location
Tax Authaority

Print:
Sales? [l
Purchases? [l
Zero Balance Tax Classes?
Zero Balance Tax Locations?

[ CompanyH [ 12262007 | Terminal To00 | S

Inquiry I 1. Enter therange of tax authorities and tax locations you want to include in the
report, or leave the boxes blank to include all.

2. Select the order in which you want to print the report.
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3. If youwant to print sales, purchases, and zero balance tax classes and
locations, select the appropriate check box (or enter Y in text mode); if not,
clear the box (or enter N in text mode).

4. Select the output device. After the report is produced, the Periodic
Processing menu appears.

Sales Tax Report

12/28/2007 Builders Supply Page 1
S:04 AN Sales Tax Report
By Tax Location
General Ledger Accounts ——— Tax on ——-—
Tax Loc Neme Level Tax Auth. Tax ID Tax Liability Refundable Frt. Misc.
TX Texas Sales Tax 1 TX 83-2z34652121 203800 203800 NO HO
Tax Description Sales Tax
Class Exp. hect. Purch Tax Ref. Tax Taxahle Nontaxable Tax Calculated Over/Short Refundable
00 Consumer Goods 4.000 Sales 4245%.94 70758239 1693.20 1698.20 .00
806000 4.000 .000 Purch .00 .00 .oo .00 .00 .00
TOTAL FOR LOCATICN TX Sales 4245%.94 70758239 1693.20 1698.20 .00
Purch .00 .00 .oo .00 .00 .00
Taxable Nontaxable Tax Calculated Over/Short Refundable
GRAND TOTAL Sales 4245%.94 70758239 1693.20 1698.20 .00
Purch .00 .00 .oo .00 .00 .00
End of report
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Periodic Maintenance

Usethe Periodic Maintenance function to perform maintenance tasks on several
files and prepare them for the next processing period, quarter, or year. (You
cannot do periodic maintenance until the ARPDxxx tableis set up for the
company for which you are doing maintenance)

You should do periodic maintenance at the end of each period. If you do not,
transactions are posted to incorrect periods, and the amounts in the aging buckets
in the ARCUxxx file for balance forward customers are wrong.

When you perform period-end maintenance, the system performs several tasks:

Accumulates the balance totals in the ARCUxxx (Customer) file for balance
forward customers.

Agesthe figuresin the ARCUxxx filein the aging periods.

Updates the ARINxxx and ARCUxxx files with newly calculated finance
charges.

Clears the period-to-date accumulators and updates credit statusesin the
ARCUxxx file.

Clears the month-to-date gross sales amountsin the ARSRxxx (Sales Rep)
file.

Clears the month-to-date payments in the ARPYxxx (Payment Methods) file.
Posts finance charges to the GLIRxxx (Journa) file if Accounts Receivable
interfaces with General Ledger; you also have the option of clearing the

year-to-date finance charges in the ARCUxxx file.

Increments the period by 1 in the ARPDxxx table.
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When you perform quarter-end maintenance, the system performs these tasks:
* Performsall the period-end tasks.

»  Clearsthe quarter-to-date accumulators in the ARPYxxx file and the
ARCUxxx file.

Quarter-end maintenance does all the period-end maintenance tasks.
Therefore, you must perform only quarter-end maintenance at the quarter’s
end.

When you perform year-end maintenance, the system performs these tasks:

e Performsall the period- and quarter-end tasks.

e Updatesthe last-year accumulators and clears the year-to-date accumul ators
in the ARPYxxx file and the ARCUxxx file.

e Clearsthe year-to-date gross sales amounts in the ARSRxxx file.

e Clearsthe high balance in the ARCUxxx file if you select the option on the
function screen.

e Incrementsthe current fiscal year by 1inthe ARPDxxx table.

Year-end maintenance does all the period- and quarter-end maintenance
tasks. Therefore, you must perform only year-end maintenance at the end of
the year.

If you have a multiuser system, make sure that no one else is using the Accounts
Receivable system while you are doing periodic maintenance. If you run this
function while someone elseis using the ARCUxxx, ARSRxxX, ARINXXX,
ARRHXxxx, or ARRExxx files, the files are not updated.
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Select Periodic Maintenance from the Periodic Processing menu. The Periodic
Processing screen appears.

Periodic Maintenance [l = =]
Commands Edit Modes Other Help
2xm|we | me|ze|ee
Have You Choose One:
--Printed Statements? @ Period-End Maintenance
--Printed the Customer Analysis Report? _ Quarter-End Maintenance
--Backed Up Your Data Files? =l ) Year-End Maintenance

Clear
¥TD Finance Charges?
Customer High Balances?

Current Period/Fiscal ear 1272007

| companyH | 12282007 | TerminaiTooo | ms

1. Theinformation in the Customer Analysis Report comes from the
ARCUxxx, ARINxxx, and ARSRxxx files. Since the Periodic Maintenance
function affectsthe datain the ARCUxxx file, print statements, the Customer
Analysis Report, and back up your data files before you do period-, quarter-,
or year-end maintenance.

If you have not printed the statements, printed the Customer Analysis
Report, and backed up your data files (see the Resource Manager User’s
Guide), clear the check box (or enter N in text mode), return to the Periodic
Processing menu and do these tasks before proceeding. When you have
done these things, select the box (or enter Y in text mode).

2. Select the type of periodic maintenance you want to perform.
3. If youwant to clear the year-to-date finance charges in the ARCUxxx file,

select the check box (or enter Y in text mode); if not, clear the box (or enter
N in text mode).
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4. If youwant to clear the high balancesin the ARCUxxx file, select the box (or
enter Y in text mode); if not, clear the box (or enter N in text mode).

You can clear customer high balances only during year-end maintenance.

5. To begin processing, use the Proceed (OK) command and select the output
deviceto produce the error log. A sample of thislog is shown below.

When processing completes and the log is produced, the Periodic
Processing menu appears.

Periodic Maintenance Error Log

1z/zag/zo07 Buildsrs Supply FAGE 1
9:07 iM Period-End Error Log

Total New Finance Charge FPosted = 2263.88 FOR G/L Period 1z

*#* End of Report #%%
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Purge Customer Comments

Use the Purge Customer Comments function to delete comments about a
customer whose comments you no longer need.

Before you purge customer comments, produce the Customer Comments
List (see page 12-13) and make sure that the comments you intend to delete
are not needed later. Then file the list so that you have arecord of the

comments.

Select Purge Customer Comments from the Periodic Processing menu. The
Purge Customer Comments screen appears.

B Purge Customer Comments =] @ )
Commands Edit Modes Other Help
%Xté|%|ﬂ@|?@|@@ oK Abandon
Pick CustomerID  From |ACEOD! (3l
Thu  [pAD0T  [s]
Date From 01/01/2007 E|
Thru (06302007 |

Reference ID - From
Thru

[ companyn | 1zm8m007 | TerminaiTono | ms

Inquiry I 1. Enter the range of customers whose comments you want to purge, or leave
the boxes blank to include all customers.
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2. Enter therange of dates that the comments you want to purge were recorded,
or leave the boxes blank to include al dates.

3. Enter the range of references whose comments you want to purge, or leave
the boxes blank to include all references.

When you finish making your selections, use the Proceed (OK) command to
purge the comments and return to the Periodic Processing menu.
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Purge Selected Files

Use the Purge Selected Files function to clear the ARHDxxx (Additional
Descriptions), ARHIxxx (Detail History), ARHSxxx (Summary History), and
ARRExxx and ARRHxxx (Recurring Entries) files, and paid invoices from the
ARINxxx (Open Invoice) file.

Select Purge Selected Files from the Periodic Processing menu. The Purge
Selected Files screen appears.

ﬂ Purge Selected Files El Gl | @
LCommands Edit Modes Other Help
2xizramn| ¢[00 [0k (bandon]
Have you backed up your data files? W
Remove:
Recurring Ertries with Cutoff Dates Before 1212007 |[75)
Detail History for Invoices Dated Before 1212007 |[7R)
Summary History Before PeriodFiscal Year 12 | 1| 2007
Paid Invoices with Period/v'ear Before 12| 1 2007
ACH Receipts Transmitted Before 122007 |[75)
|Company H |07/15/2008 |Terminal Ta0D [OVR

1. If you have backed up your datafiles, select the check box (or enter Y in text
mode); if not, clear the box (or enter N in text mode). If you have not backed
up your files, exit to the Periodic Processing menu and do so before
continuing.

2. Enter the date of the recurring entries you want to purge. Recurring entries
dated before the date you enter are purged.
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3. Enter the date of the invoices for which you want to purge detail history.
Detail history for invoices dated before the date you enter are purged.

4. Enter the period and year of the summary history you want to purge.
Summary history before the period and year you enter are purged.

5. Enter the period of the paid invoices you want to purge. Paid invoices dated
before the period and year you enter are purged.

6. Enter the date of the ACH receipts you want to purge. ACH receipts dated
before the date you enter are purged.

To purge the files and return to the Periodic Processing menu, use the
Proceed (OK) command.
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Customers

Use the Customers function to set up and maintain customer records. You can
set up a customer as an open-invoice or as a balance-forward account. For open-
invoice accounts, you keep detail on invoices and apply payments to specific
invoices. For balance-forward accounts, you keep detail on invoices for the
current month and apply payments to the total balance.

After you set up the customer records, you must create initial (opening) balances
for them. Theway you create initial balances depends on whether you have open-
invoice or balance-forward accounts or both. See the Build Open Invoice File
function (see page 10-65) for information about how to enter initial balances.

Select Customers from the File Maintenance menu. The selection screen

appears.
ﬂ Customers [ @ ==
Commands Edit Modes Other Help
2xrramn[-¢(0@ [0 (Abandon)
Customer ID ACEDDT [
Customer Name ACE BUILDERS
Do *fou Want to Maintain:
General Information v
E-Mail Addresses
Credit and Balance Information v

Payment Information
History Information
Ship-To Addresses
Customer Comments
User-Defined Fields
Documents

Company H |06/20/2005 |Terminal TOOO |OVR
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Customers

Inquiry |

Inquiry |

10-4

Field

Customer ID

Copy From?

Customer Name

Description

Enter the ID of the customer with which you want to
work.

To delete the customer record, use the Delete (F3)
command.

Before you delete a customer record, perform
Periodic Maintenance (see page 9-5) and make sure
that the customer does not have a balance or open
invoicesin the ARINxxx (Open Invoices) file.

When you delete a customer record, the customer’s
comments are not automatically deleted. You must
use the Purge Customer Comments function (see
page 9-9) to del ete the comments.

If you entered a new customer ID, you can copy the
class, salesrep, territory, terms code, group code,
statement code, customer level, account type, and tax
information from an existing customer record. If you
frequently use aparticular combination of tax codes,
distribution codes, and other information, set them up
with the customer name Default. When you enter a
new customer that uses the same information, you
can copy from the Default customer.

Enter the ID of the customer whose record you want
to copy.

If you entered an existing ID in the Customer ID
field, the customer’s name appears; if not, thefieldis
skipped.
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Field

Do You Want to Add/
Change

Accounts Receivable

Description

The Customers function has these subscreens:

* General Information

» Credit and Balance Information
e Payment Information
 History Information
 Ship-To Addresses

¢ Customer Comments

» User-Defined Fields

¢ Documents

If you want to enter or change information on a
subscreen, select the check box (or enter Y in text
mode) and turn to the appropriate screen below; if
not, clear the box (or enter N in text mode).

When you add customers, you must enter general
information.
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Customers

General Information

If you elected to add or change general customer information, this screen

X General Information == ==
Commands Edit Modes Other Help
%th‘ﬁ|ﬂ‘?@‘@@ oK Abandon
Cust ID ACE001 Status Active i Terms Code |2PCT |E|
Name ACE BUILDERS 2/10,ni30  Reg
Address 1 1588 SE 31ST STREET 2.00% 10 DAYS NET 30
Address 2 Group Code 0
Address 3 Stmt Delivery E-Mail -
City/State PADUCAH KY E Invc Delivery E-Mail -
Zip/Country 28655-7865 us El
Ship Zone 01
Attention ACCOUNTS PAYABLE Cust Level ACEQ001 \El
Phone (505)555-1646 Acct Type Open Invoice -
Fax (502)555-1566 Distrib Code R
Contact BRIAN Partial Ship? El
Class WHSL Tax Group MN IE[
Sales Rep 1 GPD El Garry P. Deacon Minnesota
Sales Rep 2 El Taxable ? Fl
Territory MIDATL Exempt ID
Web Site www.ace-builders.com
Active, Inactive Company H |12/29/2010 | Terminal TO00 |OVR
Field Description
Cust ID The customer ID from the header screen appears.
Status The customer may be flagged as Active or Inactive.
Inactive customers have limited functionality when
processing transactions.
Name Enter the customer’s name.

Address 1/Address 2/

Address 3
City
Inquiry | State

10-6

Enter the customer’s address.

Enter the customer’s city.

Enter the customer’s state or province.
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Inquiry |

Inquiry |
Maint I

Inquiry |
Maint I

Inquiry |
Maint |

Field

Zip

Country

Ship Zone

Attention

Phone/Fax

Contact

Class

Sales Rep 1

Sales Rep 2

Territory

Terms Code

Accounts Receivable

Description

Enter the customer’s zip or postal code (afive-digit
Zip code or a nine-digit zip code with the hyphen).

Enter the customer’s country code, or leave thisfield
blank. If you enter a country code, it must be among
the valid codes entered in Resource Manager (seethe
Resource Manager User’s Guide).

Enter the customer’s ship zone. Thisfield isfor
reference only.

Enter the name of the person or department you send
invoices or statements to. This nameis printed on
invoices, statements, and mailing labels.

Enter the customer’s phone and fax numbers using
the mask that appears in the field. The phone mask
used is determined by the customer’s country code.

Enter the name of the person you usually contact
about billing questions or invoice payments.

Enter the class the customer belongs to, or press
Enter to skip thisfield.

Enter the ID of the sales rep who usually sellsto the
customer, or press Enter to skip thisfield. If you
enter an existing 1D, the name of the salesrep

appears.

Enter the ID of any other sales rep who usually
shares in sales to the customer, or press Enter to skip
thisfield. If you enter an existing 1D, the name of the
sales rep appears.

Enter the territory the customer isin, or press Enter
to skip thisfield.

Terms codes describe the terms of the customer’s
payment.
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Customers

Inquiry |

10-8

Field

Group Code (0-9 or C)

Stmt Delivery

Inv Delivery

Cust Level

Acct Type

Description

Enter the customer’s payment terms code. If you use
the Maintenance (F6) command, the Terms function
temporarily appears. After you enter the terms code,
the terms percentage, days, and net due days appear.

The group code is used in the Recurring Entries
function to identify groups of customersthat have the
same periodic billing requirements. Enter the code of
the group the customer belongsto. Enter C for a
credit card customer.

Select the means by which you deliver statementsto
this customer. Select P for paper statements, E for
e-mailed statements, F for faxed statements, or N for
no statements.

Select the means by which you deliver invoicesto the
customer. Select P for paper invoices, E for e-mailed
invoices, F for faxed invoices, or N for no invoices.

Note: To e-mail or fax statements or invoices, you
must first set up system e-mail defaults. See the
Installation and Configuration chapter of the
Resource Manager User Guide for moreinformation.

Enter the level assigned to the customer, or press
Enter to skip thisfield. (If Accounts Receivable
interfaces with Inventory, the Inquiry command is
available.)

In an open invoice account you track and apply
payments to specific invoices. In abalance forward
account you track and apply payments to a monthly
invoice total.

For an open invoice account, enter |. For a balance
forward account, enter B.
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Field Description
Inquiry | Distrib Code Distribution codes describe how payment
Maint | information is to be distributed in accountsin
General Ledger.

Enter the GL distribution code for the customer. If
you use the Maintenance (F6) command, the
Distribution Accounts function temporarily
appears. After you enter the distribution code, the
account information appears.

Partial Ship? If the customer accepts partial shipments, select the
check box (or enter Y in text mode); if not, clear the
box (or enter N in text mode). If the customer does
not accept partial shipmentsand you ship an order for
the customer, a message warns you if you try to back

order items.
_Inquiy | Tax Group Enter the ID of the tax group where you want sales
Maint | tax for the customer to be assigned. If you use the

Maintenance (F6) command, the Tax Groups
function temporarily appears (see the Resource
Manager User’s Guide). After you enter the tax
group code, information about the tax group appears.

Taxable? If the customer should be charged salestax, select the
check box (or enter Y in text mode); if not, clear the
box (or enter N in text mode).

Exempt ID If the customer is non-taxable, you should enter the
customer’s tax exemption ID for your tax records.

Web Site Enter the Internet address of the customer’s web site
for reference purposes.

When you save the entries using the Proceed (OK) command, the next screen
you selected appears. If you did not select another screen, the Customers
selection screen appears.
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E-Mail Addresses

If you elected to add or change general customer information, this screen

appears:

EX E-Mail Addresses =8 ich=

Commands Edit Modes Other Scroll Commands Help
&?Xté|ﬁ‘ﬂ@|?0|®® OK Abandon
Customer 1D ACE001 ACE BUILDERS
‘Type ‘E-MailAddress ‘
Invoice To : garrydeacon@bigmail.com B
Statement To : garrydeacon@bigmail.com
QOther To : garrydeacon@bigmail.com B

IR

CineNo { 001 of 003 )

Enler:edil] [ Append ] [ View ] [Nexl screenl [Plechreen] Goto

[Company H[08/13/2010 [Terminal T000 [OVR

The E-Mail Addresses screen stores both e-mail information for a customer and
information for use in the on-demand invoice and statement functions. If you
elected to send invoices and/or statements to the customer in the general
information screen for the customer, use this screen to define the e-mail
addresses to be used to send invoices and/or statements to the customer.

e To continue with the next customer maintenance screen you selected, press

N. If you did not select another screen, the Credit and Balance Information
selection screen appears.
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«  Toreturn to the previous customer maintenance screen you selected, press P.
If you did not select another screen, the General Information selection screen

appears.

* Togotoaspecific eemail addressin thelist, press G.

e Press S to send an email to the highlighted address with your default email
editor.

e Toaddan e-mail address, press A. To edit an e-mail address, press Enter. In
either case an e-mail address information window appears

X Append E-Mail Addresses == -
Commands Edit Modes Other Help

L LR

Type Statement -

To/CC/BCC Ta -

E-Mail toby@ace-builders.com

Name Toby B.

Description Ace Builders Accounting

Field Description

Type Set the type of the e-mail address as Invoice,
Statement, or Other.

To/CC/BCC Choose whether this e-mail address will be sent asa
regular e-mail (To), acarbon copy (CC) or and blind
carbon copy (BCC).

E-Mail Enter the e-mail address.

Name Enter the name associated with the e-mail address.

Description Enter a description for the e-mail address.

When you save the entries, you are returned to the e-mail address information
scroll region. When you save the entries using the Proceed (OK) command, the
next screen you selected appears. If you did not select another screen, the Credit
and Balance Information selection screen appears.
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Credit and Balance Information

If you elected to add or change the customer’s credit information or balances, this
screen appears:

m Credit and Balance Information el = ]
Commands Edit Modes Other Help
zxzleema/elee
Custamer ID ACEQ01 ACE BUILDERS Open Invoice
Credit Informatian
Pymt Methad CHK [3] Check
Fin Charge? ]
Fin. Charge Code |UU |4
Credit Limit 315000
Credit Hold 1
Balance Information
New Finance Charges 0o
Unpaid Finance 0o
Current Due 13673844
Balance 31-60 days 0o
61-90 days 0o
91-120 days 00
121+ days 0o
Unapplied Credits i}
Taotal Dug 136738.44
Status Bar | CompanyH | 0&mim007 | TerminalTODD | OVR

The Credit and Balance Information screen stores basic credit information and
summary amounts for each customer. This balance information is updated by the
ARINxxx file when you post. If you elected to use online aging in the Resource
Manager Options and Interfaces function, the ARINxxx file also updates the
bal ances each time you work with an open item customer. As aresult, you can
enter the initial balances here and have the system update them as often as you
want.

If the customer is an open invoice customer whose individual invoices you want
to work with, setting initial values on this screen is not important.
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Unless you are setting up the system for the first time and will use the Build
Open Invoice File function, be wary of changing the values on the Credit
and Balance Information screen. Changes you make after setting up the
system affect the validity of your data. If you make changes, the system
warns you when you use the Periodic Processing function that the balances
in the ARINxxx file do not match those in the ARCUxxx file.

Field

Inquiry | Pymt Method
Maint I

Fin Charge?

Inquiry I Fin Charge Code
Maint I

Credit Limit

Accounts Receivable

Description

Enter the customer’s usual method of payment. If
you use the Maintenance (F6) command, the
Payment Methods function temporarily appears.
After you enter the payment method code, the pay
type and description appears.

If you want to be able to apply afinance charge to
the customer, select the check box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).
If this customer is not eligible for finance charges,
and you use the Calculate Finance Charges
function, Finance Code = 0 appears after the
customer’s information on the log.

If you elected to assess finance charges on past due
balances for this customer, enter the finance charge
code associated with the proper terms, percentage
and minimums for the finance charge calculation. If
you use the Maintenance (F6) command, the
Finance Charge Codes function temporarily

appears.

Enter the customer’s credit limit, accept the default
value, or enter 0 if the customer has no credit limit.
If the credit used on a transaction surpasses the
customer’s credit limit, a message states that the
customer’s credit limit has been reached.
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Field Description

Credit Hold? If the customer is on credit hold, select the check
box (or enter Y in text mode); if not, clear the box
(or enter N in text mode). If you place the customer
on hold and then enter a sale paid for on credit, a
message states that the customer is on credit hold
and the system does not alow the transaction.

New Fin Chg The FINCHxxx table determines how you assess
finance charges or penalty feesfor late payments. As
you assess charges, post information, and receive
payments, the Calculate Finance Charges function
updates this value. Accept thisvalue, or enter a
different value.

Unpaid Fin Chg If the customer has an unpaid finance charge, enter
it, or accept the default value. The valueis updated
when you use the Periodic Maintenance function,
at which time new finance charges are added.

Current Due/Balance The Accounts Receivabl e system uses aging buckets
to measure amounts owed based on how much time
has passed since the invoice date. Accounts
Receivable has five aging buckets: Current Due
(within 30 days of the invoice date), Balance 31-60
days (after the invoice date), Balance 61-90 days,
Balance 91-120 days, and Balance 121+ days.

Enter the balance that is due for each aging bucket,
or press Enter to skip it. If you track only a
summary invoice, enter the value in the Current
Due field.

Unapplied Credits If you owe the customer money for returned items,
and the balances have not been applied to a specific
invoice or aging bucket, enter the credit amount as a
negative value here.

10-14 Accounts Receivable



Customers

File Maintenance « CHAPTER 10

Field

Total Due

Description

The new finance charge, unpaid finance charge,

current due, and balance are added, and the
unapplied credit is subtracted from that number. The
result appears as the overall amount the customer

OWes you.

When you save the entries using the Proceed (OK) command, the next screen

you selected appears. If you did not select another screen, the Customers

selection screen appears.

Payment Information

If you elected to add or change the customer’s banking information, this screen

appears:
EX Payment Information o] = =
Commands Edit Modes Other Scroll Commands  Help
2xiz|nean[24[ee oK
Customer ID ACEDN1 ACE BUILDERS Open Invoice
Validate Credit Cards?
Validate Debit Accts?
Pymt Method Card Number Cardholder's Name Expires
) q Ace Builders, Inc. 3 @
MC MasterCd OOO0OOO0NNE022 Ace Builders, Inc. 92009 @
WIS WISA OO0 XE920 Ace Builders, Inc. 4/2008 E]
Pymt Method Account Mumber Bank Name Routing Mo
oD oD 432 First Mational Bank 111000025|| =
2
|
i
o
o
b
Enter = edit ] [ Append ] [ Header ] [ Mext screen ] [ Prev screen ] [ Switch ] Goto

|Company H |06/23/2008 | Terminal Ta0D [OVR

Accounts Receivable
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You can use this screen to edit the customer’s credit card information. If you have
the banking module installed, you can also edit the customer’s direct debit
information.

Credit Card Information

The Credit Card Information screen stores multiple credit card numbers, names
and expiration dates for the cards commonly used by the customer for
prepayments and paying invoices on account. You can elect to verify credit card
numbers entered in the Transactions and Cash Receipts functions against this
file, or you can use the information on this screen for reference only.

If you want to restrict credit card numbers entered during transaction and cash
receipt entry to the card numbersin thislist, select the validate Credit Cards?
box (or enter Y in text mode); if not, clear the box (or enter N in text mode).

If you elect to validate card numbers and you enter a new credit card number in
the Transactions or Cash Receipts functions, an error message appears.

If you choose not validate card numbers, you may enter any card number, name,
and expiration dateinformation in the Transactions or Cash Receipts functions.

e To continue with the next customer maintenance screen you selected, press
N. If you did not select another screen, the Customers selection screen

appears.

e Toreturn to the previous customer maintenance screen you selected, press P.
If you did not select another screen, the Customers sel ection screen appears.

e If you have the banking moduleinstalled, press S to switch between the
credit card information and the direct debit information.

e Tochangeyour entry in the Validate Credit Cards? field, pressH.

e Togotoaspecific credit card in thelist, press G.

Accounts Receivable
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Inquiry |
Maint I

* Toaddacard, pressA. To edit acard, press Enter. In either case a Credit

Card Information window appears

[EA Edit Credit Card Information [l @ |
Commands Edit Modes Other Help
2xre|me mal:e|ee
Pymt Method AMX |4 AmEx
Card No 3111774899320122
Name Ace Builders, Inc.
Exp 71| 2008
Field Description

Payment Method

Enter the payment method code associated with the

type of credit card you are adding for the customer.
The description of the payment method appears.

Card No

Enter the credit card number asit appears on the

card. Do not enter spaces between blocks of

numbers.

Name
card.

Exp (Month and
Year)

Enter the card holder’s name as it appears on the

Enter the month and then the year that the credit
card expires. If you attempt to enter a payment using

the card on a date after the expiration month and
year, amessage appears to warn you that the card

has expired.

When you save the entries, you are returned to the credit card information scroll
region. When you save the entries using the Proceed (OK) command, the next
screen you selected appears. If you did not select another screen, the Customers

selection screen appears.

Accounts Receivable
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Inquiry |
Maint I

10-18

Direct Debit Information

The Direct Debit Information screen stores multiple credit direct debit account
numbers, names and expiration dates for the accounts commonly used by the
customer for paying invoices on account. You can elect to verify direct debit
numbers entered in the Transactions and Cash Receipts functions against this
file, or you can use the information on this screen for reference only.

e To continue with the next customer maintenance screen you selected, press
N. If you did not select another screen, the Customers selection screen

appears.

e Toreturn to the previous customer maintenance screen you selected, press P.
If you did not select another screen, the Customers sel ection screen appears.

e If you have the banking moduleinstalled, press S to switch between the
credit card information and the direct debit information.

e Tochange your entry in the Validate Direct Debit? field, press H.
« Togotoaspecific credit direct debit account in the list, press G.

e Toadd adirect debit account, press A. To edit a card, press Enter. In either
case a Direct Debit Information window appears

[EX Edit Direct Debit Information = =R

LCommands Edit Modes Other Help

2xizpe|ma|o|0e

Payment Method | DD b oD
Account No 987654320
Bank Name First National Bank
Routing Mo 099999939

Field Description

Payment Method Enter the payment method code associated with the
type of direct debit account you are adding for the
customer. The description of the payment method

appears.
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Field

Account No

Bank Name

Routing No

Description

Enter the account number for the direct debit

account. Do not enter spaces between blocks of

numbers.

Enter the bank name for the direct debit account.

Enter the routing number for the direct debit

account.

When you save the entries, you are returned to the Payment Information scroll
region. When you save the entries using the Proceed (OK) command, the next
screen you sel ected appears. If you did not select another screen, the Customers
selection screen appears.

History Information

If you elected to add or change customer history, this screen appears:

E History Information
Commands Edit Modes Other Help

=i

2xtzeamn/2o |08

OK || Abandon |

Cust ID
Name

Sales
Prafit
No/lnv
Fin Chg

Pymts

Disc

No/Pymts

Tat Days/Fay
Avg Days/Pay

Sale
Payment

Status Bar

ACEO001
ACE BUILDERS

Feriod to Date
2665089
226942

2

00
00

0.00

First Date
o7r14/2006 [

Customer High Balance

Qtr to Date
21676142
4849015

4

547524 54
.00

2

95

47.50

Last Date
1212172007 (|
1272007 [EH]

72214410

Yearto Date Last Year
1665331.24 1223579 63
492899 03 370863.25
14 ]
00
1627397 24 1110543 58
12630.63 159538
14 5
715 21
51.07 42.20
Last Amaunt Last Inv Na
21722.07 12670074
154642 54 00014189
Credit Status 332211222211

Company H | 082122007 | Terminal T000 | OVR

Accounts Receivable
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The History Information screen stores sales and payment history for each
customer. When you post transactions, the ARTDxxx and ARTHxxx
(Transaction) files update the period-, quarter-, and year-to-date accumul ators.

If you elected to keep summary history in the Resource Manager Options and
Interfaces function, thisinformation is also sent to the ARHSxxx (Summary
History) file. If you keep summary history and you use the Periodic
Maintenance function, one of three things can happen:

e When you do period-end maintenance, the period-to-date information is
transferred to the ARHSxxx file and the period-to-date amounts are cleared.

«  When you do quarter-end maintenance, the period- and quarter-to-date
information is transferred to the ARHSxxx file and those amounts are
cleared.

*  When you do year-end maintenance, the year-to-date amounts are
transferred to the Last Year column and the period-, quarter-, and year-to-
date amounts are transferred to the ARHSxxx file. Then those amounts are

cleared.
Field Description
Sales Enter the amount you made from sales to the
Period to Date/ customer this period, this quarter, this year, and last
Qtr to Date/ year.
Year to Date/
Last Year
Profit Enter the amount of profit the customer accounted
Period to Date/ for this period, this quarter, this year, and last year.

Qtr to Date/
Year to Date/

Last Year
No/Inv Enter the number of invoices you sent the customer
Period to Date/ this period, this quarter, this year, and last year.

Qtr to Date/
Year to Date/
Last Year (N5)
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Field

Fin Chg

Period to Date/
Qtr to Date/
Year to Date/
Last Year

Pymts

Period to Date/
Qtr to Date/
Year to Date/
Last Year

Disc

Period to Date/
Qtr to Date/
Year to Date/
Last Year

No/Pymts
Period to Date/
Qtr to Date/
Year to Date/
Last Year

Tot Days/Pay
Period to Date/
Qtr to Date/
Year to Date/
Last Year

Avg Days/Pay
Period to Date/
Qtr to Date/
Year to Date/
Last Year

First Sale Date

Last Sale Date

Last Sale Amount

Accounts Receivable

Description

Enter the finance charges applied to the customer’s
balance this period, this quarter, this year, and last
year. When you do periodic maintenance, the accrued
finance charges update these fields.

Enter the amount the customer paid you this period,
this quarter, this year, and last year.

Enter the discounts applied to the customer’s balance
this period, this quarter, this year, and last year.

Enter the number of payments the customer sent you
this period, this quarter, this year, and last year.

Enter the total number of days the customer took to
pay all invoicesthis period, this quarter, this year,
and last year.

Calculation of the average number of days the
customer took to pay all invoicesthis period, this
quarter, and this year is based on your entriesin the
Tot Days Pay and No Pmts fields.

Enter the date of the first sale to the customer.

Enter the date of the last sale to the customer. This
field is updated when you post transactions.

Enter the amount of the last sale to the customer. This
field is updated when you post transactions.
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Field

Last Inv No

First Payment Date

Last Payment Date

Last Payment Amount

Last Payment Number

Customer High
Balance

Credit Status

Description

Enter the number of the last invoice you received
from the customer. Thisfield is updated when you
post transactions.

The date of the customer’s first payment appears.

Enter the date of thelast payment the customer made.
Thisfield is updated when you post transactions.

Enter the amount of the last payment the customer
made. Thisfield is updated when you post
transactions.

Enter the number of the last check the customer
issued to you. Thisfield is updated when you post
transactions. If the customer’s last payment was with
cash or by credit card, CASH appears.

Enter the highest outstanding balance the customer
has had. Thisfield is updated when you post
invoices. You can clear the customer’s high balance
when you do year-end maintenance.

The system keeps arunning status of the customer’s
credit history and updates the status when you do
periodic maintenance. Each character in the field
represents 1 of 12 periods: the current period (the
first character) and the previous 11.

For each period, one of these values appears:

0 All invoices (if any) were paid within 30 days
1 Aninvoice was 31 to 60 days overdue

2 Aninvoicewas 61 to 90 days overdue

3 Aninvoicewas 91 to 120 days overdue

4 Aninvoice was more than 120 days overdue

When you save the entries using the Proceed (OK) command, the next screen
you selected appears. If you did not select another screen, the Customers

selection screen appears.

10-22
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Ship-To Addresses

If you elected to add or change ship-to addresses, the Ship-To Addresses screen

appears.
EX Ship-To Addresses == =
Commands Edit Modes Other Scroll Commands Help
2xcz|me | Bon|ze|[aa
Customer ID  ACEO001 ACE BUILDERS Default 1D
Force Ship-fo 1Ds?
Ship-To Name City ‘St |Z\D

000001 Bill Meyers Paducah KY 28655-7865 =

000002 Emma Sands Paducah KY 28655-7865 =

N

3

Enter = edit Append Header Default Goto
Next screen Prev screen

|Company H[07/01/2010 |Terminal T000 [OVR

The Ship-To Addresses screen displays all addresses associated with a customer
ID, so you do not have to look up each address separately.

e Torequirethe use of aship-to addressin transactions for the customer, check
the Force Ship-To IDs? box (or pressY in text mode).

e Toset aparticular address as the default Ship-To Address through Accounts
Receivable, press D. At the confirmation message, use the Proceed (OK)
command to accept the address as the default.

e Toreturn to the previous customer maintenance screen you selected, press P.
If you did not select another screen, the Customers sel ection screen appears.
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Inquiry |

10-24

To continue with the next customer maintenance screen you selected, press
N. If you did not select another screen, the Customers selection screen

appears.

To add an address, press A. To edit an address, press Enter. In either case a
Ship-To Address dialog box appears.

A Edit Ship-To Address e
Commands Edit Modes Other Help
2xtzme|an|2e |88 [ ok ][ Apandon |
Ship To 000001
Name Bill Meyers
Addr 1 Receiving
Addr 2 1588 SE 31st Street
Addr 3
City Paducah State KY E
Zip Code 286557865 Country US [a]
Ship Via FEDEX
Ship Zone
Tax Group \E‘
Sales Rep 1 DMM \E Donna M Mendelsohn
Sales Rep 2 GPD \E Garry P. Deacon

Field Description

Ship To Enter the ID for the ship-to address.
Name/Address 1-3/ Enter the customer’s name and address, city, state,
City/State/Zip zip or postal code, and country code, or accept the
Code/Country default information if you are editing an address.

You can use the Inquiry (F2) command to look up
and select states and country codes from the lists
that appear.

Ship Via Enter the method you usually useto ship itemsto the
customer—for example, the name of a shipping
service.
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Field Description
Ship Zone Enter the customer’s ship zone. Thisfield isfor
reference only.
M Tax Group Accept the default tax group, or enter the tax group

that applies to sales shipped to this address. When
you enter atax group, the description appears. If you
enter adifferent tax group, it overridesthe tax group
you set up for the customer in the Customers
function.

Sales Rep 1and 2 You can assign default sales reps for use when this
ship-to address is used in customer transactions. If
you enter them, these defaults will override the
defaults for the customer.

When you save the entries using the Proceed (OK) command, the next screen
you selected appears. If you did not select another screen, the Customers
selection screen appears.
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If you elected to add or change customer comments, the Customer Comments
screen appears.

n Customer Comments ol = e
Commands Edit Modes Other Scroll Commands Help
2xnm|ne|mo][ze |00 o
Customer ID ACEOO1 ACE BUILDERS
Ref D End Date 08121/2007 (BB
Date Ref Comment
01/20/2007 2 PLEASE NOTIFY JANE OF ANY SHORT SHIPMENTS. @
01/20/2007 |2 TRACER PUT OM LAST SHIPMENT. @
01/14/2006 |3 ACE AGREED TC PAY $3000 ON 2/1 B
01/04/2008 1 FLEASE NOTIFY JANE AT ACE WHEN ITEM IS MAILED
01/04/2008 1 CALLED CUSTOMER ABOUT PAST DUE BALANCE.
RefiD | [ endDate | | Append | [Enter =edit| [Nextscreen| [Brevscreen| Goto
........................................................................... e

To work with comments for only the default reference ID, press Enter. To work
with comments for a different reference ID, enter that ID. To work with all

comments, clear this field and press Enter.

Enter the date of the most recent comment you want to work with, or press Enter
to work with all comments.

The date, reference, sequence number, and text that appear for each comment
depend on the reference ID and end date you enter. The comments are arranged
by date—the most recent date first—then by reference ID and then by sequence

number.

«  Towork with comments associated with a different reference ID, press R.
Then enter the reference ID and end date.
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«  Towork with comments with a different end date, press D and enter the new
end date.

«  Toreturn to the previous customer maintenance screen you selected, press P.
If you did not select another screen, the Customers sel ection screen appears.

e To continue with the next customer maintenance screen you selected, press
N. If you did not select another screen, the Customers selection screen

appears.

e Togotoacomment for aspecific date, press G and enter the date.

e Toadd acomment, press A. To edit acomment, press Enter. In either case a
comment entry window appears.

“Edﬁ:Commenﬁ == =4
Commands Edit Modes Other Help
I E LI LRI

Date 01/20/2007
Reference 2
Comment  PLEASE NOTIFY JANE OF ANY SHORT SHIPMENTS.

Field Description

Date If you have not added or edited any other comments,
the system date appears; otherwise, the date of the
last comment you worked with appears. Accept the
default date, or enter a different date.

Reference Enter the reference ID of the comment you want to
add or edit.
Comment Enter or edit the comment, and press Enter to save

the comment record.

When you save the entries using the Proceed (OK) command, the next screen
you selected appears. If you did not select another screen, the Customers
selection screen appears.
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User-Defined Fields

If you elected to add or change user-defined field information, the User-Defined
Fields screen appears.

X User-Defined Fields =N
Commands Edit Modes Other Help

L LR

Custamer ID ACE001 ACE BUILDERS

Decisiaon Maker Thomas Wentworth

Visits this yr 0

Catalog Sent? £l

Last Visit 11/15/2000 (4]

Prev Visit 08/01/2007

| companyn | 1227m007 | TerminalTono | ms

Enter the appropriate information for each user-defined field you set up using the
Resource Manager User-Defined Fields Setup function. See the Resource
Manager User’s Guide for more information on setting up user-defined fields.

When you save the entries using the Proceed (OK) command, the next screen

you selected appears. If you did not select another screen, the Customer selection
screen appears.
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Documents

If you elected to add or change documents attached to a customer record, the
Documents screen appears. There are many types of documents you can attach to
customer records, for example, contracts, sales notes, pricing documents,
brochures, and so on.

a Documents

Commands Edit Modes Other Scroll Commands Help
2xrz|na|mo][ze |00 ok
Customer ID ACEO001 ACE BUILDERS

|Documenl Information

../Document/ARSAMPLE.DOC (Accounts Receivable Doc)

Note: You must set up file typesin Resource Manager before you can attach
documents. See the Resource Manager User’s Guide for more information.

* PressP to view the previous screen in File Maintenance.
e PressN to view the next screen in File Maintenance.
*  Press G to move directly to a different document. Then enter the document

name or exit to the Documents screen. (This command appears only if you
have more than one screen of attached documents.)
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Attach a Document

To attach a document to a customer record, follow these steps:

1. Click Append or enter A to attach a document. The Append Documents

dialog box appears.
EAppend Documents el = e
Commands Edit Modes Other Help
Fr 728 KE‘E‘E | ‘ ? @ ‘@@ OK ||Abandun|
Document ACESALETO7 paf ™
Path Li/SalesMiktgince/ )
Descriptian Sales Brochure for ACEQDO1, 7/07/2007

Enter the document file name and extension, the full file path, and a
description of the file you want to attach to the master file record.

You can use the DocumentShare directory (as specified in the Resource
Manager Directories function) to simplify entering document information.
To usethisdirectory, make sure al users have accessto the DocumentShare
directory, then store document attachmentsin that directory. When you enter
document information in the Append Documents screen, enter (DOC) in the
Path field (remember to include the parenthesis).

When you use this convention with the Open command to open an
attachment, OSA S automatically replaces the (DOC) variable with the
appropriate path and opens the attachment from that directory.

If you do not store the file in the DocumentShare directory, do not use the
(DOC) variable. Instead, enter the full file path in the Path field. OSAS will
not be able to locate the file to open it if you enter an incorrect path.

3. Usethe Proceed (OK) command to attach the file.
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Edit Attached Document File Information

To edit file information about attached documents, select the document and then
press Enter. Edit the file information in the Edit Documents dial og box, then use
the Proceed (OK) command to save your changes.

To view the file information about attached documents, select the document and
then select View (or pressV in text mode). The View Documents dialog box
appears. Press any key to exit.

To edit the document itself, select Open document (or press O in text mode) to
launch the appropriate application and open thefile.

Note: If you have problems opening a document, press Enter to change the
direction of the dashes used in the attachment’s directory path. If the directory
path contains backward slashes (), change them to forward dlashes (/) and vice
versa.

Delete Attached Documents

To remove a document attachment, select the attached document you want to
delete and press F3. When the confirmation message appears, press Y to delete
the attachment or N to return to the Documents screen. Keep in mind that this
procedure only removes the attachment from the master file record; it does not
delete the file from its storage location.

After you are finished working with the Documents screen, select Next Screen
(or press N in text mode) to return to the Customers selection screen. Enter
another customer ID, or use the Exit (F7) command again to return to the File
Maintenance menu.
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Ship-to Addresses

Use the Ship-to Addresses function to enter, change, or delete shipping
addresses and assign them to customers. You can enter up to 999,999 shipping
addresses for each customer.

Select Ship-to Addresses from the File Maintenance menu. The Ship-to

Addresses screen appears.

X ship-to Addresses o= ==
Commands Edit Modes Other Help
')@XEE|3‘B@|?@‘(ACA oK || Abandon |
CustID ACE001 1 ACE BUILDERS
Ship To 00
Name Bill Meyers
Addr 1 Receiving
Addr 2 1588 SE 31st Street
Addr 3
City Paducah
State kY  [a] ZipCode 286557865
Country us IE
Ship Via FEDEX
Ship Zone
Tax Group E
Sales Rep 1 DMM B Donna M Mendelsohn
Sales Rep2 |GPD 4 Garry P. Deacon
Status Bar Company H|07/01/2010 |Terminal TO00 |OVR
Field Description

Inquiy | cust D
Inquiy | ship To

Accounts Receivable

Enter the ID of the customer you want to assign
shipping addresses to. The customer’s name appears.

Enter the ID for the ship-to address.
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Field Description

Inquiry | Name/Address 1-3/ Enter the customer’s name and address, city, state,
City/State/Zip Code/  zip or postal code, and country code, or accept the
Country default information. You can use the Inquiry (F2)

command to look up and select states and country
codes from the lists that appear.

Ship Via Enter the method you usually useto ship itemsto the
customer—for example, the name of a shipping
service.

Ship Zone Enter the customer’s ship zone. Thisfield isfor
reference only.

_Inquiy | Tax Group Accept the default tax group, or enter the tax group
Maint | that applies to sales shipped to this address. When

you enter atax group, the description appears. If you
enter a different tax group, it overrides the tax group
you set up for the customer in the Customers
function.

Sales Rep 1 and 2 You can assign default sales reps for use when this
ship-to addressis used in customer transactions. If
you enter them, these defaults will override the
defaults for the customer.

After you save the ship-to information, enter information about a different
shipping address, or use the Exit (F7) command to return to the File
Maintenance menu.
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Use the Sales Reps function to set up and maintain records for sales reps whose
sales you want to track. You can pay a salesrep on commission only if you set up
sales rep records and elected to keep sales history in the Resource Manager
Options and Interfaces function.

You can pay commissions on any combination of line items, tax, freight, and
miscellaneous charges; and you can base commissions on net sales or gross
profit. Sales reps can receive their commissions when the invoice is sent or paid.

After you enter the sales reps, produce the Sales Reps List (see page 12-5) to
check for mistakes and to use as a reference when you enter accounts receivable
transactions.

Select Sales Reps from the File Maintenance menu. The Sales Reps screen
appears.

H Sales Reps =lE e
Commands Edit Modes Other Help

2xz/wemn/re|0e OK [ Abandon |

Sales Rep ID DMM | %

Name Donna M Mendelsohn Run Code 0

Address 1 6712 5th Avenue North

Address 2 Commission Pct 5250 %

A.ddress 3 - Percent of Sales (Net) -

City/State Dallas ™ (8] et e

Zip Code 77773-8976 Country us (1] asecon go¥ec 208

Phons [111)532-9873

Fax (-

Empl ID &)

Pay on: SALES HISTORY

Line ltems v Month to Date ‘ear to Date

Tax Gross Sales oo 821577 .40

Freight

Misc. Last Sales Date 12080007 [

E-Mail Address | donnam@builders_supply com

Company H 1212812007 Terminal TO0O INS
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Inquiry |

Inquiry |

10-36

1

2.

10.

Enter the ID of the salesrep.
Enter personal information (name, address, phone numbers, and so on).

Enter an employee ID for the sales rep for your reference. You might want
this reference to the Payroll system if the salesrep isan employee. However,
even though Accounts Receivable does not interface with Payroll, you can
use the Inquiry (F2) command to look up an employee ID if Payrall is
installed for this company.

Enter the run code you want to assign to the sales rep, or press Enter to skip
thisfield. Thiscodeis adigit you can assign to the sales rep for reference
only; the system does not use it in any calculations and uses it for sorting
only if you make modifications to the system.

Enter the percentage of the sale you want the sales rep’s commission to be.

Select the amount the commissions are to be paid on: S for the net sales
amount, G for the gross profit of the sale, or N for neither amount.

Enter B if the commissions are to be paid when the sale is entered or P if
they are to be paid when the saleis paid.

For each type of charge, select the check box (or enter Y in text mode) if the
salesrep’s commission is to be based on that type of charge, or clear the box
(or enter N in text mode) if it is not.

Enter the sales rep’s month- and year-to-date gross sales. The figures are
updated when you post the sales rep’s transactions.

Enter the date of the rep’slast sale. Posting transactions updates thisfield.

The ARHIxxx (Detail History) file provides information for the sales history
fields and the Commissions Report. If you change the information in these
fields, the ARHIxxx file is not updated and the data in the Commissions
Report does not match the datain the ARSRxxx (Sales Rep) file.

11.Enter the sales rep’s electronic mail address for reference purposes.
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After you use the Proceed (OK) command to save the information that you
entered about the sales rep, enter information about another salesrep, or use
the Exit (F7) command to return to the File Maintenance menu.
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Recurring Entries

Use the Recurring Entries function to set up non-inventory invoices that you
send to customers regularly. You can set up Recurring Entries for individual
customers and for groups of customers.

After you set up the Recurring Entries, use the Copy Recurring Entries function
(see on page 5-37) to copy them to the ARTDxxx and ARTHxxx (Transaction)
fileswhen they come due.

@ If you have the Banking application installed, you can enter a credit card or direct
debit payment method on the Totals Information screen to enable prepayment of
the recurring entry.

To save time, you can copy a group of Recurring Entries to the ARTDxxx and
ARTHxxx filesinstead of entering each transaction each time you send the bill.
By assigning each entry a run code, you can process these groups of entries on
different schedules—monthly, bimonthly, or whatever fitsyour company’s needs.
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Select Recurring Entries from the File Maintenance menu. The Transaction
Type menu appears on top of the Recurring Entries and Header Information

screens.
=8 B0 |2 | @8 Lok J[Abs
ﬂ Transaction Type EI =]

lo Commands Edit Modes Other Help

2 XK1= ‘ ® ‘ B & ‘ ? & ‘@ @ | ok || Abandon

Transaction Type

Edit Recurring Entries

% | Percent 100.0 Ship Method LY
% | Percent [ Ship Via

The Recurring Entries Transaction Type menu offers two choices: Recurring
Entries and Edit Recurring Entries. The only difference between the two
functionsisthe fact that when you use Recurring Entries, you create data; when
you Edit Recurring Entries, you work with existing data.

Select the action you want to perform and use the Proceed (OK) command to
continue.
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Recurring Entries Header

After you make your selection from the Recurring Entries menu, the header

screen appears.

Inquiry |

Inquiry |
Maint |

Inquiry |
Maint |

X Header Information == ==
Commands Edit Modes Other Information Help
2xuwemm|e|8e
Recurring No 894 | &
Sold to: ACE001 (3] Ship to: 000001 [ |
ACE BUILDERS Bill Meyers
1588 SE 31ST STREET Receiving
1588 SE 31st Street
PADUCAH KY  28655-7865 us Paducah KY [ 28855 s [a
SalesRep1  |DMM [ ] Percent 100.0 Ship Method FED2 [+]
Sales Rep 2 GPD E Percent 0 Ship Via Federal Exp 2nd-Day
Cust Level ACED01 Pick Slip No.
Terms Code | 2PCT B
Terms Desc 2/10,n/30 Type Reg
Terms% 2.00 Days 10 Net Days 30 Taxable
Order No 943673146 Tax Group MN
Ord Date 12/20/2010 Description Minnesota
Run Cd 1 Cutoff Date | 12/31/2011
Field Description

Recurring No

Sold to

Enter a number that identifies the recurring entry.

If the recurring entry isfor one customer, enter the ID

of the customer. The customer’s name and address

If the recurring entry isfor a group of customers,
enter an asterisk (*) and the customers' group code.

Sales Rep 1/Percent

If you entered a customer ID in the Sold to field, the

ID of the sales rep who usually sells to the customer
appears. Accept it, or enter adifferent ID.

Accounts Receivable
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Recurring Entries

Field

Inquiry I Sales Rep 2/Percent
Maint I

Cust Level

Inquiry I Terms Code
Maint I

Ord No

Ord Date

Run Cd

10-42

Description

Then enter the percentage of the sale you want to
base the sales rep’s commission on, or press Enter
for a commission of 100 percent.

If you entered a customer ID in the Sold to field, a
second salesrep ID who usually sellsto the customer
appears. Accept it, or enter adifferent ID.

If you entered an ID, enter the percentage of the sale
you want to base the sales rep’s commission on. The
sum of the two percentages you entered cannot
exceed 100.

Accept the default customer level, or enter adifferent
customer level.

The terms code describes the terms of the payment.

Accept the default terms code, or enter a different
code. If you usethe Maintenance (F6) command, the
Terms function temporarily appears. After you enter
the terms code, the description for the code appears.

To identify the transaction, enter the sales order
number or the customer’s purchase order number. To
skip thisfield, press Enter.

If you entered an order number, enter the order date.

You copy Recurring Entries by run code to the
ARTDxxx and ARTHxxx files. Use the same run code
for entries that you copy on the same basis. For
example, you could use 01 for entries you copy on
the first day of each month, 15 for entries you copy
on the fifteenth day of each month, and so on.

Enter the run code to which the recurring entry
belongs.
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Field

Cutoff Date

Inquiry I Ship to
Maint I

Inquiy | ship Method
Maint I

Ship Via

Pick Slip No

Taxable

Inquiry | Tax Group
Maint I

Accounts Receivable

Description

Enter the date after which you no longer want the
entry to be copied to the ARTDxxx and ARTHxxx
files, or press Enter to skip thisfield.

Enter the shipping address code for one customer or
for agroup of customers. If you use the Maintenance
(F6) command, the Ship-to Addresses function
temporarily appears.

If you enter a code for one customer and the code is
in the ARSAxxx (Ship-to Address) file, the address

appears.

If you enter a code for a group of customers, the
associated shipping addressis used for the customers
in the group with the same shipping address code
when you copy the entry. If the codeisnot valid for a
customer, no address is used when you copy the
entry.

Enter a notation for the shipping method. If you use
the Maintenance (F6) command, the Ship-to
Addresses function temporarily appears.

If you entered a shipping address code that ison file,
the means by which the method is shipped appears.
Accept it, or enter a different shipping method.

Enter the picking dlip number for the entry.

For each entry, select the check box (or enter Y in
text mode) if the location is taxable, or clear the box
(or enter N in text mode) if it is not.

Enter the tax group for the customer. If you use the
Maintenance (F6) command, the Tax Groups
function temporarily appears (see the Resource
Manager User’s Guide). After you enter the tax
group, the description appears.
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Field Description

Description The description of the tax group appears.

If you are entering a new recurring entry, the Append Line screen (page 10-45)
appears after you use the Proceed (OK) command to approve the header
information. If you are editing an existing entry, the Recurring Entries screen and
scroll region (page 10-47) appears.
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Append Line

The Append Line dialog box can appear for one of three reasons:

e You are creating arecurring entry and you finish entering header
information.

*  You usethe Append command on the command bar to add an item to the
end of the list.

e You use the Edit command on the command bar to edit an item in thelist. If
you use this command, the line-item entry screen istitled Edit Line instead

of Append Line.

ﬂ Append Line ol =@ ==
Commands Edit Modes Other Information Help
2xu|memn|-o 0@
Entry 001
Desc Senvice Charge GL Code Fi m
Sls Cat Sales Acct 401000 m
Tax Class GG@ .000 % COGS Acct 501000 m
InvAcet 104400 (8]
Units
Ordered 1.0000 Price 250000 Ext Price 25.00
Cost oooo | Ext Cost 00
Field Description
Desc Enter a description of the recurring entry.
Additional text If you elected in the Resource Manager Options

and Interfaces function to enter additional
descriptive text about line items when you enter
invoices, the Additional Description Lines window
appearswhen you press Enter inthe Desc field. You
can enter 10 lines of additional text.

When you are finished entering text, press Enter at a
blank line. The text is saved and you are returned to
the line-item entry screen.
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Recurring Entries

Field

Sls Cat

Inquiry I Tax Class
Maint I

Inquiry | GL Code
Maint I

Inquiry | Sales Acct/COGS

Acct/Inv Acct

Ordered

Units

Price/Cost

Description

The sales category usually refersto an inventory
item. Enter a category, or press Enter to skip this
field.

Accept the default value, or enter adifferent sales
tax class. The effective tax rate for this class appears
when you enter the price.

The GL code identifies the pairs of general ledger
sales and cost-of-goods-sold (COGS) accounts to
usefor aline of an entry. (The codes are set up in the
GL Codes function.)

If you entered a GL code in the DFxxxx table, the
code appears.

If you entered a GL code, the sales and COGS
accounts appear. The inventory account appears
from the ARGLxxx table. Accept each default
account number. (The Inquiry command isavailable
if Accounts Receivable interfaces with General
Ledger.)

Enter the number of units that were sold.

Enter the type of unit the item is sold by—for
example, EACH if it issold individually.

Enter the item’s unit price and unit cost.

The entry’s total price (the quantity ordered times
the unit price) and total cost (the quantity ordered
times the unit cost) are displayed.

After you save the line-item entry information, enter another lineitem, or exit to
the Recurring Entries screen.
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When you save thefirst line item, the totals are updated and your entries are
saved. You cannot use the Abandon (Cancel) command to cancel the entry. To
delete the entire recurring entry, use the Delete (F3) command on the header
screen.

Recurring Entries Scroll Region

When you exit from the line-item entry screen, the Recurring Entries scroll
region screen appears.

ﬂ Recurring Entries ol = ==
Lommands Edit Modes Other Scroll Commands Information Help
2xuz|ne|mn][-e |00 o
Soldte:  ACE001 ACE BUILDERS Tran Nao 0004
Ship to: 000001 Bill Meyers Type Invoice
Description Gty Ordered Units Unit Price Ext Price
Entry { 001 of 001 )
Subtotal Freight Miscellaneous Sales Tax MNet Due
25.00 .00 00 1.63 26.63

EﬂlEr:Edll] [ Append ] [ Header I [ Totals ] [ View I Goto

| CompanyH | 12262007 | Terminal TOOOD | NS

The Recurring Entries screen is divided into these sections:
e Information from the header screen is summarized at the top of the screen.

e Theline-item entry area or the line-item scroll region isin the middle of the
screen.

e Theentry totals appear at the bottom of the screen.
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Enter one of these commands to perform the associated action.

Command Action

Enter To edit aline item, move the prompt to the line item
and press Enter.

Append Press A to append alineitem to an entry. Then see
“Append Line” on page 10-45.

Header Press H to return to the header screen. When you
return to the header screen, you do not lose the line-
item and total entries because you aready saved
them.

Totals Press T to enter or edit totals associated with the
recurring entry. The Totals Information window
appears (see below). The total amount of the entry
(the subtotal plusthe salestax, freight, and
miscellaneous charges) and the total amount of the
invoice (the subtotal plusthe salestax, freight, and
miscellaneous charges) appear.

View Press V to look at an expanded summary of the line
item, move the prompt to the line item. Additional
information about the line item such as the general
ledger account and description appears on the View
Line screen. Press any key to return to the Recurring
Entries screen.

Goto Press G to go to a particular lineitem. Then enter
the line number. (This command appears only if
there is more than one screen of lineitemsin the
scroll region.)

Next trans Press N to enter a different recurring entry. The
Transaction Type menu appears. Enter a different
recurring entry, or use the Exit (F7) command to
return to the File Maintenance menu.
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Totals Information

Inquiry |
Maint I

Inquiry |
Maint |

This window appears when you use the Totals command from the Recurring
Entries scroll region. If you have the Banking application installed, you can enter
acredit card or direct debit payment method to prepayment of the recurring entry.

ﬂ Totals Information =] @ ==
LCommands Edit Modes Other Information Help
A FIEIED (0K (Abanden
Subtotal 125.00
Freight 18.00 Tax Class 00 (%
Miscellanzous Chgs 10.00 Tax Class 0o (%
Sales Tax 00
ivoice Tota T ma
Payment Method CHKE |}
Nt Due T ma
Field Description
Subtotal The subtotal of the line items appear.
Freight Enter the shipping charges.
Tax Class If you indicated that freight istaxablein the Resource

Miscellaneous Chgs

Tax Class

Accounts Receivable

Manager Tax Groups function, the freight’stax class
appears. Accept the default tax class, or enter the tax
class to which the shipping charges should be

applied.

Enter the miscellaneous charges (for example,
handling). Then enter the tax class to which the
miscellaneous charges should be applied.

If you indicated that freight istaxable in the Resource
Manager Tax Groups function, the freight’stax class
appears. Edit the tax class to which the shipping
charges should be applied, if necessary.
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i

Inquiry |
Maint |

10-50

Field Description

Sales Tax The calculated salestax appears. If the recurring
entry istaxable, the Sales Tax Information screen
appears when you tab out of the Miscellaneous
Chgs or Tax Class fields where you can enter atax
adjustment, if necessary:

Payment Method Enter a credit card or direct debit payment method to
allow prepayment of the recurring entry.

H Sales Tax Information EIEI @
Commands Edit Modes Other Help
%XE|E\|B@|?@|@Q 0K Abandon
Tax Location Tax Amount
CA 1091.93  Tax Loc Class
Tax Adjustment 700 [cA ) [ oofs]
Salos Ton e
Field Description
Tax Location The tax location for the recurring entry appears.
Tax Amount The tax amount for each |ocation appears.
Tax Adjustment Accept the default sales tax adjustment, or enter a
different amount.
Tax Loc Enter the tax location for the adjustment.
Class Accept the default tax class, or enter adifferent tax
class.

After you enter the tax class, the cursor returns to the Totals Information screen.
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When you are done entering the information on the totals screen, use the
Proceed (OK) command to save your entries and return to the Recurring Entries
Scroll Region screen.
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Tables

Use the Tables function to set up and maintain the Accounts Receivable tables.

Tables store information about the system, data, options, and default settings for

other applications.

The following tables are related to Accounts Receivable:

« ACHx

¢ ARGLXxxx
¢ ARPDxxx
e CAUTHxxx
e DFxxxx

¢ DUNxxx
¢ FORMxxx
e QExxxx

e QHIxxxx
e QH2xxxx
e QIxxxx

e QMXXXX

For more information about each of these tables, see their individual descriptions

in this section.

The OPTxxx (Options) tables store options and interfaces settings. Maintain
the information stored in thistable through Resource Manager functions, not

through the table itself.

Accounts Receivable
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Tables

Inquiry |

Inquiry |

10-54

Select Tables from the File Maintenance menu. A blank tables screen appears.

EX srTB E=iia
Commands Edit Modes Other Help
K = ‘ i< ‘ @ & ‘ T e @@ OK Abandon
Table ID IE Description

MNumber of Cals 0 Column Length 0 Type

| companyH [ 12262007 | Terminal Tooo | ms

1. Toadd or change atable, enter the table ID. To set up a company-specific

2.

table, enter the table ID plus the one- to three-character company ID. To set
up aterminal-specific table, enter thetable ID plus the four-character
terminal ID. To delete the table, use the Delete (F3) command.

If you entered a new table ID, the Copy From field appears. To copy a
company- or terminal-specific table, enter the table ID plus the company 1D
and terminal ID. A set of tables comes with the sample company, Builders
Supply. You can copy the sample tables for acompany and then change the
appropriate fields. To copy a sample table, enter the table ID.

Accept the default table description, or enter a different description.

The number of columns, their length, and the type of data you can enter—
alphanumeric (A), numeric with 2 decimals (N), numeric with 3 decimals
(3), or numeric with 4 decimal s (4)—appear.
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@ ACHxxx Table

The ACHXx table holds the Federal Tax ID number for the company. You must set
up the ACHxxx table prior to using the Create ACH File function (see “ Create
ACH File" on page 6-31). Follow these steps to create the ACHxxx table.

1. Openthe Tables function in the File Maintenance menu.

2. Inthe Table ID field, enter ACHxxx (replace x with the company D).

EX arTE =] @ | ==

LCommands Edit Modes Other Help

2xihe mn] e [ee
Table ID ACHH 4| Description Tax ldentification Mumber Table
Mumber of Cols 2 Column Length 12 Type .A

-

Description Tax ID

Federal TIN |485-78-3827

|Company H |05/13/2008 | Terminal Ta0D |OVR

3. Enter Tax Identification Number Table in the Description field.
4. Enter 2 inthe Number of Columns field.

5. Enter 12 inthe Column Length field.

6. Enter A inthe Type box (for Alpha).

7. Enter Description - Tax ID in the column description field.
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8. Enter Federal TIN in the first row of the first column. Press Enter.

Enter the federal tax ID number for the company in the first row of the
second column.

10. Click OK to save the table and exit.

ARGLxxx Table

The ARGLxxx table stores the general ledger accounts that accounts receivable

cash receipts, discounts, inventory, and finance charges are posted to in the
GLJIRxxx (Journd) file.

When you enter the table ID, the rest of the ARGLxxx table appears.

ARTB =lE s
Commands Edit Modes Other Help
o r= ‘ [i= ‘ @ & ‘ T €& @@ | OK |Abandun
Table ID ARGL LY Description GL Accounts Tahble
Number of Cols 2 Column Length 12 Type A -

DESCRIPTICH /L NUMBER

CASH RECPTS 100000

DISCOUNTS 404000
INVENTORY 104400
FIN CHRG 802000

[ CompanyH [ 12262007 | Terminal To00 | s

1. Accounts Receivable posts to four accounts: cash receipts, discounts,

inventory, and finance charges. Accept each account shown, or change the
description of each account.
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The cash receipts account is used only if Accounts Receivable does not
interface with Bank Reconciliation and if the payment method record is
missing. The inventory account is used for non-inventory items and when
Accounts Receivable is not interfaced with Inventory.

2. For each account description, accept the default general ledger account
number, or enter a different account number

Do not delete lines or rearrange field names. The system looks for the
defaults by their position in thetable; it treats the account number on thefirst
line as the cash receipts account number, the account number on the second
line as the discounts account number, and so forth.

Accounts Receivable 10-57



CHAPTER 10 ¢ File Maintenance

Tables

ARPDxxx Table
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The ARPDxxx tables stores a company’s current general ledger period, fiscal
year, and number of periods per year for posting and periodic history.

When you enter the table ID, the rest of the ARPDxxx table appears.

Number of Cols

PERICD

3 Column Length

FISCAL YEAR # PERIODS/YR

1z.00
.0g
.00
.0g
.0g
.00
.0g
.0g
.00
.0g
.0g
.00
.0g
.0g

2007.00
.0o
.00
.0g
.0o
.00
.0g
.0o
.00
.0g
.0o
.00
.0g
.0o

1z.00

.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00
.00

EX 2rTE =N EoR(=)|
Commands Edit Modes Other Help
2 X KE‘E‘H A ‘ T e 3@ oKk ][ Abandon |
Table ID ARPDH b ! Description AR Periods Table

12

Type N -

| CompanyH | 12/26/2007 | Terminal TOOD | NS

Enter the number of the current period in the PERIOD (1.00-13.00) box. The
period increments when you do periodic maintenance.

Enter the current fiscal year inthe FISCAL YEAR box. Thefiscal year increments
when you do year-end maintenance.

Enter the number of accounting periods your company usesin a year (1.00-
13.00) inthe # PERIODS/YR box.
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CAUTHxxx Table

The CAUTHxxx table contains the credit card authorization amount for the
company. Follow the instructions bel ow to change the authorization amount.

When you enter the table 1D, the rest of the CAUTHxxx table appears.

EX arTE [=] @ ==
LCommands Edit Modes Other Help
2xzzaBan[2¢ |00
Table ID CAUTH 4|  Description Credit Card Authorizatiorj Amourt )
MNumber of Cols 1 Column Length 12 Type M -
Amount . .

|Company H |07/09/2008 |Terminal TO0D [OVR

In the first cell of the column, enter the amount at which you will require credit
card authorization for any transactions in accounts receivable or sales order.

DFxxxx Table

The DFxxxx table stores the default batch ID, distribution code, GL code, and
cash receipt invoice number that appear when you enter transactions.
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When you enter the table 1D, the rest of the DFxxxx table appears.

B ~rTB =N )
Commands Edit Modes Other Help

¥ K (= ‘ ® ‘ & ‘ 278  Aa 0K Abandon
Table ID DF 1 Description Defaults Table
Mumber of Cols 2 Column Length 12 Type A s

FIELD DEFAULT VALUE

EATCH ID 000001
DIST CODE o1
GL CODE R1

C/R INVOICE DEPOSIT

| CompanyH | 120282007 | Terminal To00 | NS

The fields you can enter defaults for appear. Accept the default fields, or change
them.

Do not delete lines or rearrange field names. The system looks for the defaults by
their position in the table; it treats the number on the first line asthe batch ID, the
value on the second line as the distribution code, and so forth.

For each field, enter the value that you want to appear when you enter invoices,
miscellaneous credits, and cash receipts.

DUNxxx Table

The DUNxxx table stores dunning messages for statements in the Statements
function. These messages appear at the bottom of a statement. You can change
the message on that function screen or in the DUNxxx table.
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Tables
When you enter atable ID, the rest of the DUNxxx table appears.
ARTB =8 =
Commands Edit Modes Other Help
%XKE‘E‘H@‘?@ Q@ oK Abandon
Table ID DUN by Description Dunning Messages Table
Number of Cols 1] Column Length 36 Type A -
Messages
Flease pay promptly.
Your account is past due.
Seriously past due. Please remit.
Legal action is imminent.
| CompanyH | 12262007 | Terminal TOOD | NS
Enter the message for statements less than 30 days past due, from 31 to 60 days
past due, from 61 to 90 days past due, and from 91 days or more past due,
respectively. The system assigns the message on the first line to statements less
than 30 days past due, the message on the second line to statements from 31 to 60
days past due, and so on.
FORMXxxx Table

The FORMxxx table stores the message you want to print at the bottom of each

invoice.

Accounts Receivable
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When you enter the table ID, the rest of the FORMxxx table appears.
EX ARTE o] B
Commands Edit Modes Other Help
QXE‘E‘H@‘?@ Q@@ oK Abandon

Table ID FORN )
Number of Cols B

Description
Column Length 12

Form Mumber Table

Type A -

Invoices 2081 Thank yvou fo |r your order

| CompanyH | 12262007 | Terminal TOOOD | NS

The number that appears before the message is the next invoice number that is

printed when you print invoices.

To change the default message, maintain the same spacing. If you want to change
the message when you print invoices, enter the message in the Print Invoices

function.

QExxxx, QHxxxx, Qlxxxx, and QMxxxx Tables

The QExxxx table stores the quick-entry stops used by the Transactions
function when you edit transactions and the QHxxxx tables when you enter
header information. Two tables store thisinformation: QH1xxxx stores quick-
entry stops on the left half of the invoice header screen, and QH2xxxx stores
quick-entry stops for the right half of the header screen.

The QIxxxx table stores quick-entry stops used by the Transactions function
when you enter invoices and the QMxxxx table when you enter miscellaneous

credits.
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When you enter the table D, the rest of the table appears. A QExxxx tableis

shown below:
Bl sre ol =
Commands Edit Modes Other Help
K r= ‘ i< ‘ @ & ‘ T e @@ OK Abandon
Table ID QE L Description Quick Entry Table - Edit Trans
Number of Cols 2 Column Length 12 Type A -
FIELD DATA

Description
Addnl Descr
Category

Tax Cods

Price Struct |T
GL Codes

Sales Acct

COG3 Acct

Inv Acct

oty Ordered T

Units E
2ty Shipped E
oty Blord

Unit Price E
Unit Cost E

[ companyH [ 12262007 | Terminal Tooo | ms

The fields that appear on the line-item entry screen when you add or change
transactions appear. Accept the default fields, or change them.

Do not delete lines or rearrange the descriptions. The system looks for these
accounts by their position in the table; it applies the information on thefirst line
to the Description field, the information on the second line to the Additional

Descriptions fields, and so forth.

If you want the cursor to stop at afield only when you press Enter, enter E. If you
want the cursor to stop at a field when you press Tab or Enter, enter T. If you do
not want the cursor to stop at afield, leave the field blank.

Accounts Receivable
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Printing Tables

After you have set up or changed atable, usethe List (F8) command to produce a
copy of it. You can also use the Tables List function (see page 12-27) to produce
alist of all Accounts Receivable tables.
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Build Open Invoice File

Before you use Accounts Receivable, you must build the ARINxxx (Open
Invoice) file, which stores invoices, credit memos, cash receipts, and finance
charges. The method you use to build the ARINxxx file depends on whether you
want detailed or summary invoice information.

Before you enter beginning balances, if you elected to use online aging in the
Resource Manager Options and Interfaces function, select NO for the Use
Online Aging option in that function.

If al your customers have open invoice accounts and you want individual
invoices for them, use the Invoices option in the Transactions function (see on
page 5-3) to build the ARINxxx file.

If you have some balance forward customers, use the Build Open Invoice File
function to quickly enter their open invoice balances. You should also use this
function if you have open invoice customers you want only one summary invoice
for in each aging period.

For open invoice customers, the Build Open Invoice File function creates an
open invoice for each balance you entered in the ARCUxxx (Customer) file.
Because these summary invoices lack the detail they have when you enter
invoices manually, you must bill them the first month for the total balance due.
This situation is corrected when you begin entering invoices as part of your daily
processing.

You must enter balances for the customers before you run the Build Open
Invoice File function. You must run this function before you post invoices.
You can run this function only once.

Aging classifies receivables by the amount of time that has passed since the date
of the sale. Accounts Receivable has five aging periods:

e Thecurrent period
e 31to60daysold
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e 61to90daysold
* 91to120daysold
e Morethan 120 days old

When you run the Build Open Invoice File function for open invoice customers,
you create an invoice for each aging period, and the system assigns an invoice
date for the current period—the date you enter in the Current Date field.

Select Build Open Invoice File from the File Maintenance menu. The Build
Open Invoice File screen appears.

H Build Open Invoice File o [[E &R
Commands Edit Modes Other Help

'}Z‘XE§|E|H

? @ |{1 @ OK ][ Abandon

FEWARNING - This program is to be used
only at system initialization.

Current Date |a|

[ companyn | 12280007 | Terminai Tooo | ms

1. Enter the current date from which invoices will be aged.

2. UsetheProceed (OK) command to build the ARINxxx file. When
processing is complete, you are returned to the File Maintenance menu.

3. Printthe Aged Trial Balance report (see on page 7-7) to make sure that the
accounts are aged correctly. Then if you want information about individual
invoices for some open invoice customers, use the Invoices option in the
Transactions function (see on page 5-3) to enter the invoices manually.
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4. When the ARINxxx fileis correct, post the invoices.
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Change Fields

Use the Change Fields function on the File Maintenance menu to change any
code used from one value to another. The Change Fields function can change
codes within this application, aswell asin other applications. To produce alist of
fields changed, use the Print Log feature. A sample of the log appears on page
10-73.

When you select Change Fields from the File Maintenance menu, the Change
Fields screen appears:

Change Fields =mEcE ="
Commands Edit Modes Other Scroll Commands Help
2xuz|ne|mn][-e |00 o
Field ID AR DISTRIBUTION [
Print Log?
Criginal Value MNew Valug File Description Tirme Tag
ot 03 (=] |customer Fils Shart =
02 04 E] DF - DIST CODE Lang S
B DFx - DIST CODE Lang 7%
DF - DIST CODE Laong
DFx - DIST CODE Laong

&
&

Line Mo (000001 of 000002 )

[ Begin code change ] [ Header I Field ID Years

Switch to tag ] [ Enter = edit ] [ Append ] Nan

OoooooooooE=E=E=EE

4 ][ 44]] 4

Goto

o

| CompanyH | 120282007 | Terminal 000 | NS
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Header

Inquiry |

Values

10-70

The screen contains three sections. The top Header section, which includes the
Field ID and Print Log? fields, iswhere you select the code or ID to change, and
whether or not you want to produce the printed log. The lower left Values section
iswhere you build alist of the values you want to change by specifying the old
value and the new value. The lower right Files section contains alist of the files
that are changed in the applications you installed on your system.

1. Enter the Field ID you want to change. You can change only Accounts
Payable fields from the Accounts Payable menu. To change | Ds and codes
from other applications, run the Change Fields function in the respective
application.

2. Select the Print Log? check box to print alist of the files that are changed.

3. After you enter theField ID and indicate your preference for printing the log,
use the Proceed (OK) command to begin entering field values to change.

4. To edit or add original/new valuesin this section, select aline and press
Enter to edit the current line. The Edit Original/New Values dialog box
appears. Press A to append another value to the list. The Add Original/New
Values dialog box appears.

5. Enter the current field value you want to change in the Original Value box.

6. Enter the new value that you want to use for thisfield in the New Value box.

7. Select acommand.

e PressS to switch to the File Description section to specify which files
change during processing.

*  PressEnter to edit the current line.

e Press A to append another value to thelist.
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Press B to begin the change field process.

Press H to return to the header section to change the selection you made
for printing the log.

Press G to go to a particular entry. This option is only available when
there is more than one page of entries.

Press F to choose anew field ID (this abandons any field changes you
entered, but have not yet saved).

8. Continue entering old values and new values until you have specified all of
the values you want to change in the Values section.

Files

Thefilesthat contain the Field ID you selected appear in the File Description
section. You should change IDsin al of the files as a general rule. Exclude files
from the change process only when your reseller or support representative
instructs you to so.

9. TheTime field gives you an idea of the relative time it takes to change the
fieldin agiven file. Fileswherethis code or ID are a part of the key to the
file can be changed more quickly than files where each record in the file
must be scanned for the code or ID. Each fileisrated as Short or Long to
denote the estimated time required to change the field.

10. The Tag field denotes whether the file is affected by the copy process. Tag
thefileto change fieldsin thefile.

11. Select acommand.

Accounts Receivable

Press S to switch to the Values section of the screen.

Press Enter to toggle afile asincluded or excluded from the copy
process.

Press A to tag all of thefiles.
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e PressN tountag all of thefiles.
*  PressB to begin the change field process.

e PressH toreturn to the header section to change the selection you made
for printing the log.

e Press G togoto aparticular entry. This option is only available when
there is more than one page of entries.

e PressF to choose anew field ID (this abandons any field changes you
entered, but have not yet saved).

12. When you have tagged the files you want to change, press B to begin the
change process. When the changes are compl ete, the log printsif you elected
to produce it.

13. Enter anew Field ID to change, or usethe Exit (F7) command to return to the
File Maintenance menu.
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Change Fields Log

12/28/2007 Builders Supply Page 1
9:50 AN Change Field Log

File Name Records Read Records Converted Original Toral Record HNew Total Records
ARDCH 4 z z z
ARCUH 15 13 13 13
LRTE 1 1 17 17
LRTE o o 17 17
SOTE 1 1 17 17
SOTE 0 0 17 17
Field ID AR DISTRIBUTION

original Value New Value

o1 03

o0z 04

Accounts Receivable
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GL Codes
Distribution Accounts
Terms

Shipping Methods
Payment Methods
Finance Charges
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Codes Maintenance

GL Codes

Use the GL Codes function to assign sales and cost-of-goods-
sold accountsin General Ledger to ageneral ledger code. The
codes serve as a shorthand method of assigning the accountsto
a transaction. When you post transactions, information
associated with a sales’COGS code is sent to the correct
accounts.

111
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Inquiry |

Inquiry |
Maint I

Inquiry |
Maint I

11-2

Select GL Codes from the Codes Maintenance menu. The GL Codes screen
appears.

B GL Codes =Rl
Commands Edit Modes Other Help
s&xg‘g‘ﬂ@‘?@‘@@ OK__ || Abandon
GL Code C LY
Description Contract Sales
GL Sales Account 402000 |?‘
GL COGS Account 502000 (3]

‘ Company H | 12/28/2007 Terminal TO0O INS

Enter the code for the sales/ COGS account pair.

Accept the default code description, or enter a different code description.
This description appears when you use the Inquiry command in the GL
Code field anywhere in the system.

Accept the default general ledger sales account, or enter a different account
number. (The Maintenance and Inquiry commands are availableif Accounts
Receivable interfaces with General Ledger.) If Accounts Receivable
interfaces with General Ledger, the account number is verified in the
GLMAxxx (Master) file.

Accept the default general ledger cost-of-goods-sold account, or enter a
different account number. If Accounts Receivable interfaces with General
L edger, the account number is verified in the GLMAxxx file.

After you save the salesyCOGS account information, enter information for a
different GL code, or exit to the Codes Maintenance menu.
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Distribution Accounts

Use the Distribution Accounts function to add or change the codes that contain
your general ledger distribution accounts or to set up a selection of different
distribution accounts.

You assign distribution codesto customers when you set them up. When you post
transactions that involve the customers, the GL journal information is posted
from the ARTDxxx and ARTHxxx (Transaction) files to the accounts you
specified in the associated distribution code.

Select Distribution Accounts from the Codes Maintenance menu. The
Distribution Accounts screen appears.

ﬂ Distribution Accounts [=] @ =)
Commands Edit Modes Other Help
sxuz|ee|lman|-e|ee [ rrr—
Distribution Code
Description Regular Customers
GL Accounts:
Receivables 101000 |E\
Sales Tax 203800 (3]
Fraight 405000 (3]
Miscellansous 201000 |i\
| companyH | 12282007 | TerminaiTooo | ms
Inquiry I 1. Enter the distribution code with which you want to work.
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Inquiry | 3.

Maint I

11-4

Accept the default description, or enter a different code description. This
description appears when you use the Inquiry (F2) command in any
Distribution Code field in the system.

Accept each default general ledger account number, or enter a different
account number for receivables, sales tax, freight, and miscellaneous
charges. (The Maintenance and Inquiry commands are available if Accounts
Receivable interfaces with General Ledger.)

After you save the distribution account information, enter information about
adifferent distribution code, or exit to the Codes Maintenance menu.
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Usethe Terms function to add or change codes for payment termsfor customers.
These codes serve as a shorthand method of assigning particular conditions for
doing business with a customer. For example, you can assign aterms code with
10 discount days to one customer and a terms code with 30 discount daysto
another customer.

After you set up valid terms codes, you assign them to the customer records.
Then when you enter transactions involving the customer, the terms you
specified are automatically applied.

Select Terms from the Codes Maintenance menu. The Terms screen appears.

BN tems o= =
Commands Edit Modes Other Help

Rextg‘tﬂn@‘?@‘@@ 0K [ Abandon |

Terms Code 1PC K

Type Reg i~
Percent 1.00
Discount Days 10

Net Due Days 30

Description 1/10,n/30

Prox terms, Regular terms [Compan... [12/29/2... [Terminal TO00|OVR

Inquiry | 1. Enter the terms code with which you want to work.
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11-6

2.

If you want the terms to be prox terms, calculated as days from the
beginning of the next month, enter P. If you want the terms to be regular
terms, calculated as days from the invoice date, enter R.

Enter the discount percentage used for the terms (up to 100.00%), or accept
the default percentage.

Enter the number of days for which the discount is valid.

Enter the number of days the customer is given to pay the net due without a
discount.

The description that appearsis based on your entries in the previous fields
and appears on the customer invoice and statement. Accept the default
description, or enter a different description.

The terms code represents ongoing terms of payment. Leaving al fields zero
means that you want cash on delivery (COD).

After you save the terms code information, enter information about a
different terms code, or exit to the Codes Maintenance menul.
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Shipping Methods

Use the Shipping Methods function to set up and maintain the codes used to
describe shipping methods. The codes serve as a shorthand method of entering
information about how goods are shipped when you enter transactions. Shipping
method codes can aso help you track shipment status by linking the tracking
number you enter in Sales Order transactions to the shipping company’s website.

Note: You must set the Use Tracking Numbers? option to YES in the Sales
Order Options and Interfaces before you can enter tracking numbers for orders.

Follow these steps to work with shipping methods:

1. Select Shipping Methods from the Codes Maintenance menu. The

Shipping M ethods screen appears.

ﬂ Shipping Methods =] @ |
Commands Edit Modes Other Help
%@XEE|E|B@|?@|QQ 0K ][ Abandon
Shipping Code FEDP 9
Description Federal Exp Priority
Tracking URL
http:/fwww.fedex. com/cgi-binftracking?action=track&tracknumbers=[TRACK]
| companyn | 1zm8m007 | TerminaiTono | ms
Inqui — . ;
&I 2. Enter the shipping code whose information you want to add or change.

Accounts Receivable
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11-8

3. Edit the shipping code’s description, if necessary. The description isused in

the Ship Via field in transactions when you enter the shipping method code.

Enter the company’s shipment tracking website URL. You must enter
[TRACK] (in uppercase |etters and including the brackets) after the search
term that references the tracking number in the URL .

Examine the shipping company’s tracking website URL carefully to identify
the tracking number search term; examples of this term include
&tracknumbers= or &InquiryNumberl=.

When you use the Launch Browser command in Sales Order while viewing
tracking numbers for transactions, OSAS automatically launches your web
browser and directsit to the URL you enter here, replacing the [TRACK]
variable with the transaction’s tracking number.

An example of a shipment tracking URL is:

http://www.fedex.com/cgi-bin/
tracking?action=track& tracknumbers=[ TRACK]

After you save the information, enter another shipping method code, or exit
to the Codes Maintenance menu.
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Payment Methods

Inquiry |

Use the Payment Methods function to add or change the codes used to specify
which kinds of payments you honor for customers. For example, you can set up
codes to designate personal checks, company checks, write-offs, cash, credit

cards, and so on.

Select Payment Methods from the Codes Maintenance menu. The Payment

M ethods screen appears.

Payment Methods o] @ (=)
Commands Edit Modes Other Help

%th‘@.‘ﬂ@‘?@‘@@ oK |Abandon|

Payment Method Code CHK |A

Description Check

Short Description Check

Payment Type 2 Check

Bank Account ID FNBO01 H| 1st National Bank

Debit GL Account 100000 4

Period to Date Qtr to Date Year to Date Last Year
Payments .00 1241575.51 3437430.19 0o
| companyH | 12082007 | Terminal TOOD | NS

1. Enter the payment method code with which you want to work. To delete the
payment method code, use the Delete (F3) command.

2. Accept the default description, or enter a description of the payment method.
This description appears when you use the Inquiry (F2) command in a
Payment Method field.

Accounts Receivable
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Inquiry |
Inquiry |

Inquiry |
Maint I

11-10

Accept the default short description, or enter a short description of the
payment method. This description appears on statements unless the payment
method is a check; in that case the check number appears.

Enter the type of payment to which the payment method belongs.

e 1-Cash

e 2-Check

* 3- Credit Card
e 4-Write Off

e 5- COther

e 6- Direct Debit

Thisfield appears if the payment type is cash or check. Enter the bank
account 1D associated with the payment method.

Thisfield appears if the payment type is credit card. Enter the credit card
customer 1D associated with the payment method.

To track receivables from acredit card company as you would monies owed
you by other customers, enter the credit card company as a customer in the
Customers function (see page 10-3) and enter C inthe Group Code field to
identify it asacredit card company.

Enter the default general ledger account associated with the payment code.
(The Inquiry and Maintenance commands are available if Accounts
Receivable interfacesto General Ledger.

Enter the amount of the payments received using this payment method this
period, this quarter, this year, and last year. When you post transactions, the
ARTDxxx and ARTHxxx (Transaction) files update the ARPY xxx file.

After you save the payment method information, enter information about a
different payment method, or exit to the Codes Maintenance menu.
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Finance Charges

Use the Finance Charges function to set up different finance charge codes for
specific customers. Assign the finance charge codes to the customer when you
set up the customer’srecord. The codes are used to determine the finance charges
when you run the Calculate Finance Charges function.

Select Finance Charges from the Codes Maintenance menu. The Finance

Charges screen appears.

ﬂ Finance Charges =] = =)
Commands Edit Modes Other Help
“}E‘Xt2|i§.|ﬂ@|?@|@@ OK || Abandon

Finance Charge Code

Description Finance charge code from 5.2

Percent 1.50

Minimum Charge .00

Cpen Invoice Days 30

Balance Forward Days 1-30 Days -

[ companyH [ 127282007 | Terminai Toon | s

Inquiry I 1. Enter the finance charge code with which you want to work.

2. Accept the default description, or enter a description of the finance charge

code.

3. Enter the percentage. The finance charges are calculated by applying this
percentage to the past-due balance for the customer.

Accounts Receivable
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4.  Enter the minimum amount to be charged. If the calculated charge isless
than the minimum you enter, the minimum amount is assessed.

5. For open invoice customers, enter in the number of days an invoice must be
past due to accrue finance charges.

6. For balance forward customers, enter the aging period for which finance
charges are calculated. You can choose any of these time periods:

e 3ldaysandover
e 6ldaysandover
e 91 daysand over
e 121 daysand over
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E-Mail Defaults

Use the E-Mail Defaults function to set the default From and CC addresses,
subject line, and attachment status for e-mailed statements and invoices.

Select E-Mail Defaults from the Codes Maintenance menu. The E-Mail
Defaults screen appears.

X E-Mail Defaults [ B |-
Commands Edit Modes Other Help
%Xt§|%|ﬂ@|?@|@@ oK Abandon

Statements:

From Address |info@osas.com

Use warkstation e-mail address for from address if present?  [¥]
CC Address stmts@osas.cam

Subject Line Your Statement

Send as Attachment?  [¥]

Invaoices

From Address | info@osas.com

Use warkstation e-mail address for from address if present?  [¥]
CC Address invo@osas.com

Subject Line Your Invoice

Send as Attachment?  [¥]

| companyH | osm2o007 | Terminal Tooo | s

Status Bar

1. Enter the From Address asit should appear to the recipients of e-mailed
statements.

2. Alternatively, check Use workstation e-mail address for from address if
present? to use your workstation e-mail default for the from e-mail address.

3. Enter aCC Address to send acopy of all statement e-mailsto a dedicated e-
mail address.
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11-14

10.

11.

Enter a default Subject Line for the statement e-mails, if desired.

To send the statement as an attachment to the e-mail, check the Send as
Attachment? box.

Enter the From Address asit should appear to the recipients of e-mailed
invoices.

Alternatively, check Use workstation e-mail address for from address if
present? to use your workstation e-mail default for the from e-mail address.

Enter aCC Address to send a copy of al invoice e-mailsto adedicated e-
mail address.

Enter a default Subject Line for theinvoice e-mails, if desired.

To send the invoice as an attachment to the e-mail, check the Send as
Attachment? box.

Click OK to save the default e-mail settings.

Accounts Receivable



CHAPTER 12

Printing a Master File List 12-1

Sales Reps List 12-5
Customer Detail List 12-7
Customer Labels 12-9

Customer Comments List 12-13
Customer Payment List 12-15
Ship-to Address List 12-17
Ship-to Address Labels 12-19
Recurring Entries List 12-23
Codes List 12-25
Tables List 12-27
GL Account Audit Report 12-29

Accounts Receivable

Master File Lists

Printing a Master File List

All Master Lists are printed in a similar manner. Use the
instructions below to print alist from the Master File Lists
menu, modifying them as necessary for the list you are
printing. For example, if the screen for the list you want to
print does not contain check box options, skip that step and
continue to the next.

Follow these steps to print a master list:
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Inquiry |

12-2

Select the list you want to print from the Master Lists menu. The selection
screen for that list appears. The Recurring Entries List screen is shown
below as an example.

ﬂ Recurring Entries List o] = =]
Commands Edit Modes Other Help
2xzlne@n[2e 8@ [ ok |[Abandon |
Customer ID From ACEQD1 IE' Print
Thru LOS001 [4] @ Line Detail
) Transaction Totals
) Break Totals
Print By:
@ Recurring Entry Mumber Additional Description Format Mone -
=1 Customer ID

~1 Hun Code

| CompanyH | 12262007 | Terminal TOOD | NS

Select the range of valuesto print on the list from the boxes.

Leave these fields blank to select all values, or enter valuesinto a
combination of fieldsto select specific information to print on the list.

If the screen has check boxes that control what type of information prints,
select or clear the boxes (or enter Y or N in text mode) to include or exclude
that information type. For example, select whether or not you want to
include user-defined fields, documents, sales rep addresses, and so on.

Inthe Print section of the screen, select theinformation you want included in
thelist, for example, GL codes, distribution codes, and so on.

In the Print By section of the screen, select how you want the list ordered,
for example, by customer 1D, zip code, or customer name.
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6. Select whether or not you want the additional descriptionsto print and in
which format.

7. Select whether or not you want to suppress blank lines.
8. Select whether or not you want a page break after each table.
9. Select the output device. See “Reports’ on page 1-37 for more information.

10. If you elected to produce standard labels, aline of X'sis printed so that you
can align the labels. Then this prompt appears.

Is form aligned?
If the labels are not aligned, select No (or enter N in text mode) and adjust
them. When the labels are aligned, select Yes (or enter Y in text mode) to

produce them. The attention line is on the first line of the mailing labels
according to the U.S. Postal Service standard.

After you produce the list, the Master File Lists menu appears.
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Sales Reps List

The Sales Reps List contains information from the ARSRxxx (Sales Rep) file:
the salesreps’ |Ds, names, addresses, commission information, and sales history.

Sample List

End of Report

patrickeBbuilders_supply.com

12/28/2007 Builders Supply Page 1
10:06 &AM Hales Reps List
———————————— Sales Rep ——-—————————— Employee ID Commizsion Sales MTD
o Mame Phone Mumber Rate Pay On Sales ¥TD Last Sale Date
Lddress Fax Nuwber Basis
DMM  Donna M Mendelsohn 5.250 Line Ttems YES .00 1z/25/2007
6712 5S5th hvenue North i111)532-9873 Net Sales Sales Tax NO 821577.40
EBooked Sales Freight O
Misc O
Dallas TE 77773-8976
donnawfbuilders supply.com
GPD  Garry P. Deacon DEADOL 5.000 Line Items VES .00 1z/z21/z007
819 Cross Street 1999) 563-76590 Net Sales Sales Tax NO 1807080.76
EBooked Sales Freight O
Misc O
Los Angeles Ch 95873-3412
garrydBbuilders_supply.com
JiH James L. Hovland HOVOO1 5.500 Line Items YVES .00 1z/10/z007
1930 Cedarhurst Drive i888) 567-8324 Net Sales Sales Tax NO 7200659.29
Booked Zzles Freight NO
Misc O
Kansas City MO 56663-2341
jameshBbuilders_supply.ecom
PRT Patrick R Thomassen THOO1 5.250 Line Items YVES .00 1z/19/zo007
1674 West 77th Street 1100) 873-8554 Net Sales Sales Tax NO 307277.07
Lpt 1203 Booked Sales Freight hi[e)
Misc O
New YORK NY 10027-43559

Accounts Receivable
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Customer Detall List

The Customer Detail List shows the information stored in the ARCUxxx
(Customer) file: each customer’s name and address, active or inactive status,
credit and tax information, current balances, sales and payment history, and user-
defined fields and documents associated with each customer.
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Customer Detail List

Sample List

og/zz/z007
Z:44 MM

ACEOOL Status  Actiwve
ACE BUILDERS

lgg2 2E 212T STREERT

PADUCAH KY 28655-7865 U3
ATTH: ACCOUNTS DATAELE
Ship Zone: 01
Ship-To:
Phone: (505) 555-1646
Fax: (502) 555-1566
New Finance Charge: oo
Unpaid Finance Charge: oo
Current Due: 136738, 44
Balance 31-60: oo
£1-30: oo
a1-120: oo
1214 : oo
Unspplied Credits: oo
Total Due: 13673844
Web Site: Wi, ace-builders. com
Period-to-Pate Qtr-to-Date
Sales ZEEED. 29 Z16761.42
Profic z269.42 48450. 15
Humber of Invoices z 4
Payments .o £47524.54
Discounts .o o0
Hunber of Payments 0 2
Total Days to Pay 0 35
Average Days to Pay 0.00 47.50
1=t Date Last Date
Sale 07/14/2006 12/21/2007
Payment 1142742007
TTD Finance Charge oo

File Naue

Builders Supply
Customer Detail List
By Customer ID

Partial Ship?
Tarritory:
Contact:

Zales Rep 1:
Zales Rep 2:
Croup Code:
Statement Code:
Account Type:
Dist Code:

Cust Leve
Finance Chg?
Fin.
Terms Code:

Taxable?
Tax Group:
Exempt ID:

Credit Limit:
Credit Hold:

Payment Method:
Dflt Ship-To ID:

Credit Status:

Charge Code:

Page

TES
MIDATL
BRI

CID Carry P.

Class: WHEL

Deacon

o
Stumt Only
Open Invoice
oL
ACEOOL
HO
m
ZPCT
z.0%

Reg

10 DAYE, NET 20

HO

Mm Ninnesota

21E000
No

CHE

a-3-2-2-1-1-2-2-2-2-1-1

Verify Credit Cards? jali]
Tear-to-Date Last Year
LleeE32L. 24 1Zz32E79.63
422223 032 270863.28
14 2
Llez7237. 84 1110548.58
lZez0.632 1535.38
14 £
7lE 211
E1.07 47 20
Last Amount Last HNumber
2172207 12670074
154642, 54 00014182
High Balance TZ2Z144.10

Documents

Description

- - /Docunent FAREAMPLE. DOC
- - /Docunent FAREAMPLE. KLE

E-Mail Addresses

Sample word processing document
Sample spreadsheet document

Type E-Mail Address Name Description

Invoice To : enma@ace-builders.com Euma E. Accounting - Invoices
Statement To : lily@ace-builders.com Lily G. Accounting - Inveices
Other To : toby@ace-builders.com Toby E. Accounting - Ceneral

End of Report
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Customer Labels

Use the Customer Labels function to print labels for customer invoices and
statements, or for other mailing and filing purposes.

1. Select Customer Labels from the Master File Lists menu. The Customer

L abels screen appears.
X Customer Labels (== ==
Commands Edit Modes Other Help
%XEE|E‘E|?@|@@ 0K Abandon
Customer ID From ACEQ01 E Distribution Code From 01 \E
Thru  |GREOOT B Thru 02 [4]
Zip Code From
Thru
Print By
@ Customer ID
Zip Code
Customer Name
Label ID Address [4]
Copies 1
Labels to Skip 0
Collated?
Print Customers of Status Active -
Include None -
Print Alignment?
[Company H12/29/2010 [Terminal T000 [OVR
Inquiry I 1. Enter therange of Customer IDs you want to include in the labels.
Inquiry I 2. Enter the range of Distribution Codesyou want to include in the labels.

3. Enter therange of Zip Codes you want to include in the labels.
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Inquiry |
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10.

11.

12.

Select whether you want the labels ordered by Customer ID, Zip Code, or
Customer Name.

Select the Label ID you want to use.

Enter how many Copies of the label sheets you would like.

If you are using a partially used sheet of labels, enter the number of already
used labelsinthe Labels to Skip field. The printing will begin on the next
label after the skipped number.

Check the Collated? box to collate the printed |abel sheets.

Choose to print labels for only Active customers, only Inactive customers,
or Both active and inactive customers.

Choose to include Customer ID, Phone Number, Both, or None on the
|abels.

Check the Print Alignment? box if you would like the system to print an
alignment form before the labels.

Select the output device. After you produce the list, the Master File Lists
menu appears.
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Customer Labels Master File Lists ¢ CHAPTER 12

Sample Labels

ACEOOL

ACE BEUILLERS

1l&s88 2E Z1ET STREET
PADUCAH EY Z8655-7B65

DALOOL

DALLASZ-FT WORTH DOME HOMES
10zZE 27TH AVE EE

DALLAS TH 77777

GREOOL

GREATER NEW YORK DOMES, INC.
1001 AVE OF THE AMERICAZ
MNEW TORE CITY NY 1001Z-4335

EANOOL

EANSAS CITY GEODESIC HOMES
Z38Z WEST L3Pl AVENUE
EANSAS CITY MO SEEGE

Losool

LOE ANGELES CONSTRUCTION CO.
92042 VENTURL BOULEVADD
ENCINO CA 99333-5584

SUHOOL

SUNSHINE HOMES, INC.
1000 OCEAN BOULEVALRD
MIAMTI FL 33333-43F3

TENOOL

TENNESSEE SHELTERZ, THC.
1001 COUNTRY ROAD
MNASHVILLE TH 543z27-4383

VISooL

TISA

2347 WEST VILGINIA AVE
SUITE 1025

DOVER DE 14003-2347
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Customer Comments List

The Customer Comments List shows the comments that are on file for a
customer. You can use the list as a reference when you enter accounts receivable
transactions.

Sample List

1z/28/2007 Builders Supply Page 1
10:08 AN Customer Commwents List
By Custower ID/Date

Customer Date Ref Comment
ACEOO1 ACE BUILDERS

01/z0/2007 2 PLEASE NOTIFY JANE OF ANY SHORT SHIPMENTS.

TRACER PUT ON LAST SHIPMENT.
01/14/2006 3 ACE AGREED TO PAY $3000 ON 2/1

01/04/2006 1 PLEASE NOTIFY JANE AT ACE WHEN ITEM IS MAILED.
CALLED CUSTOMER ABOUT PAST DUE BALAWCE.

CASHCA CASH SALES-OAKLAND, CAL
01/24/2008 1 CUSTOMER REQUESTED A CREDIT APPLICATION.

DALOO1  DALLAS-FT WORTH DOME HOMES
05/07/2007 1 CUST REQZ THAT WE OMLY TAKE ORDERZ FRON JACKIE

02/14/2007 1 SENT NEW CREDIT APPLICATION
01/21/2006 1 CUSTOMER REQUESTED THAT WE SEND INW TO NEW ADDRESS

GREOO1 GREATER NEW YORE DOMES, INC.

0z/zs8/2007 1 BEOE HAS BEEN PROMOTED. MEW CONTACT IS JULIE.
01/16/2006 1 BOB SAID WE SHOULD SKIP THE REFUND REQUEST.
01/15/2006 1 BOB CALLED AND REQUESTED A REFUND ON CREDIT BAL.

EANOO1 KANSAS CITY GEODESIC HOMES
0z/14/2007 1 CUSTOMER REQUESTED THAT ALL MATIL BE SENT TO NEW HQ

01/13/2006 1 JANE REQUESTED & FAX COPY OF INV # 39839.

End of Report
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Customer Payment List

The Customer Payment List function allows you to print alist of the credit card

and direct debit account information you have on file for your customers.

Sample List

1z/z8/2007
10:10 AX

Cust. ID MOP

Code

Builders Supply
Customer Credit Cards List

Card Number

Card Holder's Hame

Page

Expiration Date

1

ACEOOL AME
ACEOOL CHE
ACEOOL pules

ACEOOL VIs
CASHCAL CSH
CASHMD CSH
CASHMN CSH
CASHPS CSH
DALOOL AME
DALOOL CHE
KANOO1 CHE
KANOO1 VIs
Los001 CHE
Los001 DIs
Los001 pules

SUNOO1 AME
SUNOO1 AME
SUNOO1 CHE
SUNOO1 DIs
SUNOO1 pules

TENOO1 CHE
TENOO1 VIs
VISOO1 CHE

End of Report

imerican Express
Check

Master Card
VISk

Cash

Cash

Cash

Cash

imerican Express
Check

Check

VISk

Check

Discover

Master Card
imerican Express
imerican Express
Check

Discover

Master Card
Check

VISk

Check

HEEEEEEEEEEEOL122
HEBOO1
HEEEEEEEEEEEO0ZZ
HEEEEEEEEEEEDO20
HEBOO1
HEBOO1
HEBOO1
HEBOO1
possssssssssd ki
HEBOO1
HEBOO1
HEEEEEEEEEEE2033
HEBOO1
HEEEEEEEEEIEOE08
HEEEEEEEEEEE2034
possssssssssci=br]
pessssssssssciiog
HEBOO1
HEEEEEEEEEEET 748
HEEEEEEEEEEEO0ZZ
HEBOO1
HEEEEEEEEEEEOO19
HEBOO1

Ace Builders, Ine.
000001

Ace Builders, Ine.
Ace Builders, Ine.
000001

000001

000001

000001

Bob Parker

000001

000001

James i Hovland
000001

LAi Construction Co
LAi Construction Co
Randy P Sulivan
Russell T Johnson
000001

Randy P Sulivan
Randy P Sulivan
000001

Scott Ueatherly
000001

7/2008
/0
9/z009
4/z008
/0
/0
/0
/0
4/z008
/0
/0
3/z009
/0
1z/z007
1z/z008
3/z009
5/z008
/0
2/zo09
7/2008
/0
3/z009
/0

Accounts Receivable
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Ship-to Address List

The Ship-to Address List isahelpful reference of your customers’ shipping

addresses.

Sample List

12/28/2007 Builders Supply Page
10:17 AN Ship-to Address List
By Customer ID
Ship-to
Ship-to  Name Tax Group ——-—-—-——-—-—
Cust ID  Address Group Descriprion
000001 Bill Megers Tax Group Not on File
ACEDOL Receiving
1588 SE 31st Street
Paducsh, KY 28655 TUS
000001 KANSAS CITY GEODESIC HOMES TX Texas
KANOO1 2382 WEST S3RD AVENUE
KANSAS CITY, MO 56666-5425 US
000001 SUNSHINE HOMES, INGC. HD Maryland
SUNDO1 1000 OCEAN EOULEVARD
MIRMI, FL 33333-9823 US
00000z SUNSHINES HOMES, INC. HD Maryland
SUNDOL 9350 W. GULFSTREALM DRIVE
TANPR, FL 33333-8625 US
000001 TENNESSEE SHELTERS-NASHVILLE TX Texas
TENDO1 100 HWY 42
NASHVILLE, TN 54329-4736 US
000002 TENNESSEE SHELTERS-MEMPHIS TX Texas
TENDO1 300 W. 37TH STREET
HENPHIS, TN 54335-4938 US
000003 TENNESSEE SHELTERS-CHATTANOOGA TX Texas
TENDO1 9000 CO RD 4
CHATTANOOGA, TN 54897-2034 US
End of Report

Accounts Receivable
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Ship-to Address Labels

Use the Ship-to Address Labels function to print labels showing each
customer’s ID, ship-to ID, and address.

1. Select Ship-to Address Labels from the Master File Lists menu. The Ship-

to Address Labels screen appears.
X Customer Labels (== ==
Commands Edit Modes Other Help
%XEE|E‘E|?@|@@ 0K Abandon
Customer ID From ACEQ01 E Distribution Code From 01 \E
Thru  |GREOOT B Thru 02 [4]
Zip Code From
Thru
Print By
@ Customer ID
Zip Code
Customer Name
Label ID Address [4]
Copies 1
Labels to Skip 0
Collated?
Print Customers of Status Active -
Include None -
Print Alignment?
[Company H12/29/2010 [Terminal T000 [OVR
Inquiry I 1. Enter therange of Customer IDs you want to include in the labels.
Inquiry I 2. Enter the range of Distribution Codesyou want to include in the labels.

3. Enter therange of Zip Codes you want to include in the labels
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Inquiry |
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10.

11.

12.

13.

Select the Print Ship Via? box to print the shipping method on the [abel.
Select whether you want the labels ordered by Customer ID or Zip Code.
Select the Label ID you want to use.

Enter how many Copies of the label sheets you would like.

If you are using a partially used sheet of labels, enter the number of already
used labelsinthe Labels to Skip field. The printing will begin on the next
label after the skipped number.

Check the Collated? box to collate the printed |abel sheets.

Choose to print labels for only Active customers, only Inactive customers,
or Both active and inactive customers.

Choose to include Customer ID, Phone Number, Both, or None on the
|abels.

Check the Print Alignment? box if you would like the system to print an
alignment form before the labels.

Select the output device. After you produce the list, the Master File Lists
menu appears.
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Ship-to Address Labels

Master File Lists ¢ CHAPTER 12

Sample Labels

ACEQQLOOOOOL

BEILL MEYERS

RECEIVING

1588 3E 315T STREET
PADTTICAH EY Z26EE-786F5

EANOO1lO00001

FANSAZ CITY GEODESZIC HOMES
Z38Z WEST L3RD AVENUE
FANZAZ CITY MO EEcec-L4ZE

SUNOOLO0000L

SUNSHINE HOMEZ, THC.
1000 OCEAN EBOULEVALD
MIAMI FL 33333-98Z3

SEUNOO100000E

SUNZHINES HOMES, INC.
9350 W. GULFSTEEAM DEIVE
TAMPA FL 33333-88ZFF

TENOQOLlOOQO00OL

TENNESSEE SHELTERS-NASHVILLE
100 HIY 42

NASHVILLE TH 54323-4736

TENOO1lO00000Z

TENNEZZEE SHELTERZ-MEMPHIZ
300 . 3I7TH STREET
MEMPHIS TH 54332-4938

TENOO1l000003

TENNESSEE SHELTERS-CHATTANOOGA
9000 CO ED 4

CHATTANOQOGL TH E4237-Z034

Accounts Receivable
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Recurring Entries List

Produce the Recurring Entries List after you set up recurring entries to make sure
that everything is correct and to use as a reference when you copy recurring
entries to the ARTDxxx and ARTHxxx (Transaction) files. Produce a new list
each time you add, change, or delete recurring entries.

If you find incorrect transactions in the Recurring Entries List, use the Edit

Recurring Entries option in the Recurring Entries function (see page 10-39) to
correct them.

Sample List

05/15/2008 Builders Supply PAGE 1
4:06 FM Recurring Entries List
By Recurring Entry Number
Entry Cust ID Sales Account Units  Quy. Ordered Unit Price Ext. Cost Ext. Price Tax Class
Line Run Code COGS Account Qty. Shipped Unit Cost
Description Inv. Account
0001 ACE001 401000 ER 1.0000 125.0000 .00 125.00 00 MN
001 1 501000 1.0000 .0000
CONSULTING FEE 104400
Cust ID Order No. Order Date SR1 SRZ Tx Grp. Freight Subtotal Sales Tax Invoice Total Pmt. Method
Ship To Cutoff Date Terms Desc. Miscellaneous
ACE001 GPD MY .00 125.00 .00 125.00 DD DD
12/31/2007 2/10,n/30 .00
Freight Subtotal Sales Tax Extended Cost Extended Price
Miscellaneous
GRAND TOTAL .00 125.00 .00 .00 125.00
.00
End of Report
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Codes List

The Codes List isareference of the codes used for sales/COGS account pairs,
distribution accounts, customer terms, shipping methods, payment methods, and
finance charges. Thisinformation is entered in the DFxxxx table and the
ARCDxxx (Codes) file; produce thislist before you change information in either
place.

Sample List

12/28/2007 Builders Supply Page 1
10:19 AN Codes List
GL Codes

Code Description Sales Account COGS Account

c1 Contract Sales 402000 502000

Rl Retail Sales 401000 501000

Distribution Account Codes

Il Description Receivahles Sales Tax Freight Wiscellansous
03 Regular Customers 101000 203800 405000 &01000
04 Credit Card Customers 101000 203800 405000 &01000

Terms Codes

Code Descriprion Type Percent Dus Days Net Dus Days
1FCT 1/10,n/30 Reg 1.0 10 30
ZECT 2/10,1n/30 Reg z.0 10 30
SECT 5/10,n/30 Reg 5.0 10 30
SFCT 8/10,1n/30 Reg 5.0 10 30
con c.0.D. Reg .0 o o
CODCHK COD-Comp Chk  Reg .0 o o
NET n/30 Reg .0 o 30
P10 n/10 ECH Prox .0 o 10

Shipping Hethods

Code Descriprion Tracking URL
FED2 Federal Exp Znd-Day

FEDEX  FedEX Test

FEDO Federal Exp Overnite

FEDF Federal Exp Priority hetp://uww.fedex.cow/cgi-bin/tracking?action=trackstracknunbers=[TRACK

UFSE UFS - Blue http://wwwapps.ups.cow/ HehTracking/ processInputkequest 2HTHLVersion=5.0&s0rt_

by=statusstracknums_displayed=5eTypeofInquiryiunber=Tsloo=en UScigresToTerns
AndConditions=yessInquiryMurberi=[ TRACK
URSE UPS - Red

Accounts Receivable 12-25






Tables List

Produce the Tables List to get information from a particular Accounts

Receivabletable. Thisfunction isvaluable if you plan to change atable and want
alist to compare it against.

Sample List

12/28/2007

10:20 AM
Table ID ARGL Description GL Accounts Table
No. of Coluwns 2 Column Length 12 Type A

DESCRIPTION G/L HUMEER

CASH RECPTS 100000
DISCOUNTS 404000
INVENTORY 104400
FIN CHRG &0z2000

End of Report

Builders Supply
Tables List
Locounts Receivable

Page

1

Accounts Receivable

12-27






GL Account Audit Report

The GL Account Audit Report List shows Accounts Receivable tables and data
fileswith invalid or missing GL account numbers.

Sample List

10/11/2007 Builders Supply Page 1

4:42 PI GL Aecount Audit Report

Application Deseription Interfaced to GL?

LE hecounts Receivable Ho
File File Description Record Description Field Name GL Aecount — Reason
LRPYH Methods of Payment Payment Code ANX GL Account Missing
LRPYH Methods of Payment Payment Code DIS GL Account Missing
LRPYH Methods of Payment Payment Code MC GL Account Missing

End of Report

Accounts Receivable
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APPENDIXA

System Messages

Messages on the screen or in areport indicate an error, tell you
how to enter data, or inform you about what is happening in the
function you are using. Self-explanatory messages are not
listed.

Access denied.

Your roleis not set up to access this function.
An error occurred while (converting or creating) files. Conversion aborted.

If an error occurs during data file creation or conversion, a
message that describes the problem appears. Then this message
appears on the Resource Manager Data File Creation or Data
File Conversion screen to inform you that the process has been
aborted. Correct the problem described in the first message and

try again.
At least one history selection must be YES.

You must include at least one type of history in the Customer
Analysis Report.

A valid bank account ID is required.

If Accounts Receivable interfaces with Bank Reconciliation,
you must enter a bank account ID that isin the BRBAxxx
(Bank Accounts) file.
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APPENDIX A » System Messages

Bank account (ID) is not on file.
Bank account (ID) not found.

The bank account ID you entered is not in the BRBAxxx (Bank Accounts) file.
Enter adifferent 1D; the Inquiry (F2) command is available.

Basic Error = nn Host Error =xxx Line = nnnn Program = XXXXXX
Basic Error = nn Line =nnnn Program = XXXXXX

A serious error has occurred. Write down the information that appears and get
help from a support technician.

Cannot delete customer with (assigned data).

You cannot delete the record of a customer that has open invoices, orders, or
unposted transactions on file.

Cannot delete last line of a transaction.

You cannot create a transaction with zero line items; atransaction must have at
least one line item. You can delete an entire transaction from the header screen.

Cannot run graphical version of this function. xxxxxxxx.BRC not found.

OSAS cannot | ocate the graphical resource file associated with the function you
aretrying to run. If you do not have the graphical version of OSAS, return to the
menu and turn off GUI functions using the Shift+F6 keyboard command or using
the Workstation Defaults function in Resource Manager. If you have the
graphical version of OSAS, seek help from a support technician.

Could not find any valid source files for this application.
The source directory you specified does not have files for the application you are

converting. Make sure that you entered the correct source directory and
application ID.
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Credit limit exceeded.

The customer is already over the credit limit you assigned (if you are on the
header screen), or the line item you are entering together with the other balances
on account for this customer exceeds the customer’s credit limit. In either case,
press Enter to override the credit limit and continue entering the invoice, or exit
from the function.

Customer (ID) has open invoices.
You cannot delete the record of a customer that has open invoices on file. If you
know the customer has paid in full, make sure that the payments were recorded
and posted properly. Do periodic maintenance, and then delete the customer
record.

Customer is on credit hold.
You cannot enter an invoice for a customer that is on credit hold.

xx data files exist. Do you want this task to erase them?
The directory where you are creating files already hasfiles for the selected
application and company. To continue with the conversion and erase the existing
files, enter Y. To create only the missing files (if any), enter N. To cancel the
operation, exit from the function.

Date must be greater than previous date entered.

You must enter the aging period datesin chronological order in the Cash Flow
Report.

Delete entire transaction?

To delete the entire transaction, use the Delete (F3) command.
Delete entry number n.

To delete the line item, use the Delete (F3) command.
Destination file (drive:/path/file name) not found. No conversion.

The filename or path you specified does not exist.
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Disk drive not ready.

The system cannot access one of the disk drivesto find the file for whichiit is
looking. Sometimes the door of adisk driveisopen, or aDVD isnot in thedrive;
check it. If closing the door or inserting the DV D corrects the problem, press
Enter; if not, consult your system administrator or hardware support specialist.

Drive not available.

The system does not have the disk drive ID you entered. Press Enter and enter a
different ID. If this message appears when you enter the correct drive 1D, get help
from a support technician.

Entry in process on terminal nnnn.

Another user is entering or editing atransaction in the batch you are working
with. You cannot process the batch whileit isin use.

Field size is too large.

The amount of the line item makes one of the calculated amounts exceed the
space provided for it. Check the amounts you entered in the fields. If they are
correct, you must enter the transaction as two transactions to accommodate the
total.

File unavailable (XXXXXXXX).
This message appears for one of three reasons:

e Thefunction you are trying to access needs one or more files that are locked
by another user on your system. When afileislocked, other users cannot
access it during posts and other functions that need to keep the file intact.

e Thefunction you are trying to access needs one or more files that are not on
your system. Use the Options and Interfaces function on the Resource
Manager Company Setup menu to verify that the correct interfaces have
been selected. If that doesn’t solve the problem, get help from a support
technician.

e You are working with the wrong company. Return to the menu; then use the
Change Company (F3) command to enter the ID you want.
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In any case, press Enter to get back to the menu, correct the problem, and select
the function again.

(filename) does not exist. Cannot convert it.

One of thefileslisted in \xxDATA is not in your old data directory. See
Destination file (drive:/path/file name) not found. No conversion.

GL account (#) is a memo account.
You cannot use a memo account in the sales, COGS, or inventory account.
GL account (#) is not in Master file.

The account number you entered is not in the GLMAxxx (Master) file. Enter the
correct account number; the Inquiry (F2) command is available.

Invalid date - mm/dd/yyyy.
Invalid date - dd/mm/yyyy.

The date you entered isinvalid, or the format you used isincorrect (for example,
American format in a European-format system). This message is usually
accompanied by one of two explanatory messages:

Month out of range (1 to 12)

or

Day out of range (1 to nn)

If you entered an invalid date, press Enter and enter avalid one. You can enter
dates in either format: 010102 or 01012002.

Invalid entry.
Theinformation isnot valid in the field where you entered it. Check the data and

enter it again. Consult the user’s guide or use the Help (F1) command for
information.
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Invalid number of periods in ARPDxxx table.

The valid number of periods you can use in the ARPDxxx table are 1, 4, 12, and
13.

Invalid Period Conversion table.
The CNVTxxx table for the company isinvalid. A common reason isthat you did
not update the table with the corresponding data for the next period. Use the
Period Setup function to make adjustments (see the Resource Manager User’s
Guide).

Invalid year.
The fiscal year you entered isinvalid.

Item/Job (#) is not on file.

Theitem or job number you entered is not on file. Enter a different number; the
Inquiry (F2) command is available.

Job (ID) is not on file.
Job (ID) not found.

The job number you entered is not on filein the Job Cost JOBSxxx (Jobs) file.
Check your records. Then enter ajob number that the Job Cost system
recognizes, or add the job number to Job Cost.

Mask format error use (mask).

You entered data that does not fit the predefined format for the field. Enter the
data again, using the predefined format.

Maximum number of lines is 998.
Maximum number of lines reached. Cannot insert.

You cannot insert alineitem if the transaction already has 998 line items.
Must be (within range).

You must enter a value within the range specified in this message.
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Must be greater than 0.

You must enter an invoice number that is greater than zero when you print
invoices.

Must build (table ID) first.
You must build the table shown in this message before you can use the function.
Must enter (1-n).
You must enter a value within the range specified in this message.
Must enter (value).
You must enter the kind of value specified in this message.
Net due days cannot be less than discount days.

The number of net due days must be equal to or greater than the number of
discount days.

New batch ID cannot equal old batch ID.

You must enter aunique 1D for the new batch number when you use the Change
Batches function.

No more open invoices for (ID).
The customer does not have any more open invoices to scan.
No summary history for this period.
You selected a period whose summary history was either deleted or never kept.
Open Invoice file not empty.
You cannot use the Build Open Invoice File function for a company whose
ARINxxx (Open Invoice) file has been initialized and contains open invoices. If

you are using the wrong company, exit to the File Maintenance menu, change to
the correct company, and then try the function again.
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Over maximum of 999 sequences for this date and reference ID.

You can enter a maximum of 999 comments for a particular date and reference
ID.

Percentages cannot total more than 100.
The sum of the two sales rep’s percentages cannot exceed 100.
Press Enter to adjust payment amount and return to menu.

You cannot exit to the menu until the remaining amount to be applied is zero.
Press Enter to adjust the payment amount and return to the menu, or use the up-
arrow key to return to the scroll region.

Printer busy.

You are trying to use a printer that isin use. Press Enter to continue with your
entry, and try to print later.

Record in use.

Another terminal isusing the record you are trying to access. Exit from the
function. Then try to access the record again when the other terminal is finished
with it.

Sales history is not implemented.

You cannot print the Detail History Report if you elected not to keep detail sales
history in the Resource Manager Options and Interfaces function.

Sales rep (ID) has current balance.

You cannot delete the record of a sales rep who has outstanding commissions.
Sales rep (ID) is not on file.

You entered the ID of asalesrep that is not set up in the ARSRxxx (Sales Rep)

file. Enter adifferent ID (the Inquiry (F2) command is available) or use the
Maintenance (F6) command to add a new salesrep to the file.
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Summary history not available for this period.

You cannot print the report for this period because it does not have any summary
history. It might have been deleted from the ARHSxxx (Summary History) file,
or you might have elected not to keep summary history in the Resource Manager
Options and Interfaces function when this period was active.

Tax (ID) is not on file.

You entered atax group ID that is not in the RMTXxxx (Tax Groups) file. Enter a
different ID; the Inquiry (F2) command is available.

There is no summary history for customer (ID) in (fiscal year).

You cannot print the report for this fiscal year because it does not have any
summary history. It might have been deleted from the ARHSxxx (Summary
History) file, or you might have elected not to keep summary history in the
Resource Manager Options and Interfaces function during this year.

Thru value cannot be less than From value.
Thru value must be greater than From value.

The value you entered in the Thru field is smaller than the value you entered in
the From field. Press Enter, then enter the correct value in the Thru field.

Transaction is not on file.
Transaction number not found.
Transaction number not on file.
Transaction (#) not found.

The transaction number you entered is not in the ARTHxxx (Transaction) file.
Enter a different transaction number; the Inquiry (F2) command isavailable. The
transaction may also be stored in a different batch. Change the batch ID and try

again.
Transaction in process on terminal (ID).

Theterminal in this message is adding the transaction number. Assign adifferent
number to the transaction.
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Unable to execute program (program).

The system cannot run the program you selected from the menu. Make sure that
the displayed program isin the application’s program directory, and select the
function again.

Unable to load menu record (menu) from file (file).

The application’s menu record is not in the menu file, or the menu fileis missing.
Make sure that the application is properly installed and try again.

Unable to lock - file in use.

One of the function’sfilesislocked because another workstation on the systemiis
using it. Try the function again when no one elseis using thefile.

Unable to open file.
Unable to open - file in use.

Thefileyou aretrying to useis either corrupted or locked at another terminal on
the system. Wait afew minutes and try again. If the condition continues, get help
from a support technician.

Unable to print to device.

The system cannot access the output device you are trying to use. Make sure that
the output deviceis online.

Valid entries are (range).
Valid units are: n.

Enter one of the valid selections shown in this message.
Warning: customer is on credit hold.

The customer ison credit hold. Press Enter to remove the message; then continue
working with the customer ID, or enter a different customer ID.
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Warning: summary history not available for all comparisons.

Summary history isnot available for all the comparisonsin the report. In each
column of the report where summary history is unavailable or insufficient, .00 *
prints.

You must build ARPDxxx table before (doing operation).

You must build the ARPDxxx table for the company before you can use the
Periodic Maintenance and Post Transactions functions. These functionsrely
on being able to sort by period.

Your hard disk is full - unable to finish copying.
The system cannot finish converting files because your hard disk isfull. Delete

unneeded files, optimize your hard disk, or take other measures to make space.
Then restore the backup you made before converting thefiles, and try again.
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APPENDIXB

Accounts Receivable

Common Questions

These commonly asked questions about the Accounts
Receivable system are divided into two categories: Entering
Balances and Daily Work.

Entering Balances

| entered balances in the customer record, but when I go
back into the file, the balances are zero. What happened?

The online aging feature can throw your initial balances off.
You must turn off the online aging option before you enter
beginning balances. Then after you use the Build Open
Invoice File function, turn the option on again.

Daily Work

The invoice number | entered does not match the invoice
number in the Sales Journal. Why not?

If you use prenumbered forms, the invoice numbers are
reassigned when you print invoices to match the numbers of
the preprinted forms. To make sure that the invoice number in
the ARINxxx (Open Invoaice) file is the same as the one on the
invoice you send to the customer, the system updates the
invoice record with a new number.
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This numbering method is important for open invoice customers because when
they make payments toward specific invoices, you must apply the paymentsto
the right invoices.

When | enter invoices, the wrong general ledger period shows up. Why?

The period corresponds to the system date. If the system date is wrong, the
general ledger period date is wrong.

Check the system date. If it iswrong, changeit. If it is correct, check the datesin
the Period Setup function in Resource Manager to make sure that you specified
the correct periods and their corresponding months for the company.

What does the system do with an unapplied credit?

Cash receipts and credit memos that are not applied to specific invoices for open
item customers are put in the unapplied credits bucket in the customer record and
in the Aged Trial Balance. You can use the Hold/Release Invoices function to
apply these credits and payments to specific invoices.

I had printer problems before | finished printing invoices. The printer problem is fixed now,
but how do I start over without reprinting all the invoices?

Use the Restart option. Enter the new first invoice number and the number of the
last invoice that printed correctly.

I was in the middle of posting and had computer problems. Can | recover?

Yes. If you backed up your data files before posting, restore the backup and start
the post over.

The Post Transactions function has arestart feature. If you did not back up
before posting, start the post over. Each posted transaction is flagged as posted,
so if atransaction or batch of transactions was completely posted, it will not be
processed again. If the system was in the middle of posting a transaction or a
batch of transactions, it processes the transaction(s) again.

Then print the Open Invoice Report, the Detail History Report, and the
appropriate reports from interfaced applications. Make adjustments for the
double-posted entry, if any. (Only one transaction line or cash receipt can be
double-posted.)
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The Current column in the Aged Trial Balance shows both last month’s and this month’s
activity for my balance forward customers. Why?

You did not do periodic maintenance before you entered this month’s activity.
You can correct this situation in one of two ways:

« If you caught the error in the first few days of the month and you have a
backup of your sales history since the beginning of the month, produce the
Detail History Report from the first of the month to the present date,
organized by customer ID. Then restore the backup from the end of the
previous month and do periodic maintenance. Refer to the Detail History
Report to reenter this month’s activity.

« If youdid not back up your files or if you did not catch the error until well
into the month, let the current month’s customers go without aging. Keep
activity for both this month and next month in the current period and do
periodic maintenance at the end of the month.

How does the system calculate finance charges, and what are the Open Invoice Days and
Balance Forward Days fields for?

Finance charges are calculated for invoices (for open item customers) or balances
(for balance forward customers) that are older than the number of days specified
in the finance charge code record associated with each customer. The Open
Invoices Days isthe number of days after which finance charges are assessed on
unpaid invoices, based on invoice or due dates. The Balance Forward days
refers to the aging buckets used to summarize past-due balances for balance
forward customers.

How does the prenumbered forms option assign numbers?

If you elect to use prenumbered invoice formsin the Resource Manager Options
and Interface function, existing invoices with assigned numbers will be
overwritten. Miscellaneous credits with invoice numbers are never overwritten.

Why are history invoices different from my original invoices?

Not all the datain the ARTHxxx and ARTDxxx (Transaction) filestransfersto the
ARHIxxx (Detail History) file.
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When are paid invoices removed?

Paid invoices dated before the date you specify are removed through the Purge
Selected Files function.
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converting to version 7.0, 2-4
description, 1-3
files, 1-5
installation, 2-1
installing new version before con-
verting, 2-3
interfaces, 1-3
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ARGLxxx file
description, 1-7
ARGLxxx table
description, 10-56
screen, 10-56
setting up, 3-12, 10-56
ARHDxxx file
description, 1-10
setting up, 3-9
ARHIxxx file
description, 1-10
ARHSxxx file
description, 1-10
setting up, 3-9
ARINxxx file
description, 1-9
setting up, 10-65
ARLSxxx file, 1-9
ARPDxxx table
description, 10-58
setting up, 3-12
ARPY xxx file
description, 1-7
setting up, 3-16
ARRDxxx file
description, 1-8
setting up, 3-21
ARRExxx file
description, 1-8
setting up, 3-21
ARRHxxx file
description, 1-8
setting up, 3-21
ARSAXxxx file
description, 1-8
setting up, 3-21

IX-2

ARSMxxx file
description, 1-7
ARSRxxx file
description, 1-7
setting up, 3-14
Setting up commissions, 3-15
ARTCxxx file
description, 1-7
ARTDxxx file
description, 1-9
setting up, 3-21
ARTHxxx file
description, 1-9
setting up, 3-21

B

backup schedule
for datafiles, 3-25
for programs, 3-25
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function, 5-41
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batches
changing, 5-39
copying recurring entries, 5-37
option for transactions, 3-9
purpose of, 3-9
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Browse, 1-30
Build Open Invoice File
aging periods, 10-65
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function, 10-65

online aging, 10-65
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summary invoices, 10-65
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Calculate Finance Charges
function, 7-13
Cash Flow Report
description, 1-12
function, 7-11
sample, 7-12
cash on delivery terms, 11-6
Cash Receipts
aging codes, 5-27
balance forward accounts, 5-27
batches, 3-9
deposit information, 5-25
editing, 5-31
function, 5-25
partial payments, 5-25
posting invoices, 6-25
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1-14
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description, 1-9
setting up, 5-25
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description, 1-12
function, 6-13
sample, 6-14
when to print, 6-13
CAUTHXxxx table
description, 10-59
Change Batches
function, 5-39
screen, 5-39
Change Fields
samplelog, 10-73
screen, 10-69
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payment type, 3-16
COD terms, 11-6
codes
payment methods, 3-16
setting up, 3-2, 3-14
sorting, 1-38, 3-2
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function, 12-25
Codes Maintenance functions
setting up, 3-14
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combination method
initial balances, 3-23
commands
flags, 1-34
hot keys, 1-34
Proceed (OK), 1-2
comments
entering, 3-20
commissions, 10-35
based on paid invoices, 7-23
setting up, 3-14
Commissions Report
description, 1-12
function, 7-23
screen, 7-24
when to print, 7-23
company
assigning roles, 3-24
tablesfor, 3-12
company information
printing on plain-paper invoices and statements,
311
conversion
before converting, 2-3
setup considerations, 2-4
tax information, 2-3
converting to OSAS version 6.1, 2-4
Copy Recurring Entries, 1-11
before copying, 5-37
copying batches, 5-37
function, 5-37
Credit and Balance Information
changing, 10-12
entering, 10-12
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finance charges, 3-19
money owed, 3-19
setting up, 3-19
unapplied credits, 3-19
credit card
option to enter expired card as payment, 3-10
payment type, 3-16
Credit Card Information
changing, 10-15
setting up for customers, 3-19
Credit Cards
file, 1-6
credit hold, 3-19
credit limits
setting up, 3-19
credit memo
splitting, 7-4
credit statuses
assigning to customers, 3-19
list of, 10-22
updating, 3-20
credits
applying to oldest items first, 3-11
Customer Activity Report
description, 1-13
function, 8-17
requirements, 8-17
sample, 8-18
screen, 8-17
Customer Analysis Report
description, 1-12
function, 7-21
when to print, 7-21
Customer Comments
accessing, 3-20
changing, 10-26
deleting, 10-4
entering, 10-26
file, 1-6
Customer Comments List
function, 12-13
sample, 12-13
Customer Detail List
function, 12-7
sample, 12-8
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balance information, 3-19
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credit card information, 3-19
documents, 3-21
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payment information, 3-18
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user-defined fields, 3-21
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function, 12-9
sample, 12-11
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sample, 12-15
Customer Sales Report
description, 1-13
function, 8-15
requirements, 8-15
sample, 8-16
Customer User-Defined Fields
viewing, 4-9
Customers
account types, 3-18
aging, 6-28
balance forward accounts, 10-3
balance information, 3-19
changing levels, 3-10
clearing high balances, 9-8
comments, 3-20, 10-26
credit and balance information, 10-12
credit card information, 3-19
credit hold, 3-19
credit limit, 3-19
credit statuses, 3-19
Customer Comments screen, 10-26
deleting, 10-4
distribution codes, 3-18
documents, 3-21
e-mail addresses, 10-10
finance charges, 3-18, 3-19
function, 10-3
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genera information, 10-6
General Information screen, 10-6
group codes, 3-17
header screen, 10-3
history information, 3-19, 10-19
money owed, 3-19
open invoice accounts, 10-3
partial shipments, 3-18
payment information, 3-18, 10-15
setting up, 3-17
ship to addresses, 3-20
ship-to addresses, 10-23
statement code, 3-17
tax groups, 3-18
unapplied credits, 3-19
user-defined fields, 3-21
viewing
balances, 4-5
detail history, 4-13
history, 4-6
invoice history, 4-23
invoice totals, 4-16
invoices, 4-7
open invoices, 4-11
payment history, 4-6
sales history, 4-6
summary history, 4-17, 4-21
Customers and Open Invoices
function, 4-3
viewing
customer balances, 4-5
customer history, 4-6
invoices, 4-7
ship to addresses, 4-8
user-defined fields, 4-9
cutoff date, B-3

D

Daily Sales Tax Report
function, 6-11
sample, 6-12
Daily Work menu structure, 1-4
datadictionaries, 2-1
Data File Conversion

function, 2-3, 2-4
Data File Creation
function, 2-2
datafiles
backing up, 3-25
date fields, 1-29
Defaults table
description, 10-59
setting up, 3-13
Delete
customer comments, 10-4
customer records, 10-4
Deposits Report
description, 1-12
function, 6-17
sample, 6-18
Depreciation Tables List
list, 10-73
Detail History
file, 1-10
function, 4-13
Detail History Report
description, 1-12
function, 8-11
sales categories, 5-13
sample, 8-13
detail method
initial balances, 3-23
DFxxxx table
description, 10-59
screen, 10-59, 10-60
setting up, 3-13
Direct Déebit Information
changing, 10-15
Distribution Account Codesfile
description, 1-6
Distribution Accounts
function, 11-3
screen, 11-4
distribution codes
assigning to customers, 3-18
definition, 10-9
setting up, 3-18
DUNxxx table
description, 10-60
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setting up, 10-60

E

Edit Cash Receipts
function, 5-31
screen, 5-31
e-mail
e-mailing reports, 1-42
invoices, 3-10
user-document link, 3-10
statements, 3-11
user-document link, 3-11

F

F2 Inquiry
button, 1-30
flag, 1-35
F6 Maintenance
flag, 1-35
icon, 1-30
File Maintenance menu structure, 1-4
files
Accounts Receivable, 1-5
backing up, 3-25
purging, 9-9, 9-11
Finance Charge Codes file
description, 1-7
finance charges
balance information, 3-19
calculation, B-3
recalculating, 7-13
setting up, 3-18
flags, in text mode, 1-34
FORMXxxx table
description, 10-61
setting up, 10-61
from/thru ranges, 1-37

G

Genera Information
screen, 10-6
setting up for customers, 3-17
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General Ledger
effects of posting transactions, 6-24
interface with Accounts Receivable, 3-7
posting detail or summary information to, 3-11
GL Account Audit Report, 12-29
GL Codes
definition, 10-46
function, 11-1
GL Codesfile
description, 1-7
graphical mode
drop-down menus, 1-27
function screens, 1-26
graphical main menu, 1-24
Inquiry button, 1-30
Maintenance icon, 1-30
MDI menu, 1-25
shortcut menu, 1-27
toolbars, 1-29
group codes
assigning to customers, 3-17
definition, 10-8
recurring entries, 3-17, 3-22

H

Header Information
Recurring Entries screen, 10-41
Transactions screen, 5-5
Historical Invoice Totals
viewing, 4-16
History Information
changing, 10-19
entering, 10-19
setting up for customers, 3-19
history reports, 1-12
Hold/Release Invoices
changing invoice status, 7-4
function, 7-3
splitting payments, 7-4
hot keys, 1-34
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setting up, 3-2
sorting, 3-2
Information Inquiry menu structure, 1-4
initial balances
combination method, 3-23
detail method, 3-23
finance charges, 3-18
setting up, 3-22
summary method, 3-22
Inquiry (F2)
button, 1-30
flag, 1-35
Install Applications
function, 2-1, 2-3
installing Accounts Receivable, 2-1
and Sales Order, 2-2
interfaces with Accounts Receivable, 1-3
Bank Reconciliation, 3-7
Genera Ledger, 3-7
Inventory, 3-7
Job Co¢t, 3-7
Inventory
effects of posting transactions, 6-26
interface with Accounts Receivable, 3-7
Invoices
additional text for line items, 3-9
aging, 6-2
aging online, 3-11
assigning numbers, 5-8
batches, 3-9
changing status, 7-4
copying recurring entries, 1-11
Enter Serial Numbers window, 5-14, 5-15
entering, 1-10
for miscellaneous credits, 1-10
for sales, 1-10
generd ledger period, B-2
hold/release, 7-3
lineitems, 5-11
number, B-1
on-demand, 5-3, 5-8
online, 3-17
Online Invoice Totals screen, 5-22
Online Invoicing screen, 5-21
options

printing on plain paper or forms, 3-10
printing on-demand, 3-10
using forms, 3-10
using prenumbered forms, 3-10
posting
for cash receipts, 6-25
for credit sales, 6-24
printing, 6-1
forms, 6-3
on-demand, 5-18
onling, 5-21
reprinting, 6-3, B-2
Sdes Tax |nformation window, 5-20
splitting payments, 7-4
Totals Information screen, 5-19
viewing, 4-7
detail history, 4-13
expanded summary, 4-16
invoice history, 4-23
totals, 4-16
invoices
e-mail, 3-10
user-document link, 3-10

J

Job Cost
effects of posting transactions, 6-25
interface with Accounts Receivable, 3-7

L

laser forms
invoice, 3-10
statement, 3-11
launching
OSAS in other operating systems, 1-19
OSAS in Windows, 1-19
lineitems
additional text, 3-9
option to display unit cogt, 3-10
recurring entries, 10-45
Lot and Seridlized Itemfile, 1-9
lot numbers, 1-11
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M

main menu
graphical, 1-24
MDI, 1-25
navigating graphical, 1-24
navigating MDI, 1-25
navigating text, 1-31
text, 1-31
toolbars, 1-29
Maintenance (F6)
flag, 1-35
icon, 1-30
mapping, 1-30, 1-35
Master File Lists menu structure, 1-5
master lists
screen example, 12-1
menus
Codes Maintenance, 1-4
Daily Work, 1-4
drop-down menus, 1-27
File Maintenance, 1-4
graphical main menu, 1-24
History Reports, 1-5
Information Inquiry, 1-4
Master File Lists, 1-5
MDI, 1-25
Open Invoices, 1-4
Periodic Processing, 1-5
shortcut, 1-27
structurein AR, 1-4
text main menu, 1-31
Transaction Reports, 1-4
messages
in text mode, 1-35
Methods of Payment Journal
description, 1-12
function, 6-15
sample, 6-16
miscellaneous credits
additional text for lineitems, 3-9
after entering, 5-23
batches, 3-9
entering invoices, 1-10
Miscellaneous Credits Journal
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description, 1-11
function, 6-9
sample, 6-10
when to print, 6-9
modes
graphical, 1-23
text, 1-31
money owed
balance information, 3-19

N

navigating
graphical function screens, 1-26
graphical main menu, 1-24
MDI menu, 1-25
text function screens, 1-33
text main menu, 1-31
to directories and files, 1-30

O

on-account cash receipts, 5-29
on-demand
invoice totals, 5-22
invoices, 3-10, 5-3, 5-18
online
aging, 3-22, 10-65
invoices, 5-10
printing, 5-21
Online Invoicing screen, 5-21
open invoice accounts, 10-3, 10-65
Aged Trial Balance, 7-7
Open Invoicefile
building, 10-65
description, 1-9
Open Invoice Report
before printing, 7-5
definition, 1-5
description, 1-11
function, 7-5
Open Invoices
function, 4-11

relationship between transactions and cash re-

ceipts, 1-14
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Options

table, 10-53
Options and Interfaces

screen, 3-8

setting up, 3-7

toggling an option, 3-8

writing (saving) the specifications, 3-9
OPTxxx table, 10-53
OSAS

MDI menu, 1-25

modes, 1-23

graphical, 1-23
text, 1-31

setup considerations, 2-4

starting in other operating systems, 1-19

starting in Windows, 1-19
output device

e-mail, 1-42

file, 1-41

preview, 1-40

printer, 1-39

screen, 1-41

P

partial payments
recording, 5-25
partial shipments
assigning to customers, 3-18
payment history
comparing, 4-21
viewing, 4-13, 4-17
Payment Information
entering, 10-15
payment information
setting up, 3-18
Payment Methods
definition, 3-16
function, 11-9
screen, 11-9
setting up, 3-16
Payment Methods file
description, 1-7
setting up, 3-16
payment types

check, 3-16
credit card, 3-16
definition, 3-16
payments
partial, 5-25
splitting, 7-4
period-end maintenance
consequences of, 10-20
effects of, 9-5
Periodic Maintenance
credit status, 3-20
effects of period-end maintenance, 9-5
effects of quarter-end maintenance, 9-6
effects of year-end maintenance, 9-6
error log, 9-8
function, 9-5
period end, 1-15
purging transactions, 3-22
quarter end, 1-16
reguirements, 9-6
when to do, 9-5
year end, 1-16
Periodic Processing
menu structure, 1-5
purpose of, 1-5
Post Transactions
before posting, 6-26
cash receipts, 6-25
credit sales, 6-24
effects on Bank Reconciliation, 6-25
effects on General Ledger, 6-24
effects on Inventory, 6-26
effects on Job Cost, 6-25
function, 6-23
results, 1-13, 6-23
posting, 1-13
detail or summary information, 3-11
interrupted, B-2
without printing reports, 3-11
Print History Invoices
function, 8-23
Print Invoices
aging, 6-2
forms, 6-3
function, 6-1
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purchase order number, 6-3
reprinting, 6-3
printing
invoices, 6-1
online invoices, 5-21
statements, 7-17
tables, 10-64
Proceed (OK) command, 1-2
programs
backing up, 3-25
Promotional Analysis Report
description, 1-13
function, 8-21
prox terms, 11-6
purchase order number
oninvoice forms, 6-3
Purge Selected Files
function, 9-9, 9-11

Q

QExxxx table
description, 10-62
screen, 10-63
setting up, 3-13

QH1xxxx table
description, 10-62
setting up, 3-13

QH2xxxx table
description, 10-62
setting up, 3-13

QHxxxx table
description, 10-62
setting up, 10-62

Qlxxxx table
description, 10-62
setting up, 3-13

QMxxxx table
description, 10-62
setting up, 3-13

quantities option, 3-10

quarter-end maintenance, 1-16
consequences of, 10-20
effects of, 9-6

Quick-Entry tables
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description, 10-62
setting up, 3-13

R

ranges
in reports, 1-37

Recurring Additional Descriptionsfile, 1-8

Recurring Entries
adding lineitems, 10-48

additional text for line items, 3-9

copying, 1-11, 5-37
toinvoices, 1-11
to transaction files, 3-22
editing line items, 10-48
editing totals, 10-48
entering totals, 10-48
function, 10-39
group codes, 3-22
line-item entry, 10-45
run codes, 3-22, 10-39
setting up, 3-17, 3-21
Recurring Entries files
description, 1-8
setting up, 3-21
Recurring Entries List
function, 12-23
sample, 12-23
regular terms, 11-6
reports
e-mailing, 1-42
formatting, 1-44
history, 1-5
including information, 1-37
menu structure, 1-4
openinvoice, 1-5

posting data without printing, 3-11

previewing, 1-40

printing, 1-39

producing, 1-11

ranges, 1-37

saving to afile, 1-41
selecting information, 1-37
sorting information, 1-38
transactions, 1-4
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viewing on screen, 1-41
Resource Manager
Data File Conversion function, 2-3, 2-4
Data File Creation function, 2-2
Install Applications function, 2-1, 2-3
right-click menu See shortcut menu, 1-27
RMCDxxx file, 1-8
RMTXxxx file, 1-8
Roles
setting up, 3-24
roles
company-specific information, 3-24
what to protect, 3-24
run codes
defining, 1-11
recurring entries, 3-22, 10-39

S

sales
entering invoices, 1-10
Sales Analysis Report
description, 1-12
function, 8-7
requirements, 8-7
sales categories
Detail History Report, 5-13
sales history
comparing, 4-21
for commissions, 10-35
option to keep summary history, 3-9
viewing, 4-13, 4-17
Sales Journal
description, 1-11
function, 6-7
invoice number, B-1
missing invoice numbers, 6-8
when to print, 6-7
Sales Order
installing, 2-2
Sales Reps
commissions, 3-14, 10-35
function, 10-35
setting up, 3-14
Sales Repsfile

description, 1-7
setting up, 3-14
setting up commissions, 3-15
SalesReps List
function, 12-5
sample, 12-5
Sales Tax Information window
Invoices, 5-20
Recurring Entries, 10-50
Sales Tax Report
description, 1-13
function, 9-3
when to print, 9-3
screens
graphical function, 1-26
graphical main menu, 1-24
navigating graphical, 1-26
navigating text function, 1-33
OSASMDI menu, 1-25
text function, 1-32
text main menu, 1-31
Serial Number Entry window, 5-14, 5-15
serialized items, 1-11
setting up
backup schedule, 3-25
checklist, 3-5
codes, 3-14
customers, 3-17
information to gather, 3-1
initial balances, 3-22
options and interfaces, 3-7
payment methods, 3-16
recurring entries, 3-21
saesreps, 3-14
ship-to addresses, 3-21
tables, 3-12
tax groups, 3-15
setting up Accounts Payable
roles, 3-24
shipping addresses
groups of customers, 10-43
Shipping Methods
function, 11-7
Shipping Methods file
description, 1-7
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Ship-to Addressfile
description, 1-8
setting up, 10-33
Ship-to Address Labels
function, 12-19
sample, 12-21
Ship-to Address List
function, 12-17
Ship-to Addresses
function, 10-33
group codes, 3-22
setting up, 3-21
shortcut menu, 1-27
sorting
alphabetical, 3-3
codes and IDs, 3-2
starting
OSAS
in other operating systems, 1-19
in Windows, 1-19
statement code
setting up, 3-17
Statements
applying creditsto oldest itemsfirst, 3-11
description, 1-12
function, 7-17
options
using forms, 3-11
printing, 7-17
statements
e-mail, 3-11
user-document link, 3-11
Summary History
file, 1-10
function, 4-17
item inquiry screen, 4-18
specifying whether to keep, 3-9
viewing period, 4-18
Summary History Comparison
function, 4-21
Summary Invoice History
description, 1-13
function, 8-19
summary method
initial balances, 3-22
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Tables
all companies, 3-12
ARGLxxx, 10-56
ARPDxxx, 10-58
assigning to aterminal, 3-13
Defaults, 3-13
deleting or rearranging information, 3-12
DFxxxx, 10-59
DUNXxxx, 10-60
for any situation, 3-13
FORMxxx, 10-61
function, 10-53
individual companies, 3-12
prefix and suffix information, 3-13
printing, 10-64
Quick Entry, 3-13
setting up, 3-12
system selection, 3-13, 3-14
use of, 10-53
TablesList
function, 12-27
sample, 12-27
Tax Audit Report
function, 8-27
Tax Classesfile, 1-8
Tax Groups
file, 1-8
setting up, 3-15, 3-18
terminal
assigning table to, 3-13
Terms
cash on delivery, 11-6
function, 11-5
miscellaneous credits, 5-7
regular, 11-6
terms codes
definition, 1-4, 10-7, 10-42
miscellaneous credits, 5-7
Terms Codesfile
description, 1-7
text mode
command line, 1-35
commands, 1-34
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flags, 1-34
function screens, 1-32
main menu, 1-31
messages, 1-35
toolbars, 1-29
function screens, 1-29
main menu, 1-29
totals
transactions, 5-19
Totals Information screen, 10-49
Transaction Contral file, 1-10
Transaction files, 1-9
Transaction Reports
descriptions, 1-11
filesthat provide information, 1-11
Transactions
after entering miscellaneous credits, 5-23
batches, 3-9
before changing or deleting, 5-4
current quantities and quantity-break prices win-
dow, 5-12
Enter Serial Numbers window, 5-14, 5-15
function, 5-3
invoice numbers, 5-8
lineitems, 5-11
On-Demand Invoice Totals screen, 5-22
Online Invoicing screen, 5-21
options
changing customer’s price level, 3-10
displaying quantities and quantity breaks,
3-10
entering expired credit card as payment, 3-10
partial payments, 5-25
posting, 1-13
printing invoices on-demand, 5-18
relationship with cash receipts and open invoic-
es, 1-14
Sales Tax |nformation window, 5-20
totals information, 5-19
when to enter, 5-3

U

unapplied credits, 7-10, B-2
balance information, 3-19

unit cost
displaying for line items, 3-10

w

workstation date, 1-21

Y

year-end maintenance, 1-16
clearing high balances, 9-8
consequences of, 10-20
effects of, 9-6
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