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Welcome to OSAS

Welcome to the Accounts Receivable application for OPEN SY STEMS
Accounting Software (OSAS). Accounts Receivable 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 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 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 guide is divided into these sections:

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

e Chapter 2, Instalation 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, gives information and checklists on the steps you
need to perform to set up Accounts Receivable.
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Welcome to OSAS Introduction

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

e The Appendixes contain supplimentary materia not directly related to
Accounts Receivable functionality.

* Thelndex isatopical reference to the information in the rest of the chapters,
and concludes this guide.

Conventions

Inquiry .

Maint

gcic

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 1-34 and page 1-39
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 you use Accounts Receivable with Contractors’ Job Cost, additional features
and functions are added to Accounts Receivable when you install the
Contractors’ Job Cost Enhancements. When afeature or function has been added
and is only available when you use Accounts Receivable with Contractors’ Job
Cost, the CJC icon appears in the margin.
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The Accounts Receivable System

Use the Accounts Receivable system to record billings you make to customers. It
lendsitstracking capabilities to other applications associated with tracking assets
(Inventory, for example). It represents an asset; when you record a sale to
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 a gain 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

[Y - General

b

Sales Order

I

Contractors’
Joh Cost

Interfacing applications means that the information you enter in one application
can be transferred to and used in other applications, reducing data entry time and
errors. For information about application interfaces, see page 3-9.
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The Accounts Receivable System Introduction

Menu Structure

1-6

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 menusto
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 atransaction for a customer, should be set up in the
Terms function on the Codes Maintenance menu before you set up the customer
recordsin 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 OSA S 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 functions to track sales,
record payments as they comein, track recurring entries asthe money comes due,
and work with transaction batches.

Open Invoices and Reports

Accounts Receivable offersthree categories of reports: transaction, open invoice,
and history.

Accounts Receivable User’'s Manual



Introduction The Accounts Receivable System

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

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.

Use the 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 functions to produce the contents of the files:

detail s about sales reps, customers, ship-to addresses, recurring entries, and
codes.
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File Information

1-8

Theinformation you enter in Accounts Receivable functionsis stored in files.
Each file fallsinto 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 giveyou a
better idea of how each fitsin.)

Customer Files

The customer files serve as permanent sources of customer information: data
stays in 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, sales reps, and web and e-mail addresses
e Credit information

e Account information

e Tax information

e Balance information

e History information

The ARCMxxx (Credit Cards) file contains alist of the commonly used credit
cards for each customer. The file 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.
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Introduction The Accounts Receivable System

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 remove it.

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.

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 terms in transactions and to assign the termsto customers. Asa
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 rulesto your customers.

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

Accounts Receivable User’s Manual 1-9
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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 |edger
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 aso kept in thisfile.

The ARSRxxx (Sales Rep) file storesinformation about sales 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 also enter initial valuesfor the history of the sales
rep. As money 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 sales reps who dealt with the
customer.

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 lineitems in arecurring entry. Thisfile isused only if
you elect to enter additional descriptive text for line itemsin 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.
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Resource Manager Files

The Resource Manager system has three files that Accounts Receivable uses:
RMCDxxx, RMTXxxx and RMGCxxx. These files store A ccounts 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 atax 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 a line 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 classis 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.

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

Accounts Receivable User’s Manual 1-11
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Temporary Files

Thetemporary 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. This information is entered
independently of when payments are made. Each transaction record is assigned 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 this information either astotals information in the Transactions
function or through the Cash Receipts function when you assign payments to
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 isused 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 a serialized item as aline item.
When you post, those numbers are cleared from the ARLSxxx file.

The ARBTxxx (Batch Contral) file keepstrack of the transaction batches in use
by each terminal. It is updated each time you enter or change a transaction.

The ARCTxxx (Transaction Control) file keeps track of the transactions in use by

each terminal. It is updated each time you enter or change a transaction. When
you complete a transaction, the record is del eted.
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History Files
The history files get information as a result of a post.

The ARHSxxx (Summary History) file contains information 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. Thisfileisused 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. Thisfileis used 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 also be printed in the Detail History Report. Thisfileisused
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

The Accounts Receivable system tracks money paid in terms of customers. When
you enter and post transactions, information isretained 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. Use the Recurring Entries function
to define the run codes that identify recurring entries. The information iskept 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 a serialized item or for anitem kept inalot, 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 retrieveit.

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

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

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

*  TheMiscellaneous Credits Journal provides arecord of credits (for example,

returns) you entered in the Transactions function since the last posting
period.
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The ARINxxx file provides information for several reports and for statements:

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

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 providesinformation 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 Journa but is organized by payment method. In thisjournal 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 anaysis of your company’s sales.
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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 is
being sold for, and so forth.

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 ameans of comparing
promotiona pricing with other types of pricing.

The Tax Audit Report shows sales tax cal culated 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, severa 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.
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» Gross salesfigures are updated in the ARSRxxx file.
e Thetaxable and nontaxable sales amounts are updated in the RMTXxxx file.
e Lot and serial numbers are removed from the ARLSxxx file.

e 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.

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

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

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

e The period-to-date history in the ARPYxxx file is updated.

* Anopeninvoiceiscreated in the ARINxxx file for the total of the payments
in each credit card payment method.

e If Accounts Receivable interfaces with Bank Reconciliation, deposits for
cash receipts update the BRTRxxx (Transactions) file.
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Transactions, Cash Receipts, and Open Invoices Files’ Relationship

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.

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

Aging balances are updated in the ARHSxxx files.

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

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

date finance charges in the ARCUxxx file.

The period in the ARPDxxx table increments by one.

When you do Periodic Maintenance for quarter-end work, severa 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.

L ast-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.
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Thefollowing chart shows the effects of periodic maintenance on the ARCUxxx

file:

Value Updated (+ or -) Increased Decreased

General Usethe Customers

Information function

Customer Usethe Customers

Comments function

Sales PTD, QTD, Post sales Post miscellaneous

YTD,and LY credits

Cash Receipts Post sales Post miscellaneous

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

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 miscellaneous

Amount credits
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Purge Selected Files

Thefollowing list shows the effects of purging selected files:

« 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.

«  Summary history before the period/fiscal year you specify isremoved 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:

« Paidinvoiceswith check dates before the date you specify areremoved 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 isremoved from
the ARHSxxx file.

*  Recurring entries with cutoff dates before the date you specify is removed
from the ARRDxxx, ARRExxx, and ARRHxxx files.
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Productivity Reports
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Accounts Recelvable includes a number of productivity reportsin Microsoft
Excel® format. These reports connect directly to your OSAS data via the ODBC/
JDBC driver (included with OSAS 7.0) and allow you to use spreadsheet toolsto
mani pul ate the data as you want and produce charts and graphsto 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

In Windows

In Other
Operating
Systems

Using
Parameters

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.

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.

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

You can use the -u, -c, -a, and -t parameters in OSAS shortcut properties or after
the osas command so that the system automatically uses the appropriate user 1D,
company 1D, and access code 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
-aapple -cH

Note: In Windows, the -u, -c, and -a 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 -a apple

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

Refer to the Resource Manager guide for more information on these parameters.
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Introduction

Logging In

After you start OSAS, the login screen appears.

1 |OSAS Login

O5AS:

T DPEN SYSTEMS?® Accounting Softwire

User D Sam
Company [0 H Builders Supply w

Access Code

Save Passward?

Tologinto OSAS, enter your User ID, the Company ID you want to work with,
and your Access Code. If you want to save your access code 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. Finally, click OK or press Enter to login.

This screen appears only after you have set up users and access codes for the
OSAS system.

Access Codes

1-24

Access codes limit use of the system and protect sensitive information. Each
code allows access to specific applications, menus, and functions. If you cannot
select amenu or function, your access code is not authorized for it. Use the
Access Codes function in Resource Manager to set up access codes.

To change access codes, select Access code from the File menu, click the

Access Code button on the toolbar, or press F4 on the main menu. When the
Access Code box appears, enter the access code to change to and press Enter.
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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.

& Set Workstation Date [Z||§|PZ|
Commands  Edit Modes Other Help

2xEeema]? ¢@@ (&K )
‘Work station Date 08/02/2005 E

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: graphica 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 modeis the
only mode available.

You can use either text or graphical function screensindepently 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, press the
highlighted letter to use a command. These methods al so 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

Graphical
Main Menu
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If you use BBj in graphical mode, the main menu isavailable 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.

& | TODO - OPEN SYSTEMS® Accounting Software
File Modes Tools Favorites Other Help

Introduction

Gl L e 2 @A & D

H  Builders Supply b

OSAS

OPEN SYSTEMS? dccounting Saftware

Kain Menu General Ledger - 2005
Billz of Materialz/Kitting ournal Tranzactions Tranzactions

Bank Reconciliation Feports Copy Recuring Entries

Paproll with Direct Deposit Productivity Reports GL Journal

Fixed Aszets Periodic Processing GL Activity Report

General Ledger File Maintenance GL and Transaction |nguiry

Inventary Statement Maintenance it Tran Nz

Job Cost Master File Lists Fost to Master

Purchase Order

Sales Order

Fesource Manager

| | Campany H | Terminal TOO0 | 08/02/2005 | &:50 AM

You can move around the graphical menu in these ways:

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

e Toexit from the graphical menu, click a different application or menu name

or press Tab to return to the main menu.

screen, press F7, or select Exit from the File menu.
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MDI Main
Menu

The MDI menu centralizes all OSAS functionality in one location: applications
appear as tabs at the top of the screen, their 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 data file at the same time.

Fie Modes Tools Other “Window Help

T5 S e 7 @ & Company ID |H  Builders Supply v Date: 08/02/2005 User ID: Sam

BOM./Kitting| Reconciiation | Payroll| Assets| Ledaer - 2005 | Inventory | Job Cost|| Purchasing

Orders | Resource M

& 2005 Edit Transactions

Commands Modes Other  Scroll Commands  Help

2xr:namn|z2¢ (@8
GL Account Dehit Credit Reference Pd Cllw

Description Date Snc Allc

/R "l =
SALES 12/03/2006 AR M &
501000 6934 94 AR 12 ] B
COST OF SALES 12/03/2005 AR ¥
100000 12388.25 AR 12 ¥
CASH SALES 12/03/2006 AR [v]
203800 543.45 AR 12 ¥
SALES TAX 12/03/2005 AR ¥
104400 £334.54 AR 12 [v]
INVENTORY 12/03/2005 AR M| E
104200 25039.40 AP 12 ¥ 2
AP LINE ITEMS 12/03/2006 AP [v] =
Entry  DOODD1
------- Balance -
00
[ Enter=edt_ | [ allocate | [ Goto |

| Campany H | 08/02/2005 | Terminal TOOD | 0V

You can move around the MDI menu these ways:

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

*  Toview the functions a menu contains, click the menu name. The menu
expandsto 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

& | Tax Locations

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

FEX

Commands Modes ©Other Scroll Commands  Help
2Xxiz|neEm|[2€ (@@
Tau Location 9 Mame | |
Tau Level Taux D
Auathority Tax on:
T ax Liability Acct Tax Refundable Acct l:l
Dezcription Sales Tax Purch Tax Tax Paid

=
0.000 . g]
0z Exempt S ales 0.000 0.000 .oa E]
03 Ind/&ar Prod. 0.000 0.000 .an
04 Interstate Comm 0.000 0.000 .oa
05 Wator Yehicles 0.000 0.000 .an
06 Food Products 0.000 0.000 .an
07 Clathing 0.000 0.000 .00 E]
0g Gasoline 0.000 0.000 .an @
03 Services 0.000 0.000 .an E]
Total 1307.00 .00
Calculated 1307.01 fili]
Over/Short -0 fili]
[ Enter = edit] [Tax Loc:] [ First ] [ Last ] [ Newt ] [ Prev ] [ g ] [ Header]

| Compary H | 08/02/2005 | Terminal TOOD | 0VA

You can move around the screen in these ways:

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

If a screen 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.

Press Page Down if prompted to move to the next section.

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

Press F7 to exit the screen and return to the main menu.
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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 commandsin 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 guide for more information on the menus
availablein OSAS and their commands.

Shortcut OSAS gives you quick access to commands relating to the screen you' re using

Menu 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.

Other The Other Commands (or F4) menu is available on both graphical and text
Commands menu and function screens and gives you access to additional utilities and
Menu commands not directly related to the function you’ re currently using. Among

other things, these commands open cal cul ators 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 guide for more information on the
commands available on the Other Commands menu.
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Information
Menu

Favorites
Menu
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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:

*  General Information
e Comments

e History

¢ Documents

e Address Lookup

Not all of the commands above appear on every Information menu; instead,
commands are available only asthey 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 guide for more information on
how to use the functions on the Information menu.

The Favorites menu gives you quick access to the OSA S 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 eliminating the need to switch between
applications. You can add functions from several different applications to 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 afunction from the menu, select the function on the Favorites menu
that you want to remove and press F10 again.
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Toolbars

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

Main Menu The toolbar for the main menu is shown below. Click a button to access that
Toolbar command.
Access Command Calendar Toggle
Code Help Favorites

L=
\2/
o=l
=
El

G

Workstation Application Calculator Call a BBj/Pro5
Date Versions Program
Function Thetoolbar for function screens is shown below. Click a button to access that
Screen command.
Toolbar
File Start Paste Calendar Online
Maintenance Over Documentation
PBARIE BB ? ? & @.|@.
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

E] 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 in aBatch ID field, OSAS|lists al 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 a new customer or item from within the Transactions function. The

M aintenance command is available when the Maintenance button appears onthe
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 a map 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 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 mode is 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.

% 0SAS T000 =3
Settings Edit  Print  Help
06/01/2005 Company H - Builders Supply 12:27 MM
Main Menu
General Ledger_
T000——— OFEN SYSTENS (R) Accounting Software — |JROSBOVOENEESE—

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

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

e Usethe arrow keys to move the cursor up and down to highlight the
application you want. Then press Enter to select it.

* Pressthefirst letter of the application you want to move the cursor to the
first application beginning with that letter. Continue to press the 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.

«  To moveto the first application on the menu, press Home. To move to the
last application on the menu, press End.

e On an 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.
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Function Screens

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

= 0SAS TOOO
Settings Edit  Print  Help

Invoices

Transaction Type

You can move around the screen these ways:

¢ PressEnter or the down arrow to move from field to field.

e Touseacommand that is listed in the command bar, press the highlighted

letter.

*  Usehot key commands to access information screens or to toggle commands
on and off. Refer to Appendix B in the Resource Manager guide for more

information on these commands and their corresponding hot keys.

» If ascreen contains more than one section, press Page Down when
prompted to move to the next section.
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« |f amenu appears prompting you for the kind of information to enter or
maintain (such asin 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

Other
Commands

Information
Menu

Favorites
Menu

1-38

Like the graphical mode, the text mode a so includes menus that give you access
to commands that 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 guide for full details about the
menus available in 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 1-31 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 afunction
screen.

The commands on the menu are avail able only asthey 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 1-32 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 afunction to the Favorites menu, select the function you want to add
from the main menu and press F10. To remove afunction from the menu, select
the function on the Favorites menu that you want to remove and press F10 again.
See page 1-32 for more information on this menu.
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Commands and Flags

Both the text menu and text function screens let you use commands to drill down
to more information, change companies or access codes, switch to sample data,
and perform tasks related to the function you are using. These commands are
ana ogous to the commands contained on drop-down menusin 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 unavail able), press the appropriate
alternate key combination to access the command.

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

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

e TheQuick flag remindsyou that you are using the Quick Entry mode to 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 1-32 for more information on this menu.

e 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.

e WhentheInquiry flag appears, press F2 to use the Inquiry command to look
up additional information and select valid entries for the field you arein.

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.
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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 commands that are available depend upon the function you are using, and are
ana 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 OSAS 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 a map 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.

The Address Mapping command is available when the Map flag appears at the
bottom of the screen. To view a map of the first address on the screen, press
Shift+F4. To view a map 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

All OSAS applications contain a variety of reports to help you view and analyze
your business data. Each report function includes a selection screen that alows
you to select the range of information to include in the report, which appears in
alphabetical order when the report is produced. After you select the information
to include, use one of these options to output the report:

e Select Printer (or enter P in text mode) to send the report to a printer, then
select the printer to use.

e Select Print Preview (or enter R) to view the report in a preview window,
from which you can print the report later. This option isonly available on
Windows or graphical Linux workstations running BB;j.

e Select File (or enter F) to save the report to afile, then change the directory
path and file name (followed by the .txt extension), if necessary. Directory
paths and file names must be less than 35 charactersin length.

Note: To preserve formatting, view the reports you save to atext file with a
fixed-width or monospaced font (Courier or Lucida Console, for example).

e Intext mode, enter S to view the report directly in an OSAS function screen,
then select whether to view it in Standard or Compressed width.

e  When available, select Email (or enter M) to e-mail the report, then enter the
e-mail address to sent the message to, the subject for the message, and
whether to include the report as an attachment to the message.

Generally, reports or forms that make up part of your audit trail cannot be
e-mailed. You also must set up your e-mail system in Resource Manager
before you can e-mail reports.

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

Consult the Resource Manager guide for more information about reports.
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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 spaceto 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 |east one megabyte (1IMb) 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 guide) to install Accounts Receivable. No special considerations need
to be made for Accounts Receivable when you use the function.

Setting up Accounts Receivable

Once you haveinstalled Accounts Receivable on your system, you must prepare
your datafiles 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 guide). For instructions on
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 User’s Manual 2-3



Installation Installation and Conversion

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 Manual for information about installing
Accounts Receivable and Sales Order at the same time.
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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
guide) to upgrade Accounts Receivable datafiles. You can upgrade from version
3.2, 4.xx, 5.xx, or 6.xx. If you want to convert to version 7.0 from aversion
earlier than 3.2, contact a client support representative.

Note I

You must install the new version of Accounts Receivable beforeyou 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 previous to 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 information from the old files to the
new ones.

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 information from within the
function.

Before you convert an application’sfiles, do these things:

e Back up your datafiles.
« Make sure that no unposted transactions are in your current version.
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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 systemis
ready for conversion, consult your Open Systems software provider.

If you are converting from version 6.5x to 7.0, no conversion is necessary. You
should still use the Data File Conversion function to copy datafiles from the old
data directory to the new directory, however.

Converting to Version 7.0

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

& Data File Conversion

Commands Edit Modes Other Help

2xiznamn|-¢ (0

Select directory on which to creste files.

Enter directory that containg the files to be converted.

DIOSASEOS data =
Do you want source files erazed after conversion? Fl
Do you want conversion to pause if a problem is found?

Appl Description “ersion Appl Description “ersion
GL General Ledger 6.05
PA Contractors' Payroll 6.05
PO Contractors' Purchase Order 6.05
AP Contractors' Accounts Payable 6.05
AR Contractors' Accounts 6.12
Q)

Cormpany H |08/23/2005 | Terminal TOOD jOVR
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1. All valid OSAS data paths appear. Sel ect the destination directory whereyou
want the new data files 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 files to be erased after conversion, select the check box
(enter Y in text mode); if not, clear the check box (enter N in text mode).

4. If you want the conversion processto pauseif a problem occurs, select the
box (enter Y in text mode); if not, clear the box (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.
(You 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 (enter Y in text mode); if not, select No
(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 (enter Y in text mode); if you want the log to be
produced after filesfor all applications are converted, select No (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 (enter Y in text mode). To let the conversion run its course and
investigate later, select No (enter N in text mode).

11. When the process is finished, the files are converted. Select the output
device for the error log.

After conversion is finished and the error log is produced, the main menu—
with Contractors' Accounts Receivable 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:

e A chart of accounts for your business
e 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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Codes and IDs

3-4

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 identifiersto organize the
information in reports and inquiry windows.

The system arranges code charactersin a particular order. In the following list
codes and | Ds 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 a phabetically. Theitems are
listed in this order for each position:

Blank spaces

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

Uppercase letters (A—Z2)
Lowercase letters (a-z)
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Setup Considerations

Alphabetical rules are not intuitive when numbers are involved. Numbers are
sorted as if 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 IDsis the same, the second characters are compared and the
ID with the smallest second character is placed first in the list. Thiscomparisonis
made for each character in the range of IDs until the IDs are clearly in
alphabetical order.

If you use numbers for | Ds, pad them with zeros so that they are al the same
length and numeric rules can hold true. For example, in aphabetical sorting 1D
112 comes before ID 60, since anything that starts with 1 comes before anything
that starts with 6 alphabetically. If 1D 60 were |D 000060 and ID 112 were ID
000112, ID 000060 would belisted first, since 060 is | ess than 112 alphabetically
and numerically.

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

»  Toprevent organization problems, use zerosto make all IDsthe samelength.
If IDs are divided into more than one part, the parts should be the same
length in every ID. Do not use spaces to divide IDs into more than one part.
For example, use ACE-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 WINOO2 are more
descriptive | Ds than 000001 and 000002. (If you aready use a numbered
system, you might want to stick with it.)

e If youwant to sort items by a particular attribute—name or group—put the
attribute in the ID. For example, to organize customers by name, put the first
characters of the name in the customer ID.
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To ensure that you can insert new items into a sequence, use a combination
of letters and numbers that leaves room in the sequence for later additions.

For example, setting up two consecutive | Ds of WINOO1 and WINOO5 leaves
room for three customers in between.

Accounts Receivable User’'s Manual



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. Buildthetables.

3. Usethefunctionson 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. Buildthe 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 access codes.

12. 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, Contractors 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).

Contractors’ Job Cost
When Accounts Receivable interfaces with Contractors’ Job Cost, posting in
ﬁ] C Accounts Receivable updates billing information in the Contractors Job Cost job
and phase records. When you enter invoices, refer to the Contractors Job Cost
Jobs and Phases List for Customer 1Ds 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 Screen

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
Optionstable is shared or owned. (See the Resource Manager User’s Manual for
information about Options tables.) Then enter AR as the application ID. The
Accounts Receivable Options screen appears.

Contractors® Accounts Receivable Options [’._||E|Pz|
Commands Modes Other Scroll Commands  Help
2xiz|ne@n[2¢(0e@
Description
Intes to eral @
Interface to lnventory? @
Interface to Cortractors' Job Cost WES E]
Interface to Bank Reconcilistion? WES
Usze Transaction Batching? YES
System Generasted Batch Mumbers? YES
Use Additional Descriptions? YES
Copy Additional Descriptions from Invertory? YES
Keep Detail Sales History? YES
Keep Additional Description History? lle]
Keep Summary Sales History? YES
Dizplay Unit Cost During Line fem Entry? YES
Allowy Customer Level Change in Transaction Entry? lle]
Allowy Expired Credit Card in Payment Entry? lle]
Dizplay Guantities and Guantity Breaks During Line Entry? lle] E]
Frint Onling Invoices? VES =]
Lize Plain Paper Invoices? YES @
Option ( 001 of 026 )
Erter=Toggle | [ Go | [ wiite |
| | Company H |08/24/2005 |Terminal TO0D |OWR

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.

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 eixt to the Company Setup menu.
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1. Toggleto YES or NO to indicate whether or not you want to interface
ﬁj C Accounts Receivable with General Ledger, Inventory, Contractors' Job Cost,
and Bank Reconciliation.

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

2. 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 transactions in one batch while another operator can add or
edit transactions in another batch.

3. 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.

4. 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.

5. 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, thisoption is set
to NO and you cannot change it.

6. Toggleto YES or NO to indicate whether or not you want to keep detail
(line-item) sales history. If you select NO, the ARHIxxx (Detail History) file
isnot used and you cannot calculate commissions for salesreps or print the
Detail History Report.

7. 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 change it.
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10.

11

12.

13.

14.

15.

16.

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

Toggleto YES or NO to indicate whether or not you want the unit cost of
inventory items to appear when you enter line items. If Accounts Receivable
does not interface with Inventory, this option is set to NO and you cannot
change it.

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.

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.

Toggleto YES or NO to indicate whether or not you want quantities and
guantity breaksto appear when you enter line items.

Toggleto YES or NO to indicate whether or not you want to be able to print
invoices online as you enter them. If you select NO, you can print invoices
only in agroup after you have entered them.

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

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.

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.
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17.

18.

19.

20.

21.

22.

23.

Toggleto YES if you want to use plain paper statements. Toggleto NO if you
want to use forms.

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

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

Note I

Usetables 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 thetable. For example, in the ARGLxxx table, the system always
treats the account on thefirst 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.

Note I

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
receivabl e transactions to the same general ledger accounts; and you can set up
table ARGLAOL for company A01, ARGLBO1 for company BO1, and so forth if
those companies post accounts receivabl e transactions to different general ledger
accounts.

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 ARGLAOL, company AO1 usesthe ARGL table.
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The DFxxxx table (Defaults) and each Quick-Entry table (QExxxx, QHLxxxX,
QH2xxxx, Qlxxxx, and QMxxxx) isidentified by atwo-character prefix and a
four-character suffix. The prefix isthe 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 table to a particular terminal. For example, you can assign table
DFTOOL1 to terminal TOO1.

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

e Set up each table as a general 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, B01, and CO1—you might want the
terminalsin companies A01 and BO1 to sharetable DF. You might want company
CO01 to have some of its terminal s 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 B0O1 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 C01
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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Codes

Note I

The system treats all terminals with the same ID the same way, so you may
want to make sure that each terminal 1D isunique. For example, if you have
two T001 terminals, one in company AO1 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 a table 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 QITOOL. If it
cannot find table QITO001, it looksfor 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
the table.

Use the Codes Maintenance functions to set up information about salesCOGS
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.

Sales Reps

3-16

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 10-33) and elect
to keep sales history in the Resource Manager Options and Interfaces function
before you begin processing in Accounts Receivable.
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For each sales rep, you must specify several pieces of information:

*  Persond information

e Commission rate

e Whether the commission is a percent of gross profit or net sales

e 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 line items. The
commission is based on net sales, and the salesrep receivesit when aninvoice is
paid. For invoice 55, the total of the lineitemsis $10,000. Salesrep A receives a
commission on 40 percent of the sale; the commission from the other 60 percent
of the sale goesto sales rep 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 sales rep B.

The Commissions Report shows sales information for sales reps. Only the
amount of paid commissionsis shown. If aninvoiceis partialy 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 salesrep 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.
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Tax Groups

If you plan to accumulate tax for the authoritiesto which you pay salestax, set up
the tax groups before you enter transactions. See the Resource Manager User’s
Manual for information about setting up tax groups.

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 is based on tax classes and the tax group. You assign tax
classesto 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 asan
override; no tax is levied for a customer whose Taxable flag is set to NO.

Payment Methods

3-18

Use the Payment Methods function (see page 11-11) 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 assigh 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.
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When you use the payment type credit card, set up the credit card company asa
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.

Customers

Usethe 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 IDs is
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 transactions involved 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.
Customersthat do not receive statements are skipped when you print statements.
(If you elected to print invoices online in the Resource Manager Options and
Interfaces function, you can still print an invoice online 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 invoices in the
ARINxxx (Open Invoice) file and apply payments to individual invoices. For
balance forward accounts, you keep summary information about the invoicesin
the ARINxxx file and apply paymentsto 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 chargesto the
general ledger.

If the customer does not accept partial shipments, clear the check box (enter N in
text mode) for the Partial Ship field. A message appearsif you enter backorder
guantities 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 a default method of payment for the customer.

If you assess finance charges for a customer, check the box (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 is updated
if the customer has an overdue invoice. The finance charge is based 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. Then the New Fin
Chg fieldiscleared.
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Note I

When you set up customer records, do not enter amountsin the New Fin
Chg and Unpaid Fin Chg fields. They are updated when you set up initial
balances.

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 is on credit hold. (You cannot enter an invoicefor 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.
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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 |ast sale to the customer and the date, amount,
and check number of the customer’s last payment.

Customer payment history for the last 12 periodsistracked in the Credit Status
field. Thefield is 12 characters long, and each character corresponds to one of
the 12 periods—the first position is the current period, and the twelfth position is
the ol dest period.

The numbers 0 through 4 are used:

e Thenumber 0 meansthat al invoices were paid within 30 days or no activity
took place.

e Thenumber 1 meansthat an invoice was 31 to 60 days overdue.
e Thenumber 2 meansthat an invoice was 61 to 90 days overdue.
e Thenumber 3 meansthat an invoice was 91 to 120 days overdue.
e Thenumber 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 receivable transactions, you can use
the Inquiry command to access a list of ship to addresses for that customer.

Ship to addresses are stored in the ARSAxxx file.

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

Accounts Receivable User’'s Manual



Setup Setup Functions

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

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 more information 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 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 more information about entering customer records, refer to the Customers
function (see page 10-3).
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Ship-to Addresses

Usethe Ship-to Addresses function (see page 10-31) 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 some individual customers or groups of customers regularly have the same
billing requirements, you can set up the invoices in the ARRExxx, ARRDxxX,
and ARRHxxx files and then copy them to the ARTHxxx and ARTDxxx files
when they come due.

Note I

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

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

You can use the summary method, the detail method, or a combination of the
summary and detail methods to set up the initial 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.

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. Usethe Build Open Invoice File function (see page 10-59) to build an

invoice for each unpaid finance charge, current amount due, and balance in
an aging period.
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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

Usethe Transactions (see on page 5-3) and Cash Receipts (See on page
5-23) functions to enter the year-to-date accounts receivabl e transactions.
Then post the transactions to the appropriate periods.

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.

Usethe Build Open Invoice File function (see page 10-59) to build one
invoice for each unpaid finance charge, current amount due, and balance in
an aging period.

Usethe Transactions (see on page 5-3) and Cash Receipts (See on page
5-23) functionsto enter open transactions. Then post them to the appropriate
accounts and customer records.

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

To safeguard your system, prevent access by unauthorized people. Use the
Resource Manager Access Codes function to set up access codes on your
system. You can set up access codes for the Accounts Receivable system itself,
for menus in the system, and for individual functions. To control users’ accessto
menus and functions, you can set up an access code for each user or group of
usersthat performs the same functions.

A Code for Each Company

Access codes are company-specific. When you set up an access code for a user,
the code is assigned the company you arein.

Because the codes are company-specific, you must set up a code for each
company auser needsto access. You can use the same code for each company so
that the user does not need to remember different codes. For example, you can set
up the access code CHARM for companies A01, BO1, and CO1 so that a user can
use the same code for each company.

What Should Be Protected

Because of the sensitive nature of some of the information in the Accounts
Receivable datafiles and reports, you should limit access to the functions that
provide confidentia information or are sensitive to change. For maximum
security, protect the Accounts Receivable application itself, each of the Accounts
Receivable menus, and the individual functions.

After you have set up your access codes, print alist of the codes and storeitin a
safe place.

For more information about access codes, see the Resource Manager guide.
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Backup Schedule
Plan a backup schedule before you begin day-to-day operations.

You can lose files 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 backups in 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.
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Note I

You must back up al the filesin 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
filesthat have changed; if you do, your system may not work after you
restore them. The Backup function backs up all the data files for a specified
company in adata path at one time.
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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 functionsto 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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Usethe Customers and Open Invoices function tolook 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 Invoices inquiry screen appears.

&% Customers and Open Invoices

Commands Modes Other Information Help
2xrEveme[2¢]/0@
Cust ID [
Mame ACE BUILDERS Terms Code 2PCT
Address 1 1588 SE 31ST STREET 2M0,n/30 Reg
Address 2 2.0% 10 DAYS HET 30
Address 3
CityiState PADUCAH KY Group Code L]
ZipiCountry 28655-T865 us StrntAny Code Both
Ship Zone M Cust Lewvel ACE0D1
Attention ACCOUNTS PAYABLE Acct Type Open Invoice
Phaone {505)555-1646 Distrib Code 0
Fax {502)555-1566 Partial Ship?
Contact BRIAH
Class WHSL Tax Group MH
Sales Rep 1 GPD Garry P. Deacon Minnesota
Sales Rep 2 Taxahle?
Territory MIDATL Exempt I
E-Mail Address  garrydeaconi@bigmail.com
Wieh Site www.ace-builders.com
[ Customer ] [ First ] [ Last ] [ et ] [ Previous ] [ Ealance ]
[ Hiztory ] [ Invoices ] [ Ship to's ] [ User fields ]
| | company H |08/15/2005 |Terminal TO0D | NS
Inquiry 1. Enter the D of the customer whose information you want to look at, 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 a different customer record. Then
enter the customer |D.

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

Last Press L 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 “View Customer Balances’ on page 4-5 for
more information.

History PressH to look at the sales and payment history for
the customer. See “View 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 vendor you selected. See “ Ship-To
Addresses” on page 4-8 for more information.

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

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

& | Credit and Balance Information

Commands Modes Other Information Help
2xrznenn[-o(0@
Custarmer D LY ACE BUILDERS Open Invoice
Credit Information
Pyt Method CHK Check
Fin Charge?
Fin. Charge Code 01
Crecit Litnit 315000
Credit Hold
Balance Information

Mew Finance 7.50
Unpaid Finance Charges il
Current Due 00
Balance 31-60 days il

61-90 days 00

91+ days 13827.56

Retainage Aged il
Unapplied Credits il
Retainage Posted il
Tatal Due 13835.06

Customer ] [ First ] [ Last ] [ et ] [ Previous ] [ General ]
[ Hiztory ] [ Invoices ] [ Ship to's ] [ User fields ]
| | Company H |08/24/2005 |Terminal TO0O |OWR

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 finish viewing the information, press G to return to the customer’s
General Information Inquiry screen.
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View Customer History

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

history inquiry screen appears.

4| Histo ry Information

Commands Modes Other Information Help
2xzsame[2¢]/00
Cust ID [
Mame ACE BUILDERS
Period-to-Date Gr-to-Date “Wear-to-Date Last vear

Sales 26650.89 21676142 1665331.24 1223579.63
Profit 2269.42 45490.15 492899.03 3T0863.25
Mumber of Invoices 2 4 14 8
Finance Charge il
Payments .00 647524.54 162739784 1110548.58
Discounts .00 .00 12630.63 1595.38
Murnber of Payments 0 2 14 5
Total Days to Pay L[] 95 s 211
Average Days to Pay 0.00 47.50 51.07 42.20

First Date Last Date Last Amount Laszt Inw Mo
Sale 07 M 42004 06212005 272207 12670074
Payment 06272005 154642.54 00014189
Customer High Balance 72214410 Credit Status 332211222211

Customer ] [ First ] [ Last ] [ et ] [ Previous ] [ General ]
[ Balance ] [ Invoices ] [ Ship to's ] [ User fields ]
| | Company H |08/15/2005 |Terminal TO0D | NS

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 finish viewing the information, press G to return to the customer’s

General Information inquiry screen.
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Find Invoices for a Customer

To scan invoices for the customer you selected, press I. The invoicesinquiry

screen appears.

ustomers and Open Invoices

Commands  Edit Modes Other Scroll Commands — Information  Help

2xrzeeme[-o|0e
Customer O LY ACE BUILDERS
Account Type Open Invoice
Crecit Litnit 315000
Include Paid Invoices After E| Sort By: Invoice Humber
Invoice Type Stat  Invoice Check Due Date Gross Amount
Mumber Date Mumber Dizc Date Dizcount Amaunt
091 5/2005 149239 g]
12670064 IS REL 114242005 1202472005 35467 .99 E]
1200472005 709.36
12670074 IS REL  [12421/2005 01 2002006 272207
1203172005 434 44
24559030 IS REL 120972005 01 A05/2006 4928 52
121902005 9558 E]
Tatal 136738.44
[Enter=c:ust. inquiry] [ Customer ] [ First ] [ Last ] [ et ] [ Prew ] [ Sort ]

| Company H |08/15/2005 |Terminal TO0D | NS

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 a different inv

oice number. Then enter the invoice

number. (This command appears only if there is more than one screen of invoice

numbers.)
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Ship-To Addresses

To view the ship to addresses assigned for the customer, press S. The Ship-To

Addresses screen appears.

3 Ship-To Addresses

Commands Modes Other  Scroll Commands  Help
2xiz|na@n[24[0e

Custormer |0 LY
Mame ACE BUILDERS

Ship-Ta [Marne

000002

Default 1D

Pacducah

PADUCAH

(13]23[c]

[@EE

[ Customer ][ First ][ Last ][ et ][ Previous ][ Wign ][ General ]

[ Balance ][ Hiztory ][ Invoices ][Userfields]

| | Company H |08/15/2005 |Terminal TO0D | NS

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 a different 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 vendor you selected, press U (User
fields). The User-Defined Fields screen appears.

& User-Defined Fields

Commands Modes Other Help
2xiz|nean[24[0e
Custarmer ID = ACE BUILDERS
Decizion haker Thomas Wentworth
Wisttz This Y'r 3
Catalog Sent?
Last Wisit 11M15/2004
Prev. Wisit 0712002
[ Enter = retum | [ Header ] [ First ] [ Mewt ] [ Prev ] [ Last ]
| | company H |08/15/2005 | Terminal TO0D | NS

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.
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Open Invoices

Usethe Open Invoices function to look at the open invoicesthat are on filefor a
customer. This information 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 is that 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 thisinformation, use the Customers function (see page
10-3) or the Transactions function (see page 5-3).
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Open Invoices

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

3 Open Invoices [Z| |§|[z|

Commands Modes Other Scroll Commands — Information  Help

2xiz|na|ma|-¢ (0@
Custarmer D LY ACE BUILDERS

Account Type Open Invoice
Creclit Litnit 315000
Include Paid Invoices After E| Sort By: Invoice Humber
Invoice Type Stat  Invoice Check Due Date Gross Amount
Mumber Date Mumber Dizc Date Dizcount Amaunt
091 5/2005 149239 g]
12670064 IS REL 114242005 1202472005 35467 .99 E]
1200472005 709.36
12670074 IS REL  [12421/2005 01 2002006 272207
1203172005 434 44
24559030 IS REL 120972005 01 A05/2006 4928 52
121902005 9558 E]
Tatal 136738.44
Customer ] [ First ] [ Last ] [ Mesxt ] [ Prev ] [ Sort ]

| | Company H |08/15/2005 | Terminal TO0D | NS

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 “Genera 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.
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Detail History

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

This function isavailable 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).

Detail History

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

&/ Detail Histo Ty

Commands Modes Other Scroll Commands — Information  Help
2xiz|ne@n[26[0e@
Customer ID 4, ACE BUILDERS Start D ate 53]
Oreler Mumber PO Mumber | |
Type Invoice temilobiDescription Guantity Units Armount

Diat Loc 1D

12670001  I=)
07/14/2004  MNOODY &

N 12670001 150 75.0000 P 7146793 || [a]
071402004 [MNOOOY

N 12670001 Miscellaneaus Char 2300000 86078.05
071402004 [MNOOOY

N 12670001 300 2400000 [E4, 554652
071402004 [MNOOOY

N 12670001 350 35.0000 [EA& 834188
071402004 [MNOOOY &

N 12670001 400 75.0000 P 67379.23 |
071402004 [MNOOOY &

[ Custamer ] [ First ] [ Last ] [ et ] [ Prey ]
[[(Stertaste | [ Totals | [ wview | [ Gotoinvc | [AddiDescr ]

| Company H |08/15/2005 | Terminal TO0D | NS
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1. Enter the D of the customer whose history you want to view.

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

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

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

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

* Tolook at the customer’s history from a particular date to the current
date, press S, and then enter the start date.

e Tolook at invoice totals for the customer, press T. The invoice number,
subtotal, salestax, freight, and miscellaneous charges appear:

& Invoice Totals

Commands Modes Other Help
2xiz|nemn|-¢ (0@
Invoice # 12670001

Cost Sales Profit Pct
Invnice Total 452375.46 530628.25 T8252.79 14.8
Crecdits .00 .00 .00
Tatal 452375.46 530628.25 T8252.79 14.8
Dizcounts 00
Payments 530628.25 Tax il

--------------------------- Freight il
Balance 00 Misc 00
Press any Key.
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e Tolook at an expanded summary of the invoice, press V. Additional
information about the invoice (general ledger account and period,
purchase order number and date, and quantity shipped) appearsin the
View Line window:

& [ View Ling
Commands Modes Other Help
2xiz|nemn|-¢ (0@
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
I Acct 104400
Inve Date 07 M 42004
Cust PO # 47581471 GL Period o7
S0 Mumber
fterm 100 Loc i MHO0D1 Sls Cat P1
Desc  Electrical Package
Gty Shipped  Units Ext Cost Ext Price Profit Pct
515.0000 PKG 176313.60 185774.66 T461.06 4.02

Press any key.

e To move the prompt to a different invoice number, press G. Then enter
the number, or exit to the Detail History screen. (This command appears
only if there is more than one screen of invoice numbers.)

e Toview any additional description associated with the customer, press
A. The Additional Description dialog box appears. Press any key to
return to the Detail History screen.

*  If you accessed this function from the Sales Order menu, pressR to
view the shipment tracking information (if any) that is associated with
the invoice. This command is not available if you accessed the Detail
History function from the Accounts Receivable Information Inquiry
menu.

5. When you finish viewing history, exit to the Information Inquiry menu.
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Use the Summary History function to look at past sales and payment
information associated with customers. This information comes from the
ARHSxxx (Summary History) file.

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

Summary History Customer Inquiry

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

& Summa ry History

Commands Modes Other Information Help
2xz|eemn][¢[0e
Customer D LY ACE BUILDERS
Fiscal Year

Pd Sales COGE Dizcounts Ay Invoice

1 64598.71 60144.04 .00 64598.71

2 111644.07 95876.23 .00 111644.07

3 258828.44 275546.61 2232.88 258828.44

4 14429.10 13604.40 2041.45 14429.10

5 166661.08 156185.17 .00 166661.08

6 8§3718.08 T8921.00 3333.22 8§3718.08

T 8§3718.08 T8921.00 1674.36 8§3718.08

8 6T470.70 47814.88 3348.72 6T470.70

9 567501.56 197147.61 .00 283750.78

10 154642.54 109999.54 .00 154642.54

11 35467.99 33890.26 .00 35467.99

12 26650.89 24381.47 .00 13325.45

YTD 1665331.24 117243221 12630.63 118952.23

Erter = next customer ] [ ey 1D ] [ Wiewy period ]
| |company H |08/15/2005 |Terminal TO0D | NS

1. Enter the D of the customer whose history you want to view.
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2. Thecurrent 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.

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

e Tolook at the next customer record, press Enter.

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

e Tolook at the customer’s summary history for aparticular period, press
V. Then enter the period whose summary history you want to view.

If you did not elect to keep summary history in the Resource M anager

Options and Interfaces function for a period, you cannot look at
customer history for that period.
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If you keep summary history, the Summary History item inquiry screen appears.

& | Summary History [’._||E|g|
Commands Modes Other Information Help
2xiz|nemn|/-¢ (0@
Customer O ACEDD1 ACE BUILDERS
Fiscal Year 032005
ftemiJob Type Guartity  Units Sales COGS
100 1 200.0000 PEG T2145.50 T0412.38
150 1 200.0000 PEG 190581.30 150422.00
400 1 20.0000 PEG 17967.81 16847.40
450 1 50.0000 EA $133.83 T864.83
Totals 258828.44 275546.61

Enter = Summary History Customer Incjuiry ]

| |company H |08/15/2005 |Terminal TO0D | NS

Theitem 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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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 arecurring entry,
use the Copy Recurring Entries function. The information about recurring
entries is copied to the ARTDxxx and ARTHxxx (Transaction) files.

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

If you want to deal with transactions in batches and you el ected to use batchesin

the Resource Manager Options and Interfaces function, you can use the
Change Batches or Batch Control functions.
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Usethe 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 paymentsto 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 online if you elected to print
online invoicesin the Resource Manager Options and Interfaces function. You
can print online invoices for any customer, even if the record does not require
that the customer receive invoices. If an invoice was printed online, you cannot
print it again using the Print Invoices function.
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Daily Work

Transaction Type

5-4

Select Transactions from the Daily Work menu. The Transaction Type menu
appears on top of the Transactions and Header Information screens.

b Modes Other Information Help
A EIEEIEE T e

00000

& | Transaction Type
MMOOY Commands  Edit Modes Other  Help

2xzeemn[-o|edx )

Tranzaction Type

(O Miscellaneous Credits
() Edit Transactions

% Fick =g .
Y Ship Date 23]
Type GL Period

0 Davs Met Days

Select the type of transaction with which you want to work:

» Enterinvoicesor initial balances.
e Credit acustomer’s account for returned goods.
e 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 a so 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 credits is that you are working with existing information.
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Header Information

After you make your selection from the Transaction Type dialog box, the header

screen appears.

& | Header, Information

Commands Edit Modes Other Information  Help

2xezee @n[2¢[0@

Bstch ID q

Tranz Mo 1 Tranzaction Type  Invoice

Location [ [ MINHEAPOLIS WAREHOUSE

Sold to: ACED0T (&) Ship to: ooo0000 (5]

ACE BUILDERS

1588 SE 31ST STREET

PADUCAH KY  28655-7865 us (&) (&)

SalesRep1  |GPD (4] Percent 1000 | Ship Method (&)

Sales Rep 2 E] Percent Ship Wia

Cust Level b1 Pick Slip Mao.

Terms Code | 2PCT (&) Ship Date osiz1i2005 [To)

Terms Desc 2M0,n/30 Type Reg GL Period g

Terms% 2.0 Days 10 Met Days 30

Order Mo Taxahle Fl

Ord Date E Tax Group L) E]

I Mo 00002031 Date  |05M9/2005 E Description Minnesota

Field Description
Inquiry Batch ID If you elected to have the system assign batch
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
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Field

Location

Maint

Inquiry Sold to
Maint

Inquiry Sales Rep 1/Percent
Maint

Inquiry Sales Rep 2/Percent
Maint

(&)}

-6

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 change the ID of
the location you are selling the items from, the
description of the location appears for verification.

If you did not enter a default location ID, 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 credits for. 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
sells to 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 sale.

Accept the default 1D of the second sales rep
involved with the transaction, or press Enter to skip
thisfield.
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Field

Cust Level

Terms Code

Order No

Ord Date

Accounts Receivable User’s Manual

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 Recelvable 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 origina 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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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
online invoice, the number you enter hereis used. If
you use the Print Invoices function instead, a
different number is assigned to the invoice.

If you elected not to use prenumbered invoices in 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 6-9) 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 arereversing 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.
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Field

Ship Method
Ship Via
Pick Slip No

Accounts Receivable User’s Manual

Description

If you use the Maintenance (F6) command, the
Ship-to Address function temporarily appears. (You
cannot delete ship-to addresses that you access
through the Maintenance command.) After you enter
the code, the address appears if the code isin the
ARSAxxx (Ship-to Address) file. Accept it, or enter a
different address.

You can skip the Ship To box and still enter shipping
information in the fieldsimmediately following it.
You can enter four lines of addressinformation, 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 till 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 apicking slip number, or press Enter to skip
this field.

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

Ship Date

GL Period

Taxable

Tax Group

Description

Description

If you entered apicking 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 an invoice in one period and then ship it
in adifferent period, the GL period adjusts
accordingly.

If any part of the transaction is taxable, select the
check box (enter Y in text mode); if not, clear the box
(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 Manual). 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.

5-10
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Line-ltem Entry
The Invoices line-item entry screen appears for one of three reasons:
e You are creating an invoice and have finished entering header information.
e You usethe Append command to add an item to the end of the list.

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

& Edit Line

Commands Edit Modes Other Information  Help
2xizeaan[2¢ ][00

o001
ftemilok Loc I LY Cust D ACEDD Tranz Mo 0012
D [ GL Code
Desc Electrical Package Sales Acct 401000
SisCat  [P1 COGS Acct | 501000
Tax Clazs | 03 000 % Price D | BUILD I Acct 104400
Units

Ordered 4.0000 b}
Shipped 4.0000 Price 5285400 | Ext Price 241416
Backard 0000 Cost 3435500 | Ext Cost 1374.20

Thisscreenistitled the Edit Line screen when you edit an itemin the list and
Append Line when you add an item.

Field Description

Item/Job If Accounts Receivable does not interface with
Contractors' Job Cost, ITEM appears and you cannot
changeit. If Accounts Receivable interfaces with
Contractor’s Job Cost, JOB appears.

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

Loc ID Thelocation ID you entered on the header screen
appears. Accept it, or enter adifferent ID.
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Field

Description

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

If you are entering a miscellaneous 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
this field blank.

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

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

Current Guartities (PKG)

Guantity On Hand
Committed
In Use

Available
On Orcler

Field

Desc

Additional
Descriptions

Sls Cat

Break Guartity Unit Price

16.0000 Base 1.0000 4226320

0000 1 8.0000 360.5520
1.0000 2
3
17.0000 4
6.0000 5

Description

Enter a description of the item, or press Enter to
skip thisfield.

If you elected in the Resource Manager Options
and Interfaces function to use additional
descriptions, you can enter 10 lines of information.

Assign asalescategory to theitem, or pressEnter to
skip thisfield.
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Inquiry
Maint

Tax Class
Price D
O Code

Sales Acct/COGS

Inqui
e Acct/Inv Acct

Maint

Accounts Receivable User’s Manual

When you produce the Detail History Report, you
can list itemsthat 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 theitem, 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) accounts to
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 this field 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 Receivable interfaces with
Genera Ledger.)
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Ordered

Units

Shipped

Backord

Enter the number of unitsthe customer ordered. You
can enter either a positive or anegative quantity.

Enter the type of unit the item is sold by—for
example, EACH if it issold 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 ID and Append Lot Number when you enter a
lotted item ID. The Append Serial Number screen is shown below; the Append
L ot Number screen appears on the next page.

iy Append Serial Number

Commands Edit Modes Other Help
2xizlrnmn|/o|0a
Setial Mo LTGE1 31054 E]
Origy Gty Cost
Fullfill Gty Price 4299100
Backaord Gty
Commenit
Field Description

Serial Number

Enter the serial number of the item you want to
include in the transaction.
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Orig Qty/Cost/Fulfil
Qty/Backord Qty

Price

Comment

The original and backordered quantity isawaysO0,
and the fulfilled quantity is always 1, for seriaized
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 serial
numbers you entered.

Theitem’s cost appears and cannot be changed.

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.

Enter a comment about the serialized item.

BEE]

iy Append Lot Number,

Commands  Edit Modes Other Help
2xizreman[- ¢[00
Lot No 1211
COirig Gty 12,0000 Cost Ext Cost 175.20
Fullfill Gty 12,0000
Backaord Gty [oooa
Commenit
Field Description
Lot No Enter the item’s ot number.
Orig Qty Enter the quantity of this lot that was ordered

Cost/Ext Cost

Fulfill Qty
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originaly.

Theitem'’s cost and extended cost appear and cannot
be changed.

Enter the quantity of this lot that was actually
shipped.
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Backord Qty Enter the backordered quantity of thislot, if any.

Comment Enter a comment about the | otted 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 line item, the
shipped quantity times the unit price, is calculated and appears. If you elected to
display unit costsin the Resource Manager Options and Interfaces function, the
extended cost appears. For an invoice, the cost is approximate; the system
calculates the actual cost when you post.

After you save the information about the line item, work with another line item,
or exit to the Transaction Scroll Region screen.

When you save the first 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

appears.
& | Edit Transactions [’._||E|Pz|
Commands Modes Other Scroll Commands  Information  Help
2xiznama|-¢ (0@
Sold ta: ACEDD1 ACE BUILDERS Loc I 000001
Ship to: MHO001 Trans Mo 012
[Inwoice)
ftemidob |0 Gty Ordered Units Unit Price Ext Price
Description Gty Shipped
Electrical Package 4.0000 E]
150 20000 [PHG 1317.3540 2634 77 E]
Plurnbing Packacge 2.0000
300 20000 |E& 51,3810 10276
Interior Door 2.0000
250 3.0000 [PHG 1434 5510 430377
Millwvark Package 3.0000 =
600 20000 |E& 286 6500 57330 g]
Standard Window 2... 2.0000 £
Ertry ( 001 of 005 )
Subtatal Freight+hisc Sales Tax Prepayment Met Due
9728.76 .00 00 .00 9728.76
(et =eot ) (_appena ) (_rtesser ] (et [ view
| | Company H |08/15/2005 | Terminal TO0D | NS

e Toedit aline item, move the prompt to the line and press Enter.

* Toappendalineitem to the transaction, pressA. Then see“Line-Item Entry”
on page 5-11 earlier in this section.

*  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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To look at an expanded summary of the line item, move the prompt to the
lineitem, and press V. Additional information about the line item such asthe
general ledger account and description, quantities ordered and shipped, and
price and cost information appears on the View Line screen:

&) Yiew Line

Commands Modes Other Help
2xizlre|pe|[zo|0e@
Ertry 001
temiob  ITEM Loc I MHO001 Cust D ACEDD Trans Mo 0012
I 100 GL Code
Desc Electrical Package Sales Acct 401000
Sls Cat P1 COGS Acct 501000
Tax Clazz 03 000 % Price 1D BUILD I Acct 104400
Units
Crdered 4.0000 PKG
Shipped 4.0000 Price 528.5400 Ext Price 211416
Backard 0000 Cost 343.5500 Ext Cost 1374.20
Press any key...

Press any key to return to the Transaction Scroll Region screen.

To goto aparticular line item, press G. Then enter the line number. (This
command appears only if there is more than one screen of line items.)

To print an invoice online, press O. (You can print onlineinvoices for any
customer even if the customer record does not require that the customer
receive invoices.) This command is available only if you elected to print
onlineinvoicesin the Resource Manager Options and Interfaces function.
The Print Online Invoice prompt appears. If you want to print the invoice
later through the Print Invoices function, clear the check box (enter N in text
mode); you are returned to the Invoices screen. If you want to print the
invoice online, select the check box (enter Y in text mode); then see “Online
Invoicing” on page 5-21.

To finish 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.

& Totals Information

Commands Edit Modes Other Information  Help

Sales Tax

Invoice Total

Payment 1

Payment 2

et Due

2xiramn[-¢[0@
Subtotal 9728.76
Freight 550.00 Tax Class oo E]

Mizcellaneous Chgs

1275 TaxClass oo (s
00

10291.51

9500.00 | Method CHE E]
00| Method b1

4791.51

Field

Subtotal

Freight/Tax Class

Miscellaneous Chgs/

Tax Class

Sales Tax
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Description

The subtotal appears.

Enter the shipping charges and the tax classto
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 Class for a
miscellaneous charge, the Sales Tax screen (page
5-20) appears so that you can adjust the cal culated
sales tax, if necessary.
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& Sales Tax Information

Commands  Edit Modes Other Help

Sales Tax

2xiznamn|-¢ [0
Tax Location Tax Amount
MH 813 Taxloc Class
Tarx Adjustment 376 4 | o0(8)

Tax Location
Tax Amount

Tax Adjustment

Tax Loc

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 for the adjustment appears.

Accept the default tax class, or enter a different tax
class.

The total sales tax appears.

When you approve your entries, you are returned to the Totals Information

screen.

Invoice Total

Payment 1/2

The total amount of the invoice (the subtotal plus the
freight charges, sales tax, and miscellaneous charges)

appears.
Enter the payments made.
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Payment Method 1/2  For cash, enter the payment method code. After you
enter a payment method, the system prompts you to

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 other types of payment,
enter amemo, if desired.

Online Invoicing

When you press O on the Invoices screen, the Online Invoicing screen appears.

&% | Online Invoicing

Commands Edit Modes Other Help

2xiEeean [ 7€ |0

Invaice Mo 00002081

Message for lhvoice
Thatk you for your arder.

Print Additional Descriptions?

| | Company H |08/ 52005 |Terminal TOOO | INS

1. Change the invoice number, if necessary. If you are printing an invoice you
did not assign a number to, the system date is used as the invoice date.

2. If youwant to print amessage on the invoice, enter it.

3. If youwant the invoice to include additional descriptions, select the check
box (enter Y in text mode); if not, clear the box (enter N in text mode).
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4. If you do not want to print an aignment character to make sure that the
forms are lined up, clear the check box (enter N in text mode). If you want to
print an alignment character, select the box (enter Y in text mode). (This step
does not apply, and this prompt does not appear, if you are printing invoices
on plain paper.)

5. TheReprint Invoice prompt appears after the invoice is printed.

If the invoice was printed correctly, select No (enter N intext mode). A blank
header screen appears. Enter another invoice, or exit to the Online Invoice
Totals screen (see “ Online Invoice Totals’ on page 5-22).

If the invoice was not printed correctly, select Yes (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.

Online Invoice Totals

The Online Invoice Total s screen appears when you are finished entering and
printing invoices and exit from the Online Invoicing screen.

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 online.

After Entering Miscellaneous Credits

5-22

After you enter miscellaneous credits, do the following tasks:
e Produce credit memo forms if you did not print them online.

e Produce the Miscellaneous Credits Journal 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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Usethe Cash Receipts function to do these things:

*  Record payments from customers

e Apply payments to on-account balances

e Apply prepayments from customers that have not been billed

*  Record unapplied cash receipts from a source other than a customer
e 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 as they comein.
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Select Cash Receipts from the Daily Work menu. The Cash Recelpts screen

appears.

| Cash Receipts

Commands Modes Other Scroll Commands — Information  Help

2xiz|ne@n[2¢[ea@
Batch/Dep Mo LY Acct Type  Open Invoice

Date GL Period Session Total
Customer ID % ACE BUILDERS .00
Pyt At [ is0o0]  Payment Method 4 Check

Applied il

-------------------------- Bank It FHBO01 15t Hati | Bank
Retnaining 1500.00 Batch/Dep Mo
Check Mumber
Invoice Invoice Dizcount Payment Dizcount
Murnber Drate Allowyed Applied Taken

12670046 =

12670064 709,36 35467 99 o | &)

12670074 1242172005 2172207 434 44 oo 00| [

24589030  [12/00/2005 4925 52 95 55 oo )

&

&

Apply ] [ Receipt ] [ e [ Done ] [On acct ] [ Totalz ] [ Goto ]

| | Company H |08/15/2005 |Terminal TO0D | NS

Field Description

Batch/Dep No

Date

5-24

The last batch number or deposit number you
entered appears. Accept it, or enter a different
number. If you use the 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.

Accept the default (system) date as the receipt date,
or enter adifferent date.
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Cash Receipts

Field

GL Period (1-13)

Customer ID

Pymt Amt

Payment Method

Aging Code

Accounts Receivable User’s Manual

Description

Press Enter to assign the cash receipt to the period,
or enter a different period. The system needs the
period for sorting when you post.

For an unapplied receipt from someone other than a
customer, press Enter to skip thisfield.

For a customer (whose record is in 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.

Thisfield appears only for balance forward
customers.

The aging code you assign determines to which
aging bucket the cash receipt is assigned. You can
assign one of these values for the aging code:
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Field 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

Bank ID The default bank |D appears.

The batch number you assigned earlier appearsin
the Batch/Dep No field when you enter abank ID.

Check Number If you selected a payment method of check, enter
the number of the customer’s check.

Card Number If you selected a payment method of credit card,
enter acredit 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 anew card number for
this customer, use the Maintenance (F6) command.

Card Holder If you selected a payment method of credit card,
accept the credit card holder’s name, or enter the
name on the credit card.

Expiration Date If you selected a payment method of credit card,
enter the expiration date of the customer’s credit card.

Authorization Code If you selected a payment method of credit card,
enter the authorization code for the payment.

Memo If you entered a payment method of other or write-
off, enter memo information associated with the
payment—for example, discount, promotion, trade.
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Cash Receipts

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
invoiceline 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 returns to 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, press V. The View
Receipts/Invoices screen appears. At the Receipts or Invoices prompt, enter
R to view receipts or | 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 aready applied, press E. Then see page 5-29 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 subtractsit from the receipt to cal cul ate the amount
remaining.
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Cash Receipts

Daily Work

5-28

To view 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:

& Batch/De posit Totals

Commands Edit Modes Other Help
2xiz | na@n[ €[00
BatchDeposit (000001 (3]

Receipts Prepayments Total
Cazh 54409.72 .00 54409.72
Check 279192.83 .00 279192.83
Credit Card .00 .00 .00
Wirite Off .00 00 .00
Cther .00 .00 .00
Tatal 333602.55 00 333602.55

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.

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 6-15) to check for errors and
to use as an audit trail. If you find errors, use the Edit Cash Receipts
function (see page 5-29) to edit incorrect cash receipts.
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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.

| Edit Cash Receipts

Commands Edit Modes Other Information  Help

Payment Amourt
DizciDitference

Payment Method

Bank 1D

Batch/Dep #
Check Mumber

39467 .99
00

cHe (4] Check
FHBOO1

o001
14269

A IR
Source Tran Mo
Batch/Deposit Mumber LY
Tranzaction Mumber LY
Custormer ID ACEOD [a]  AceBuILDERS
Inwvoice Murnkber 12670064 (&)
Payment Date 122172005 [(3)  GL Period 12

1st Hational Bank

| Company H |08/15/2005 | Terminal TO0D | NS

—lnauiy ] 1

—lnauiy ] 2

the default number.

Enter the batch or deposit number for the cash receipt you want to edit, or
accept the default number.

Enter the transaction number for the cash receipt you want to edit, or accept

3. Edit information about the transaction—the customer 1D, invoice number,
payment date, and GL period—or accept the default information.
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Edit Cash Receipts

Daily Work

5-30

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, a blank Edit Cash Receipts screen appears.

Enter adifferent batch or deposit number and transaction number, or use the
Exit (F7) command to return to the Daily Work menu.
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Copy Recurring Entries

Usethe Copy Recurring Entries function to copy entries from the ARRHxxx
and ARRExxx (Recurring Entries) files to 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.

Before you copy recurring entries, produce the Recurring Entries List (See page
12-19) and back up your files. If you are using Accounts Receivable on a
multiuser system, make sure that no one else is using the Recurring Entries
function. You cannot copy recurring entries until the other users exit from that
function.

Select Copy Recurring Entries from the Daily Work menu. The Copy Recurring
Entries screen appears.

& | Copy Recurring Entries

Commands  Edit  Modes Cther  Help
2xi=ne @D |29 (0@
Run Code  From 1
Thru 12
GL Perioc g
Cutolf Date 08452005 [ g
Batch ID 000001 (&)
Cotnpany H 0581 52005 Tetminal TOOO NS
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1. Enter the range of run codes whose recurring entries you want to copy.

2. PressEnter to copy the entries to the default period, or enter a different
period.

3. If you entered cutoff dates when you entered recurring entries, accept the
system date as the cutoff date, or enter a different date. Entriesthat have
cutoff dates before the date you enter here are not copied to the ARTDxxx
and ARTHxxx files.

4. 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.

5. Select the output device for the log. See “Reports’ on page 1-41 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 a batch ID with a different batch 1D
or to associate transaction numbers with a different batch.

Select Change Batches from the Daily Work menu. The Change Batches screen
appears.

3 Change Batches

Commands Edit Modes Other Help
Rxiz|neamn|- ¢[00
Change:
() Transaction Mumber
() Batch ID
0Old Eatch ID 000001 (&
Transaction Mumber 0023 E]
Nesw Batch ID 000002 (&)
| | CompanyH | 08A52005 | TerminalTooD | ns

1. Select the kind of information you want to change. You can move asingle
transaction to a new batch, or an entire batch to anew ID.

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

transaction to move.
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Enter the new batch ID. If you did not specify a transaction number, you are

: 4.
Inqui
replacing the old batch ID with this one. If you use the 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

You can use batches to group invoices, miscellaneous credits, and cash receipts

for printing and posting. If you group transactions by batch, one user can enter
information while another posts transactions.

Usethe Batch Control function to add batches, release batches, or check the
status of batches.

Select Batch Control from the Daily Work menu. The Batch Control screen
appears.

& | Batch Control

Commands Edit Modes Other Help

2xizramn|-¢ [0
Batch ID 9
Laock Flag Report Status:
Description Sales Journal Unprinted .
Status Releazed v Mizc Credits Journal Unprirted v
Cash Receipts Journal | Unprinted b
Term  User Mame Term Uszer Mame

| | Company H |08/15/2005 |Terminal TO0D | NS

1. Enter the batch ID with which you want to work.

2. If aterminal ID appearsin the Lock Flag field, 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. Accept the default description of the batch, or enter a different description.

4. Enter the status of the batch: H if it is on hold, or R if it has been released. If

you place the batch on hold, you can print or post the batch, but you cannot
enter or edit transactionsin it.

For each report, toggle the report status. The default statusis Not
Applicable. When you enter invoices, miscellaneous credits, or cash
receipts, the appropriate report status changes to Unprinted. When you print
the entire report, the status changes to Printed. If you enter new transactions
after you print the report(s), the status changes to Reprint.

If you selected a batch that isin use, up to 20 terminal IDs and the user
names of those currently entering transactions appear.

After you save theinformation, enter information about a different batch ID,
or exit to the Daily Work menu.
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Transaction Reports

Print Invoices

Sales Journal

Miscellaneous Credits Journal
Daily Sales Tax Report

Cash Receipts Journal
Methods of Payment Journal
Deposits Report

Post Transactions
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Print Invoices

Usethe 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 several transactions at once.

You can also print the invoice when you enter the transaction. See the Online
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.
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Transaction Reports

Print Invoices

6-4

Select Print Invoices from the Transaction Reports menu. The Print Invoices
screen appears.

| Print Invoices
Commands Edit Modes Other Help

2xizenmn|2o|0a@
|z AR Transaction Entry Completed?
Eatches to Print: 4
Iwvoice Date peisezoos [73)
First Invoice No 00002081
Last Good Ihvoice Mo (f Restart) 00000000

Message for Al lhvoices:
Thank you for your order

Print Additional Descriptions?

| | Company H |084152005 |Terminal TOOO | INS

1. If you are finished entering Accounts Recelvable transactions, select the
check box (enter Y in text mode); if not, clear the box (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.

2. Select the batch numbersto print. You can print multiple batches at once.

3. 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 dateis used for aging only if you do not print invoices. This
dateisused for aging if you print invoices regardless of the header date.
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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 arereprinting 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 all invoicesto have a message, enter one.

7. If youwant to print additional descriptions from the ARDExxx file on the
invoices, select the box (enter Y in text mode); if not, clear the box (enter N
in text mode).

8. Select the output device.

9. If you elect to print the forms, an alignment character is printed in the form’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
(enter N in text mode). Continue this procedure until the form is aligned;
then select Yes (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 aign 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
INVOICE

0181
YOUR COMPANY NAME HERE
123 MAIN STREET
YOUR CITY, STATE, ZIP PAGE 1
(123) 456-7890
INVOICE DATE 06/30/05
INVOICE NO. 00000181

ACE0O1 000011

3 8
\.-7 ATTN: ACCOUNTS PAYABLE H  ACE BUILDERS
5 ACE BUILDERS L 1588 sE 31sT STREET
| 1588 SE 31ST STREET PADUCAH KY 28655-7865
) PADUCAH KY 28655-7865 &
TOTAL DUE 9900.00
SLS2 | DUEDATE | DISC DUE DATE ORDER NO ORDER DATE SHIP DATE SHIP NO
GPD 07/29/05 07/09/05 0012 06/27/05 06/21/05 000011
2/10,n/30 BR549 Federal Exp 2nd-Day
100 03 PKG 4.0000 4.0000 528.5400 2114.16
Electrical Package
150 00 PKG 2.0000 2.0000 1317.3840 2634.77
Plumbing Package
300 03 EA 2.0000 2.0000 51.3810 102.76
Interior Door
550 03 PKG 3.0000 3.0000 1434.5910 4303.77
Millwork Package
600 03 EA 2.0000 2.0000 286.6500 573.30
Standard Window 24" X 40"
Thank you for your order.
Location Tax Breakdown
w 171.26
MNMPLS 13.17
Subtotal : 9728.76
7093.99 "y 7 .00
50.19 Net Due : 9900.00
Re-order From: Open System Forms 1-800:994-6736 LASER INVOICE 3021
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Credit Memo
INVOICE

ooe7
YOUR COMPANY NAME HERE
123 MAIN STREET
YOUR CITY, STATE, ZIP PAGE 1
(123) 456-7890
INVOICE DATE 06/30/05

INVOICE NO. 00000067

ACEO01 << CREDIT MEMO>
ATTN: ACCOUNTS PAYABLE

ACE BUILDERS

1588 SE 31ST STREET

> PADUCAH KY 28655-7865

ACE BUILDERS
1588 SE 31ST STREET
PADUCAH KY 28655-7865

orow

O+ T—-TO®

TOTAL DUE it

07/29/05 07/09/05 0023 06/07/05 06/30/05
CUSTOMER PO NUMBER SHIP VIA

2/10,n/30 BR549 UPS - Blue

ITEM ID ORDERED |  SHIPPED | UNIT PRICE EXTENSION

TERMS DESCRIPTION

100 00 PKG 1.0000 1.0000 380.5488 380.55
Electrical Package
250 03 cs 1.0000 1.0000 1269.0122 1269.01
Exterior Panels
400 03 PKG 1.0000 1.0000 808.5515 808.55
Interior Materials
900 00 EA 1.0000 1.0000 689.99
Refrigerator - Black

Ser 8675309 689.9900

Thank you for your order.

Subtotal : 3148.10
1070.54 2077.56 .00 69.! .00 3217.69
Re-order From: Open System Forms 1-800-994-6736 LASER INVOICE 3021
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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

Commands  Edit Modes Other Help

2xiramn[-o(0@
Customer D From ACEDDT (& Prirt:
Thru TERO (&) (%) Lire Detail
() Transaction Tatals

Batches to Prirt: 4 () Break Totals

Print By

(%) BatchiTransaction Additional Description Format

(O Custamer ID

O Invoice Mumber
(O GL PdfSales Account
() tem MadLoc D or Job/Phase

| | Company H |08/15/2005 | Terminal TO0D | NS

1. Enter the range of customers whose information you want to include in the
journal, or leave the boxes blank to include all customers.

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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5. Select the output device. After you produce the journal, the Transaction
Reports menu appears.

Note I

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 forms in the
Resource Manager Options and Interfaces function.

Sales Journal Report

08/1E/Z00E Builders Supply Page 1
10:0Z AM Sales Journal
By Batch/Transaction
Batch Cust ID ID Job/Phase or Loc./Item ID Rep 1 Sales Acot. Units Oty. Ordered  Unit Price Ext. Price Tax Class
Trans Inwe. No. Description Rep Z COGS Aoct. Oty. Shipped Unit Cost Ext. Cost
Line No. Order No. Inw. heeu. Ory. Backord.
000001 ACEOOL I Mmoool 100 GED 401000 PEG 4.0000 E28_ 5400 z114.16 03
001z 00002081  Electrical Package E01000 4.0000 343 EEDO 1374.20
ool 104400 . 0000
000001 ACEOOL I MmNooOl 150 GED 401000 PEG z_0000 1317.3840 2634.77 03
001z 00002081  Plunbing Package E01000 z_0000 207. 5300 1815.06
o0z 104400 . 0000
000001 ACEOOL I MmNooOl 300 GED 401000 EA z_0000 E1.3810 loz.76 03
001z 00002081 Interior Door E01000 z_0000 zz.0100 44.02
003 104400 . 0000
000001 ACEOOL I Mmool 550 GED 401000 PKG 30000 1434. 5310 4303.77 03
001z 00002081  Millwork Package E01000 30000 . 0000 oo
004 104400 . 0000
000001 ACEOOL I Mmool €00 GED 401000 EA z_0000 Z86_EED0 E73.30 03
001z 00002081  Svandard Uindow 24" X 40" E01000 z_0000 117.z500 234.58
008 104400 . 0000
Cust.  Trans No Rep 1 Inw. Date Per Tx Grp Freight Subtotal Sales Tax Inv. Toral Put. Put. Amount
Batch Inve. No Rep 2 Ord. Dare Miscellaneous
Ship To Order No Terns Desc. Ship Date
ACEOOL 0012 CID 08/13/2005 03 M .o 372876 oo 372876 oo
000001 0O00ZOSL .o oo
2/10,n/30  08/Z1/Z00E
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Miscellaneous Credits Journal

Produce the Miscellaneous Credits Journal before you post transactions to
check for mistakes and omissions and to use as an audit trail. If this journal

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.

& Miscellaneous Credits Journal

Commands  Edit Modes Other Help

2xiramn[-o(0@
Customer D From ACEDDT (& Prirt:
Thru TERO (&) (%) Lire Detail
() Transaction Tatals

Batches to Prirt: 4 () Break Totals

Print By

(%) BatchiTransaction Additional Description Format

(O Custamer ID

O Invoice Mumber
() GL PdfSales Account
() tem MadLoc D or Job/Phase

| | Company H |08/15/2005 | Terminal TO0D | NS

inaui 1. Enter the range of customers whose information you want to include in the
; _
journal, or leave the boxes blank to include all customers.
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

08/1E/Z005 Builders Supply Page 1
10:0& AM Miscellanecus Credits Jourmal
Ey Batch/Transaction
EBatch Cust ID ID Job/Phase or Lec./Item ID Pep 1 Zales Acct. TUnits Qty. Ordered Unit Price Ext. Price Tax Class
Trans Inve. No. Deseription Rep Z COGE Aeoct. Qty. Shipped TUnit Cost Ext. Cost
Line No. Order No. Inw. Acct. Qty. Backord
00000l ACEOOL I mmoool 1loo GID 401000 PEG 4. 0000 475. 68360 120z, 74 o3
[alehE-) lzg70za? Electrical Package £01000 4. 0000 3435500 1374.20
ool 104400 .0gao
000001 ACEOOL I MNoool 150 GPD 401000 PEG 2. 0000 1317.3840 2634 77 o3
oo01s 1ze?0z07? Plunbing Package S01000 2. 0000 2075300 1815 08
ooz 104400 Rulilil)
000001 ACEOOL I MNOOOl 300 GPD 401000 Ea 40000 £1.3810 205 52 o3
oo01s 1ze?0z07? Interior Door S01000 40000 2z.0lo0 858.04
[alukc) 104400 Rulilil)
000001 ACEOOL I MHNOO0l 350 GPD 401000 Ea 1.0000 £z&. 1310 52613 o3
oo01s 1ze?0z07? Entry Door S01000 1.0000 2z6.9300 226.99
004 104400 Rulilil)
000001 ACEOOL I MNOo0l 400 GPD 401000 PEG 2. 0000 1485 4350 237033 o3
oo01s 1ze?0z07? Interior Materials S01000 2. 0000 855.6100 1711 22
oos 104400 Rulilil)
000001 ACEOOL I MHNOOO1 450 GPD 401000 Ea & 0000 381 6450 228987 o3
oo01s 1ze?0z07? 3lide by Window 24" x 40" S01000 & 0000 1611400 96684
o0& 104400 Rulilil)
000001 ACEOOL I MHNOOOl S50 GPD 401000 PEG 3.0000 1434 5310 430377 o3
oo01s 1ze?0z07? Millwork Package S01000 3.0000 Rulilil) .00
oo7 104400 Rulilil)
000001 ACEOOL I MNoool &00 GPD 401000 Ea 3.0000 286 6500 85335 o3
o019 1ze?0z07 Standard Window 24" X 40" S01000 3.0000 119 6836 359.05
oog 104400 Rulilil)
Cust. Trans No Rep 1 Inw. Date Per Tx Grp Freight Subtotal Sales Tax Inw. Total Pmt. Pot. Amount
Batch Inwe. HNo Rep 2 Ord. Date Mis=cellanecus
Ship To Order Mo Terms Desc. Ship Date
ACEOOL 0019 GPD lzfz1/z004 12 MN .00 1569374 .00 1569374 .00
000001l 12670207 .00 .00
2710, n/f30 1zf21/2004
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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.

A Daily Sales Tax Report

Commands  Edit Modes Other Help
A FIEIEY
Tax Group D From A E]
Thru  |[TxHOUs (8]
Eatches to Print: 4
Prirt Detail or Summary Dretail L'
Print Zera Balance Invaices 7
Detail, Summary | Company H |08A15/2008 {Terminal TO0D | NS

iy |
iy | 2

once.

Enter the range of tax groups whose sales taxes you want to include in the
report, or leave the boxes blank to include al tax groups.

Select the batch numbers you want to print. You can print multiple batches at

3. Select the amount of detail you want to include in the report and select the

output device.

A sample Daily Sales Tax Report is at the end of this section. After you

produce the report, the Transaction Reports menu appears.

Accounts Receivable User’s Manual

6-13



Daily Sales Tax Report Transaction Reports

Daily Sales Tax Report

08/15/2008 Builders Supply Page 1
10:10 AM Daily Sales Tax Report

By Tax Location

Detail

Invoice Inv. Date ---- Tax Level 1 --- =---- Tax Level 2 —-— ----— Tax Level 3 --- —--- Tax Level 4 —-- —--- Tax Level § ---—
12670204 07/21/2005 CA 1091.3%
SUBTOTAL ca 1091.3%
0023 by 8.13
SUBTOTAL M g.13
TOTAL 1100.06
GEAND TOTAL 1100.08
End of Reporc
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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.

| Cash Receipts Journal

Commands Edit Modes Other Help

2xzzean|-¢ 0@

Customer ID
Method of Payment

Bank Accourt 1D

Eatches to Print:

Prirt By
(®) Custamer ID
(O GL Period/Account

() Deposit/Batch ID
(O Method of Payment

Fram
Thru
Fram
Thru
Fram
Thru

CoX
ACEDDT (&
TENODT (&)
an ()
wio (8]
FNEOD1 (&
SNEDOT (&)

4

() Bank Accourt - Deposit/Batch ID

| Company H |08/15/2005 |Terminal TO0D | NS

1. Enter the range of customers whose information you want to include in the
journal, or leave the boxes blank to include all customers.

2. Enter the range of payment methods and bank accounts whose associated

receipts you want to include in the journal, or leave the boxes blank to

include all.
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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

08/15/2005 Builders Supply Page 1
10:14 aM Cash Receipts Journal

By Customer ID
Deposit/
Batch ID Cust ID Credic Invoice Payuent Customer /Inv Pyuc Discount/ Types
Tran No. Bank ID GL iccount Number Date Age Balance Payment Amount Mchd Diiference Check # Balance Dus
000001 ACEQOL 101000 12670046 08/15/2005 0 74615, 58 1500.00 CHE .00 065TOE 73115, 56
o0nzz FNBOOL
000001 ACEQOL 1010 12670064 1272172008 0 3E467.399 3E467.9% CHK .00 014ZE9 .00
0001 FNEOOL
Customer ACEOOL ACE EUILDERS Total 3696798 oo
000001 CASHCA 1010 12670072 1272172008 0 51487.23 1540.87 CEH .00 CASH 49E46.36
0015 FNEOOL
Customer CASHCA CASH SALES-0AKLAND, CA Total 1s40.87 oo
000001 CASHMD 1010 12670079 12/21/2005 0 1EE1E. 25 763.29 CSH .00 CASH 148E5.00
0oL FNBOOL
000001 CASHMD 1010 EAL FURD 12/21/2005 0 14855.00 148E5.00 C3H .00 CASH .00
0016 FNEOOL
Customer CASHMD CASH SALES-BALTIMORE, MD Total 15618, 28 oo
000001 CASHMN 1010 12670081 1272172008 0 7419, 00 1710.72 CEH .00 CASH 5708, 28
0013 FNEOOL
000001 CASHMN 1010 BAL FURD 1272152005 0O 5708.28 5708.28 CEH .00  CASH -oo
0013 FHEOOL
Customer CASHMN CASH SALES-MINNEAPOLIS Towal 7415.00 oo
000001 CASHPS 1010 12670082 127212005 0 2943156 1788.43 CEH .00  CASH 2764313
0020 FHEOOL
000001 CASHPE 1010 BAL FURD 12/21/2005 0 27643.13 27643.13 C3H .00 CASH .00
00Z1 FNBOOL
Customer CASHPS CASH SALES-DALLAS, TX Total 29431 56 -oo
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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 receiptsfor credit card claims.

Select Methods of Payment Journal from the Transaction Reports menu. The
M ethods of Payment Journal screen appears.

| Methods of Payment Journal g|§|g|

Commands Edit Modes Other Help

I L IR

Method of Paymert  From | amx (8]
Thru WO

=)

Eatches to Print: 4

Pririt Type:

() Cash

() Check

(O Credit Card
() Write-aff
(O Cther

(®) ANl Methads

|Company H |08/15/2005 |Terminal TO0D | NS

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.

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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Transaction Reports

Note

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 journa would not have any data because no payment
method is both a credit card and cash.

Reports menu appears.

Methods of Payment Journal

Select the output device. After you produce the journal, the Transaction

08/15/2008 Builders Supply Page 1
10:13 AM Methods of Payment Journal
Type A1l Methods
Method Description Type CL Account
CHE Check Check 100000
Deposit/ Invoice Payment Payment
Batch ID Cust ID HNumber Tran Date Bank ID Check Number Amount
000001  ACEDOL 12670064 0001 1272142005 FNEOOL 014263 35467.39
000001  DALOOL 12670066 000z 12/21/2005 FNEOOL 013843 7203.52
000001  KANOOL 12670067 0003 12/21/2005 FNEOOL 087118 7165310
000001  KANOOL 12670075 0004 12/21/2005 FNEOOL 087118 1126730
000001  KANDOL 24883024 000§ 12/21/2005 FNEOOL 087118 4360.03
000001  KANDOL 24883028 0006 12/21/2005 FNEOOL 087118 1207237
000001  LOSOOL 12670058 0007 12/21/2005 FNEOOL 109077 1677638
000001  LOSOOL 12670058 0008 1272142005 FNEOOL 109077 34238
000001  SUNOOL 12670080 000% 1272142005 FNEOOL 007723 3246.32
000001  TENOOL 12670063 0010 1272142005 FNEOOL 009187 2610372
000001  TENOOL 24883026 0011 1272142005 FNEOOL 009187 4528320
000001  TENOOL 12670076 o0lz  12/21/2005 FNEOOL 009187 5706.21
000001  TENOOL 24883029 0013 12/21/2005 FNEOOL 009187 1885587
000001  VISDOL  COSE1127 0014 1272142005 FNEOOL 055186 1115584
000001  ACEDOL 12670046 00zz  08/15/2005 FNEOOL 065703 1500.00
Payuent Type CHH Total 280692.83
Method Description Type CL Account
CSH Cash Cash 100000
Deposit/ Invoice Payuent Payuent
Batch ID Cust ID Mumber Tran Date Auount
000001  CASHCA 12670072 0015 12/21/2005 1540.87
000001  CASHMD — EBAL FWED 00l 12/21/2005 14855.00
000001  CASHMD 12670079 0017 1272172005 763.29
000001  CASHMN 12670081 oole  12/21/2005 1710.72
000001  CASHMN  EBAL FWED 001s  12/21/2005 5708.28
000001  CASHES 12670082 oo0zo0 1272172005 1788.43
000001  CASHFS — BAL FUWED 002l 1242172005 27643.13
Payment Type CSH Total 54409.72
Grand Total 335102.55
End of Report

6-18

Accounts Receivable User’'s Manual



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.

3 Deposits Report
Commands  Edit Modes Other Help

I L IR

Bank Accourt ID From FrEO01

@
Thru  |SNBO01 (&)

Deposits / Batches to Print: 4

| | company H |08/15/2005 |Terminal TO0D | NS

1. Enter the range of bank accounts whose associated deposits you want to
include in the report, or leave the boxes blank to include all bank accounts.
2. §§I Ceect the batch numbers you want to print. You can print multiple batches at

3. Select the output device. After you produce the report, the Transaction
Reports menu appears.

A sample Deposits Report is at the end of this section.
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Deposits Report

08/1E/Z00E Builders Supply Page 1
10:Z5 AM Deposits Report
Bank FNEOOL - lst National Bank
hocount # 0001658973 Deposit # 000001
Cust IF  Customer Name Checks Cash  Check No. Payment Date
ACEOOL ACE BUILDERS 3E467.99 014269  1Z/Z1/Z008
ACEOOL ACE BUILDERS 1500.00 065702 08/1E/Z00E
CASHCA CASH SALES-OAKLAND, Ci 1940.87 1272172008
CASHMD CASH SALES-EALTIMORE, MI 148E5. 00 1272172008
CASHMD CASH SALES-EALTIMORE, MI TE3. 29 1272172008
CASHMN CASH SALES-MINNEAPOLIS 1710.72 1272172008
CASHMN CASH SALES-MINNEAPOLIS £708. 28 1272172008
CASHPE CASH SALES-DALLAE, TX 1788.43 1272172008
CASHPE CASH SALES-DALLAE, TX Z7643. 13 1272172008
DALOOL DALLAE-FT WORTH DOME HOMES 7Z03. 92 013649  1Z/Z1/Z008
KANOOL KANSAE CITY GEODESIC HOMES 71693910 087lle  1Z/Z1/Z008
KANOOL KANSAE CITY GEODESIC HOMES 11z67.50 087lle  1Z/Z1/Z008
KANOOL KANSAE CITY GEODESIC HOMES 4960.03 087lle  1Z/Z1/Z008
KANOOL KANSAE CITY GEODESIC HOMES 1z072.97 087lle  1Z/Z1/Z008
LOS00L L0S ANGELES CONSTRUCTION CO. 16776. 38 109077 1Z/Z1/Z008
LOS00L L0S ANGELES CONSTRUCTION CO. 342,38 109077 1Z/Z1/Z008
SUNODL SUNSHINE HOMES, INC. 8z46.32 007728 1Z/Z1/Z00E
TENODL TENNESSEE SHELTERS, INC. ZE109. 72 009187  1Z/Z1/Z00E
TENODL TENNESSEE SHELTERS, INC. 49z88.20 009187  1Z/Z1/Z00E
TENODL TENNESSEE SHELTERS, INC. E706.Z1 009187  1Z/Z1/Z00E
TENODL TENNESSEE SHELTERS, INC. 18895, 87 009187  1Z/Z1/Z00E
VIS001 VISA 111EE.84 055186 1Z/Z1/Z00E
Deposit/Batch Total 33ELOZ.EE ZB0E9Z. 83 5440972
Bank FHNEOOL Total 33ELOZ.EE ZB0E9Z. 83 5440972
Grand Total 33ELOZ.EE ZB0E9Z. 83 5440972
End of Report
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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
date is updated from the invoice date and the number of discount days from the
customer’sterms. A payment record is created in the ARINxxx file for each cash
receipt.

The system creates atemporary file, ARTMTxxx, to store line-item entries, totals,
and cash receipt information. Asyou post information, the line-item information
is posted first; then the totals are updated. When al the line items are posted, the
cash receipts information is posted, and finally the bank reconciliation
transactions are posted and summary GL entries are calcul ated.

If you post detailed information to General L edger, 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 fieldsin 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 figuresin the ARSRxxx (Sales Rep) file
are updated.

The taxable and nontaxabl e 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

General Ledger

6-22

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 saless 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 saless 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 acustomer ID when you enter cash
receipts, the associated distribution code specifies the accounts receivable
account. If you do not enter a customer ID when you enter cash receipts, you
specify the accounts receivable account.

Contractors’ Job Cost
If Accounts Receivable interfaces with Contractors’ Job Cost, posting updates

the billing information in the JOBSxxx and JOHIxxx files. If ajob or phaseis
completed, posting a so updates the actual end date.

Bank Reconciliation

If Accounts Receivable interfaces 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 prices in the INUPxxx (Units Pricing) file.

Before Posting
Before you post, do these things:

* If you have a multiuser system, make sure that no one else is working with
the batches you are posting. You cannot post if someone else isworking
within the batches.

e Print the Sales Journal (see page 6-9), the Miscellaneous Credits Journal
(see page 6-11), and the Cash Receipts Journal (see page 6-15).

e Back up all the datafiles.

Theinformation in the Sales Journal and the Miscellaneous Credits Journal
comes from the ARTDxxx and ARTHxxx files. The information in the Cash
Receipts Journa 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 journal s 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 apower 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.

& Post Transactions [’._||E|g|
Commands  Edit Modes Other Help
2xr=ee @€ |aa
Have “ou Backed Up Your Data Files?
Batches to Post: 4
Post To:
2005
2004
Age Al Custamers? Fl
Print Zero Balance Logs? Fl

| | company H |08/15/2005 |Terminal TO0D | NS

1. If you have backed up your datafiles, select the check box (enter Y in text
mode); if not, clear the check box (enter N in text mode). If you haven't
backed up your files, return to the Transaction Reports menu and do so
before posting.

2. Select the batch numbers you want to post. You can post multiple batches at
once.

3. 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.
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Transaction Reports

6-26

If Accounts Receivableinterfaceswith General L edger 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.

If you want to age all customers, select the check box (enter Y in text mode);
if not, clear the box (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 as the basis for aging. If you did not print
invoices, 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.

Select the check box (enter Y in text mode) if you want to print logs for
customers with zero balance; clear the box (enter N in text mode) if not.

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

Post Transactions Log

08/15/20085 Builders Supply Page A-
10:32 AM Post Transactions
Terminal: TOOO
Batches Posted: 000001 000002 939357 353538
Posted to CURRENT YEAR {2005
08/15/20085 Builders Supply Page E-
10:32 AM POST INVENTORY ITEMS
Batch Tran § In Tp Invoice Loc. Item § or Job/Phase Oty Shipped Units Unit Cost Extended Cost
Lot Mumbers
Serial Mumbers
000001 0012 001 IN 00002081 MNOQOL 100 4.0000 FRG 343. EE0O 1374.20
000001 0012 002 IN 00002081 MNOOQOL 150 2.0000 FRG 307. 5300 1815.06
000001 0012 003 IN 00002081 MNOOQOL 300 2.0000 EA 2z.0100 44.02
000001 0012 004 IN 00002081 MNOOOL 550 3.0000 FRG L0000 .o
000001 0012 005 IN 00002081 MNOQOL 600 2.0000 EA 117. 2800 234. 58
TEANSACTION TOTAL 3467, 86
08/15/20085 Builders Supply Page C-
10:32 AM POST ACCOUNTE RECEIVAELE
TOTAL POSTED T0 OPEN INVOICE FILE 30039%. 73—
CUSTOMER FILE 30039%. 73—
JOB COST JOES FILE .o
Transactions Posted to L Period 03
Description CL Acoount — Reference Debit Credit
12670046 /FNE00L /000001 100000 ACEOOL 1500.00
12670046 /FNE00L /000001 101000 ACEOOL 1500.00
08150023 /CONSULTING FEE 401000 ACEOOL 125,00
08150023 /AR 101000 ACEOOL 14041
08150023 /8ALES TAX/MN 203800 ACEOOL 2.1%
08150023 /MISC CHARGES 301000 ACEOOL 728
08150024 /CONSULTING FEE 401000 DALOOL 125,00
08150024 /AR 101000 DALOOL 125,00
08150025 /CONSULTING FEE 401000 SUNOOL 125,00
08150025 /AR 101000 SUNOOL 125,00
PERIOD 03 BALANCE 15087.0% 15087.0%
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Transaction Reports

Post Cash Receipts Log

GRAND TOTAL

+ Open Invoice Created

08/1E/Z00E

10:32 AN

Mthd Type Description Amount

CEH 1 Cash E4405. 72
1 TOTAL CAZH E4405. 72

CHE z Check 1500, 00

CHE z Check 279192.83
z TOTAL CHECKS Z80692. 83

22EL0Z.GE

Builders Supply
POST CASH RECELPTS

GRAND TOTAL

End of Report

335102

08/15/20085 Builders Supply
10:32 AN POST DEPOSITE
Dep # Date Amount

EANE ACCOUNT FNEOOL - lst National Eank 0O00LESESTE
000001 08/15/2005 1500.00
000001 08/15/2005 333602.55
TOTAL FOR BANE ACCOUNT FHEOOL 335102.55

Page D- 1

Page E- 1
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Overview

AlA Invoicing
Set Up Schedule
Application Text
Invoice Worksheet
Application Entries
Application Forms
Applications Journal
Post Applications

Job Invoicing
Job Invoice Entries
Print Job Invoices
Job Invoices Journal
Post Job Invoices

Cost Plus Invoicing
Cost Plus Invoice Entries
Print Cost Plus Invoices
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7-59
7-61

Accounts Receivable User’'s Manual



Overview

ﬁ‘l C There are four waysto bill for ajob in Accounts Receivable. If you don't need to
track retainage, you can use the standard OSA S Transactions function (see
“Transactions’ on page 5-3). The other three methods: AlA Invoicing, Job
Invoicing, and Cost Plus Invoicing handle retainage amounts.

The AIA (American Ingtitute of Architects) Invoicing functions include setting
up abilling schedule, adding or editing existing application text that is printed on
the application form, printing an invoice worksheet, and entering current
applications. You can aso print the application forms and journas and post
applications to update customer information.

Use Job Invoicing functions to enter invoices for general jobs based on afixed
billing amount, to print invoices for which you have entered billing transactions,
to print arecord of Job Invoice transactions to be posted, and to create regular
invoices and retainage invoices in the Open Invoice file.

The Cost Plus Invoicing functionsinclude entering invoices for cost-pluswork or
work whose bill consists of a fixed amount plus a percentage of the cost of
materials and labor. You can also print your cost plus invoices, create and record
your cost plusinvoice transactions for future reference and analysis, and post
your cost plusinvoices to Contractors Job Cost and to other applications that
may be interfaced to Contractors’ Accounts Receivable.

Use the Job Receivables functions to produce a list of open invoices or a cash
flow report with job IDs. The Job Open Invoice Report isalist of the invoices
with job IDs. This report is valuable if you want to track the job-related bills you
send as your jobs progress. The Job Cash Flow Report lists how much cashisdue
within five aging periods with job IDs.
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Introduction

Several of the functionsin this chapter appear on additional submenus available
onthe Job Receivables menu: AIA Invoicing, Job Invoicing, Cost Plus
Invoicing, Job Receivables Reports. To access these functions, select the
submenu from the Job Receivables menu and then select the function.
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Set Up Schedule

ﬁj C The American Institute of Architects (AlIA) Invoicing functions enable you to set
up abilling schedule, add or edit existing text on the application form, print an
invoice worksheet, enter current applications, print application forms and
journals, and post applications.

Usethe Set Up Schedule function to enter schedule, billing, tax, retainage, and
terms code information for ajob. Theinformation you establish in thisfunction is
used when you enter AlA invoices.

Select the Set Up Schedule function from the AIA Invoicing submenu of the
Job Receivables menu. The Set Up Schedule screen appears.

& | Set Up Schedule E]Iﬁl@

Commands Edit Modes Other Help

2Xi=ea@n

AR

Jok 1D
Customer
Contract Far
Architect Infa.

Form #
Terms Code

Taxable?
Defaut: Tax Class ] E] Sales Acct 402000
Retainage: Flexible % Code or Cotnplete % 10.00 Material % 15.00

Eill I© Co  Description il F Scheduled § Billed Mtrl. Str. %% Comp.

% Description WESTERH OAKS LOT 54
SUHSHINE HOMES, IHC. Customer D SUHOD1
SUMBELT HOMES
RCOBERTS & ASSOCIATES 1400 GREEMERIAR, SUITE 610
HOUSTON, TEXAS 77054
After Ret.? [] Tax Grp T E] Texas

Accunulsted Retainage T54.75
1 Invaice Count 5 Last Invoice Date 144s2005 o)
2PCT E] 2M10,ni30 Billing (C=CompletediC=Cpen)? [ e

| E I I

|Company H |08/2412005 |Terminal TODD |OVR

1. Enter the D of the job for which you want to set up aschedule. The job
Description and Customer ID appear from the Jobs file. The Customer
name appears from the Customer file.
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Job Receivables

Inquiry
Maint

7-6

10.

11

Enter the contract information for the job ID in the Contract For field. This
information is printed on the application form.

Enter the architect information for the job ID in the Architect Info. field.
This information is printed on the application form.

Select the Taxable? check box (enter Y in text mode) if any portion of the
job istaxable. Clear the box (enter N in text mode) if the job is not taxable.

If part of the job is taxable, select the After Ret.? check box (enter Y in text
mode) if taxes are cal culated after retainage is subtracted from the invoice
amount. Clear the box (enter N in text mode) if taxes are calculated on the
entire invoice amount including retainage.

Enter the tax location for this job in the Tax Grp field. Taxes are calculated
based on atax class you specify for each line item using percentages from
the Tax Locations file.

Enter aDefault Tax Class that appears when you enter line items. You can
change thistax class in each lineitem.

Enter a default sales account in the Sales Acct field that appears when you
enter line items. You can change this account in each line item.

Enter the information for calculating retainage. There are four methods that
can be used for cal culating retainage (see the “ Calculating Retainage”
section below).

Do not change the Accumulated Retainage amount. This amount appears
from the Schedule Header file (ARJAX) and is updated as you post invoices.

Enter an AIA application text form number for this schedule in the Form #
field. The text for thisformis printed on the AIA invoice. You can have up
to ten different form codes (0-9). Use the Application Text function on the
AlA Invoicing menu to view or edit the application text.
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The Invoice Count and Last Invoice Date fieldsfor thisjob display
information taken from the Schedule Header file (ARJAX). They are updated
when you post invoices. You should not change the invoice count number
because this is used as part of the invoice number.

12. The Terms Code field displays a terms code taken from the Customer file.
Enter adifferent oneif different terms apply to thisinvoice.

13. Enter C intheBilling field if billing is complete for this job. Enter O if the
job is still open. When you print the Invoice Worksheet, you can choose to
include closed jobs only, open jobs only, or both.

14. Usethe Proceed (OK) command to save the schedule header. The
information is stored in the Schedule Header file (ARJAX).

Calculating Retainage

There are four ways to calculate retainage: Flexible % Code method, Complete
% method, Material % method, and the combination of Complete % and
Material % method.

Flexible % Code Method

The Flexible % Code method uses the AIARy table. On the Set Up Schedule
screen, inthe Flexible % Code field, enter acode (y) that correspondsto thetable
you want to use for retainage calculations. A small table displays the percentages
and limits set up for that table.

When you use this method, different amounts are retained based on the amount

invoiced. For example, assume you are billing a customer $10,000 for a job and
you enter A asthe table you want to use to calculate retainage. The retainage on
the first $5,000 is 15% which is $750. The retainage on the next $5,000 is 10%

which is $500. The total retainage for the $10,000 invoiceis $1,250.
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Note I

You cannot calculate retainage using the Flexible % Code method if any
portion of thisjob is taxable and taxes are calculated after retainage.

Complete % Method

The second method for calculating retainage is based on awork completed
percentage. The percent you enter is multiplied by each work completed billing
amount in the line items entered for the job in the Application Entries function.

Materials % Method

Thethird method for calculating retainage is based on a percentage of materials
stored. You enter the dollar amount of materials stored in the Application
Entries function. The percent you enter here is multiplied by that amount to
calculate retainage.

Complete % and Materials % Method
The fourth method is a combination of the second and third methods. You can

enter a complete percentage and a material percentage to be used to calculate
retainage for ajob.
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Line-ltem Entry Screen

If line items don’t exist for the information you defined on the Set Up Schedule
screen, the line-item entry window appears.

Theline-item entry window appears for one of three reasons:
e You are creating an invoice and have finished entering header information.

e You usethe Append command on the Command Bar to add an item to the
end of the list.

*  You usethe Edit command on the Command Bar to edit aniteminthelist. If
you use this command, the line-item entry screen istitled Edit Entry instead
of Append Entry.

| Edit Entry.

Commands Edit Modes Other Help
L FIEIE

Biillirgy 1T Change Order Mo. (f any)
Drescription FOUMDATICN
Interface to Phase | 01FOUN (3 (it any)
Sales Acct 104200 E] IHVEHNTORY - WORK-IH- Tax Class | 04 E]
§ Scheduled 1000.00
§ Billed 1000.00 Matetial Stored § oo
% Cotrpletion 100.00

1. If you are appending an entry, enter the Billing ID for the line item. You can
enter up to six characters. Billing items within the schedule usually
correspond to phases or segments of phases.

2. If you are appending an entry, enter a Change Order Number if thereis one
associated with this entry. Press Enter to skip thisfield.

3. Enter aDescription for thebilling item (up to 40 characters).
4. If youwant to bill by phase, enter the phase | D with which the billing item is
associated. If you enter aphase ID, the Billed to Date and Last Bill Date
fields are updated in the phase record when you post AlA invoices.
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10.

11

If you press Enter to skip this field because, for example, you bill by job, the
Billed to Date and Last Bill Date fields are updated in the job record when
you post AlA invoices.

The sales account is taken from the schedule header. Press Enter to accept it.
The Tax Class istaken from the schedule header. Press Enter to accept it.
Enter the scheduled contract amount in the $ Scheduled field.

If thisisanew job, leavethe $ Billed field blank. It is updated when you post
AlA invoices with amounts entered in the Application Entries function. If
you billed this customer prior to setting up the schedule in OSAS, enter the
dollar amount billed here.

If thisisanew job, leave the Material Stored $ field blank. It is updated
when you post AlA invoices with amounts entered in the Application
Entries function.

If you billed this customer prior to setting up the schedulein OSA'S, enter
the material dollar amount here.

The % Completion field is updated by the system when you post AIA
Invoices. The percentage is calculated as the billed amount (which consists
of work completed and stored materials) divided by the scheduled amount.

Usethe Proceed (OK) command to save the entry. The information is stored
in the Schedule Detail file (ARJIBX).

Note I

Entering a change order number here does not create a change order entry in
the Change Order Transactionsfile.

Use the Exit (F7) command to exit the line item entry screen when you are
finished.
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Set Up Schedule

Billing Information Screen

The scrolling region appears and the available commands are listed at the bottom

of the screen.

Usethe arrow keysto move to the billing with which you want to work. Then use
the Command Bar commands described below to perform tasks.

| Set Up Schedule

Commands Modes Other Scroll Commands  Help
2xiz|na|ma|-¢ (0@
Jok (D % Description WESTERH OAKS LOT 5A
Customer SUHSHINE HOMES, INC. Customer O SUH001
Contract Far
Architect Infa.
Tax Grp % Texas
Default: Tax Class LY Sales Acct LY
Retainage: Flexible % Code or Complete % | | Material %
Accumulsted Retainage
Form # Invoice Count Last Invoice Date
Terms Code % 2M0,ni30 Billing (C=CompletediO=Cpen)?
Bill 1T Co  Description Cl ¥ Scheduled § Billed Mirl. Str. % Comp.
01 FOLIN O 100,00 |||
015ITE SITE PREPARATIC (00 13:50.00 96:3.00 250,00 90.00 @
02ELEC ELECTRICAL 01 5000.00 1100.00 juli} 2200 E]
02ELEC 01 |LIGHT FOR ENTRA |04 100.00 57.50 juli} 57.50 E]
O2FRAM FRAMIMNG 04 7:500.00 3900.00 100.00 5333 g]
103 04 -100.00 juli} juli} 0.00 @
[Enter = edit ] [ gEnerste ] [ Append ] [ e ] [ Header ] [ et Jok ] [ Totalz ] [ Goto ]
| | Company H |08/24/2005 | Terminal TO0D |OWR
Command Bar
Field Description
Enter=edit Press Enter to edit the line entry in detail.
gEnerate If no line entries are on file for this schedule, press E to

Accounts Receivable User’s Manual

generate an entry for each Job/Phase available and the
scheduled contract dollars from each of those records.
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Field Description

Append If no lineitems are on file for this schedule, the Append
Entry window appears. If lineitems do exi<t, they appear
in the scrolling region. Press A to add an entry.

View PressV to view the line entry in detail .

Header Press H to move back into the header portion of the screen
to make any changes and then use the Proceed (OK)
command to return to the detail portion of the screen.

Next Job Press N to edit, view, or create a schedule of entries for
another job.

Totals Press T to view the totals for all schedule entriesfor this
job.
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gbj C Usethe Application Text function to create, edit, and print AIA invoice text
information. You can set up 10 different forms (0-9) that you can use to print AIA
invoices. Form 0 and 1 are provided with Contractors' Job Cost.

Select Application Text from the AIA Invoicing submenu of the Job
Receivables menu. A blank Application Text screen appears.

& Application Text

Commands Modes Other Scroll Commands  Help
2xiz|nean[24[ee
Form # |:|
The unt ¥ st the he Contr: no @
Application for Payment has been completed in accordance with the Contract @
Cortractor for Work for which previous Cerificates for Payment were issue E]
payment shown herein is now due,
Contractor: State of
Subzcribed and
Mortary Public:
By Drate: My Commission e
Architect's Certificate for Payment
In accordance with the Contract documents, based on on-site observations a
Architect certifies to the Owner that to the best of the Architect's knowel E]
indicated, the quality of the Wark in accordance with the Contract Documen E]
Amount Certified. @
Erter=edit |[Tab=more ][ Prirt_ [ wiite ][ Goto | Line; 001 of 029 )
| | Company H |08/24/2005 | Terminal TO0O |OWR

1. Enter the form number with which you want to work. If you are setting up a
new form, you can copy it from an existing one. You can have up to 10 forms
(0-9).
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2. Select the type of action you want to perform:
e Enter D to display the form.
e Enter E to display and edit the form.
e Enter P to print the text.

In the edit or display modes, use the arrow keys to move between lines of
text.

Use the Tab key to move from one end of aline to another.

3. Usethe Proceed (OK) command to save any changes when editing.
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Invoice Worksheet

ﬁj C Usethe Invoice Worksheet function to plan completed amounts retained,
material amounts retained, and total amounts retained for each phase of ajob.
Usetheinformation in the Application Entries function.

Select Invoice Worksheet from the AIA Invoicing submenu of the Job
Receivables menu. The Invoice Worksheet screen appears.

& Invoice Worksheet

Commands  Edit Modes Other Help

L IR
Pick  Job ID From [81-135 [
Thru  [Ma0s0 (&)

Invoice Form  From
Thru
Pririt
() Completed Jobs
() Open Jobs
() &l of the above

Pick

(%) Detail

O Summary

Mewr page per job? Fl

| | Company H |08/24/2005 | Terminal TO0D |OWR

1. Definethe Job ID and the Invoice Form information you want to view.

2. Select the job type to include:

e Completed Jobs includesjobs with actua finish dates.
e Open Jobs includes jobs with actual start dates but no actual finish
dates.

e All of the Above includes both completed and open jobs.
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Job Receivables

3.

Enter 1 to view adetail invoice worksheet which includes all jobs and
phases; otherwise, enter 2 to view a summary invoice worksheet which only
includes job totals.

Select the check box (enter Y in text mode)to print each job on a separate
page; otherwise, clear the box (enter N in text mode) to print one continuous
page of information.

Select how you want to output the report. For more information on how to
select an output device, see “ Reports’ on page 1-41.

After the report is produced, the AIA Invoicing menu appears.

Invoice Worksheet

0872472008
E:53 M
Job ID Description
21-138 WESTEIN 0QAES
LOT E&
Q1FOUN FOUNDATION
O18ITE &SITE PREPARATION
OZELEC ELECTRICAL
OZELEC LIGET FOR ENTRANCE
OZFDAM FRAMING
103
104
10g

Builders Supply Page L
Invoice Worksheet
Form Last Inovr. Ret. Merl. Ret.
# Srat. Customer Inv. Date Conant & & Amount
1 OPEN SUNSHINE HOMES, INC. 04704708 & 10.00 1&5.00 7E4.75
(0LFOUN) EST.: 1000.00 COMP.: 1000.00 MTRL. : .00 100.00
(OLEITE) EST.: 13E50.00 COMP.: SE5.00 MTRL. : 250.00 20.00
({0ZELEC) EST.: £000.00 COMP.: 1100.00 MTRL. : .00 Zz.00
({0ZELEC) E3T.: 100.00 COMP.: £7.50 MTRL.: .00 £7.50
(OZFRAM) EST.: 7E500.00 COMP.: 3200.00 MTRL.: 100. 00 £3.33
4 1} EST.: 100.00- COMP.: .00 MTRL.: .00 .00
4 1} EST.: .00 COMP.: .00 MTRL.: .00 .00
4 1} EST.: .00 COMP.: .00 MTRL.: .00 .00
TOTALS ...... EST.: 14250.00 COMP.: FOZZ. 50 MTRL.: 3E50.00 49. 65
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Application Entries

gbjc Usethe Application Entries function to enter AIA invoice items.

Select Application Entries from the AIA Invoicing submenu on the Job
Receivables menu. The Application Entries screen appears.

iy Application Entries
Commands  Edit  Modes Other Help

2xizre|me|/o|0a
Job D % Description WESTERH OAKS LOT 54
Customer  SUNSHINE HOMES, INC.

JTD Retainage T54.75 Invoice Count &

Invoice Ma. 91-13506

Invoice Date 10i1i2005 [79)

Retainage %: Flexible % Code

or Complete % 10.00 Material % 15.00

Billing Periad TEST |

GL Period 0]

Final Billing? |

On Hold? Fl

Eill 1T CO Desc. Scheduled Previous Eiled  Current Invoice P

=
2
re
i
v
bd

| | Company H |08/24/2005 | Terminal TO0O |OWR

1. Enter the Job ID. The job description is taken from the Jobs file (CIB Sxxx).

The Customer, JTD (job-to-date) Retainage, and Invoice Count field
defaults are taken from the Schedule Header file (ARJAX).

2. Thesystem automatically generates an invoice number that is a combination

of the Job ID and the next invoice count. Press Enter to accept it or enter a
different number.

Accounts Receivable User’s Manual 7-17



Application Entries

Job Receivables

7-18

The system date appears as the Invoice Date. Press Enter to accept the date
or enter anew one.

The Retainage % fields are taken from the Schedule Header file. Enter
different percentages or press Enter to accept them. If you want to invoice a
customer for all amounts retained, leave all the percentage fields blank. For
more information on cal cul ating retainage methods, see “ Calculating
Retainage” on page 7-7.

Enter a description of the Billing Period for the invoice.

The GL Period appears based on the invoice date and the period set up in
Resource Manager.

Select the Final Billing? check box (enter Y in text mode) if thisis the final
billing for thejob. If you bill by job, the actual finish dateinthejob recordis
updated in the Jobs file when this invoice is posted.

If you bill by phase in the line items, the actual finish date in the phase
record is updated in the Jobs file when thisinvoice is posted.

Select the On Hold? check box (enter Y in text mode) to put this invoice on
hold. If aninvoiceison hold, it will not be posted.

Usethe Proceed (OK) command to save theinformation. It is stored in the
header record of the AlA Invoice file (ARJCX).

Thebilling line items appear in the scrolling region. The information comes
from the Schedule Detail file.

Use the arrow keys to move to the item with which you want to work. Then
use the commands to perform tasks:

*  Press Enter to add billing amounts. You cannot change any fields
except the This Billing and Total Billing fields of the screen.

e PressV to view the detail for aBilling ID. You cannot change this
information.
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Application Entries

*  Press H to go back to the invoice header.
e Press N to enter invoice information for another job.
e PressT toview the totals information.

e Press G togotoaparticular billing item.

Line-ltem Entry Screen

Theline-item entry window 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 aniteminthelist. If
you use this command, the line-item entry screen istitled Edit Entry instead
of Append Entry.

& | Edit Entry.

Commands Edit Modes Other Help
2xizramn|- ¢[00
Eilling I 01FOUH Change Crder Mo. (if any)
Description FOUHDATION
Sales Acct 104200 Tax Clazz 04
Scheduled Amount 1000.00

‘Work Completed Material Stored % Comp.

Prev. Billing 1000.00 00 100.00
Thiz Billing juli} juli} .00
Tatal Eilling 1000.00 juli} 100.00

Enter the billing amounts for the work completed and any materials stored.
You cannot bill for more than the scheduled amount. Retainage is calculated
on the amounts you enter here based on the percentages or flexible code you
entered on the header. The total billing amounts and percent complete are
calculated.
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2. Usethe Proceed (OK) command to save the information. It is stored in the
AlA Invoicefile (ARJICX).

3. Usethe Exit (F7) command to leave the line item entry screen and to go to
the scrolling region.

Totals Screen

When you press T to view the Totals window from the Line-Item screen
command bar, the Totals screen appears. Press any key to return to the Line-ltem
screen.

Commands Modes Other Help
2 X = "EIECIEY
Description TOTAL OF § TRAHSACTION(S)
Scheduled Amount 14850.00
‘Work Completed Material Stored % Comp.
Prev. Billing T022.50 350.00 49.65
Thiz Billing 100.00 .00 67
Tatal Eilling T122.50 350.00 50.32
Total Completed & Stored to Date T472.50
Less Amount Retained T64.75
Less Previous Applications G617.75
Ammount of This Application 90.00
Total Tax 4.00
Total &pplication After Tax 94.00
Press any key ...
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gcic

Usethe Application Forms function to produce AlA invoices. The company
information that is printed on the form appears at the bottom of the screen.

Select Application Forms from the AIA Invoicing submenu on the Job
Receivables menu. The Application Forms screen appears.

3 Application Forms
Commands Edit Modes Other Help

LY

2xina@n

Pick  JohID From [91-135
Thru 149050
Pick
() On Hold Cnly
() Releazed Only

(®) Bath

Print

(3 Detail

() Summary (Mo Text)

Murnber of Copies: 1

Builders Supply
1157 Valley Park Dr
Shakopee MH 55379

Cormpany Info:

=k

| Company H |08/24/2005 | Terminal TO0D |OWR

1. Definethe Job ID range you want to view.

2. Select theinvoice typesto include: On Hold Only includes only held

invoices, Released Only includes only released invoices, or Both includes

both held and released invoices.

3. Select Detail to view detailed AlA invoices or select Summary to view

summarized invoices. Summarized invoices do not include application text.
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4. Enter the number of copies of the form you want to produce.
5. Select how you want to output the report. For more information on how to

select an output device, see “ Reports’ on page 1-41. After the report is
produced, the AIA Invoicing menu appears.

Application for Payment Form

08/24/2008 Builders Supply Page 1
3:15 PM Zpplication for Payment
TO : SUNSHINE HOMES, INC. PEOJECT: WESTEEN 0AKS
1000 OCEAN EOULEVAERD LOT E&
MIAMI FL  33333-4323 JOE ID: 91-135
INVOICE §: 91-13508 INVDOICE DATE: 10/11/2005

APPLICATION §: 05
BILLING PERIOD: TEST
FEOM: Builders Supply
1157 Valley Park Dr VIA ARCHITECT: ROBERTS & ASSOCIATES 1400 GREENBRIAR, SUITE 510
Shakopes MN 55379 HOUSTON, TEXAS 77034
CONTRACT FOE: SUMBELT HOMES
CONTRACT DATE: D4/29/2003

STATEMENT OF CONTRACT ACCOTUMT:

1. ORIGINAL CONTRACT AMOUNT 14, 75000

2. APPROVED CHANGES (MET) (ADD/DEDUCT) $100.00

3. ADJUSTED CONTRACT AMOUNT 14, 85000

4_  VALUE OF WORHK COMPLETED TO DATE 11,002 50

5. VALUE OF APPROVED CHANGE ORDERS COMPLETED TO DATE $92_50

6. MATERTIAL STORED OMN SITE $371.00

7. TOTAL (4 + 5 + &} $11,466.00

8. LESS AMOUNT RETATINED (COLUMM I} $1,165.15

9. TOTAL LESS RETATMAGE $10,300.85

10_. LESS PREVIOUS APPLICATIONS $6,617.75

11.  AMOUNT OF THIS APPLICATION $3,683.10
Plus Tax Class 00 of 4.000% TAX BEFORE RET. §4.00

lla. TOTAL APPLICATION AFTER TAX §3,6887.10

12Z. BALANCE TO FINISH, INCLUDING RETAINAGE §4,549.15

The undersigmed Contractor certifies that the best of the Contractor's knowledge, information and belief the work coversd by this
Application for Payment has been completed in accordance with the Contract Documents, that all amount have been paid by the
Contractor for Work for which previous Certificates for Payment were issued and payments received from the Owmer, and that current
payment showm herein is now due.

Contractor: State of County of
Subscribed and sworn to before me this date of .
Hotary Public:

By: Date: My Commission expires:

Architect's Certificate for Payment
In accordance with the Contract documents, based on on-site observations and the data comprising the above application, the
Architect certifies to the Owmer that to the best of the Architect's knowledge, information and belief the Work has progressed as
indicated, the gquality of the Work in accordance with the Contract Documents, and the Contractor is entitled to payment of the
Amount Certified.

Architect:
by: Date:

This Certificate is not negotiable. The Auount Certified is payable only to the Contractor name herein. Issuance, payment and
acceptance of payment are without prejudice to any rights of the Owner or Contractor under this Comtract.
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Application for Payment Form (page 2)

08/24/2008 Builders Supply Page
3:15 PH Application for Payment
TO : SUNSHINE HOMES, INC. PROJECT: WESTEEN DAKS
1000 OCEAN EOULEVARD LOT E&
NIMMI FL  33333-4323 JOE ID: 31-13%
INVOICE §: B51-13508 INVOICE DATE: 10/11/2005
APPLICATION §: 08
BILLING PERIOD: TEST
FROM: Builders Supply
1157 Valley Park Dr VIA ARCHITECT: ROBERTS & ASSOCIATES 1400 GREENBRIAR, SUITE &10
Shakopee MN EE379 HOUSTON, TEXAS 77034
CONTRACT FOR: SUNEELT HOMES
CONTRACT DATE: 04/25/2003
e -B- -o- -D- -E- -F- -H- -I-
ENTEY | DESCRIPTION OF WOPK |SCHEDULED |<--- COMPLETED WORK ---» |MATERIZLS  |TOTAL 1% |BALANCE | RETATNAGE
o | |VALUE |FROM PEEV. THIS |PRESENTLY  |COMPLETED & |(G/C} IT0 FINISH
I 1 |APPLICATIONS PERTOD  |STORED (NOT |STORED TO | 1iC-G) 110% of D4R
I 1 1 {D+E} ITN D OR E)  [DATE (D+E4F)| 1 115% of F
O1FOUN | FOUNDATION 1 1,000 | 1,000 1 1 1,000 100 1 1 100
01SITE | SITE PREPARATION 1 1,350%| £ 100 | 250] 1,3151 37 1 3s| 144
0ZELEC | ELECTRICAL 1 5,000 | 1,100 2,150 | 211 3,2711 &5 1 1,7291 328
0ZELEC | LIGHT FOR ENTRANCE | 100 | 4] ag | 1 931 93 1 a8l 9
oL | | | | | | | |
0ZFRAM | FRAMING 1 7,500 | 3,900 1,788 | 100] 5,7881 77 1 1,713] 584
103 | | -1lo0 | | | | [z} | -100]
104 | | | | | | [z} | |
106 | | | | | | [z} | |
77 1 | | | | | | |
TOTALS 14,850 7,023 4,073 371 11,466 77 3,384 1,165
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gcic

Usethe Applications Journal function to print AlA invoice information before
posting. If you find mistakes, use the Application Entries function to edit the

invoices.

Select Applications Journal from the AIA Invoicing submenu on the Job

Receivables menu. The Applications Journal screen appears.

iy Applications Journal
Commands  Edit Modes Other Help

L IR

Pick JobIDr  From 91-135
Thru w8030

Pick
() On Hold Cnly
() Releazed Only

(®) Bath
Frint

(%) Detail

O Summary

Mew Page per Invoice? |:|

=)

| | Company H |08/24/2005 | Terminal TO0D |OWR

1. Definethe Job ID range you want to view.

2. Select the invoice typesto include:

e On Hold Only includes only held invoices
e Released Only includes only released invoices
*  Both includes both held and released invoices.
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3. Select how much detail you want to

include: Detail prints a detailed AIA

journal, including job and phase information, while Summary prints a
summarized journal that whos job totals only.

Select the New Page per Invoice? check box (enter Y in text mode) to print

each invoice on a separate page, or clear the box (enter N in text mode) to
print one continuous page of information.

Select how you want to output the report. For more information on how to

select an output device, see “ Reports’ on page 1-41.

After the report is produced, the AIA Invoicing menu appears.

Detail Applications Journal

08/24/2008 Builders Supply Page 1
3:22 M Applications Journal
TO : SUNSHINE HOMES, INC. PROJECT: WESTERN OAKS
1000 OCEAN EOULEVARD LOT 5&
MIMMI FL  33333-4323 JOE WO.:  S1-135 PETAINAGE METHOD: Comp. # = 10.00% Merl & = 15.00%
INVOICE #: S1-13506 DATE: 10/LlL/Z005 TERMS: Z/10,n/30
APPLICATION #: 06 TEX:  GROUP=TX Taxsble before Retainage
EBILLING PERIOD: TEST GL PERIOD: 10
ENTEY ©CO DESCRIPTION OF WORK SALEZ GL cL PREV. ADP. CUR. COMP. MATERIALE TOTAL APP. RETAINAGE
0LFOUN FOUNDATION lo4z00 04 1000, 00 .o .o 1000.00 100,00
0LSITE SITE PREPARATION lolaoo oo 1z15.00 100,00 .o 131E.00 144.00
0ZELEC ELECTRICAL 353500 oL 1100.00 z1E0.00 z1.00 3271.00 328,18
0ZELEC 01 LIGHT FOR ENTRANCE 401000 04 £7.50 35.00 .o 32,50 3.28
0ZFRAM FRAMING 402000 04 4000. 00 1787, 50 .o £787. 50 E83.7E
103 402200 04 .o .o .o .o .o
104 402200 04 .o .o .o .o .o
108 77 402200 04 .o .o .o .o .o
TOTALS 737E.E0 4072. 50 z1.00 114€6.00 1165.1E
PREVIOUS AMOUNT 73T E0 TE4.TE
CURRENT APPLICATION 4093, 50 410,40
CURRENT APPLICATION (AFTER RETAINAGE) 3883.10
PLUS TAX CLASS 00 OF 4.00% TAX EEFORE RET. 4.00
CURRENT APPLICATION (AFTER TAX) 3887.10
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ﬁj C Separate invoices for retained amounts are posted to the Open Invoice file with
invoice number Rtxxooxx where xxxxx is the Job ID. The retained amount in the
Customer fileis also updated during the post.

When you post an invoice with retainage, the sales account specified in the
Application Entries line item is credited for the entire amount billed.

The accounts receivable account specified in the distribution code for each
customer is debited for the invoice amount less retainage. The AR Retainage
account specified in the ARGLx table is debited for the retained amount.

Sales Sales Tax
CR CR
AR AR Retainage
DB DB

The sales tax account is specified in the Tax Locations file.

When you post a retainage invoice, the accounts receivable account specified in
the distribution code for the customer is debited for the invoice amount. The
accounts receivabl e retainage account specified in the ARGLx table is credited.

AR AR Retainage
DB CR
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Select Post Applications from the AIA Invoicing submenu on the Job
Receivables menu. The Post Applications Journal screen appears.

| Post Applications

Commands  Edit Modes Other Help
x| mn|- ¢[00
Have “ou Backed Up Your Data Files? Fl
Post Ta:
Age Al Custamers? Fl
[Creating Temporary File | Company H |08/24/2005 | Terminal TO0D |OWR

1. If you have backed up your datafiles, select the check box (enter Y in text
mode); if not, clear the box (enter N in text mode). If you haven’t backed up
your files, do so before posting. See “Before Posting” on page 6-24 for more
information.

2. 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 Receivable interface with 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.

3. If youwant to age all customers, select the check box (enter Y in text mode);
if not, clear the box (enter N in text mode).
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Post Applications

If you select 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 as the basis for aging. If you did not print
invoices, 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.

Select how you want to output the report. For more information on how to
select an output device, see “ Reports’ on page 1-41.

After posting is completed and the log is printed, the AIA Invoicing menu
appears.

A sample posting log is shown bel ow.

Post Applications Log

07 /152008 Euilders Supply Fage 1
9:51 AM Fost applications
Terminal: 000
Posted to CURRENT YEAR (2005]
TOTAL POSTED TO OFEM INVOICE FILE 13050.00
CUSTOMER. FILE 13050.00
INVOICEACUSTOMER RETAIMAGE i000.00
JOB COST JOBS FILE 20050.00 (detail only)

TRANSACTIONS FPOSTED TO GL FERIOD 232
DESCRIFTION GL ACCOUNT REFERENCE DEEIT CREDIT
AR, 101000 AR 12050.00
RETAINAGE 204500 AR 1000.00
SALES 401000 AR, z0050.00
FERIOD 7 BALANCE z0050.00 z0050.00
TOTAL GL POSTINGS z0050.00 z0050.00

**% End of Report %%
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Job Invoice Entries

gbj C Use the Job Invaicing functions to enter invoices for general jobs based on a
fixed billing amount.

Select Job Invoice Entries from the Job Invoicing submenu on the Job
Receivables menu. The Job Invoice Entries header screen appears.

| Job Invoice Entries [’._||E|PZ|
Commands  Edit  Modes Other Help
2xiz2e | @mn|22 @@
Jok (O % Description WESTERH OAKS LOT 5A
Customer  SUNSHINE HOMES, INC. Customer I SUHDD1
Addresz 1000 OQCEAH BOULEVARD Taxahle? D
MIAMIFL  33333-4323 Tax Grp D E] Maryland
Invoice Mo. q Ret. Invaice? Fl
Invoice Date nzisiz005 [T9) Retainage % 0o
GL Period og Terms Code SPCT E] 5M0,n/30
Reference Final Billing Fl
Lire # Description Tax Phaze Armourt
=
Y
|
ry
v
b
v
bd
| Cormpany H |08/24/2005 | Terminal TOOD |OVR

1. Enter the Job ID you are billing.

The Description and Customer 1D defaults come from the Jobs (CIB Sxxx)
file. The Customer name and Address defaults come from the Customer
(ARCUxxx) file.

2. Enter an invoice number. It isrequired.
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Job Receivables

Inquiry

Maint

Inquiry
Maint

7-32

10.

11

12.

The Invoice Date default is the workstation date. Press Enter to accept it or
enter a different one.

The GL Period default is based on the invoice date previously entered. Press
Enter to accept it or changeit.

You can enter aReference for thisinvoice (up to 20 characters) to print on
the invoice.

Select the check box (enter Y in text mode) if theinvoice will betaxed. Clear
it if the invoice will not be taxed.

The After Ret.? check box isonly available for taxable invoices. Select it
(enter Y in text mode) to have taxes calculated after retainage amounts are
subtracted. Clear it to have taxes calculated with the full invoice amount.

The Tax Location default comes from the Customer file. Press Enter to
accept it.

If you are entering a retainage invoice, select the Ret. Invoice? check box
(enter Y in text mode). The Retainage % field is skipped. If thisisaregular
invoice, clear the box (enter N in text mode) and then enter the retainage
percentage. This percentage is multiplied by the total billing amount for the
invoice to calcul ate retainage.

The Terms Code default comes from the Customer file. Press Enter to
accept it.

Select the Final Billing check box (enter Y in text mode) when the job is
finished. When you post job invoices, the Actual Finish Dateis updated in
the Jobs file. If you bill by phase, the Actual Finish Dateis updated in the
phase record. If you bill by job, the Actual Finish Dateis updated in the job
record.

Usethe Proceed (OK) command to save the header information. It is stored
in the header record of the Job Invoice file (ARJIDX).

If no line items exist for thisinvoice, the line-item entry box appears.
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Line-ltem Entry Screen
Theline-item entry window appears for one of three reasons:
e You are creating an invoice and have finished entering header information.

e You usethe Append command on the Command Bar to add an item to the
end of the list.

*  You usethe Edit command on the Command Bar to edit aniteminthelist. If
you use this command, the line-item entry screen is titled Edit Line instead
of Append Line.

& Edit Line
Commands  Edit Modes Other Help
2xzEeean| 26 ](0e

Line # 01
Description

Interface to Phaze
Sales GL Account 401000 RETAIL SALES Tax Clazs uli}
Billing Amourit ]

1. Enter adescription for the lineitem (up to 50 characters).

2. If youwant to bill by phase, enter the Phase ID with which the billing item is
associated. If you enter a Phase D, the Billed to Date and Last Bill Date

fields are updated in the phase record when you post job invoices.

Press Enter to bill by job. The Billed to Date and Last Bill Date fields are
updated in the job record when you post job invoices.

3. Enter the Sales GL Account number, Tax Class, and Billing Amount for

thisline item.

4. If thisisaretainage invoice, enter the retainage amount in the Billing
Amount field.
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5. Usethe Proceed (OK) command to save your entry. The information is
stored in the detail record of the Job Invoice file (ARJDX).

6. Usethe Exit (F7) command to go to the scrolling region when you are
finished entering line items.

Scrolling Region Commands

The scrolling region appears and the available commands are listed at the bottom
of the screen.

X

| Job Invoice Entries
Commands Modes Other  Scroll Commands  Help

2xiz|nean[2¢[ee
Jok (O % Description  WESTERH OAKS LOT 5A

Customer  SUNSHINE HOMES, INC. Customer I SUHDD1

Addresz 1000 OQCEAH BOULEVARD

MIAMIFL  33333-4323 Tax Grp % Maryland

Invoice Mo, LY

Invoice Date E| Retainage %

GL Period Terms Code % 5M0,n/30
Reference |

Lire # Description Tax Phaze Armourt

Djl

@@

Enter=edit ][ Append ][ Wiew ][ Header ][Ne>d Job ][ Totalz ]
| | Company H |08/24/2005 | Terminal TO0D |OWR

Use the arrow keys to move to the item with which you want to work. Then use
the Command Bar commands to perform tasks.
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Command Bar

Field

Enter=edit

Append

View

Header

Next Job

Totals

Totals Screen

Description

Press Enter to edit the line entry in detail.

If no lineitems are on file for this schedule, the Append
Entry window appears. If lineitems do exi<t, they appear
in the scrolling region. Press A to add an entry.

PressV to view the line entry in detail .

Press H to move back into the header portion of the screen
to make any changes and then use the Proceed (OK)
command to return to the detail portion of the screen.

Press N to edit, view, or create a schedul e of entries for
another job.

Press T to view the totals for al schedule entries for this
job.

When you press T to view the Totals window, this window appears. Change or
verify the information before exiting the Job Invoice Entries screen.

Commands Edit Modes Other Help

o)X

2xiz|mamn

r¢eae

Taxable
Montaxable Amourt
Subtotal Amourit

Sales Tax Amount

Invoice Total

Use the Exit (F7) command to exit the Job Invoice Entries screen and return to
the Job Invoicing menu.
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Print Job Invoices

ﬁj C Usethe Print Job Invoices function to print invoices for which you entered
billing transactions.

Select Print Job Invoices from the Job Invoicing submenu on the Job
Receivables menu. The Print Job Invoices screen appears.

| Print Job Invoices EHE|E|
Commands Edit Modes Other Help
2xizlrnme|/o|0e
Pick  JohID From |91-135 E]
Thru  [Ma0s0 (&)
Message:
Print Company Heading?
Company Info: Builders Supply
1157 Valley Park Dr
Shakopee MH 55379
(952)496-2465
| | Company H |08/24/2005 |Terminal TO0O |OWR

1. Definethe Job ID range you want to view.

2. Enter aMessage (up to 40 characters) you want printed on all invoices.

3. Select the check box (enter Y in text mode) to print the company heading on
the form; otherwise, clear the box (enter N in text mode).

4. Select how you want to output the report. For more information on how to
select an output device, see “ Reports’ on page 1-41.
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Job Invoice From

* * * * * INVDICE * * * * *
STHOOL
TO: SUNSHINE HOMES, INC. INVOICE #: 1
1000 OCEAM BOULEVARD
INVOICE DATE: O0Z/08/zZ00F5
MIAMI FL 33333-43Z23
TERME: 5/10,n/30
ATTH: FPANDY SULIVAN
PAGE: 1

OUR JOE MNO: 91-135

DESCRIPTION: WESTERN OAKS LOT B4

PREFERENCE:

DESCRIPTION AMOUNT
Labor 150.00
Cement Mix Z00. 00

SUBTOTAL ...... ZE0.00
RETATNAGE Lz_L50-
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Usethe Job Invoices Journal function to print arecord of Job Invoice
transactions to be posted.

Select Job Invoices Journal from the Job Invoicing submenu. The Job
Invoices Journal screen appears.

&/ Job Invoices Journal
Commands Edit Modes Other Help

2xizra@n[ 240
Joh I Fram
Thru
Full Detsil?

| | Company H |08/24/2005 {Terminal TO0O |OWR

1. Definethe Job ID range you want to view.

2. Select the check box (enter Y in text mode) to print a detailed journa which
includesjob and phase information; otherwise, clear it (enter N in text mode)

to print a summarized journal that includes job totals only.

3. Select how you want to output the report. For more information on how to

select an output device, see “ Reports’ on page 1-41. After the report is

produced, the Job Invoicing menu appears.
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Detail Job Invoices Journal

08/24/2005 Builders Supply Page 1
3:54 PO Job Invoices Journal
Tob Cust. Invoice Invoice Terns GL Tax Ret. Ret.
Ho. I Humber Date Desc. Period Status Inv. Percent
31-138 SUNOOL 1 02/08/2005 E/10,n/30 08 Ho N 15.00
Phase Description Sales GL Class Amount Retainage Sales Tax Total
Labor 401000 00 150.00
Cement Mix 401000 oo Z00.00
INVOICE TOTAL 3E0.00 52.50 oo 257,50
91-135 SUNOOL o 0Z/08/2005 5410, n/30 o3 Mo N -oo
Phase Descriprion gales GL  Class Amount Revainage sales Tax Tonal
401000 oo -oo
INVOICE TOTAL .00 0o oo .00
Grand Toual 3E0.00 52.50 oo 257,50
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ﬁj C The Post Job Invoices function creates regular invoices and retainage invoices
in the Open Invoice file. Retainage invoices are assigned the invoice number
Ritxxxxxx where xxxxxx is the Job ID. The retained amount and other balance
fields are updated in the Customer file.

If you post aretainage invoice, the amount is subtracted from the Rt invoice and
anew invoiceis created for the amount billed. The amount is subtracted from the
Retainage field in the Customer file.

When you post an invoice with retainage, the sales account specified in the line
item is credited for the entire amount billed.

The accounts receivable account specified in the Distribution Code for each
customer is debited for the invoice amount less retainage. The AR Retainage
account specified in the ARGLx table is debited for the retained amount.

Sales Sales Tax
‘CR ‘ CR
AR AR Retainage
DB DB

The sales tax account is specified in the Tax Locations file.
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When you post a retainage invoice, the accounts receivable account specified in
the Distribution Code for the customer is debited for the invoice account. The
accounts receivabl e retainage account specified in the ARGLx table is credited.

AR AR Retainage
DB CR

Select Post Job Invoices from the Job Invoicing submenu. The Post Job
Invoices screen appears.

| Post Job Invoices [Z||§|g|
Commands  Edit Modes Other Help
A IR
Have “ou Backed Up Your Data Files? Fl
Post To:
[Creating Temorary File | Company H |08/24/2005 | Terminal TO0D |OWR

1. If you have backed up your datafiles, select the check box (enter Y in text
mode); if not, clear it (enter N in text mode) and do so before posting. See
“Before Posting” on page 6-24 for more information.
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Post Job Invoices

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 L edger 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 GLJRxxx file or to
the last-year GL JRxxx file.

If you want to age all customers, select the check box (enter Y in text mode);
if not, clear it (enter N in text mode). If you select 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 as the basis for aging. If you did not print
invoices, 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.

Select how you want to output the report. For more information on how to
select an output device, see “ Reports’ on page 1-41.

After posting is completed and the log is printed, the Job Invoicing menu
appears.
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Post Job Invoices

08/22 /2008 Euilders Supply Fage 1
S:IEE AM FOST 10B IWVOICES
Terminal: Tooo
Posted to CURRENT YEAR (2005]
TOTAL POSTED TO OFEM INVOICE FILE 57.89
CUSTOMER. FILE EF.89
INVOICEACUSTOMER RETAIMAGE ]
JOB COST JOBS FILE 54.36 (detail only)

TRANSACTIONS FOSTED TO GL FERIOD &

DESCRIFTION GL ACCOUNT REFERENCE DEEIT CREDIT
233 SRR 101000 ASUNDOL E7.83

233 SSALES TAX/MN 203800 TSUNOO1 3.532
2332 S91-135 01FOUN 101000 SSUNDOL E4.38
FERIOD & BALANCE E7.83 E7.83
TOTAL GL POSTINGS E7.83 E7.83

**% End of Report %%
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materials and labor.

Use the Cost Plus Invoicing functions to enter invoices for cost-plus work or
work whose bill consists of a fixed amount plus a percentage of the cost of

Select Cost Plus Invoice Entries from the Cost Plus Invoicing submenu of the
Job Receivables menu. The Cost Plus Invoice Entries header screen appears.

& Cost Plus Invoice Entries

Irvoice Ma.
Invoice Date
GL Period
Reference

Line #

e

Customer  SUNSHINE HOMES, INC.

Addresz 1000 OCEAH BOULEVARD
MIAMIFL  33333-4323

®
5

Description

Tax

Tax Grp
Retainage %

Terms Cade
Markup Code

Phase

Customer ID SUNHOD1

o
[ o]

Amaunt

b

b

After ML

Commands  Edit  Modes Other Help
2xiz e mn|-¢ (0@
Jok (D 91-135 E] Description  WESTERH OAKS LOT 5A

(3T

4][44)( 4

Cormpany H |08/24/2005 | Terminal TOOD |OVR

1. Enter the Job ID you are billing.

The Description and Customer 1D defaults come from the Jobs (CIB Sxxx)
file. The Customer name and Address defaults come from the Customer
(ARCUxxx) file.

2. Enter an invoice number. It isrequired.
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Inquiry
Maint

Inquiry

Maint

7-46

10.

11

12.

The Invoice Date default is the workstation date. Press Enter to accept it or
enter a different one.

The GL Period default is based on the invoice date previously entered. Press
Enter to accept it or changeit.

You can enter aReference for thisinvoice (up to 20 characters) to print on
the invoice.

Select the check box (enter Y in text mode) if the invoice will be taxed, or
clear it (enter N in text mode) if the invoice will not be taxed.

The After Ret.? check box isonly available for taxable invoices. Select it
(enter Y in text mode) to have taxes calculated after retainage amounts are
subtracted, or clear it (enter N in text mode) to have taxes calculated with the
full invoice amount.

The Tax Location default comes from the Customer file. Press Enter to
accept it.

If you are entering a retainage invoice, select the Ret. Invoice? check box
(enter Y in text mode). The Retainage % field is skipped. If thisisaregular
invoice, clear the box (enter N in text mode) and then enter the retainage
percentage. This percentage is multiplied by the total billing amount for the
invoice to calcul ate retainage.

The Terms Code default comes from the Customer file. Press Enter to
accept it.

Enter the code from the MARKUx table that you want to use for thisinvoice.
The markup percentages appear at the bottom of the screen. Press Enter to
skip the Markup Code field (blank = no markup).

Select the Final Billing check box when the job is finished. When you post
jobinvoices, the Actual Finish Date is updated in the Jobsfile. If you bill by
phase, the Actual Finish Date is updated in the phase record. If you bill by
job, the Actual Finish Date is updated in the job record.
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13. Usethe Proceed (OK) command to save the header information. It is stored
in the header record of the Job Invoice file (ARJIDX).

If no line items exist for thisinvoice, the line-item entry box appears.
Line-ltem Entry Screen
Theline-item entry window appears for one of three reasons:
* You are creating an invoice and have finished entering header information.

*  You usethe Append command on the Command Bar to add an item to the
end of the list.

e You usethe Edit command on the Command Bar to edit aniteminthelist. If
you use this command, the line-item entry screen istitled Edit Line instead
of Append Line.

& |Edit Line

Commands Edit Modes Other Help
LA FIEEIEY
Cost Type L=Lahar, M=Material, E=Equipment, S=Subcontract, O=Cthers
Line Ma. L)}
Description DRAFTING
BILL S
Interface to Phaze
Sales GL Account 401000 E] RETAIL SALES Tax Clazs uli} 3
Billing Amaurt 200.00 Markup % 15.00

1. Enter the Cost Type for thisline item. The Cost Types are listed in the
window. The percentage for the cost type appears in the Markup % field if
you entered a code on the header screen.

2. Enter adescription for the billing item.

3. If youwant to bill by phase, enter the phase ID with which the billing item is
associated. If you enter a Phase D, the Billed to Date and Last Bill Date

fields are updated in the phase record when you post job invoices.
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Press Enter to bill by job. The Billed to Date and Last Bill Date fields are
updated in the job record when you post job invoices.

Enter the Sales GL Account number, Tax Class, and Billing Amount for
thisline item.

If thisisaretainage invoice, enter the retainage amount in the Billing
Amount field.

The Markup % field default is based on the markup code from the MARKU
table that was entered on the transaction header. Press Enter to accept it or
change the percent.

Usethe Proceed (OK) command to save your entry. The information is
stored in the detail record of the Cost Plus Invoice file (ARJEX).

Use the Exit (F7) command to go to the scrolling region when you are
finished entering line items.
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Cost Plus Invoice Entries

Scrolling Region Commands

The scrolling region appears and the available commands are listed at the bottom
of the screen.

ost Plus Invoice Entries

EoX

Invoice Mo,
Invoice Date
GL Period
Reference

CrE

Addresz 98042 VENTURA BOULEVARD
EHCINO CA  99999-95§4

b

5

Description
DRAFTIMNG
SUPERYISOR

Commands Modes Other  Scroll Commands  Help
2xiz|nean[2¢[ea@
Jok (D % Description  HORTH HILLS HOMES 149 HORTH HILLS RD
Customer  LOS AHGELES COHSTRUCTION CO. Customer I LOS001

Tax Grp

Retainage %
Terms Caode
Markup Code

%, California

4 2M0,n/30

After ML

REMTAL ECIUIPMENT

i}

PERMIT

i}

@EE e

Enter=edit ][ Append ][ Wiew ][ Header ][Ne>d Job ][ Totalz ]

| Company H |08/24/2005 |Terminal TO0D |OWR

Use the arrow keys to move to the item with which you want to work. Then use

the Command Bar commands to perform tasks.

Command Bar

Field

Enter=ed

Append

View

Accounts Receivable Us

it

er's Manual

Description

Press Enter to edit the line entry in detail.

If no lineitems are on file for this schedule, the Append

Entry window appears. If lineitems do exi<t, they appear
in the scrolling region. Press A to add an entry.

PressV to view the line entry in detail .
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Field

Header

Next Job
Totals

GoTo

Totals Screen

Description

Press H to move back into the header portion of the screen
to make any changes and then use the Proceed (OK)
command to return to the detail portion of the screen.

Press N to edit, view, or create a schedul e of entries for
another job.

Press T to view the totals for al schedule entries for this
job.

Press G to go to a particular line item. This option only
appears when all cannot be viewed in the scrolling region.

When you press T to view the Totals window, this window appears.

CoX
Commands Modes Other Help
2xiz|nemn[- ¢[00
Labor Msterizl Ecjuip. Subc, Cthers Totals
Taxable ] ] ] ] ] 00
Mortaxable Amount 830 ] 260 ] 130 1220.00

Subtotal
Retainage
Sales Tax
Invoice Total

Press any key to

1220.00
00
00
1220.00

Press any key to exit the Cost Plus Invoice Entries screen and then use the Exit
(F7) command to return to the Cost Plus Invoicing menu.
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<%J(: Usethe Print Cost Plus Invoices function to print your cost plus invoices.

Select Print Cost Plus Invoices from the Cost Plus Invoicing submenu on the
Job Receivables menu. The Cost Plus Invoices screen appears.

& Print Cost Plus Invoices

Commands Edit Modes Other Help

2xizramn|-¢ [0

Pick  Job D From |91-135

@
Thru  [Ma0s0 (&)

Message:
Print Company Heading?

Cormpany Info: Builders Supply
1157 Valley Park Dr
Shakopee MH 55379
(952)496-2465

| | Company H |08/24/2005 |Terminal TO0D |OWR

1. Definethe Job ID range you want to view.

2. Enter aMessage (up to 40 characters) you want printed on all invoices.

3. Select the check box (enter Y in text mode) to print the company heading on
the form; otherwise, clear the box (enter N in text mode).

4. Select how you want to output the invoices. For more information on how to
select an output device, see “ Reports’ on page 1-41. After the invoices are
produced, the Cost Plus Invoicing menu appears.
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Cost Plus Invoice Form

Builders Supply
1187 Walley Park Dr
Shakopes MM 55379
(95E)1496-2465
+ % % *%* INWOICE * = % % +
Loz00l
TO: LOE ANGELES CONSTRUCTION CO. INVOICE #: CP1
92042 VENTURL EBOULEVARD
ENCING Ci D23335-3E5384 INVOICE DATE: 04,/047Z00E
TERMZ: 2510, n/s30
ATTH: ACCOUNTE PATAELE
PAGE: 1
OUR JOBE MO: MS050
DESCRIPTION: NORTH HILLE HOMES 143 NORTH HILLE ED
REFERENCE:
DESCRIPTION COST MAREUR EXTENSION
** LAEOR **
DRAFTING
BILL SHOEMAEEER zo0o.on 15.00%
EUPERVIZOR EQ0.0n Z0.00%
Subtotal ... ... Fo0.o0 120,00 g30.00
** EQUIPMENT **
RENTAL EQUIPMENT zo0o.on 30.00%
Subtotal ...... Zoo. oo £0.00 Ze0. 00
** OTHERE **
DPERMIT 100,00 20.00%
Subtotal ... ... lo00.00 30.00 1z0.00
SUBTOTAL ... __.._.... 1zzo. 00
INWOICE TOTAL _..._.... 1zzo. 00
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<%J(: Usethe Cost Plus Invoices Journal function to print arecord of Cost Plus
Invoice transactions to be posted.

Select Cost Plus Invoices Journal from the Cost Plus Invoicing submenu on
the Job Receivables menu. The Cost Plus Invoices Journal screen appears.

| Cost Plus Inyoices Journal g|§|g|
Commands Edit Modes Other Help
2xiznaan[2¢[0e@
Fick  Job 1D From 91135

@
Thru M3050 (&)

Full Detail?

| | Company H |08/24/2005 |Terminal TO0O |OWR

1. Definethe Job ID range you want to view.

2. Select the check box (enter Y in text mode) to print a detailed journa which
includesjob and phase information; otherwise, clear it (enter N in text mode)
to print a summarized journal that includes job totals only.

3. Select how you want to output the journal. For more information on how to
select an output device, see “Reports’ on page 1-41. After the journd is
produced, the Cost Plus Invoicing menu appears.
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Detail Cost Plus Invoices Journal

08/24/2005 Builders Supply Page 1
4:17 M Cost Plus Invoices Journal
Job Cust. - - - Invoice - - - Terms L Tax - - Retainage - -
hi ] hi ] Huuber Date Desc. Period Status Invoice Percent
H3050 LO3001 020232 03/11/2003 2/10,n/30 03 Ho u .00
Phase Description 3ales GL Class Amount Markup Subtotal Petainage $ales Tax Total
35293423 401000 00 100.00 2.00% 102.00
Invoice Total 100.00 2.00 102.00 .00 .00 102.00
H3050 LO3001 Crl 0470472005 2/10,n/30 08 Ho u .00
Phase Description 3ales GL Class Amount Markup Subtotal Petainage $ales Tax Total
DIAFTING 401000 00 200.00 15.00% 230.00
BILL SHOEMAKERL
SUPERVISOR 401000 00 500.00 20.00% £00.00
RENTAL EQUIFMENT 401000 00 200.00 30.00% 260.00
PERMIT 401000 00 100.00 30.00% 130.00
Inveice Total 1000.100 2z0.00 1220.00 .00 .00 1220.00
Grand Total 1322.00 .00 .00 1322.00
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Post Cost Plus Invoices

<%J(: Usethe Post Cost Plus Invoices function to post your cost plus invoicesto
Contractors’ Job Cost and to other applications that interface with Contractors’
Accounts Receivable.

The Post Cost Plus Invoices function works similarly to the Post Job Invoices
function (see “Post Job Invoices’ on page 7-44). Regular invoices and retainage
invoices are created in the Open Invoicefile. Retainage invoices are assigned the
invoi ce number Rixxxxxx where xxxxxx is the Job ID. The retained amount and
other balance fields are updated in the Customer file.

If you post aretainage invoice, the amount is subtracted from the Rt invoice and
anew invoiceis created for the amount billed. The amount is subtracted from the
Retainage field in the Customer file.

When you post an invoice with retainage, the sales account specified in the line
item is credited for the entire amount billed.

The accounts receivable account specified in the Distribution Code for each
customer is debited for the invoice amount less retainage. The AR Retainage
account specified in the ARGLx table is debited for the retained amount.

Sales Sales Tax
‘CR ‘ CR
AR AR Retainage
DB DB

The sales tax account is specified in the Tax Locations file.
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When you post a retainage invoice, the accounts receivable account specified in
the Distribution Code for the customer is debited for the invoice account. The
accounts receivabl e retainage account specified in the ARGLx table is credited.

AR AR Retainage
DB CR

Select Post Cost Plus Invoices from the Cost Plus Invoicing submenu on the
Job Receivables menu. The Post Cost Plus Invoices screen appears.

| Post Cost Plus Invoices [Z||§|g|
Commands Edit Modes Other Help
2xizramn|- ¢[00
Have “ou Backed Up Your Data Files?
Post T
(2005 )
(2004 )
Age Al Custamers? Fl
| | Company H |08/24/2005 | Terminal TO0D |OWR

1. If you have backed up your datafiles, select the check box (enter Y in text
mode); if not, clear it (enter N in text mode) and do so before posting. See
“Before Posting” on page 6-24 for more information.
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Post Cost Plus Invoices

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 Receivable interfaces with General Ledger and you created last-
year datain Genera Ledger, select the fiscal year to which you want to post
the journal entries. You can post to the current-year GLJRxxx file or to the
last-year GLIRxxx file.

If you want to age all customers, select the check box (enter Y in text mode);
if not, clear the check box (enter N in text mode). If you select 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 as the basis for aging. If you did not print
invoices, 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.

Select how you want to output the log. For more information on how to
select an output device, see “ Reports’ on page 1-41. After posting is
completed and the log is printed, the Cost Plus Invoicing menu appears.
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Post Cost Plus Invoices Log

08,24 /2008 Builders Supply Page 1
4:EZ PN POST COST PLUS INVOICES
Terminal: TOOO

Posted to CURRBENT YEAR (Z005)

TOTAL POSTED TO OFPEN INWVOICE FILE 13zZ._00
CITETOMER FILE 13zZ_ 00

INVOICE/CUSTOMER RETAINAGE .oo

JOE COST JOBS FILE 13zZ_00

TRANSACTIONS POSTED TO L PERIOD 2

DEECRIFTION GL ACCOTINT LEFERENCE DEEIT CREDIT
OZ0Z9Z  JAFR 101000 LOs00L 10z.00

0z0z52  JMS0ED 401000 Los0ool 10z .00
DTERIOD 2 BALANCE 10z .00 10z .00

TRANSACTIONZ POSTED TO GL PERIOD 2

DESCRIFTION GL ACCOUNT REFERENCE DEEIT CREDIT
CPl SASR 101000 LOosool 1zz0.00

CPl AMS0ED 401000 Los0o0l Z230.00
crl AMS0ED 401000 Loz0ool E00. 00
CP1 SMS0ED 401000 LOs00L Z&0.00
CPl AM30E0 401000 Los0ool 1z0.00
DTERIOD 2 BALANCE 1zz0_00 1zz0_00
TOTAL GL POSTINGE 1zzz. 00 1zzz. 00

*#** End of Report ***

7-58 Accounts Receivable User’'s Manual



Job Open Invoice Report

ﬁj C Use the Job Receivables Reports functions to produce alist of open invoicesor a
cash flow report with Job IDs.

The Job Open Invoice Report isalist of theinvoiceswith Job IDs. Thisreport is
valuable if you want to track the job-related bills you send as your jobs progress.

Select Job Open Invoice Report from the Job Receivables Reports submenu
on the Job Receivables menu. The Job Open Invoice Report screen appears.

| Job Open Invoice Report
Commands Edit Modes Other Help

2xizraan[ 240
Fick  Customer ID  From | ACEQD1 E]
Thru  [vIS001 (&)

Prirt:

() Print invoices without retainage
() Prirt retainage invoices

() Prirt &1l Invoices

Include Paid Invoices After

| | Company H |08/24/2005 | Terminal TO0O |OWR

1. Definethe Customer ID range you want to view.
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Select the invoice types you want to print:

e Print invoice without retainage includes invoices without retainage.
e Print retainage invoices includes only retainage invoices.

e Print all invoices prints all invoices.

Enter the date after which you want to include paid invoices.

Select how you want to output the report. For more information on how to

select an output device, see “ Reports’ on page 1-41. After the report is
produced, the Job Receivables Reports menu appears.

Job Open Invoice Report

08/24/2005 Builders Supply Page 1

4:27 M Job Open Inwoice Report
Invoice Type Invoice Due Discount Cross Discount Misc.

Job ID Nuwber Stat Date Date Date Emount Emount Payments Credits Balance

Customer ACEOO01 ACE BUILDERS
£080 IN  08/11/2005 03/10/2005 08/21/2005 £6668. 64 £66.63 £6668. 64
£080 PY  08/15/2005 £1262.83 5405.75
£080 PY  09/25/2005 3005.75 2400.00
£080 PY  10428/2005 1194.25 1205.75
£080 PY 1143042005 205.75 1000.00
5080 PY  12/17/2005 500.00 500.00
5080 PY 1242172005 200.00 300.00
£300 IN 1140842005 12/08/2005 11/18/2005 24058. 62 240.53 24358. 62
£300 PY  11/30/2005 23257.37 1101.25
5302 IN  11/15/2005 12/15/2005 11/25/2005 25612, 26 256.1% 30713.51
5302 PY  11/30/2005 28612. 26 2101.25
£500 IN 1240342005 0170242005 1241372005 13954.72 133.85 16085. 97
£500 PY 1242172005 3000.00 7095.87
£505 IN  12/05/2005 01/04/2006 12/15/2005 164z.354 16.43 8738.51
£505 PY 1242172005 100.00 8638.51
5600 IN  12/10/2005 01/09/2006 1242042005 7135.35 71.35 15774. 28
5600 PY  12/03/2005 3571.35 1z202.51
5600 PY 1241172005 425.35 11777. 56
£700 IN  12/17/2005 0171642006 12/27/2005 2050.00 20.50 13827. 58

TOTAL 145162.53 131334.387 .00 13827. 58
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Job Cash Flow Report

ﬁj C Print the Job Cash Flow Report to see how much cash is due within five aging
periods with Job IDs.

Select Job Cash Flow Report from the Job Receivables Reports submenu on
the Job Receivables menu. The Job Cash Flow Report screen appears.

| Job Cash Flow Report
Commands Edit Modes Other Help

2xizramn|-¢ [0
Fick  Customer ID  From | ACEOM E]
Thru  [vIS001 (&)
Pririt:
@) Allinvoices

O Only held invoices
() Print all released invoices

Enter four dates for aging periods
08/24/2005
09/23/2005
10/23/2005
11/22/2005

| | Company H |08/24/2005 | Terminal TO0O |OWR

1. Definethe Customer ID range you want to view.

2. Select the invoice typesto print:

e Printall invoices includes al invoices.
e Print only held invoices includes only held invoices.
Print all released invoices prints all released invoices.
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3. Enter four dates for the aging periods. Each date must be greater than the
previous date entered aboveit.

4. Select how you want to output the report. For more information on how to

select an output device, see “ Reports’ on page 1-41. After the report is
produced, the Job Receivables Reports menu appears.

Job Cash Flow Report

08/24/2008 Builders Supply Page 1
4:33 M Job Cash Flow Beport
211 Invoices

Job Invoice & T Due Discount After After After After
D Humber T T Date Date Amount Current 08/24/2008 03/23/20085 10/23/2008 11/22/2008
ACE0DLl ACE BUILDERS

€080 I 05/10/2005 DE/Z1 2008 66668, 64

€080 r 08/15/2008 £1262.85-

€080 r 09/25/Z008 3005.75-

€080 r 10/28/2008 1194.25-

€080 r 11/30/2008 205.75-

€080 r 12/17/2008 500.00-

€080 P 12/21/2005 12/21/2008 200.00- 300.00

€300 I 12/08/2005 11/18/2008 24058. 62

€300 r 11/30/2008 23257.37- 801.25

€302 I 12/1E/2005 11/2E/2008 23612, 268

€302 r 11/30/2008 28612. 26— 1000.00

€500 I 01/02/2006 12/13/2006 13934.72

€500 P 1272172005 12/21/2008 2000.00- 4394.72

€505 I 01/04/2006 12/1E/200E lg4z.34

€505 r 1272172005 100.00- 154z.34

€600 I 01/09/2006 12/20/200E 7135.35

€600 r 12/02/2005 3571.36-

€600 r 1271172005 425. 35— 3138.65

€700 I 01/16/2006 12/27/2008 2050.00 2050.00

CUSTOMEE TOTAL 13827. 56 13827. 56 .00 .00 .00 .00
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Hold/Release Invoices
Open Invoice Report
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Commissions Report
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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) filesto the ARCUxxx
(Customer) file and the ARHIxxx and ARHSxxx (Detail and Summary History)
files.

Theinvoices and payments are posted to the ARINxxx (Open Invoices) file. Use
the functions on the Open Invoices menu to take open invoices into 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 alarger audit trail for all
transactions.

8-2 Accounts Receivable User’'s Manual



Hold/Release Invoices

UsetheHold/Release Invoices function to put disputed invoices on hold, release
held invoices, split a payment or credit into several parts, or reapply a payment or
credit to an outstanding invoice.

If you put an invoice, amiscellaneous credit, or acash 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.

| Hold/MRelease Invoices [Z||E|PZ|
Commands Modes Other  Scroll Commands  Help
2xiz|na|ma|-¢ (0@

Customer 1D b1 ACE BUILDERS

Account Type Open Invoice

Invoice Type Stat Check Mo Gross Amount Dizcount

0 1 19 @
05150023 I REL 051 572005 140.41 281 g]
12670046 I REL 09052005 74619.56 149239 E]
12670046 PydT REL 051 572005 65703 1:500.00 juli}
12670064 I REL 1102402005 35467 .99 709.36
12670064 PydT REL 1202172005 14269 35467 .99 juli}
12670074 I REL 1202172005 272207 434 44
12670206 I REL 1202172004 100.00 200
12670207 CRED REL 1202172004 1569374 I3ET
24559030 I REL 12092005 4928 52 95.55 E]

&

El

[ Holdfrelease ] [ All ] [ Splitireapply ] [Customer ] [ First ] [ Last ] [ et ] [ Prew ]

| | Company H |08/15/2005 |Terminal TO0D | NS

Enter the ID of the customer whose invoices you want to hold or release. If you

use the Maintenance (F6) command, the Customers function temporarily
appears.
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Hold/Release Invoices Open Invoices

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.

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 all 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 To split 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.

* Towork withinvoicesfor adifferent customer, pressC. Then enter the ID of
the customer whaose 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.

«  Towork with invoices for the next customer on file, press N.

e Towork with invoices for the previous customer on file, pressP.

«  To move 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 ID, 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 shows only 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.

A Open Invoice Report

Commands Edit Modes Other Help

2xizramn|-¢ [0

Pick  Customer I From | ACEQD1
Thru  [vIS001 (&)

Include Paid Invoices After 081152005 [T5)

Company H |08/ 52005 | Terminal TOOD | INS
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Open Invoice Report

Open Invoices

1. Enter the range of customers whose information you want to include in the

report.

2. Enter the date of thefirst 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 1-41 for more information.

A sample Open Invoice Report is at the end of this section. The letter H in
the St (status) column indicates that the invoice is on hold. The amountsin
the Gross Amount column are the invoi ce total s before discounts are taken.

After you produce the report, the Open Invoices menu appears.

Open Invoice Report

08/15/20085 Builders Supply Page 2
10:55 AM Open Invoice Report
Invoice Invoice Due Discount Cross Discount Misc
Number Type St MOF Date Date Date Amount Amount Payments Credits Balance
Customer SUNOOL SUNSHINE HOMES, INC.
08150025 IN 08/15/2005 03/14/2005 0872572005 125,00 1.28 125.00
12670080 IH 12/12/2005 01/11/2006 1272272005 8246, 32 82.46 3371.32
12670080 PY CHE 12/21/2005 3246.32 125.00
12670203 IN 12/21/2004 01/20/2005 1273172004 351.37 3.51 1076.37
12670205 CH lz/z1/2004 1748401 16407 64~
TOTAL 932269 3246.32 1748401 16407 64~
Customer TENOOL TENNESSEE SHELTERS, INC.
12670065 IH 11/11/2005 12/11/2005 1172172005 2610972 522,19 2610372
12670065 PY CHE 12/21/2005 2610372 .00
12670076 IH 12/18/2005 01/18/2006 1272972005 5706.21 114.12 5706.21
12670076 Y CHE 12/Z1/2005 5706.21 .00
24889026 IN 10/03/2005 11/02/2005 1071372005 4528820 985,76 4528820
24889026 Y CHE 12/Z1/2005 4528820 .00
24889025 IN 11/12/2005 12/12/2005 1172272005 59145.84 118292 559145.84
24889029 Y CHE 12/Z1/2005 1889587 4024397
24889031 IN 12/09/2005 01/08/2006 1271972005 5766720 115334 97917.17
TOTAL 18791717 10000030 .00 97917.17
Customer WISDO1 VISA
CO951127 IH 11/27/2005 12/27/2005 12/07/2005 11155.584 223,12 11155.84
CO951127 PY CHE 12/Z1/2005 11155.84 .00
TOTAL 11155.584 11155.84 .00 .00
GRAND TOTAL 107259193 349665.10 35820.45 687106.38
End of Report
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Aged Trial Balance

TheAged 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
belongsto are shown (provided you elect to include full details).

If you have open invoice customers, the aged balances in the Aged Trial Balance
may not be the same as the onesin 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 a new month,

the Current columns in 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

Open Invoices

8-8

Select Aged Trial Balance from the Open Invoices menu. The Aged Trial
Balance screen appears.

8| Aged Trial Balance E]|E|@
Commands  Edit  Modes Other  Help
2xiEea mn|/e[0e
Customer ID From | &CE0OM Age By:
Thru [ iS00 (@) Invoice Date
Sales Rep From () Discount Date
Thru (O Invaice Due Date
State Fram
Thru Frint By
Distribution Cocle From (&) Custamer ID
Thru (O Custamer Name
Aging Date oaszsz005 o () Sales Rep
Cutoff By Date ~ narsz00s o) () StateiCty
Include Paid Invoices After 08/2572005 | o () Distribution Code
Aging Breaks: Days Drate:
Current -—- 08/25/2005 Past Due Customers Cnly? Fl
Paszt Due 1 30 || 07i2652005 Full Detail?
Past Due 2 B0 | 06/2652005
Past Due 3 a0 | 05/27 2005 Zero Balance Customers? Fl
Prirt Age By InfolJok D Jok I w
| |Company H |08/2512005 |Terminal TODD |OVR

Enter the range of customers, sales reps, states, and distribution codes you

want to includein the report, or |eave the boxes blank to include all.

starting point for aging.

Accept the default aging date, or enter the date the systemisto use asa

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 edit the cutoff date, if necessary.
Invoices dated later than this date do not appear in the report.

e Select Period from the list box and enter the GL period and year.
Invoices with periods after this one do not appear in the report.

Edit 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.
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Open Invoices

Aged Trial Balance

10.
11
12.

13.

gtjc 14.

15.

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 in text
mode).

If you want to list line-item transactions associated with each customer,
select the box (or enter Y in text mode). 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 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 Age By or Job ID to print that information on the report.

Select the output device. See “Reports’ on page 1-41 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.
Theletter H in the St (status) column shows that the invoice is held. The
Current column shows balances that are not yet 31 days old.

Aged Trial Balance

08/1E/Z00E Builders Supply Page 1
10:59 AM Detail Accounts Receivable Aged Trial Balance
Aged By Invoice Date

T
Inwoice & p Inv Date Enount Current 31-80 £1-50 91-120 Over 120 Unapplied
ACEODL ACE BUILDERS (EOE)EEE-1646 Contact BERIAN gales Rep GPD CGarry P. Deacon
08150023 I 08/1E/08 140,41 140.41
1zE70046 P 08715708 1500, 00— 1500.00-
1zE70z06 I 1Z/Z1/04 1o00.00 100.00
1zE70207 C 1Z/Z1/04 1EE93. T4 15693, 74~
Cust ACEDOL TOTAL 16953, 33— 140.41 oo oo oo 100.00 1719%.74-
DALODL DALLAS-FT WORTH DOME HOMES (111)EEE-2389 Contact BOE PARKER gales Rep DMM Donna M Mendelschn
08150024 I 08715708 lzg.00 1z5.00
Cust DALDOL TOTAL lzg.00 1z5.00 oo oo oo oo oo
KANODL EANSAS CITY GEODESIC HOMES (288) EEE-E3RZ Contact SCOTT gales Rep JAH James A. Hovland
lze70z0z I 1Z/Z1/04 ZEEIZ. ZL zEERz. 2l
1zE70Z08 I 1Z/Z1/04 9EL. 37 951,37
lzE70z08  C 1Z/Z1/04 ZE4Z. 70— ZE42.70-
Cust EANOOL TOTAL z3840. 88 oo oo oo oo ZE4BE. E8 ZE42.70-
SUNOOL SUNSHINE HOMES, INC. (102) EEE-E477 Contact CARL & gales Rep PRT Patrick B Thomassen
08150028 I 08715708 lzg.00 1z5.00
lze70z02 I 1Z/Z1/04 9EL. 37 951,37
1zE70208  C 1Z/Z1/04 17484.01- 17484.01-
Cust SUNOOL TOTAL 16407, 64— 1z5.00 oo oo oo 951,37 17484.01-
GRAND TOTAL 939E. 05— 390.41 oo oo oo 27534.95 37320. 45—
End of Report

8-10 Accounts Receivable User’'s Manual



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.)

Theinformation comes from the ARINxxx (Open Invoice) file and the ARCUxxx
(Custome) file.

Select Cash Flow Report from the Open Invoices menu. The Cash Flow Report
screen appears.

| Cash Flow Report

Commands Edit Modes Other Help

2xizlen|me|zo|0a@
Fick  Customer D From | ACEQD1 E]
Thru  [vIS001 (&)
Prirt:
(&) Allinvoices

O Only held invoices

Enter four dates for aging periods
05/15/2005
0941 4/2005
10/ 4/2005
11/13/2005

| | CompanyH | 0852005 | TerminalToon | ns

1. Enter the range of customers whose information you want to include in the
report, or leave the boxes blank to include al customers.

2. Select the invoices you want to include in the report. You can include all
invoices or only invoices that are on hold.

Accounts Receivable User’s Manual 8-11



Cash Flow Report

Open Invoices

3. Enter four aging periods for the invoices, or accept each default date. Enter
the dates in chronological order, the earliest date first.

4. Select the output device. See “Reports’ on page 1-41 for moreinformation.
After you produce the report, the Open Invoices menu appears.

Cash Flow Report

08/25/2005 Builders Supply Page 1
T4l AM Cash Flow Report
211 Invoices

Invoice 8 T Due Discount After After After After
HNumber T P Date Date Amount Current 08/25/2005 09/24/2005 10/24/2008 11/23/2008
Customer ACEODL ACE BUILDERS
5080 I 09/10/2005  0&8/21/2005 GEEE8_64
5080 r 08/15/2005 61262 85—
5080 r 09/25/2005 300575
5080 r 10/28/20085 1194.25-
5080 r 11/30/2005 205.75-
5080 r 12/17/20085 500_00-
6080 P 12/21/2005  1Z/Z1/Z005 z00.00- 300.00
6300 I 1z/08/2004 1171872004 24058.62
6300 P 11/30/2004 23257.37- 801.25
6302 I 12/15/2004  11/Z5/2004 29612.26
6302 P 11/30/2004 2861226 1000.00
6500 I 01/02/2004  12/13/2004 13994.72
6500 P 1lz/z1/2004  1Z2/Z1/2004 9000. 00— 4994.72
6505 I 0l/04/2005  12/15/2004 lg4z.94
6505 P lz/zl/z004 100.00- 154z.94
6600 I 0l/09/2005  1Z2/Z0/2004 7135.35
6600 P 1z2/03/2004 3571.35-
€600 b lz/11/2004 4ZE_35- 3138.65
£700 I 0171672005  1Z/Z7/2Z004 Z050.00 Z050.00

Customer Total 13827.56 13827.56 oo 0o 0o 0o

8-12
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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 a report of
finance charges, and to update the new finance charge in the ARCUxxx
(Custome) 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 maintenance 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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Calculate Finance Charges

Open Invoices

|

8-14

Select Calculate Finance Charges from the Open Invoices menu. The

Calculate Finance Charges screen appears.

& | Calculate Finance Charges

Commands  Edit Modes Other Help
2xiznaan[ 240
Pick Customer I From | ACEQO1 E]
Thru  [vIS001 (&)
Statement Date 852005 [To)
Finance Charges Based Off
Invoice date, Due date | Company H |08/15/2008 | Terminal TO0D | NS

Enter the range of customers for which you want to calculate finance
charges, or leave the boxes blank to include all customers.

2. Accept the default statement date, or enter a different date. Invoice aging for

open invoice customers is based on this date.

3. To caculatefinance charges based on the due date, select Due Date. To
calculate finance charges based on the invoice date, select Invoice Date.

Finance charges are calculated for invoices dated before the default date,
which is determined by the number of daysin each customer’s finance

charge code and the due or invoice dates.

4. Select the output device. See “Reports’ on page 1-41 for moreinformation.
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Open Invoices

Calculate Finance Charges

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 statement 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

VISO0O0l VISh

TOTAL

End of Report

08/1E/2005 Builders Supply Page 1
11:06 AM Calculate Finance Charges

—————————————— Customer ------------- Type Unpaid Balance with Balance Caleoulated

b Heame Fin. Chg. Ho Charge Charged Fin. Chg

ACEOOL ACE BUILDERS 01 .o 9394E. 88 100.00 oo Finance Code = 0

1.50%, owver 30 days, .00 Min. Charge

CASHCA CASH SALES-OAKLAND, CA BF .o 30228.32 47608, 45 oo Finance Code = 0
0.00%, owver 0 days, .00 Min. Charge

CASHMD CASH SALES-BALTIMORE, MD BF .o .o oo oo Finance Code = 0
0.00%, owver 0 days, .00 Min. Charge

CASHMN CASH SALES-MINNEAPOLIS BF .o .o oo oo Finance Code = 0
0.00%, owver 0 days, .00 Min. Charge

CASHPS CASH SALES-DALLAS, T BF .o .o oo oo Finance Code = 0
0.00%, owver 0 days, .00 Min. Charge

CASHTX CASH SALES-DALLAS, T BF .o 4EE7.70 oo oo Finance Code = 0
0.00%, owver 0 days, .00 Min. Charge

DALODL DALLAS-FT WORTH DOME HOMES 01 .o 18E5E. 90 oo oo
1.50%, over 30 days, .00 Min. Charge

GREOOL GREATER NEW YORK DOMES, INC. EF .o g445. 46 11653, 44 175.40
1.50%, over 30 days, .00 Min. Charge

KANOD1 KANSAS CITY GEODESIC HOMES 01 .o 404234.03 26483, 58 387.28
1.50%, over 30 days, .00 Min. Charge

LOSO00L LOS ANGELES CONSTRUCTION CO.  OI .o £1977. 46 oo oo

1.50%, over 30 days, .00 Min. Charge

SUNOO0L SUNSHINE HOMES,
1.50%, over 30 days, .00 Min. Charge

TENOOL TENNESSEE SHELTERS, INC. 01 .o 97917.17 oo oo
1.50%, over 30 days, .00 Min. Charge

0.00%, over 0 days, .00 Min. Charge

INC. oI .0o 16407 6d- .00 .00

oI .0o .0o .00 .00 Finance Code = 0

.0o 70378828 BEEBZ_E1 E7Z. 68
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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

Commands Edit Modes Other Help

Eo&

(%) Customerdnvaice Mumber
(O CustomerAnvaice Date

Dunning Messages: 90 Days
B0 Days
30 Days
General

2xizlpnme|/o|/0a
Fick Customers From ACEOM E] Print Statements:
Thru WIS001 E] (%) For Al Custamers
(O Far Al Customers With Activity
Clozing Date 051 572005 () With Nonzera Balances
Statement Date 051 572005 () With Positive Balances
Cutoff Date 051 572005 () With Balances 30+ Days Old
Include Paid Invoices after 051 572005 () With Balances B0+ Days Old
Prirt % TC Finance Charge? C- ‘With Balances 90+ Days Old
Print PO Murmber? Fl
Prirt By:

Legal action is imminert.
Seriously past due. Please remit.
Your sccount is past due.
Please pay promptly.

| CompanyH | 08/15/2005 | Temminal TOOD | INS

1. Enter the range of customers for whom you want to produce statements, or
leave the boxes blank to include all customers.

2. Accept the default date as the closing date, or enter the date that customers
must pay their statements to avoid finance charges.

3. 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.
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Statements

Open Invoices

8-18

10.

11

12.

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 (enter Y in text mode); if not, clear the box
(enter N in text mode).

If you want to print purchase order numbers on the statements, select the box
(enter Y in text mode); if not, clear the box (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 | ast 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 1-41 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 Xs are not aligned in the grid on laser forms, adjust the form
and select No (enter N in text mode). The alignment character is printed
again. Continue this procedure until the form is aigned; then select Yes

(enter Y in text mode) to print the statements.

After you print the statements, the Open Invoices menu appears.
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Open Invoices Statements
YOUR COMPANY NAME HERE STATEMENT
123 MAIN STREET
YOUR CITY, STATE, ZIP
(123) 456-7890
PAGE 1
DATE 07/30/2005
ACCOUNT NO ACE001
ATTN: ACCOUNTS PAYABLE
ACE BUILDERS
1588 SE 31ST STREET
PADUCAH KY 28655-7865 AMOUNT DUE 92384.04
TERMS 2720,m/30
PLEASE DETACH AND RETURN THIS PORTION WITH YOUR PAYMENT. 7
m | creows ] . BALANCE |
07/05/2005 12670046 74619.56 74619.56
07/09/2005 24889030 IN 4928.82 4928.82
07/21/2005 12670074 IN 21722.07 21722.07
07/21/2005 12670206 IN 100.00 100.00
07/21/2005 12670207 CR ‘ 15693.74 15693.74-
07/30/2005 00000066 IN 9925.02 9925.02
PO Number BR549
07/30/2005 00000067 CR 3217.69 3217.69-
PO Number BR549
Legal action is imminent.
YTD Flnance charges added to your account: .00

17764.48 .0

20
31- so DAYS

0

05 w111 be reflected on your next statement.

OVER 90 DAYS FINANCE CHARGE

74619.56 .00 92384.04

Re-order From: Open System Forms 1-800-994-6736

LASER STATEMENT 3031
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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
ECEI IR
Pick  Customer I From | ACEOOM E]
Thru | viSO01 (&)
Select:
Periad-ta-Date History?
Quarter-to-D ate Histary?
‘Year-to-Date History?
Lastvear Histary?
Print By
(®) Custamer D
() Sales Rep ID
| | CompanyH | 08A52005 | TerminalTooD | s

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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Customer Analysis Report Open Invoices

Select or clear the check box (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-
date information is presented as an overall part of the year’stotal.

Select the order in which you want to print the report.
Select the output device. See “Reports’ on page 1-41 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

08/15/Z00E Builders Supply Page 1
11:18 AM Customer Analysis Report

By Customer ID
—————————————— Customer -------------- Rep --- Terms --- Dist. Credit Limit Balance Due  First Sales Last Sales
I Hame Per Days HNet Code Date Date
ACEODL ACE BUILDERS CID 2.0 10 ¥0 0l 315000 94045.88  07/14/2004 0871972008

—————————————————— gales History

gales Profit Inv. hverage Inv
PID 20910.91 447.02- 4 5227.73
oTD z11021.44 45772.71 5 35170.24
TID 1659591.26 490182.59 18 103724.45
LT 1223E79.62 370868, 28 8 152347.45
CASHCA CASH SALES-0AKLAND, CA 0.0 0 ool 0 77833.81  09/ZL/Z005 127062008
————————————————————————— gales History
gales Profit Inv. hverage Inv
PID 25136. 39 1111€.01 H 14E568. 20
QTD 76850.15 42901.91 4 15212. 54
TID 93682.75 48259, 16 5 18736. 55
L/Y .o .o 0 .00
CASHMD CASH SALES-EALTIMORE, MD 0.0 0 o o1 0 .00 0370472005 1272072008
————————————————————————— gales History
gales Profit Inv. hverage Inv
PID 76329 459,25 1 763.23
QTD 34113, 39 1338603 3 11371.13
TID 108136.59 €5727.39 5 21627.32
L/Y .o .o 0 .00
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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 areport 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 lineitem. The
invoice detail report shows the tota price, profit, and commission for each
invoice. The sales rep summary report shows only the totals for each sales rep.

If asadesrep’scommission isbased on paid invoices, commissions are cal cul ated
only on the portion of salesthat has been paid for open invoice customers and
balance forward customers. (See page 3-16 for an explanation of how
commissions are cal culated.)
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Commissions Report

Open Invoices

Select Commissions Report from the Open Invoices menu. The Commissions

Report screen appears.

% | Commissions Report
Commands Edit Modes Other Help

A IR

Pick  Sales Rep

Invoice Date

Prirt:

() Line tem Detail

() Invoice Detail

() Sales Rep Summary

Fram
Thru
Fram
Thru

D (4]
FRT (4

| CompanyH | 08/15/2005 | Temminal TOOD | INS

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 therange of dates of the invoices to 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 1-41 for moreinformation.
After you produce the report, the Open Invoices menu appears.
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Open Invoices Commissions Report

Commissions Report

08/15/20085 Builders Supply Page 4
11:21 AM Commissions Report

Sales Rep: DHM Employee ID: Thru 08/15/2008 Line Item Detail
Hame: Donna M Mendelsohn

Cust. ID Inv. No. Date Inventory ID Description Extended Frice Profit Percent Commission
TENOO1 24885029 12/21/2005 PAYMENT RECEIVED 18635 67—

TENOD1 24835023 11/12/2005 Invoice Total 2557292 2357292 100.0 1552_58
DALOOL 12670066 11/15/2005 100 Electrical Package 2164.37 86.33 100.0

DALOOL 12670066 11/15/2005 150 Plumbing Package 1505.81 156.63 100.0

DALOOL 12670066 11/15/2005 450 glide by Window 24" 81338 27.48 100.0

DALOOL 12670066 11/15/2005 480 glide by Window 30" 2320.36 30.21 100.0

DALOOL 12670066 11/15/2005 TRANSACTION TOTALS oo oo 100.0

DALOOL 12670066 12/21/2005 PAYMENT RECEIVED 7203.52-

DALODL 12670066 11/15/2005 Invoice Total 7203.52 361.31 100.0 378.21
TENOO1 24889031 12/03/2005 Hesting/Cooling Pack 2EE33. 60 28833. 60 100.0

TENOO1 24838031 12/03/2005 TRANSACTION TOTALS .00 .00 100.0

TENOO1 24889031 12/03/2005 Invoice Total 2EE33. 60 28833. 60 100.0 1513.78
TENOO1 12670076 12/15/2005 250 Exterior Panels 3E07.04 17.25-  100.0

TENOO1 12670076 12/15/2005 700 Cabinets 1895.17 1496.01 100.0

TENOO1 12670076 12/13/2005 TRANSACTION TOTALS .00 .00 100.0

TENOO1 12670076 12/21/2005 PAYMENT RECEIVED E706.21-

TENOO1 12670076 12/13/2008 Invoice Total E706.21 1478.78 100.0 253,58
DALOODL 12670077 12/25/2005 300 Interior Door 208.00 3.44-  100.0

DALODL 12670077 12/25/2005 350 Entry Door E36E. 64 148.83 100.0

DALODL 12670077 12/25/2005 €00 gtandard Window 24" £71.87 2z.02-  100.0

DALODL 12670077 12/25/2005 700 Cabinets ZE4E. 75 2244.01 100.0

DALOOL 12670077 12/25/2005 TRANSACTION TOTALS .00 .00 100.0

DALODL 12670077 12/25/2005 Invoice Total g391.26 2367.44 100.0 472.04
Sales Pep DMM Total Based on  5.250% of Net Sales /Eooked Sales 1264524, 33 BE52646.355 £6387. 52
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History Reports

AR Analysis Report
Sales Analysis Report
Detail History Report
Customer Sales Report
Customer Activity Report
Summary Invoice History
Promotional Analysis
Print History Invoices
Tax Audit Report
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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 datayou can useto 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) fileto
find data for the previous periods. If you did not do period-end maintenancefor 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.

Accounts Receivable User’s Manual 9-3



AR Analysis Report

History Reports

Select AR Analysis Report from the History Reports menu. The AR Analysis
Report screen appears.

& AR Analysis Report
Commands Edit Modes Other Help

2xiz e an[¢ (@@

Report PetiodMeat 03/2005

Days In Period

|compary H |08/ 52005 | Terminal TO0O | INS

9-4

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 isavailablefor 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 receivables that 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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History Reports AR Analysis Report

AR Analysis Report

08/1E/Z00E Builders Supply Page 1
11:28 AM AL imalysis Beport
Period 02 - ZODE
Accounts Receivable Balance Days Sales
Current 31-80 £1-30 31-120 Over LZ0 Total AR Dutstanding
Period 08 2619.17 1z0669. 18 z39887. 49 oo oo 369075, 84 32.68
3-Period Avy z873.06 140855, 91 lg208z.87 £z84.09 3058.07 240154, 00 3Z.66
Prior Period oo 13E431.65 1E5E186.93 oo 9174.20 299792, 78 36.23
Last Tear Period 08 oo zg4828.93 £90037. 05 oo oo 974865, 98 5E.05
—————— Over 30 —-—---— —-—-—- Over 60 ——----- —————— Over 90 —------ —————— Over LZ0 —-----
Total Amt  Pot/Tot Total Amt  Pot/Tot Total Amt  Pot/Tot Total Aut  PotsTot
Period 08 3605E6.67  97.67 z39887.49  64.98 oo oo oo oo
3-Period Avy 337280.94  99.16 19642E5.03  E7.75 234Z.16 z.4E 3058.07 .90
Prior Period z99792.78  100.00 164361.13  54.82 9174.20 3.06 9L74. 20 2.06
Last Tear Period 08 974865.98  100.00 £90037.05  70.78 oo oo oo oo
Period 08 --- 3-Period vy --- --- Prior Period --- -Same Period Last Yr—
Enount Anount Pot Anount Pot Amount Pot
hverage Invoice 4377596 £6909.09 15Z.84 82738.15  189.00 lO6E53.99  Z4E.72
hverage Days to Pay 32.00 38.58 1le.91 z.00-  6.06- 41.54 lzE.88
Days Fales Dubstanding 3Z.68 3Z.66  99.94 36.23 110.86 55.05 L68.45
Humber of Invoices ] 5 £8.38 3 37.50 H 62.50
Humber of Payments [ 4 £6.67 1 16.87 1z Z16.67
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.

Thereport 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 el ect 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) fileto

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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Sales Analysis Report History Reports

9-8

Select Sales Analysis Report from the History Reports menu. The Sales
Analysis Report screen appears.

| Sales Analysis Report [Z||§|PZ|
Commands Edit Modes Other Help
2xizlzn|me|o|0a
Report Period!ear |_D_é}_2_0_0_gm:

| | CompanyH | 08AS2005 | TerminalToon | 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.

Accounts Receivable User’'s Manual



History Reports Sales Analysis Report

Sales Analysis Report

08/1E/Z00E Builders Supply Page 1
11:30 AN Sales Analysis Report
Period 08 - 200§

————————————————— Current Tear Last Year

Current Period Quarter-to-Date Tear-to-Date Current Period Quarter-to-Date Year-to-Date
Sales 2E0E07.64 ER24ZZ. 02 ZE013028.38 E31262.233 Z8600588.47 ZS600588.47 *
coGs 1le047z. 48 244032, 04 l484001.87 ZEEE3E.EZ 1448361.78 1448361.78 *
Gross Profic 123735, 16 Z543220.08 1017307.851 264734.31 1E511736.68 151173668 *
Average Invoice 43775, 26 lEe514.11 TETRT.EE 1062E53.38 ZEB17E.88 148004.82 *
Munber of Inwvoices 2 1l 23 £ 20 z0*

lz-Month Trend

Periods Zales COGE ———————mm —m--- Cross Profit ---- --- Awverage Invoice --- -No. of Invoices-

Amount Pot/Curr Amount PetfCury Amount Per/Curr Amount Peot/Curr Amopunt Peot/Curr
Current 2E0Z0O7. &4 lo0. 00 le047z. 48 loo. 00 183735.16 1l00.00 43775, 36 100.00 2 100.00
Back 1 Z48214.45 70,88 123553, 56 ll4a.23 64654.853 34.08 8E2738.15 185.00 3 37.50
Back I 332874332 86,73 143613 27 az.232 183361.06 83.80 112331.44 £E58.11 3 37.50
Back 2 84478, 63 24.03 2324052, 94 lac. 2t E0425.75 31.85 881538, 56 ZE24.23 3 37.50
Back 4 27480, 732 2z.03 l07244. 21 &7.20 173645, 32 24,68 71872.68 164.18 4 £0.00
Back & 2EEEEL.0Z l0l.&55 204244 . 20 lga.37 £0806.82 26.78 118550.34 £70.81 3 37.50
Back & ZZZAT4.ZE 62,67 150050, 37 a3.E5L TE8E3.28 38.43 74324.75 1635.78 3 37.50
Back 7 403321827 118.17 133563, 64 lz0. 62 E08754.63 110,55 672158.71 153.55 & 75.00
Back 2 248436, B8 [3.7g2 lel370. 22 100,332 187466, 34 88.80 £3887.31 1E3_E5 £ E2.50
Back 3 232685, 16 2l.00 152015, 12 a5.35 130670.04 68.87 141842.58 324.02 4 £5.00
Back 10 226067323 AL 36 l4z1c50. 28 28,58 133317.11 102,20 168033.70 383.85 4 £5.00
Back 11 E45237. 28 1EE. 26 E8Z2110.3%2 laz.02 EE3726.45 133.73 S0872.30 207.81 & 75.00
Back 12 B31269 93 18170 PRAS3S . AE 16603 264734 31 13553 10625333 247 _TZ 1 62_50

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 is or 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.

| Detail Histo ry Report

Commands  Edit  Modes Other Help
2xizramn|-¢ (0@
Fick  Customer ID From  |ACEOD1 (&) AT 25
Thru  [visom & @ Custarmer ID
Sales Rep 1 Frarn E] (O Sales Rep ID
The (& () Job o tem ID
Job or ttem D From (&) (O Sales Category
Thru E]
Sales Category  From
Thru
Invoice Date Fram 021572005 n Select:
Thru 051 572005 ﬁ Invoice Line tems
Invoice Mumber  From Payments
Thru Sales Tax
Freight Charges
() Full detail Misc Charges
) Surmmary only Finance Charges
(%) Quartity in base units
() GQuartity in seling units
| | CompanyH | 08A52005 | TerminalToon | ns
1. Enter therange of customers and sales reps you want to include in the report,

or leave the boxes blank to include all.

2. Enter therange of associated job or item numbers and sales categories whose
invoice information you want to include in the report, or leave the boxes

blank to include all.
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Detail History Report History Reports

9-12

10.

11

12.

13.

14.

Enter the range of dates of the invoices and the range of invoices you 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
(enter Y in text mode); if not, clear the box (enter N in text mode).

If you want the report to include payment information, select the box (enter
Y in text mode); if not, clear the box (enter N in text mode).

If you want the report to include sales taxes, select the box (enter Y in text
mode); if not, clear the box (enter N in text mode).

If you want the report to include freight charges, select the box (enter Y in
text mode); if not, clear the box (enter N in text mode).

If you want to include miscellaneous charges, select the box (enter Y in text
mode); if not, clear the box (enter N in text mode).

If you want the report to include finance charges, select the box (enter Y in
text mode); if not, clear the box (enter N in text mode).

If you want the report to include additional descriptions, select the box (enter
Y in text mode); if not, clear the box (enter N in text mode). You can include
additional descriptions only if you elected to use additional descriptionsin
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 adollar 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 Detail History Report

Detail History Report

08/15/2005 Builders Supply DACE 3
11:33 AM Detail History Report
By Customer ID

Cust Rep. Description Loc./ 81s. Invoice Inwvoice Quantity Units Cost/ Bales/ Profit %
in 1 Z Chk. # Cat. Nuumber Date Discount Check Amount
SUNOO1 PRT CONSULTING FEE NONE 08150025 08/15/05 1.0000 E& .00 1z25.00 125.00 100.0
CUSTOMER SUNOO1 SUNSHINE HOMES, TNC. -oo 12500 125.00 100.0
TENOO1 DMM PAYMENT RECEIVED 8342 12670026 03/27/05 .00 37387.88
TENOO1 DMM 100 THOOO1 P1 12670028 03/18/05 20.0000 PHG 7041 .24 721455 173.31 2.4
TENOOL DMM 450 TX000L Wl 1ze70028 03/18705 30.0000 Ei 4715.40 4880.30 164.50 3.4
TENOOL DMM 550 TXOOOL Pl 12670028 03718705 £.0000 PEG 5008.35 £439.53 431.1%8 7.9
TENOOL DMM PAYMENT RECEIVED 2451 12670028 04727/05 .oo 17534.38
TENOOL DMM 100 TXOOOL Pl 12670036 06/26/05 100.0000 PEG 34011.00 36072.75 2061.75 5.7
TENOOL DMM 150 TXOOOL Pl 12670036 06/26/05 20.0000 PEG 17481. 20 13058.13 1566.93 8.2
TENOOL DMM 300 TXOOOL D1 12670036 06/26/05 100.0000 Ei& Zl80.00 2311.05 131.05 5.7
TENOOL DMM 350 TXOOOL D1 12670036 06/26/05 30.0000 E& BZ56.50 7150.1% 893.6% 12.5
TENOOL DMM 450 THOOOL W1 12670036 06/26/05 20.0000 E& 3143.60 3253.53 10%9.33 3.4
TENOOL DMM e00 THOOOL W1 12670036 06/26/05 20.0000 E& 2375.56 2541.63 166.07 6.5
TENOOL DMM el0 THOOOL Wz 12670036 06/26/05 20.0000 E& Z2815.45 3033.66 2lg.21 7.2
TENOOL DMM 700 TXO0001 M1 1Z2e70036 0D&/Ze/05 1Z.0000 SET 2418.9¢ 1Ze6l. 11 10z42.15 80.9
TENOOL DMM DAYMENT RECEIVED 2489 1Ze70036 07727/05 17Z1.64 24000. 00
TENOOL DMM 100 T¥0001 P1 12e70032% 07/03/05 £0.0000 PEG 17e03.10 1803&.38 433.28 2.4
TENOOL DMM 150 T¥0001 P1 12e70032% 07/03/05 10.0000 PEG 8745.60 8E529.07 783.47 8.2
TENOOL DMM 400 T¥0001 P1 12e70032% 07/03/05 10.0000 PEG 8423.70 8983.51 £E0.21 E.Z
TENOOL DMM 450 TXO0001 W1 12e70032% 07/03/05 20.0000 EA 3143.€0 32E3.83 10%9.383 3.4
TENOOL DMM 460 THO0001 W& 12e70032% 07/03/05 10.0000 EA 1715.50 1784.%0 £5.40 3.9
TENOOL DMM e00 TXO0001 W1 12e70032% 07/03/05 20.0000 EA 2375.56 2541.63 1lee.07 E.5
TENOOL DMM el0 THO0001 W& 12e70032% 07/03/05 £0.0000 EA 7038.62 7E584.15 £45.583 7.2
CUSTOMER TENOOL TENNESSEE SHELTERE, INC. 136502, 24 155330.00 18827.06 lz.1
VISOO0l DAYMENT RECEIVED E1351 CC3S0227 03727705 ) 167343.76
VISOO0l DAYMENT RECEIVED ElE32 CC350327 04727705 ) 73832.30
VISOO0l DAYMENT RECEIVED EZ011 CC350E827 06/27/05 ) 888288.13
CUSTOMER VISOOl VISA .00 .00 .00 ()
GRAND TOTAL 1016307.31 1658130.86 E41Z8Z2.35 38.7

End of Report
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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.

| Customer Sales Report

Commands  Edit Modes Other Help

2xizramn|- ¢[00

Pick  Customer ID Fram ACEQDN
Thru S1S001

Customer Clasz  From

Thru

Sales Rep From E]
0

Thru

=k

Print By

(®) Custamer D

(O Custamer Mame
(O Custamer Class
() Sales Rep

Print temdilob Histary?

Report Period ! ear 052005

| | Company H |08/15/2005 |Terminal TO0D | NS

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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Customer Sales Report History Reports

2. Enter the range of customer classes you want to include in the report, or
leave the boxes blank to include all customer classes.

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 salesreps.

4. Select the order in which you want to print the report.

5. If youwant to include history for items and jobs, select the check box (enter
Y in text mode); if not, clear the box (enter N in text mode).

6. Accept the current period and fiscal year that appear from the ARPDxxx

table, or enter a different period or fiscal year. After you produce the report,
the History Reports menu appears.

Customer Sales Report

08/1E/Z005 Builders Supply Page 2
11:37 an Customer fales Report with Job/Item Detail for Period 05/2005
By Customer ID
Customer —=-Quantity Zol Zales --- Gross Profit ----- -- Average Inweice --- - No of Invoices -
Iten Number Quantity Units Amount  Pot/Tot Amount  Pot/Tot Amount  Pot/Tot Amount  Peot/Tot
GREOO1 GREATER NEW TORE DOMES, INC. .00 .00 -o0 -o0 -o0 -o0 -o0
Total Ttems/Jobhs .00 .00 -o0 -o0 -o0 -o0
KANOOL KAN3AZS CITY GEODESIC HOMES .00 .00 -o0 -o0 -o0 -o0 -o0
Total Ttems/Jobhs .00 .00 -o0 -o0 -o0 -o0
LO2001 LOS ANGELES CONSTRUCTION CO. 53198 48 15.19 2643808 13.93 £3198_48 12157 1 1z 50
250 20.0000 CS 51029 06 95.9z 25064 26 94 _80 51029 06 95.92 1 1loo.o0o
300 40.0000 Ei 2169 47 4.08 137382 5. zo 2169 42 4.08 1 1loo.o0o
Total Ttems/Johs £3198_ 48 100.00 2643808 100.00 £3198_48 100.00
SUNOO01 SUNSHINE HOMES, TINC. 1z5. 00 .04 125 00 -07 125 00 -29 1 1z 50
1.0000 Ei 1zt 00 10000 1z5. 00 100.00 1z5. 00 100.00 1 1loo.o0o

Total Ttems/Johs 1zt 00 10000 1z5. 00 100.00 1z5. 00 100.00
GRAND TOTALS - All Sales 350207.64 10000 18973516 100._00 4377596 10000 8 1loo_00

- Itens/Jobs 300919, 44 85.93 14044696 7402 15837.87 36.18
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 islisted 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 salesrep in addition to grand totals.

You cannot producethe 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.

| Customer Activity Report

Commands Edit Modes Other Help

s IR
Pick  Customer ID Fram ACEQDN E]
Thru  [wisoo1 (&)
Customer Class Fram

Thru

Sales Rep From E]
()

Thru

Print By:

(®) Custamer D

O Customer Class
() Sales Rep

Report Period ! ear 052005

Cormpany H |08/ 52005 | Terminal TOOD | INS
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Customer Activity Report History Reports

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

08/1E/Z00E Builders Supply Page 1
11:40 AM Customer Actiwity Report for Period 08/Z005

By Customer ID
Cust  Customer —————e= Sales —-—----- ——— Cross Profit —---- —— Average Inveice —-- - Mo of Invoices -
sl Hame Amount  Pot/Tot Imount  PotsTot Imount  PotsTot Imount  PotsTot
CAZHPS CASH SALES-DALLAS, TX 219434.70  6Z.86 137008.36  72.2l 109717.35  2E0.63 z  zE.00
ACE0DL ACE BUILDERS TTIZ4.46  ZZ.08 zE041.72  13.73 ZE7T74.82  EB.88 3 37.50
LOZ001 LOS ANGELES CONSTRUCTION CO. E3198.48  1E.19 ZE438.08  13.93 E3198_48 12152 1 1z.50
DALOOL DALLAS-FT WORTH DOME HOMES 1z5.00 04 12500 .07 12500 .23 1 1z.50
SUNOOL SUNSHINE HOMES, INC. 1z5.00 04 12500 .07 12500 .23 1 1z.50
CAZHCA CASH SALES-OAKLAND, Ch .o .o oo oo oo oo oo
CAZHMD CASH SALES-BALTIMORE, MD .o .o oo oo oo oo oo
CAZHTX CASH SALES-DALLAS, TX .o .o oo oo oo oo oo
GREOOL GREATER NEW TORK DOMES, INC. .o .o oo oo oo oo oo
KANOOL EANSAS CITY GEODESIC HOMES .o .o oo oo oo oo oo
VIS0O0L VISA .o .o oo oo oo oo oo
CAZHMN CASH SALES-MINNEAPOLIS .o .o oo oo oo oo oo
TENOOL TENNESSEE SHELTERS, INC. .o .o oo oo oo oo oo
GRAND TOTALS 350207.64  100.00 189735.16  100.00 4377596 100.00 s 100.00
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.

% | Summa ry Invoice History

Commands Edit Modes Other Help
2xzeeme[-¢]0a
Pick  Customer ID From | ACEQDM E] Sort By:
Thru  [%IS001 (&) (%) Custirreoics
Invaice Mo Frarm O Invoice Date
Thru () Sales Rep 1
Invoice Date From |02015/2005 () Sales Rep 2
Thru | D8A15/2005
Sales Rep 1 From E]
Thru E]
Sales Rep 2 From E]
Thru E]
| | CompanyH | 08A52005 | TerminalTooD | s
Inquiry 1. Enter the range of customersyou want to include in the report, or leave the

boxes blank to include al 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 all.

3. Enter the range of sales reps you want to include in the report, or leave the

boxes blank to include all sales reps.

Accounts Receivable User’s Manual
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Summary Invoice History

History Reports

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

08/15/2008 Builders Supply Page 2
11:46 AM Sumuary Inveice History
Zort by Customer ID

Cust ID Invoice Inv. Date Rep 1 Rep 2 Order No. Ship To subtotal Zales Tax Freight Mise Toval
Cust Naue P.0. Huuber
GREOOL 12670023 0472072008 PRT 000000 39898.13 .00 .00 .00 39898.13
GREATER NEW YORK DOMES, INC. 27481844
GREOOL 24885018 02/22/2008 PRT 00000001 000000 73932.30 .00 .00 .00 73932.30
GREATER NEW YORK DOMES, INC. 27481007

Customer GREOOL Toual 163830.43 .00 .00 .00 163830.43
LOS00L 12670034 0570172008 GPD 000000 35163, 45 .00 .00 .00 35163, 45
LOS ANGELES CONSTEUCTION CO. 3535472
LOS00L 12670042 0870172008 GPD 000000 53193.48 .00 .00 .00 53193.48
LOS ANGELES CONSTEUCTION CO. 3535844

Customer LOSOOL Toual 142367.87 .00 .00 .00 142367.87
SUNOOL 08150025 08/15/2005 PRI 000000 125.00 .00 .00 .00 125.00
SUNSHINE HOMES, INC.

Customer SUNOOL Total 125.00 .00 .00 .00 125.00
TENOOL 12670023 03/18/2005 DMM 000000 17534.38 .00 .00 .00 17534.38
TENNESSEE SHELTERS, INC. 45001
TENOOL 12670036 06/26/2005 DMM 000000 36082.08 .00 .00 .00 36082.08
TENNESSEE SHELTERS, INC. 46187
TENOOL 12670033 07/03/2005 DMM 000000 51713.57 .00 .00 .00 51713.57
TENNESSEE SHELTERS, INC. 46732

Customer TENOOL Total 155330.00 .00 .00 .00 155330.00

GLAND TOTAL 1818362. 10 3.13 .00 7.28 1818377 51

End of Report
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Promotional Analysis

Accounts Receivable User’s Manual

The Promotional Analysis Report shows a comparison of promotiona 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.
% | Promotional Analysis E]|E|g|
Commands Edit Modes Other Help
2xere|an] €0
Pick  Promo D From E] Sort By:
Thru (a) (%) temiLocation
ttern I0 From E] () Locationitern
Thru E] () Custamer
Location ID From | CADOO1 (& ) Sales Rep 1
Thru | TX0001 (a) () Sales Rep 2
Customer I From | ACEOO1 (3 () Sales Category
Thru | viS001 (8]
Sales Rep 1 From E]
Thru E]
Sales Rep 2 Fraom E] Price Comparizon to:

Thru
Invoice Date Fram
Thru

VRS
021572005
081572005

(%) List

() Minimurn

() Base

() Average

() Current Calculated

|company H 0852005 [Terminal To0O | NS

1. Enter therange of promotion IDs, items, locations, customers, and sales reps
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 al invoice dates.

3. Select the order in which you want to print the report.
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Promotional Analysis History Reports

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

08/1E/Z00E Builders Supply Page 7

11:50 AM Promotional Analysis

Item Location Customer Rep L Cat  Units Quantity List Price Promo Price Varisnce Variance

Descripiton Rep £ Inv. Date Percent

100 TXOOOL  SUNOOL PRT PL  PEG 4.0000- 2143, 96- 190z.74- z4l.22- 11.25

Electrical Package LEZfZ1/Z00E

Item 100 THOOOL Total 4.0000- 2143, 96- 190z.74- z4l.22- 11.25

350 TXOOOL  SUNOOL PRT DL EA z.0000- 1z00. 18- l05z.26- 147.92- lz.32

Entry Door LEZfZ1/Z00E

Item 350 THOOOL Total z.0000- 1z00. 18- l05z.26- 147.92- lz.32

400 TXOOOL  SUNOOL PRT PL  PEG 2.0000- 13799, 92— 10695, 60— 3104.32- 22.50

Interior Materials LEZfZ1/Z00E

Item 400 THOOOL Total 2.0000- 13799, 92— 10695, 60— 3104.32- 22.50

450 THOOOL  SUNOOL PRT WL EA 3.0000- 1319, 40- 1144.94- 174.46- 13.z2

Slide by Window 24" x 40° 1z2/Z1/2005

Item 450 THOOOL Total 3.0000- 1319, 40- 1144.94- 174.46- 13.z2

450 THOOOL  SUNOOL PRT Wz EA 3.0000- 1417. 50~ 1253.88- 163.62- 11.54

Slide by Window 30" X 40° 1z2/Z1/2005

Item 460 THOOOL Total 3.0000- 1417. 50~ 1253.88- 163.62- 11.54

550 THOOOL  SUNOOL PRT PL  FKG 1.0000- 1647.85- 1434.59- 213.26- lz.94

Millwork Package 1z2/Z1/2005

Item 550 THOOOL Total 1.0000- 1647.85- 1434.59- 213.26- lz.94
Promo YR-END Total 368.0000 203764.66 120644.85 83115.81 40.79
GRAND TOTAL 368.0000 203764.66 120644.85 83115.81 40.79

End of Report
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Print History Invoices

Use the Print History Invoices function to select invoices from history and print

duplicates.

You cannot produce these invoices if 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.

Note I

Your original and history invoices may be different, because not all the

information from your original invoices is saved in history.

Select Print History Invoices from the History Reports menu. The Print History

Invoices screen appears.

| Print History Invoices
Commands Edit Modes Other Help

() Credit Memas

() Bath

Message for Al lnvoices:
Thank you for your arder.

2xzramn|-¢ [0
Fick  Customer D From | ACEOO1 E]
Thru  [vIS001 (&)
Invoice Mumber  From
Thru
Invoice Date  From | D8M01/2005
Thru  |0815/2005
Prirt:
(®) Invoices

Cormpany H |08M5/2005 |Terminal TOOO

IS
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Print History Invoices History Reports

1. Enter the range of customers for which you want to print invoices or credit
memos, or leave the boxes blank to include all customers.

2. Enter the range of invoice numbers and invoice dates you want to print, or
leave the boxes blank to include all.

3. Indicate whether you want to print invoices, credit memos, or both.

4. Accept the default message that the system prints on the invoices and credit
memos, or change the message.

5. If youwant to print additional descriptions, select the check box (enter Y in
text mode); if not, clear the box (enter N in text mode).

6. Select the output device. After you print the invoices, atotals log prints.
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History Reports

Print History Invoices

Print History Invoices Form

Accounts Receivable User’s Manual

BUILDERS SUPPLY
1157 VALLEY PARK DR <<INVOICE REPRINT=:>
SHAKOPEE MW E5373
Page 1
LOS00L
Sold To: ATTH: ACCOUNTS PAYAELE Ship To: LOZ ANGELES CONSTREUCTION CO.
LOZ ANGELES CONSTRUCTION CO. 25042 VENTURA BOULEVARD
88042 VENTULL BOULEVARD ENCINO Ch 99333-3L24
ENCINO CAa 959933-5584
Date Bep ID' Order No. Ord Date Ship Wia Terms Inv No.
02/0L/08 GFD SE85844 C.0.D. 1Ze7004Z
ItensDescription Quantities Units Price Amount
250
Exterior Panels Shipped Z0.0000 cE ZEEL_4E20 Eloz2. 08
200
Interior Door Shipped 40.0000 EA £4_.Z355 216942
Thank you for your order.
Location Tax Breakdown
Tax location not on file -oo
.oo
Subtotal 53195.45
Non-Tazxable Taxable Sales Tax Freight Misc * Inwvoice Total *
.00 E3l92.48 .00 .00 .00 Ezlo2.48
Amount Paid 53198 48
Het Due -oo
Pun Totals:
Taxable 21327088
Hon-Taxable Z50.00
Tax 8.13
Freight .oo
Misc 7.28
Total Sales 219635.99
Prepaid Amount 1Z06E3_18
Total Credit Sales 98966_81
Invoices Printed: &
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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.

& | Tan Audit Report

Commands Edit Modes Other Help

LA FIEEIEY

Pick  Tax Group

Customer 1D

Invoice Date

Frint Invoice Detail?

Fram
Thru
Fram
Thru
Fram
Thru

Frint Zero Taw [rvoices?

CA
THHOUS
ACEQDN
WIS001

BB nnnn

O

| company H |08/15/2005 |Terminal TO0D | NS

1. Enter the range of tax groups and customers you want to include in the

report, or leave the boxes blank to include al.
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Tax Audit Report History Reports

2. Enter the range of invoice dates you want to include in the report, or leave
the boxes blank to include al invoice dates.

3. If youwant to print invoice detail, select the check box (enter Y in text
mode); if not, clear the box (enter N in text mode).

4. If you want to print zero-tax invoices, select the box (enter Y in text mode);
if not, clear the box (enter N in text mode).

5. Select the output device. After you produce the report, the History Reports
menu appears.

Tax Audit Report

08/1E/Z00E Builders Supply Page 1
11:58 AM Tax Audit Report
Inwoice Inwoice  Customer ID Inwoice Lewel 1 Tax Lewel Z Tax Lewvel 3 Tax Lewel 4 Tax Lewel 5 Tax
Date Hunber Subtotal

Tax Growp Ch
1z/21/2004 12670204 CASHCA 27195 52 1091.93 oo oo oo oo

Tax Group Ci TOTAL 27195 52 1091 93 -on -on -on -on

Tax Group MN
08/15/2005 08150023 ACEODL 13228 8,13 o1 o1 o1 o1

Tax Group MN TOTAL 13z 28 a.13 .ol .ol .ol .ol

Tax Group THD

11/18/2005 12670071 CASHPS 8538.20 34393 -on -on -on -on
1z/18/2005 12670082 CASHPS 1719 64 65879 -on -on -on -on
Tax Group THD TOTAL 10317 &84 412 7z -on -on -on -on
GRAND TOTALZ 2764564 lE1lz. 72 .ol .ol .ol .ol
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Sales Tax Report

Periodic Maintenance
Purge Customer Comments
Purge Selected Files
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Periodic Processing

Introduction

Use the Periodic Processing functions to update accounts, remove datafrom files,
and print the Sales Tax Report.
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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 Manual).

Select Sales Tax Report from the Periodic Processing menu. The Sales Tax

Report screen appears.

% | Sales Tax Report

CoX

Commands Edit Modes Other Help

2xiEmaEn[24[0@

Tax Suthority From
Thru
Tax Location  From
Thru

Print By:
(=) Tax Location
() Tax Authority

Pririt:
Sales?
Purchases?

CA
X
cA

THHOUS

Zero Balance Tax Classes?
Tero Balance Tax Locations? [

@
@

F

| Company H |08/ 52005 |Terminal TOOO | INS

1. Enter therange of tax authorities and tax locations you want to include in the
report, or leave the boxes blank to include al.

2. Select the order in which you want to print the report.

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).

Accounts Receivable User’s Manual
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Sales Tax Report Periodic Processing

4. Select the output device. After the report is produced, the Periodic
Processing menu appears.

Sales Tax Report

08/1E/Z00E Builders Supply Page z
lz:23 PH Sales Tax Report
By Tax Location
Ceneral Ledger Accounts --- Tax on ---
Tax Loc Name Lewel Tax Auth. Tax ID Tax Lisbility  Refundable Fro. Mise
TH Texas Sales Tax 1 TH 83-234652121 z0zE00 z02800 HO HO
Tax Description Sales Tax
Class Exp. Acot. Purch Tax Ref. Tax Taxable Nentaxable Tax Caloulated OversShort Refundable
00 Consumer Goods 4.000 Sales 4Z454.54 707707, 39 lesg.z0 le9g. 20 oo
206000 4.000 000 Purch oo oo oo oo oo oo
TOTAL FOR LOCATION TX Zales 4245454 TOTTO7. 39 le38.20 lesg. 20 .o
Purch .o .o .o .o .o .o
Taxable Nontaxable Tax Caloulated Over/Shore Refundable
GRAND TOTAL Zales 4783, 62 113835142 4327.04 4327.02 L0z
Purch 11483.07 1z23.00 636,53 £33.64 z.89 .o
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 amountsin the aging buckets
in the ARCUxxx file for balance forward customers are wrong.

When you perform period-end maintenance, the system performs severa tasks:

Accumulates the balance totals in the ARCUxxx (Customer) file for balance
forward customers.

Agesthe figuresin the ARCUxxx file in 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 amounts in the ARSRxxx (Sales Rep)
file.

Clears the month-to-date payments in the ARPYxxx (Payment Methods) file.
Posts finance charges to the GLJRxxx (Journal) file if Accounts Receivable
interfaces with General L edger; 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:
e Performsall the period-end tasks.

e Clearsthe quarter-to-date accumulators in the ARPYxxx file and the
ARCUxxx file.

Note I

Quarter-end maintenance does al 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 accumulators
in the ARPYxxx file and the ARCUxxx file.

*  Clearsthe year-to-date gross sales amounts in the ARSRxxx file.

e Clearsthe high balancein the ARCUxxx file if you select the option on the
function screen.

e Incrementsthe current fiscal year by 1inthe ARPDxxx table.

Note I

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.
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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 else is using the ARCUxxx, ARSRxxx, ARINXxX,
ARRHxxx, or ARRExxx files, the files are not updated.

Select Periodic Maintenance from the Periodic Processing menu. The Periodic
Processing screen appears.

& Periodic Maintenance

Commands Edit Modes Other Help
2xrzramn[-e[0e@
Hawve Yo Choose One:
--Printed Statements? (%) Period-End Maintenance
--Printed the Customer Analysis Report? () Guarter-End Mairtenance
--Backed Up Your Data Files? (1 ear-End Maintenance
Clear:
¥TD Finance Charges? Pl
Current PeriodFizcal Year 082005
| | company H |08/15/2005 |Terminal TO0D | NS

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
Manual), clear the check box (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 (enter Y in text mode).
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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 (enter Y in text mode); if not, clear the box (enter N in
text mode).

4. If you want to clear the high balancesin the ARCUxxx file, select the box
(enter Y in text mode); if not, clear the box (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
device.

When processing completes and the log is produced, the Periodic
Processing menu appears.

Periodic Maintenance Error Log

021572005 Builders Supply FAGE 1
1z:27 PM Period-End Error Log
Total Mew Finance Charge Posted = E?z.65 FOR G/L Period 8

*** End of Report ***
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Purge Customer Comments

Usethe Purge Customer Comments function to delete comments about a
customer whose comments you no longer need.

Note I

Before you purge customer comments, produce the Customer Comments
List (see page 12-11) 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.

iy Purge Customer Comments

Commands  Edit Modes Other Help

2xizlenme|zo|0a

Fick  Customer D From ACEOM E]
Thru | visoo1 (&)
Date From 010122003 [Co)
Thru 123102003 [To)
Reference From
Thru

Cormpany H 05 5/2005 Terminal TOOO INS
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Purge Customer Comments Periodic Processing

1. Enter the range of customers whose comments you want to purge, or leave
the boxes blank to include @l customers.

2. Enter therange of datesthat the comments you want to purge were recorded,
or leave the boxes blank to include all dates.

3. Enter the range of references whose comments you want to purge, or leave
the boxes blank to include &l references.

When you finish making your selections, usethe Proceed (OK) command to
purge the comments and return to the Periodic Processing menu.
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Purge Selected Files

Usethe 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.

iy Purge Selected Files

Commands  Edit Modes Other Help
2xizramn|-¢ [0
Harve you backed up your data files?
Remove:
Recurring Ertries with Cutoff Dates Before 12i51i2003 [To)
Detail Histary for Invoices Dated Before 12i51/2003 [To)
Surmary History Before PeriodiFiscal Year 12 7| 2003
Paid Invoices with Periodear Before 12 | f| 2003
| | company H |08/15/2005 |Terminal TO0D | NS

1. If you have backed up your datafiles, select the check box (enter Y in text
mode); if not, clear the box (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 date of the paid invoices you want to purge. Paid invoices 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 invoicesfor 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. The way 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 10-61) for information about how to enter initial balances.

Select Customers from the File Maintenance menu. The selection screen
appears.

| Customers
Commands Edit Modes Other Help

2xrzramn[-¢[0@
Custarmer D LY
Customer MName ACE BUILDERS

Do ou tWant ta hairtain:
General Information
Credit and Balance Information
Credit Card Information
Histaory Information
Ship-To Addresses
Customer Commerts
Uszer-Defined Fields
Documents

REREREEE

Cormpany H |08/ 5/2005 |Terminal TOOD |OVR
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File Maintenance

11-4

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 delete 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 a particular 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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Customers

Field

Do You Want to Add/
Change

Accounts Receivable User’s Manual

Description

The Customers function has these subscreens:

* General Information

» Credit and Balance Information
* Credit Card Information
 History Information
 Ship-To Addresses

¢ Customer Comments

» User-Defined Fields

e Documents

If you want to enter or change information on a
subscreen, select the check box (enter Y in text
mode) and turn to the appropriate screen below; if
not, clear the box (enter N in text mode).

When you add customers, you must enter general
information.
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Customers

File Maintenance

General Information

11-6

If you elected to add or change general customer information, this screen

appears:

& General Information

Commands Edit Modes Other Help

2xEeema[z¢]/ea

Cust ID ACEDD1

Mame ACE BUILDERS Terms Caode 2PCT E]

Address 1 1588 SE 315T STREET 2M0,n/30 Reg

Address 2 2.0% 10 DAYS HET 30

Address 3

CityiState PADUCAH ke (8] Group Cods o

ZipfCourtry 28655-7565 uUs (8] Strtdne Cocle Bith b

Ship Zone o Cust Lewvel ACEDD E]

Attention ACCOUNTS PAYABLE Acct Type Open Invoice ¥

Phone (505)555-1646 Distrib Code m E]

Fax [502)555-1566 Partial Ship?

Contact BRIAMN

Clazs WHEL Tax Group | MM (&

Sales Rep 1 GPD E] Garry P. Deacon Minnesota

Sales Rep 2 Taxable 7 []

Territory MIDATL Exempt I

E-Mail Address garrydeaconig@bigmail.com

Wieh Site iy ace-builders .com
| | Company H |08/15/2005 | Terminal TO0O |OWR
Field Description
Cust ID The customer 1D from the header screen appears.
Name Enter the customer’s name.

Address 1/Address 2/
Address 3

City
State

Zip

Enter the customer’s address.

Enter the customer’s city.
Enter the customer’s state or province.

Enter the customer’s zip or postal code (afive-digit
zip code or anine-digit zip code with the hyphen).
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Customers

Inquiry

Inquiry
Maint

Inquiry
Maint

Inquiry
Maint

Accounts Receivable User’s Manual

Field

Country

Ship Zone

Attention

Phone/Fax

Contact

Class

Sales Rep 1

Sales Rep 2

Territory

Terms Code

Description

Enter the customer’s country code, or leavethisfield
blank. If you enter a country code, it must be among
thevalid codes entered in Resource Manager (seethe
Resource Manager User’s Manual).

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 name s printed on
invoices, statements, and mailing labels.

Enter the customer’s phone and fax numbers using
the mask that appearsin 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 salesrep 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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File Maintenance

Field

Group Code (0-9 or C)

Stmt/Inv Code

Cust Level

Acct Type

Distrib Code

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.

Enter | if you want to send the customer only
invoices, S if you want to send only statements, B if
you want to send both invoices and statements, or N
if do not want to send either invoices or statements.
For a customer that pays cash, enter N.

Even if you do not send statements, you may want to
produce statements to keep a proper audit trail.

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 a balance forward
account you track and apply paymentsto a monthly
invoice total.

For an open invoice account, enter |. For a balance
forward account, enter B.

Distribution codes describe how payment
information isto be distributed in accountsin
General Ledger.
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Field Description

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 (enter Y in text mode); if not, clear the box
(enter N in text mode). If the customer does not
accept partial shipmentsand you ship an order for the
customer, a message warnsyou if you try to back
order items.

Tax Group Enter the ID of the tax group where you want sales
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 Manual). 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 (enter Y in text mode); if not, clear the box
(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.

E-Mail Address Enter the electronic mail address of your main
contact at the customer’s office, if available.

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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File Maintenance

Credit and Balance Information

If you elected to add or change the customer’s credit information or balances, this

screen appears:

4| Credit and|Balance Information

Commands  Edit Modes Other Help

Unpaid Finance Charges

Current Due
Balance 31-60 days
61-90 days
9+
Retainage Aged
Unapplied Credits
Retainage Posted
Total Due

2xizlpe|mn|/o|0a
Custormer D ACE0D1 ACE BUILDERS Open Invoice
Credit Information
Pryrit Methad cHe (4] Check
Fin Charge?
Fir. Charge Code |01 (8]
Creclit Litnit 315000
Credit Hold Fl
Ealance Information
Mewy Finance 750

00

00
00
00
13527 .56
00
00
00
13635.06

| Company H |08/25/2005 | Terminal TO0O |OWR

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
balances 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.

11-10
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Customers

Note I

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

Pymt Method

Fin Charge?

Fin Charge Code

Accounts Receivable User’s Manual

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 (enter Y in text
mode); if not, clear the box (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.
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11-12

Field

Credit Limit

Credit Hold?

New Fin Chg

Unpaid Fin Chg

Current Due/Balance

Description

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.

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 allow the transaction.

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. Edit this value, if necessary.

If the customer has an unpaid finance charge, enter
it, or accept the default value. The value is updated
when you use the Periodic Maintenance function,
at which time new finance charges are added.

The Accounts Receivable 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+ days, and Retainage Aged.

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.
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Field Description

(ﬁb C When you enter retainage invoices, the amount
J appearsin the Retainage Aged field. Theamount in

thisfield is reduced after you post retainage
invoices. Thisfield is not affected by online aging
but retainage invoices areincluded and aged in the
regular balance information.

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.

ﬁ‘l C Retainage Posted Retained amounts are added to this field when you
post invoices with amounts retained from any of the
Job Receivables functions.

Total Due The new finance charge, unpaid finance charge,
current due, and ba ance 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.
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Credit Card Information

If you elected to add or change the customer’s credit cards, this screen appears:

&) Credit Card Information

X

Commands Modes Other  Scroll Commands  Help
2xizee|me|[’o|0@
Custormer |0 ACE0D1 ACE BUILDERS Open Invoice
Pyrrt Method Card Number Cardholder's Marme Expires
AN 311 22 Ace Builders, Inc. ] @
hAC hastercd 2111737790209022 Ace Builders, Inc. 952007 E]
WS WS A 1111634766239920 Ace Builders, Inc. 412006 E]

[ Erter = edit ] [ Append Header

J

] [ Mext screen ] [ Prev screen ]

| Company H |08/15/2005 |Terminal TO0O |OWR

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 (enter Y in text mode); if not, clear the box (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.

11-14
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Customers

If you choose not validate

card numbers, you may enter any card number, name,

and expiration date information 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.

»  Toreturn to the previous customer maintenance screen you sel ected, pressP.
If you did not select another screen, the Customers selection screen appears.

e Tochange your entry

in the Validate Credit Cards? field, press H.

* Togotoaspecific credit card in thelist, press G.

e Toaddacard, press A. To edit acard, press Enter. In either case a Credit
Card Information window appears

& Edit Credit Card Information

Commands Edit Modes Other

Help

2xizramn|- ¢[00

Pyrrt Method LY AmEx
Card Mo
Marne Ace Builders, Inc.
Exp 7| 2006
Field Description

Payment Method

Card No

Name

Accounts Receivable User’s Manual

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.

Enter the credit card number asit appears on the
card. Do not enter spaces between blocks of
numbers.

Enter the card holder’s name asit appears on the
card.
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Field Description

Exp (Month and Enter the month and then the year that the credit

Year) card expires. If you attempt to enter a payment using
the card on a date after the expiration month and
year, a message 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.

History Information

If you elected to add or change customer history, this screen appears:

| Histo ry Information

Eo&

Commands Edit Modes Other Help
2xrramn[-¢[0@
Cust ID ACEDD1
Mame ACE BUILDERS
Period to Date Gir to Date “W'ear to Date Last vear

Sales 2665059 216761 42 1665331 .24 122357963
Profit 226942 4548015 492899.03 370863.25
Modre 2 4 14 g
Fin Cha oo
Prymts 00 647524 .54 1627397 .54 1110:545.55
Disc 00 00 12630 63 15995.35
MoPymts 1) 2 14 5
Tot DaysiPay o 93 715 11
Avg DaysiPay 0.00 47.50 51.07 42.20

First Date Last Date Lazt Amount Laszt I Mo
Sale 074004 [75) os/2112005 (73] 21722.07 12670074
Payment 0B/2772005 E 154642 .54 00014189
Customer High Balance 72214410 Credit Status FFzazzaan

|C0mpany H (0584552005 |Terminal TOOO | NS
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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, thisyear, 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
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Field

No/Inv

Period to Date/
Qtr to Date/
Year to Date/
Last Year (N5)

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

Description

Enter the number of invoices you sent the customer
this period, this quarter, this year, and last year.

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, thisyear, 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 invoices this period, this quarter, this year,
and last year.
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Field

Avg Days/Pay
Period to Date/
Qtr to Date/
Year to Date/
Last Year

First Sale Date

Last Sale Date

Last Sale Amount

Last Inv No

First Payment Date

Last Payment Date

Last Payment Amount

Last Payment Number

Customer High
Balance

Accounts Receivable User’s Manual

Description

Calculation of the average number of daysthe
customer took to pay all invoicesthis period, this
guarter, 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.

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 the last payment the customer made.
Thisfield is updated when you post transactions.

Enter the amount of the last payment the customer
made. This field 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.
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Field Description

Credit Status The system keeps a running 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 Aninvoice was 61 to 90 days overdue

3 Aninvoice was 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.
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Ship-To Addresses

If you elected to add or change ship-to addresses, the Ship-To Addresses screen
appears.

Commands Modes Other  Scroll Commands  Help

Ship-To Addresses

2xiz|na|ma|-¢ (0@
Customer 1D ACE0D1

Mame ACE BUILDERS Default I0

Ship-Ta [Marne City St Zip

""" Bill Meyers Paducah o 65 =
o000z Emtna Sands PADUCAH K 28655-7865 E]

[ Erter = edit ] [ Append ] [Nextsc:reen] [Prevscreen] [ Default ]

| Company H |08/15/2005 | Terminal TO0D | NS

The Ship-To Addresses screen displays all addresses associated with a customer
ID, so you do not have to look up each address separately.

To set aparticular address as the default Ship-To Address through Accounts
Receivable, pressD. At the confirmation message, use the Proceed (OK)
command to accept the address as the default.

To return to the previous customer maintenance screen you sel ected, press P.
If you did not select another screen, the Customers selection screen appears.

To continue with the next customer maintenance screen you selected, press
N. If you did not select another screen, the Customers selection screen

appears.
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To add an address, press A. To edit acard, press Enter. In either case a Ship-
To Address dialog box appears.

Ay Append Ship-To Address

Commands  Edit Modes Other Help
2xiralma]? ¢|@e [ J(Fnm
Ship Ta
Marne Emma Sands
Aoy 1 BILLING
Addr 2 1588 5E 315T STREET
Addr 3 ROOM 131
City PADUCAH
State ke (8] zZipcode 2BE55-T865
Courtry us E]
Ship Wia
Ship Zone
Tax Group E]
Field Description
Ship To Enter the ID for the ship-to address.

Name/Address 1-3/

City/State/Zip
Code/Country

Ship Via

Ship Zone

Enter the customer’s name and address, city, state,
zip or postal code, and country code, or accept the
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.

Enter the method you usually use to ship itemsto the
customer—for example, the name of a shipping
service.

Enter the customer’s ship zone. Thisfield isfor
reference only.
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Field Description

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 overrides the tax group
you set up for the customer in the Customers
function.

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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Customer Comments

If you elected to add or change customer comments, the Customer Comments

screen appears.

% Customer Comments

Commands Modes Other  Scroll Commands  Help
2xiz|na@n[2¢[ea@
Customer ID [acEont | ACE BUILDERS
Ref ID [ ] End Date ]
Date Ref Commerit
01/20/2005 2 PLEASE MOTIFY JAME OF ANY SHORT SHIPMEMTS. @
012002005 |2 TRACER PUT O LAST SHIPMENT. g]
01M4/2004 |3 ACE AGREED TO PAY $3000 OM 201 E]
010472004 1 PLEASE MOTIFY JAME AT ACEWWHEN ITEM IS MAILED.
010472004 1 CALLED CUSTOMER ABOUT PAST DUE BALAMCE.
[ Fef 1D ] [ end Date ] [ Append ] [ Enter = edit ] [ Mext screen] [ Frev screen]
| | company H |08/15/2005 |Terminal TO0D | NS

To work with comments for only the default reference ID, press Enter. To work
with commentsfor a different reference ID, enter that ID. To work with all

comments, clear thisfield 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.
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To work with comments associated with a different reference ID, pressR.
Then enter the reference ID and end date.

To work with comments with a different end date, press D and enter the new
end date.

To return to the previous customer maintenance screen you sel ected, pressP.
If you did not select another screen, the Customers selection screen appears.

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 go to acomment for a specific date, press G and enter the date.

To add a comment, press A. To edit acomment, press Enter. In either case a
comment entry window appears.

& Edit Comment

Commands Edit Modes Other Help
I L IR
Date olizoizoos  [75)
Reference 2
Comment PLEASE MOTIFY JAME OF ARY 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.
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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.

User-Defined Fields

If you elected to add or change user-defined field information, the User-Defined

Fields screen appears.
& User-Defined Fields [Z||§|g|
Commands Edit Modes Other Help
2xzraan[ 240
Customer O ACEDD1 ACE BUILDERS
Decision Maker [ Thomas wentworth
wisits This ¥r
Catalog Sent?

Last Wisit 11/15/2004
Pres. Wisit 07/11/2002

| | Company H |08/15/2005 |Terminal TO0D | NS

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.

& Documents

Commands Modes Other  Scroll Commands  Help

2xiz|ne@n[24[0a@

Customer ID ACEOD1 ACE BUILDERS
&
&
k)
&
&
El

LineMa( 001 of 002 )

[Enter=ed'rt ] [ Append ] [ e ] [Open document] [Ne)d Screen] [Prev Screen]
| | company H |08/15/2005 | Terminal TO0D | NS

Note: You must set up file types in Resource Manager before you can attach
documents. See the Resource Manager User’s Guide for more information.

e PressP to view the previous screen in File Maintenance.
*  PressN to view the next screen in File Maintenance.
*  Press G to movedirectly 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.

iy Append Documents
Commands  Edit Modes Other Help

2xiznaan[ 240
Document ACESALETOS pf E]
Path L:rSaleshiktolaCES E]

Description Sales Brochure for ACEQNQT, 7/2005

2. 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 all users have accesstothe DocumentShare
directory, then store document attachments in 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 ableto 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 dialog 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 dial og 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 the file.

Note: If you have problems opening a document, press Enter to change the
direction of the dlashes used in the attachment’s directory path. If the directory
path contains backward slashes (\), change them to forward slashes (/) 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

Usethe Ship-to Addresses function to enter, change, or delete shipping
addresses and assign them to customers. You can enter 999,999 shipping
addresses for each customer.

Select Ship-to Addresses from the File Maintenance menu. The Ship-to
Addresses screen appears.

iy Ship-to Addresses

Commands Edit Modes Other Help
2xizramn|-¢ [0
Cust ID 4 ACE BUILDERS
Ship Ta LY
Mame Bill Meyers
Addr 1 RECEMING
Addr 2 1588 SE 3157 STREET
Addr 3
City Paducah
State ke (8] zZipcode 2BE55-T865
Courtry us E]
Ship Wia
Ship Zone
Tax Group E]
| | company H |08/15/2005 | Terminal TO0D | NS
Field Description

Cust ID
Ship To

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

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.

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 a different tax group, it overrides the tax group
you set up for the customer in the Customers
function.

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 el ected 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 Rep screen
appears.

& Sales Reps

Commands Edit Modes Other Help
IR FIECIEY
Sales Rep ID LY
Mame Donna bl Mendelzohn B e 0
Address 1 6712 Sth Avenue Morth
el Cammission Pet 5250 | %
el Percent of Sales (MNet) .
CityiState Dallaz T
Zip Code 7TTTI-E976 Courtry us 3 s el Booked Sales |38
Phaone (111)532-9573
Fax [
Ernpl ID
Pavy on: SALES HISTORY
Line Items Morith ta Date ‘ear to Date
Tax Fl Gross Sales T2364 67 82157740
Freight Fl
Misc. i Last Sales Date osiz5i2005 [T9)
E-Mail Address | donnami@builders_supply .com
Cormpany H 0&#M 52005 Terminal TOOO INS
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Enter the ID of the salesrep.
Enter persona 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 is an 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 Payroll 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 saleis 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’scommission 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.

10. Enter the date of therep’s last sale. Post transactions updates this field.
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Note I

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 salesrep’s electronic mail address for reference purposes.
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

Usethe Recurring Entries function to set up noninventory 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
(page 5-31) to copy them to the ARTDxxx and ARTHxxx (Transaction) files
when they come due.

To savetime, you can copy agroup of Recurring Entries to the ARTDxxx and
ARTHxxx filesinstead of entering each transaction each time you send the hill.
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.

Select Recurring Entries from the File Maintenance menu. A menu appears.

it Modes Other Information  Help

A EIEIED (oK) (Bendo

& | Transaction Type

Commands Edit Modes Other Help
2xizpemn[e[eex

Transaction Type
(%) Recurring Entries
() Edit Recurring Entries

§ Fercent hmod LY
% Percent Ship Yia
Pick Slip Mo.
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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.

Recurring Entries Header

After you make your selection from the Recurring Entries menu, the header
screen appears.

4| Edit Recurring Entries

Commands Edit Modes Other Information Help
2xr|=amn[-¢[0e
Recurring Mo b1
Sold to: ACED0T (&) Ship to: 2[q)
ACE BUILDERS Emma Sands
1588 SE 31ST STREET BILLING
1588 SE 31ST STREET
ROOM 131
PADUCAH KY  28655-7865 us PADUCAH KY  28655-7865 us
Sales Rep 1 GPD E] Percent 100.0 Ship Method
Sales Rep 2 E] Percent Ship Yia
Cust Lewvel ACEDD Pick Slip Mo.
Terms Code | 2PCT &
Terms Desc 2M0,n/30 Type Reg
Terms% 2.0  Days 10 NetDays 30 Taxable i
Order Mo Tax Group L) E]
Ord Date E] Description Minnesota
Run Cd 1 Cutoff Date | 1203172005 E
Field Description

Recurring No Enter a number that identifies the recurring entry.
Sold to If the recurring entry isfor one customer, enter the ID

of the customer. The customer’s name and address

o
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Field
Sales Rep 1/Percent
Sales Rep 2/Percent
Cust Level
Terms Code
Ord No
Ord Date

Accounts Receivable User’s Manual

Description

If the recurring entry is for a group of customers,
enter an asterisk (*) and the customers’ group code.

If you entered a customer ID in the Sold to field, the
ID of the sales rep who usually sellsto the customer
appears. Accept it, or enter adifferent ID.

Then enter the percentage of the sale you want to
base the sales rep’s commission on, or press Enter
for acommission 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 use the 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.
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Field

Run Cd

Cutoff Date

Ship to

Ship Method

Ship Via

Description

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.

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 codeis not 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 is on file,
the means by which the method is shipped appears.
Accept it, or enter a different shipping method.
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Field

Pick Slip No

Taxable

Tax Group

Description

Description

Enter the picking slip number for the entry.

For each entry, select the check box (enter Y in text
mode) if the location is taxable, or clear the box
(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 Manual). After you enter the tax
group, the description appears.

The description of the tax group appears.

If you are entering a new recurring entry, the Append Line screen (page 11-42)
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 11-44) 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 anitem in thelist. If
you use this command, the line-item entry screen istitled Edit Line instead

of Append Line.

3 Append Line

Commands Edit Modes Other Information  Help
2xizramn|-¢ (0@
Entry 002
Desc  |SERVICE CHARGE GLcode  [R1 (8]
Sls Cat Seles Acct | 401000 [
Taxx Class oo (g 000 % COGS Acct |501000 (&)
Inv Acct | 104400 (&)
Unit=
Ordered 1.0000 Price 25.0000 | Ext Price .00
Cost 0000 | 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
appears when you press Enter in the 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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Field
Sls Cat
Tax Class
GL Code
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 a different sales
tax class. The effectivetax ratefor 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 is available
if Accounts Receivable interfaces with General
Ledger.)

Enter the number of units that were sold.

Enter the type of unit theitem is sold by—for
example, EACH if it issold individually.

Enter the item’s unit price and unit cost.

Theentry’stotal 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 line item, or exit to
the Recurring Entries screen.
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Recurring Entries

File Maintenance

When you save the first 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

11-44

When you exit from the line-item entry screen, the Recurring Entries scroll
region screen appears.

4| Edit Recurring Entries

Commands Modes Other Scroll Commands — Information  Help
2xizna|ma|/-¢ (0@
Sold ta: ACEDD1 ACE BUILDERS Tran Mo 0001
Ship to: 000002 Emma Sands Type Invoice
Description Gty Ordered Units Unit Price Ext Price
CONSULTING FEE 1.0000 | EA @
Ertry ( 001 of 001
Subtatal Freight Mizcellaneous Sales Tax et Due
125.00 .00 .00 .00 125.00
[ Erter = edit ] [ Append ] [ Header ] [ Totalz ] [ e ]
| | company H |08/15/2005 | Terminal TO0D | NS

The Recurring Entries screen is divided into these sections:
« 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 lineitem
and press Enter.

Append Press A to append alineitem to an entry. Then see
“Append Ling” on page 11-42.

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 already 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 PressV 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

This window appears when you use the Totals command from the Recurring

Entries scroll region:

& Totals Information

Commands Edit Modes Other Information  Help

2xina@n

7

¢|ea

Subtotal
Freight
Mizcellaneous Chgs

Sales Tax

Invoice Total

et Due

00 Tax Clazs
il Tax Clazs

o

Field

Subtotal

Freight

Tax Class

Miscellaneous Chgs

11-46

Description

The subtotal of the line items appear.
Enter the shipping charges.

If youindicated that freight istaxable in the Resource
Manager Tax Groups function, the freight’s tax 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.
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Recurring Entries

Field

Tax Class

Sales Tax

& Sales Tax Information

Description

If youindicated that freight istaxable in the Resource
Manager Tax Groups function, the freight’s tax class
appears. Accept the default tax class, or enter the tax
class to which the shipping charges should be

applied.
Enter the salestax. If you enter asalestax that is

different from the calculated amount (which is based
on the tax class and tax group), a window appears:

Commands Edit Modes Other Help
s A IR
Tax Location Tax Armount
MH 8143 TaxLloc Class
Tax Adjustment 378 4 [ oofs)
Sales Tax 11.91
Field Description

Tax Location
Tax Amount

Tax Adjustment

Tax Loc
Class
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The tax location for the recurring entry appears.
The tax amount for each location appears.

Accept the default sales tax adjustment, or enter a
different amount.

Enter the tax location for the adjustment.

Accept the default tax class, or enter a different tax
class.
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After you enter the tax class, the cursor returnsto the Totals Information dial og
box.

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.

Thefollowing tables are related to Accounts Receivable:

¢ ARGLxxx
¢ ARPDxxx
e DFxxxx

e DUNxxX
¢ FORMXxx
e QEXxxxx

e QHIxxxx
e QH2xxxx
e QIxxxx

e QMXXXX

For more information about each of these tables, see their individual descriptions
in this section.

Note I

The OPTxxx (Options) tables store options and interfaces settings. Maintain
the information stored in thistable through Resource Manager functions, not
through the table itself.
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Tables
Select Tables from the File Maintenance menu. A blank tables screen appears.
£ ARTB EIEX
Commands Edit Modes Other Help
2xeEeaan[2¢ 0@
Table ID E] Description
Mumber of Colzs Column Length Type
| |Company H |084152005 |Terminal TODD | INS
1. Toadd or change atable, enter the table ID. To set up a company-specific

table, enter the table ID plus the one- to three-character company ID. To set
up a terminal -specific table, enter the table ID plus the four-character
terminal ID. To delete the table, use the Delete (F3) command.

2. If you entered anew table 1D, 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 a company and then change the
appropriate fields. To copy a sample table, enter the table ID.

3. 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 decimals (4)—appear.
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AlARYy Table

gcic

The AIAR table (wherey isthe flexible code for the amount retained) stores up
to 18 Al A percentages and limits for cal culating retainage.

You must manually set up thistable. There is a sample table in Sample Datato
use asaguide, if necessary. A sample AIARYy table is shown below.

Commands Edit Modes Other Help
L FIEEIEY
Takle I LY Description
Murnber of Cols 2 Column Length 12 Type ] L3
PERCENT LIMIT
15.00 5000.00
10.00 2000000
5.00 5000000
z.00 10000000
oo oo
oo oo
oo oo
oo oo
oo oo
oo oo
oo oo
oo oo
oo oo
oo oo
oo oo
oo oo
oo oo
.aa .aa
| | company H |08/25/2005 |Terminal TA0D |OWR

A Flexible % Code field appears on both the Set Up Schedule and Application
Entry screensin AlA Invoicing. For each percentage of the amount retained,
enter the maximum billing amount to which that percentage applies.

For example, assume you are billing a customer $10,000 for ajob, and you enter
A for the Flexible Code % for calculating retainage. The retainage on the first
$5,000 is 15%, which is $750. The retainage on the next $5,000 is 10%, which is
$500. The total retainage for the $10,000 invoice is $1,250.
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ARGLxxx Table

gcic

11-52

The ARGLxxx table stores the general ledger accounts that accounts receivable
cash receipts, discounts, inventory, and finance charges are posted to in the

GLJIRxxx (Journal) file.

When you enter the table 1D, the rest of the ARGLxxx table appears.

Commands Edit Modes Other Help

DESCRIPTION G/L NUMEEER

CASH RECPTE |100000
DISCOUNTS 404000
INVENTORY 104400
FIN CHEG 802000
AR RETENTION |Z04500

2xizramn|- ¢[00
Takle I LY Description GL Accounts Table
Murnber of Cols 2 Column Length 12 Type

| | company H |08/25/2005 |Terminal TA0D |OWR

1. Accounts Receivable posts to five accounts: cash receipts, discounts,
inventory, finance charges, and AR retention. Accept each account shown, or

change the description of each account.

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.
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The AR Retention account is debited for the amount retained when you post
ﬁj C AlA invoices, job invoices, or cost plus invoices. When retainage invoices
are posted, this account is credited.

2. For each account description (except AR Retainage), accept the default
general ledger account number or enter adifferent account number. Enter the
AR Retainage account on the fifth row of the table.

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.
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ARPDxxx Table
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The ARPDxxx tables stores acompany’s current general ledger period, fiscal
year, and number of periods per year for posting and periodic history.

When you enter the table 1D, the rest of the ARPDxxx table appears.

Commands Edit Modes Other Help

A FIEIEY
Table ID % Descrigtion | 2R Periods Table |
Murnber of Cols Column Length Iil Type I w
PERIOD FISCAL YEAR # PERIODE/YR |
a.00 E005_00 1z._00

.oo .oo .oo

.oo .oo .oo

.oo .oo .oo

.oo .oo .oo

.oo .oo .oo

.oo .oo .oo

.oo .oo .oo

.oo .oo .oo

.oo .oo .oo

.oo .oo .oo

.oo .oo .oo

.oo .oo .oo

.oo .oo .oo

|company H |08/15/2005 | Terminal TO0D | 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 in the FISCAL YEAR box. Thefiscal year increments
when you do year-end maintenance.

Enter the number of accounting periods your company uses in ayear (1.00-
13.00) in the # PERIODS/YR box.

Accounts Receivable User’'s Manual



File Maintenance Tables

DFxxxx Table

The DFxxxx table stores the default batch 1D, distribution code, GL code, and
cash receipt invoice number that appear when you enter transactions.

When you enter the table 1D, the rest of the DFxxxx table appears.

Commands  Edit Modes Other Help

2xiz e mn|-¢ [0
Table ID % Descrigtion [Detautts Table |
Murnber of Cols Column Length 12 Type A .

FIELD DEFAULT WALUE |
EALTCH ID [u]u]u]u]ui

DIST CODE 01

GL CODE Rl

C/R INVOICE |DEPOSIT

| | Company H |08/15/2005 |Terminal TO0D | NS

Thefields you can enter defaults for appear. Accept the default fields, or change
them.

Do not delete lines or rearrange field names. The system looksfor 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.
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DUNxxx Table
The DUNxxx table stores dunning messages for statementsin 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.

When you enter atable ID, the rest of the DUNxxx table appears.

Commands  Edit Modes Other Help

L FIEEIEY
Takle I LY Description |Dunning Messages Table |
Murnber of Cols Column Length 36 Type A .

Meszages |

Please pay promptly.

Tour account is past due.

Seriously past dus. Pleasze remit.

Legal action iz imminent.

| | company H |08/15/2008 |Terminal TO0D | 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.
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FORMxxx Table

The FORMxxx table stores the message you want to print at the bottom of each
invoice.

When you enter the table 1D, the rest of the FORMxxx table appears.

o)X

Commands Edit Modes Other Help

2xizlanme|zo|e@
Takle I LY Description |F0rm Murnber Takle |
Murnber of Cols Column Length 12 Type A L2

Invoices £081 |Thank wou fo |r your order |.

| |Campany H [08/15/2005 [Terminal T00O | INS

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.
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MARKUXx Table

The MARKUx table can store seven markup codes that you use in the Cost Plus
Invoicing function. Each markup code details the markup percentages for five
cost types: labor, material, equipment, subcontract, and others.

You must manually set up thistable. There is a sample table in Sample Datato
use asaguide, if necessary. A sample MARKUx table is shown below.

Commands Edit Modes Other Help

2xrramn[-¢(0@
Table ID % Descrigtion [ |
Murnber of Cols Column Length 12 Type |N . |
MAREUP CODE LAEBOR MATERIAL EQUIPMENT SUBCONTRACT OTHERS |

1.00 lg.00 14.00 1z.00 l0.00 l0.00

z.00 z0.00 ls.00 14.00 1z.00 l0.00

3.00 zz. &0 lg.00 15.00 15.00 1z.00

4.00 z5.00 z0.00 z0.00 z7.50 15.00

5.00 z7.50 z5.00 z3.00 30.00 z0.00

5.00 30.00 30.00 30.00 30.00 30.00

7.00 35.00 35.00 35.00 35.00 35.00

Cormpany H |08/25/2005 |Terminal TOOD |OVR
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Tables

QExxxx, QHxxxx, QIxxxx, 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 this information: 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.

When you enter the table 1D, the rest of the table appears. A QExxxx tableis

shown below:

Commands Edit Modes Other Help

FIELD DATA

Description
Addnl Descr
Category

Tax Code

Price Struct |T
GL Code

Sales Acct
COGE Acct

Inv Acct

Qty Ordered |T
Units E
Qty Shipped |E
Qty Ekord

Unit Price E
Unit Cost E

2xr=ee @a[?2€|aa
Takle I LY Description Guick Entry Table - Edit Trans
Murnber of Cols 2 Column Length 12 Type A .

| company H |08/15/2005 |Terminal TO0D | NS

Thefields that appear on the line-item entry screen when you add or change
transactions appear. Accept the default fields, or change them.
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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 the first 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 afield when you press Tab or Enter, enter T. If you do
not want the cursor to stop at afield, leave the field blank.

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 12-23) to produce
alist of all Accounts Receivable tables.
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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.

Note I

Before you enter beginning balances, if you el ected 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 bal ance 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.
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Note I

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

e 61to90daysold

e 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.
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Build Open Invoice File

Select Build Open Invoice File from the File Maintenance menu. The Build

Open Invoice File screen appears.

& Build Open Invoice File [Z||§|g|
Commands Edit Modes Other Help

2xizlpa|me|o|ea

MEWARNING --  This program is to be used
only at system intialization.

CurrertDate | | E

| | company H |08/15/2005 |Terminal TO0D | NS

1. Enter the current date from which invoices will be aged.

2. Usethe Proceed (OK) command to build the ARINxxx file. When

processing is complete, you are returned to the File Maintenance menu.

3. Print the 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.

4. When the ARINxxx fileis correct, post the invoices.

Accounts Receivable User’s Manual

11-63






Change Fields

Usethe 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
10-68.

When you select Change Fields from the File Maintenance menu, the Change

Fields screen appears:
3 Change Fields
Commands Modes Other  Scroll Commands  Help
2xiz|ne | mn|-¢ (0@
Field ID 9
Criginal Y alue Mew Yalue File Description Time Tag
N R (=) (uctove e ot | ) | =
0z 04 & O |2
i 0 |-
) O ||~
& O =
& O =
Line Mo 000001 of 000002 )
[ Switch to tag ][ Erter = edit ][ Append ][Begin code change][ Header ]
| | company H |08/15/2005 |Terminal TO0D | NS

The screen contains three sections. The top Header, section, which includes the
Field ID and Print Log? fields, is where you select the code or 1D to change, and
whether to produce the printed log. The lower |eft Values section is where you
build alist of the values to change by specifying the old value and the new value.
Thelower right Files section containsalist of the files that are changed in the
applications you installed on your system.
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Header
" Inquiry | 1. Enter the Field ID you want to change. You can change only Accounts
_ Payable fields from the Accounts Payable menu. To change IDs 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 the Field ID and indicate your preferencefor printing the log,
use the Proceed (OK) command to begin entering field values to change.
Values

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.

* Press Tab to switch to the File Description section to specify which
files change during processing.

*  PressEnter to edit the current line.
*  Press A to append another valueto the list.
*  PressB to begin the change field process.

*  PressH toreturn to the header section to change the selection you made
for printing the log.

11-66 Accounts Receivable User’'s Manual



File Maintenance Change Fields

* PressG togotoaparticular entry. This option is only available when
there is more than one page of entries.

* PressF to choose anew field ID (this abandons any field changes you
entered, but have not yet saved).

8. Continue entering old values and new vaues 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 all 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 therelative time it takes to change the
fieldin agiven file. Fileswhere thiscode 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
the file to change fields in the file.

11. Select acommand.
*  Press Tab to switch to the Values section of the screen.

* PressEnter to toggle afile asincluded or excluded from the copy
process.

* PressA totagall of thefiles.
e PressN tountag all of thefiles.

*  PressB to begin the change field process.
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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).

12. When you have tagged the files you want to change, press B to begin the
change process. When the changes are complete, the log printsif you elected
to produce it.

13. Enter anew Field ID to change, or usethe Exit (F7) command to returnto the
File Maintenance menu.

Change Fields Log

08/LEFZ00E Builders Supply Page 1
2:14 &M Change Field Log

File Name Records Read Records Converted Original Total Record New Total Records
ARCUH z 1 1z 1z
ARCCH [ 5 17 17
ARCRH z 1 z1l z1l
ADHIH lag 148 502 502
ADHSH lzz 1zl 537 537
ARINH H 4 3z 3z
ARPYH 1 0 ] ]
ARREH z 1 3 3
ARFHH z 1 3 3
ADEAH E] z ] ]
ARTDH 15 14 34 34
ARTHH 1 3 11 11
ARCHH 1 3 1z 1z
ADCUH. U E] z ze ze
ADCUH. UF [ 5 3E 3E
CIESH Could not open file.

INATH 10 4 lg9 lg9
INHIH Improper field length for Record Test; ENUM=0, Record=ENTRY

INHIH 457 1z0 1017 1017
INLHH Improper field length for Record Test; ENUM=0, Record=ENTRY

INLHH 0 0 406 406
INSHH Improper field length for Record Test; ENUM=0, Record=ENTRY

INSHH 27 0 585 585
SORHH z 1 5 5
SO0RLH H 4 zo zo
S0TDH 1 3 z9 z9
SO0THH E] z ] ]
JOESH 1 0 zE zE
JOHIH 1 0 lg9 lg9
JOHIH 0 0 lg9 lg9
Field ID AL CUSTOMER ID

Original Value Hew Value

ACEDOL ACEELD

11-68

Accounts Receivable User’'s Manual



Codes Maintenance 12

GL Codes 12-3
Distribution Accounts 12-5
Terms 12-7
Shipping Methods 12-9
Payment Methods 12-11
Finance Charges 12-13

Accounts Receivable User’s Manual 12-1






GL Codes

Usethe 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 accounts to a transaction. When you post transactions,
information associated with a sales’COGS code is sent to the correct accounts.

Select GL Codes from the Codes Maintenance menu. The GL Codes screen

appears.

4| GL Codes

Commands Edit Modes Other Help

A IR

GL Code

Description

GL Sales Account
GL COGS Account

b

Cortract Sales

402000
02000

@
®

| Company H |08/15/2005 |Terminal TO0D | NS

1. Enter the code for the sales/ COGS account pair.

2. 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.
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Inquiry
Maint

Inquiry
Maint

0]
—
Q)
o
o
®
n

12-4

4,

Accept the default general ledger sales account, or enter a different account
number. (The Maintenance and Inquiry commandsare available if 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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Usethe 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 codes to 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.

4| Distribution Accounts g|g|g|
Commands  Edit Modes Other Help
2xizramn|-¢ (0
Distribution Code LY
Description Regular Customers
GL Accounts:
Receivables 101000 (&
Sales Tax 203500 (&)
Freight 405000 (&)
Miscellaneous 501000 (&)

| | Company H |08/15/2005 |Terminal TO0D | NS

1. Enter the distribution code with which you want to work.
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Distribution Accounts Codes Maintenance

12-6

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, salestax, 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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Terms

Use the 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 a terms code with

10 discount days to one customer and a terms code with 30 discount days to
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.

& Terms
Commands Edit Modes Other Help

A IR

Terms Caode
Type

Percent
Dizcount Days

Met Due Days

Description

Reg w
1.0

10

30

410,070

| Cormpany H

| osnsmoos |

Terminal TOOO

IS

1. Enter the terms code with which you want to work.
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Terms

Codes Maintenance

12-8

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 100.0%), 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.

Note I

Theterms code represents ongoing terms of payment. Leaving all 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 menu.
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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 also 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 I nterfaces 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 Methods screen appears.

3 Shipping Methods
Commands  Edit Modes Other Help

2xizramn|- ¢[00
Shipping Code LY
Description Federal Exp 2nd-Day

Tracking URL
hittp: ity fedes comlcgi-bindracking Paction=track&tracknumbers=[TRACK]

| | CompanyH | 08A52005 | TerminalTooD | s

2. Enter the shipping code whose information you want to add or change.
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Shipping Methods

Codes Maintenance

3.

12-10

Enter the shipping code's description, if necessary. The descriptionisused 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 letters and including the brackets) after the search
term that references the tracking number in the URL .

Examine the shipping company’stracking website URL carefully to identify
the tracking number search term; examples of this term include
&tracknumbers= or &lnquiryNumber1=.

When you use the Launch Browser command in Sales Order while viewing
tracking numbers for transactions, OSAS automatically launches your web
browser and directs it 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

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.

iy Payment Methods

Commands  Edit Modes Other Help
2xizramn|-¢ (0@
Payment Method Code LY
Description Check
Short Description Check
Payment Type 2 Check
Bank Accourit 1D FrEO01 E] 1st Hational Bank
Debit GL Account LY
Period to Date Gir to Date “Wear to Date Last vear
Payments juli} 962317 65 315817236 juli}
i | CompanyH | 08A52005 | TerminalTOOD | IS
Inquiry 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 adescription of the payment method.

This description appears when you use the Inquiry (F2) command in a
Payment Method field.
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Payment Methods

Codes Maintenance

iy | S

iy | ©

T

12-12

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.

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 typeis credit card. Enter the credit card
customer 1D associated with the payment method.

To track receivables from a credit 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 as a credit card company.

Enter the default general ledger account associated with the payment code.
(The Inquiry and Maintenance commands are available if Accounts
Receivable interfaces to Genera 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

Usethe 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.
4| Finance Charges
Commands  Edit Modes Other Help
22Xtz 2B A0 |00
Finance Charge Code LY
Description Finahce charge code from 5.2
Percent 1.50
Minirnurn Charge ]
Open Invoice Days 30
Balance Forward Days 1 - 30 Days b2
| | Company H [08/15/2005 | Terminal TO0D | NS

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.
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Finance Charges Codes Maintenance

4. Enter the minimum amount to be charged. If the calculated charge is less
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 3ldaysand over
e 6ldaysand over
e 9ldaysand over
e 121 days and over
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Printing a Master File List

All Master Listsare printed in asimilar 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 pick screen for thelist you want to print
does not contain check box options, skip that step and continue to the next.

Follow these stepsto print a master list:

1. Select thelist 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.

3 Recurring Entries List

Commands  Edit Modes Other Help

2xxzwemn[-e/ee
Customer D From ACEDDT (& Prirt:
Thru TERO (&) (%) Lire Detail
() Transaction Tatals

() Break Totals

Print By

@ Recurring Entry Mumber Additional Description Format
(O Custamer ID

() Run Cade

| | Company H |08/15/2005 | Terminal TO0D | NS

2. Select the range of values to print on the list from the boxes.

L eave these fields blank to select all values, or enter valuesinto a
combination of fields to select specific information to print on the list.
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Printing a Master File List Master File Lists

13-4

10.

If the screen has check boxes that control what type of information prints,
select or clear the boxes (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.

In the Print section of the screen, select theinformation you want included in
the list, 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.

Select whether or not you want the additional descriptions to print and in
which format.

Select whether or not you want to suppress blank lines.
Select whether or not you want a page break after each table.
Select the output device. See “Reports’ on page 1-41 for more information.

If you elected to produce standard labels, aline of X'sis printed so that you
can aign the labels. Then this prompt appears:

Is form aligned?

If the labels are not aligned, select No (enter N in text mode) and adjust
them. When the labels are aligned, select Yes (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’ IDs, names, addresses, commission information, and sales history.

Sample List

08/LEFZ00E Builders Supply Page 1
2:30 &M Sales Reps List
———————————— Sales Rep —-—-—-—----- Euployes ID Commission Sales MTD
I  Hame Phone Humber Rate Pay On Sales YTD Last Sale Date
hddress Fax Humber Basis
DMM Donna M Mendelsohn 5.z80 Line Items YEE 72364.67 0572572005
€712 Svh Avemae North (L11)532-9873 Hew Sales Zales Tax NO SZLET7. 40
Booked Sales Freight Ho
Misec Ho
Dallas T 7TITE-E8TE U
donnam@builders_supply. com
GID  Garry P. Deacon DEACOL 5.000 Line Items YEE TIEED. ES 0772172008
8Ll% Cross Street (255) BE3-7ES0 Hew Sales Zales Tax NO l9lzEzz. 51
Booked Sales Freight Ho
Misec Ho
Los Angeles Ch 99873-34lz  UZ
garryd@builders_supply. com
JEH James h. Hovland HOVOOL 5. 500 Line Items YES 11267.350 077102005
1930 Cedarhurst Drive (888) SE7-8324 Her Sales Zales Tax NO E96228. 41
Booked Sales Freight Ho
Misc Ho
Kansas City MO EEE63-Z341 TS
jamesh@builders_supply. com
PRT Patrick I Thomassen THOOL 5.250 Line Items YES 16695 78 0671872005
1674 West 77th Strest (L0D) 873-8954 Her Sales Zales Tax NO 323808.71
Apr 1203 Booked Sales Freight Ho
Misc Ho
Hew YORK WY lO00Z7-4355 U8
patrickt@builders_supply.com
End of Report
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Customer Detail List

The Customer Detail List shows the information stored in the ARCUxxx

(Customer) file: each customer’s name and address, credit and tax information,

current balances, sales and payment history, and user-defined fields and
documents associated with each customer.

Sample List

08/25/2005

S:46 AM

ACEOOL

ACE EUILDERS

1588 SE 313T STREET

PADUCAH
ATTH:

EY Z8e
ACCOUNTE PAYAELE
Ship Eone: 01
Ship-To:
Thone: (505} 555-168
Fax: i ! -

New Finance Charge:
Unpaid Finance Charge:

Current Due:
Balance 31-60:

61-50:

S1+:

RBetainage Aged:
Tnapplied Credits:
Reatainage Posted:
Total Due:

E-Mail Address:
Web Site:

Peri
Sales
Profit
Humber of Invoices

Payment s

Discounts

MNumber of Payments
Total Days to Pay
Average Days to Pay

Sale
Payment

TTD Finance Charge

EE-T7865

46

7.
.oo

13827,

13835,

od-to-Date
Z242Z232.01
676443

4

13736.70
825.82

5

235
£3.00

1st Date
0&8/13/2001

.oo

L0

[l

i}

Builders Supply
Customer Detail Li
By Customer ID

tr-to-Date TYear-to-Date

134306.63 854031.26
2263054 111756.63
7 17
123473.13 0332333
3Z60.04 17704.85
10 30

L1 1363

E4_&0 65.43

Last Amount
Z0E0. o0
S000.00

Last Date
12/17/2004
1z2/21/2004

High Balance

st

Partial Ship?
Territory:
Contact:

Sales Rep 1:
Sales Rep Z:
Group Code:
Statement Code:
Account Type:
Dist Code:

Cust Lewel:
Finance Chg?
Fin.
Terms Code:

Taxable?
Tax Group:
Exempt ID:

Credit Limit:
Credit Hold:

Payment Method:
Card Number:

Cardholder:

Credit Status:
Werify Credit

Last Year
9379321.30
Z1E0Z6. 826

1z

933783,
4332

531
23.55

Last Number
ooooe?00
448

£53311.41

Charge Code:

Cards?

Page 1

TES

MIDATL
ERIAN
GPD Garry P.

Class: WHSL

Deacon

u}

Eoth

Open Invoice
ol

TES

o1

ZPCT
Z.0%

HO

MH

Beg

10 DAYS, NET 30

Minnesota

315000

HO

CHE

3-2-2-1-2-1-4-3-2-1-1-1
HO
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Customer Labels

Customer labels are ahelpful reference to the customersyou have onfile. Usethe
Customer Labels function to print 1-by-3%-inch mailing labels for customer
invoices and statements.

Sample Labels

ACEOQOL

ACE BUILDERS

l&e2 2E Z18T STREET
PADUTCAH EY Z26E55-7865

DALOOL

DALLAS-FT WORTH DOME HOMES
10zE 27TH AVE SE

DALLAS TH 77777

GREOOL

GREATER NEW YORE DOMEZ, THC.
100l AVE OF THE AMERICAZ
HNEW YORE CITY NY 1001Z-4335

EANOOL1

KEANSAS CITY GEODESIC HOMES
Z38E WEST E2DRD AVENUE
HEANSAS CITY MO BGEGE

Losool

LOS ANGELES CONSTRUCTION CO.
2204z VENTURA EBOULEVAID
ENCINO CA 993939-3584

SUNOOL

EUNSHINE HOMEZ, THC.
1000 OCEAN BOULEVALD
MIAMI FL 33333-4323

TENOOL

TENNEZSEE SHELTERZ, THC.
1001 COUNTEY ROAT
HASHVILLE TN 543Z7-4383

VISool

WIZA

2347 WEST VIRGINIA 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 Lis

t

08/15/20
S:41 AM

Customer

ACEOOL

CASHCA

DALOOL

GREOOL

KANOO1

LOZ001

SUNOO01

as Builders Supply Page
Customer Comments List
By Customer ID/Date
Date Pef Comment
ACE BUILDERS
0l/Z07E0058 Z PLEAZE NOTIFY JANE OF ANY SHORT SHIPMENTS.
TRACER PUT 0ON LAST SHIPMENT.
01/14/2004 3 ACE AGREED TO PAY $3000 ON 2/1

01/04/2004 1 PLEASE NOTIFY JANE AT ACE WHEN ITEM IS MATLED.
CALLED CUSTOMER AEOUT PAST DUE BALANCE.

CASH SALES-0AFLAND, CA
01/24/2004 1 CUSTOMEER. REQUESTED A CREDIT APPLICATION.

DALLAZ-FT WORTH DOME HOMES
o5/07/2005 1 CUST REQS THAT WE ONLY TAKE ORDERS FROM JACKIE

0z/14/2005 1 SENT NEW CREDIT APPLICATION

01/21/2004 1 CUSTOMER REQUESTED THAT WE SEND INV TO NEW ADDRESS

GREATER NEW YORE DOMES, INC.
0z/zg/fzo005 1 EOE HAS BEEEN PROMOTED. NEW CONTACT IS JULIE.

01/16/2004 1 EOE 3AID WE SHOULD SKIP THE REFUND REQUEST.

01/15/2004 1 EOE CALLED AND REQUESTED A REFUND ON CREDIT EBAL.

KANZAZ CITY GEODESIC HOMES
0z/14/2005 1 CUSTOMEER REQUESTED THAT ALL MAIL EE SENT TO NEW HQ

01/13/2004 1 JANE REQUESTED A Fix COPY OF INV § 39835

LOS ANGELES CONSTRUCTION CO.
07/14/2005 1 RICHAPD REQ'D DETAILED HISTORY OF JUNE'S ACTIVITY.

05/z7/2005 1 HNEW CREDIT LIMIT SET.

SUNSHINE HOMES, INC.
1z/09/2005 1 CUSTOMER REQUESTED A REFUND FOR DEFECTIVE WINDOWS.

End of Beport
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Customer Credit Cards

The Customer Credit Cards function allowsyou to print alist of the credit card
information you have on file for your customers.

Sample List

02/1E5/2005 Builders Supply Page 1
8:43 AM Customer Credit Cards List

Cust. I MOP Code Card Mumber Card Holder's Name Expiration Date
ACEOOL AMH  Bmerican Express 311177489332E01E8 Ace Builders, Inc. 7FFEODE

ACEOODL MC Master Card Z111737790Z0902E Ace Builders, Inc. 9/2007

ACEOODL VIS VIZA 111163476623 95320 Ace Builders, Inc. 4/2008

DALOOL AMH  Bmerican Express B1116E77289E6637 Bob Parker 472006

EANOOL1 VIS VIZA 111177420Z00Z25332 James A Howland 3/z007

LOs001 DIS Discowver 4111237736405258 LA Construction Co 1z/2005

LOs001 MC Master Card Z111466577462534 LA Construction Co 1z /2008

SUNOOL1 AMY  American Express S1l11z78329733544 Randy P Sulivan 3/z007

STUNO0L AMH  Bmerican Express 31113627933204887 Pussell T Johnson E/FEODE

SUNOOL1 DIS Discowver 4111233358627748 Randy P Sulivan Z/z007

SUNOOL1 MC Master Card Z21115943229320002E Randy P Sulivan 7/2008

TENOO1 VIS VIZA 1111627112639591% Scott Weatherly 3/z007

End of Beport
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Ship-to Address List

The Ship-to Address List isahelpful reference of your customers’ shipping

addresses.

Sample List

0871572005 EBuilders Supply Page 1
g:46 AM Ship-to Address List
By Customer ID

—————————————————— Ship-to ——-—-—-—mmm——m o
Ship-to Fame Tax Group ———-——-————-——
Cust ID  Address Group Description
agooalL Bill Meyers Tax Group Not on File
ACEOQOL RECEIVING

1588 3E 318T STREET

Paducah, EY Z2685-736EF US
agoooz Euma Sands Tax Croup Hot on File
ACEOOL BILLING

1588 SE 318T STREET

ROOM 131

PADUCAH, KY 28655-7865 US
agooalL EAWSAS CITY GEODESIC HOMES TH Texas
KANOOL 2382 WEST S53PD AVENUE

EAWSAS CITY, MO SE666-54Z5 U5
aooooL SUNSHINE HOMES, THNC. piie) Maryland
SUNOOL 1000 OCEAN BOULEVARD

MIAMI, FL 33333-9873 Us
00000z SUNSHINES HOMES, INC. piin) Maryland
SUNOOL S350 W. GULFSTREAM DRIVE

TAMPA, FL 333323-8825 US
agooalL TENHESSEE SHELTERS-MNASHVILLE T Texas
TENOOL 100 HWT 4%

NASHVILLE, TN E43295-4736 TUE
agoooz TENHESSEE SHELTERS-MEMPHIS TH Texas
TENOOL 300 W. 37TH STREET

MEMPHIS, TH 54335-4938 U3
00003 TENMESSEE SHELTERS-CHATTANOOGA TH Texas
TENOOL 2000 CO BD 4

CHATTANOOGA, TH 54837-2034 U3
End of Deport

B H]
Accounts Receivable User’s Manual 13-15






Ship-to Address Labels

Usethe Ship-to Address Labels function to print 1-by-3%-inch mailing labels
showing each customer’s ID, ship-to ID, and address.

Sample Labels

ACEQOQLO0000L

EILL MEYERS

RECEIVING

15588 SE 3135T STREET
PADIICAH EY Z26EE-786E5

EANOO1000001

EANSAS CITY GEODESIC HOMES
Z38Z WEST E3RD AVENTE
EAN=2AZ CITTY MO Eccce-L4EL

SUNOOLO0000L

EUNSHINE HOMEZ, THC.
1000 OCEAN BOULEVALD
MIAMI FL 33333-9823

EUNOO100000Z

SUNSHINES HOMES, INC.
9350 W. GULFSTEEAM DEIVE
TAMPA FL 33333-88ZFF

TENOOLOOO00OL

TENMNESSEE SHELTERS-NASHVILLE
100 HITY 4%

HNASHVILLE TN S543Z5-4736

TENOO100000Z

TENNEZZEE SHELTERZ-MEMPHIZ
200 1. 3IVTH STREET

MEMPHIZ TN £54338-4538

TENOO1000003

TENNESSEE SHELTERS-CHATTANOOGA
2000 CO ED 4

CHATTANOOGA TH E4237-Z034
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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 10-37) to
correct them.

Sample List

08/15/2005 Builders Supply PACE 1
3:30 AM Recurring Envries List
By Recurring Entry Number
Entry Cust ID Sales Account Units Qty. Ordered Unit Price Ext.. Cost Ext.. Price Tax Class
Line Eun Code COGE Account Qty. Shipped Unit Cost
Description Inv. Account
0001 ACEDOL 401000 Ea 1.0000 1Z5_ 0000 .oo lz5.00 00 MM
ool 1 £01000 1.0000 L0000
CONSULTING FEE 104400
Cust ID Order Mo. Order Date SRl SRZ Txt Grp. Freight Subtotal Zales Tax Invoice Toual
Ship To Cutoff Date Terms Desc. Miscellansous
ACEOOL GPD MM .oo 125.00 8.13 14041
000002 12/31/2008 2/10,n/30 7.28
0002 DALOOL 401000 Ei 1.0000 125.0000 .00 125.00 00 TX
ool 1 £01000 1.0000 L0000
CONSULTING FEE 104400
Cust ID Order Mo. Order Date SRl SRZ Txt Grp. Freight Subtotal Sales Tax Invoice Total
Ship To Cutoff Date Terms Desc. Miscellansous
DALOOL DM TH .oo 125.00 .oo 125.00
1/10,n/30 0o
0003  SUNOOL 401000 Ei 1.0000 125.0000 0o 12E.00 00 MD
ool 1 £01000 1.0000 L0000
CONSULTING FER 104400
Cust ID Order MNo. Order Date SRL SRZ Tx Grp. Freight Subtotal Sales Tax Invoice Total
Ship To Cutoff Date Terms Desc. Miscellansous
SUNDOL PRT m 0o 125.00 0o 125.00
1/10,n8/30 0o
Freight Subtotal Zales Tax Extended Cost Extended Price
Miscellansous
CRAND TOTAL 0o 37E.00 3,13 oo 350,41
7.28
End of Beport

Accounts Receivable User’s Manual 13-19






Codes List

The Codes List isareference of the codes used for salesyCOGS account pairs,
distribution codes, terms codes, and shipping methods codes. Thisinformation is
entered in the DFxxxx table and the ARCDxxx (Codes) file; produce thislist
before you change information in either place.

Sample List

08/1572008
2:52 AM

GL Codes
Code Description

Builders Supply Page
Codes List

Sales Account COGS Account

Terms Codes

c1 Contract Sales 402000 E0Z000
L1 Petail ZSales 401000 £01000
Distribution Account Codes
ID Description Receivables gales Tax Freight Miscellaneous
01 Pegular Customers lo0lo00 Z0z2g00 405000 201000
0z Credit Card Customers 101000 203800 405000 an10aa

TPER Urs - Red

Code Description Type Percent Due Days HNet Due Days
1ECT 1/10,n/30 Pey 1.0 10 30
2ECT 2/10,18/30 Reg z.0 10 30
SECT E/10,n/30 Pey 5.0 10 30
3ECT 8/10,18/30 Rey g.0 10 30
coD C.0.D. Reg .o o o
CODCHK COD-Comp ChlE  Reg .0 0 0
HET n/30 Reg .0 0 30
P10 n/l0 EOM Prox .0 0 1o
Shipping Methods
Code Description Tracking URL
FEDZ Federal Exp 2nd-Tay  hotp://wm. fedex. com/ogi-bin/tracking?action=tracksvrackmanbers=[TRACK]
FEDEX FedEX Test
FEDO Federal Exp Overnite
FEDT Federal Exp Priority
UPSE UPS - Elue http: /fwmrapps . ups. com/MebTracking/processInputRequest YHTMLVersion=5. Disort_

by=stavussvracknums_displayed=5sTypelfInquiryHunber=Tsloc=en_USshgreeToTerns
AndConditions=yessInquiryNumberl= [TRACE]
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Tables List

Produce the Tables List to get information from a particular Accounts
Receivable table. Thisfunction isvaluableif you plan to change a table and want

alist to compare it against.

Sample List

0&8/2E/ /20058 Builders Supply
S:58 AM Tables List
Contractors' Accounts Receiwvable

Takle I AIARL Description
No. of Columns Z Column Length 1z Type N
PERCENT LINIT

1&.00 Looo. oo

10,00 Z0000. o0

L.00 &0000. 00

Z.00 lo0ooo. oo
Table ID* ARGL Description GL Accounts Table
No. of Columns Z Column Length 1z Type 4

DESCREIPTION GfL NUMEER

CASH RECPTS 100000

DISCOUNTS 404000
INVENTORY 104400
FIN CHLG s0z000

AR RETENTION Z04500

Tahle II* ARPDH Description AR Periods Tahkle
No. of Columns 3 Column Length 1 Type N
PERIOD FISCAL YEAR # PERIODS/YE
&.00 Z00E. 00 1z.00
.oo .oo .oo
.oo .oo .oo
.on .on .on
.oo .oo .oo
.oo .oo .oo
.on .on .on

Dage

1
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System Messages A

M essages 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 access code is not set up to access this function.
Amount billed exceeds amount scheduled.

The $ Billed and Material Stored field amounts exceed the amount that appearsin
the $ Scheduled field on the Edit or Append Entry window when setting up
information for AIA invoicing.

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 RM 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 abank
account ID that isin the BRBAxxx (Bank Accounts) file.
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Bank account {ID} is not on file.
Bank account not found.

The bank account 1D you entered is not in the BRBAxxx (Bank Accounts) file.
Enter adifferent ID. The Inquiry (F2) command is available.

Basic Error = nn Host Error = xxx Line =nnnn Program = xxxXXxXx
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.

Billing ID/Change Order already on file.

The Billing ID/Change Order you entered in the Append Entry window is already
on file. Enter another Billing ID, use the Exit (F7) command to return to the line-
item scrolling area, or press Enter to edit an existing Billing | D/Change Order.

Break Code is not accepted for tax after retainage.
TheFlexible % Code field on the Application Entries screen containsinformation
taken from the Schedule Header file (ARJAX). You cannot enter acodein thisfield
if you chose to calculate tax after retainage (by entering Y in the After Ret. field of
the Set Up Schedule screen).

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. A transaction must have at
least one lineitem. You can delete an entire transaction from the header screen.
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Cannot run graphical version of this function. xxxxxxxx.BRC not found.

OSAS cannot locate the graphi cal resourcefile associated with the function you are
trying 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
Resource Manager Workstation Defaults function. 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.

Credit limit exceeded.

The customer is aready 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.

{application ID} data files exist. Do you want this task to erase them?

The directory where you are creating files already has files for the selected
application and company. To continue with the conversion and erase the existing
files, enter V. To create only the missing files (if any), enter N. To cancel the
operation, exit from the function.
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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 {number}.

To delete the line item, use the Delete (F3) command.

Destination file {drive:/path/file name} not found. No conversion.

Thefilename or path you specified does not exist.

Disk drive not ready.

The system cannot access one of the disk drivesto find the file for which it is
looking. Sometimes the door of a disk drive is open, or aCD isnot in the drive. If
closing the door or inserting the CD 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 ID, get help
from a support technician.

Entry in process on terminal {terminal ID}.

Another user is entering or editing a transaction in the batch with which you are
working. You cannot process the batch whileit isin use.

Error xxx Loading {filename}.

A BASIC error occurred in loading the program. Contact a support technicianif the
error persists.
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Field size is too large.

The amount of the lineitem makes one of the cal cul ated amounts exceed the space
provided for it. Check the amounts you entered in thefields. If they are correct, you
must enter the transaction as two transactions to accommodate the total .

File unavailable {filename}.
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.

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.

Flexible retainage is not allowed for tax after retainage
If you chose to calculate tax after retainage (by entering Y in the After Ret. field of
the Set Up Schedule screen), you cannot use the flexibl e retainage option (in the

Retainage: Flexible % Code field) because the amount retained will be adjustable.

GL account {number} is a memo account.

You cannot use a memo account in the sales, COGS, or inventory account.
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GL account {number} 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 is incorrect (for example,
American format in a European-format system). This message is usually
accompanied by one of two explanatory messages:

Month out of range (1to 12)
or

Day out of range (1 to nn)

If you entered an invalid date, press Enter and enter avalid one. You can enter
datesin either format: 010100 or 01012000.

Invalid entry.

Theinformation is not valid in the field where you entered it. Check the data and
enter it again. Consult the user’s manual or use the Help (F1) command for
information.

Invalid number of periods in ARPDxxx table.
Thevalid number of periods you can usein the ARPDxxx tableare 1, 4, 12, and 13.

Invalid Period Conversion table.

The CNV Txxx table for the company isinvalid. A common reason is that 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 Manual).

Invalid year.

Thefiscal year you entered isinvalid.
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Invoice Form {number} does not exist.

The system does not recognize the invoice form number you entered. Enter avalid
form number or use the Exit (F7) command to return to the AIA Invoice menu.

Item/Job {ID} 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.

Thejob number you entered is not on file in the Contractors Job Cost JOB Sxxx
(Jobs) file. Check your records. Then enter ajob number that the Contractors’ Job
Cost system recognizes or add the job number to Contractors’ 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.

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.

Accounts Receivable User’s Manual A-7



System Messages References

Must delete the existing application entry first.

You must delete the AIA application entry for thisjob before you delete the AIA
Schedule.

Must enter {value} - {value}.

You must enter a value within the range specified in this message.

Must enter {type}.
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 a unigque I D 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.

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.
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Percentages cannot total more than 100.

The sum of the two sales rep’s percentages cannot exceed 100.
Phase {ID} not on file.

Thephase ID is not set up for the job. Enter adifferent phase ID. The Inquiry (F2)
command is available.
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 scrall region.

Printer busy.
You are trying to use aprinter that isin use. Press Enter to continue with your entry
and try to print later.

Record in use.

Another terminal is using the record you are trying to access. Exit from the
function. Then try to access the record again when the other terminal is finished
withit.

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 asalesrep ID that isnot set up in the ARSRxxx (Sales Rep) file. Enter
adifferent ID (the Inquiry (F2) command is availabl€) or use the Maintenance
(F6) command to add a new salesrep to thefile.
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Schedule not set up for Job {ID}

Thejob must be set up in the AIA Schedul e before you make an application entry
for the job.
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/Location} is not on file.
You entered a tax group ID/location that is not in the RMTXxxx (Tax Groups) file.
Enter adifferent ID or location. The Inquiry (F2) command is available.

Terms Code {code} not on file

The terms code you entered isnot on file.

There is no summary history for customer {ID} in {fiscal year}.

You cannot print the report for thisfiscal 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 thisyear.

Thru value cannot be less than From value.
Thru value must be greater than From value.

Thevalueyou entered at Thru is smaller than the value you entered at From. Press
Enter and then enter the correct value at Thru.
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Transaction is not on file.
Transaction number not found.
Transaction number not on file.
Transaction {number} not found.

The transaction number you entered is not in the ARTHxxx (Transaction) file.
Enter a different transaction number. The Inquiry (F2) command is available. 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 a different
number to the transaction.

Unable to create temporary file for this workstation.

The system cannot create atemporary file for posting in the data directory. Check
directory permission. If the problem persists, contact a support technician.

Unable to execute program {program}.
The system cannot run the program you selected from the menu. Make sure that the
program that appearsisin the application’s program directory and select the
function again.

Unable to load menu record {menu} from file {filename}.

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’sfiles is locked because another workstation on the system is
using it. Try the function again when no one else is using the file.
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Unable to open file.
Unable to open - file in use.

Thefileyou are trying to useis either corrupted or locked at another terminal on
the system. Wait a few 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: {units}.

Enter one of the valid selections shown in this meesage.
Warning: customer is on credit hold.

The customer is on credit hold. Press Enter to remove the message and then
continue working with the customer ID or enter a different customer ID.

Warning: summary history not available for all comparisons.

Summary history is not available for all the comparisons in the report. In each
column of the report where summary history is unavailable or insuffiencient, .00*
prints.

You must build ARPDxxx table before {operation}.

You must build the ARPDxxx table for the company before you can use the
Periodic Maintenance and Post Transactions functions. These functions rely on
being able to sort by period.

Your hard disk is full - unable to finish copying.
The system cannot finish converting your files because your hard disk is full.

Delete unnecessary files, optimize your hard disk, or take other measures to make
space. Then restore the backup you made before converting the files and try again.
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These commonly asked questions about the Accounts Receivable system are
divided into two categories: Entering Balances and Daily Work.

Entering Balances

| entered balancesin the customer record, but when | go back into thefile, the balancesare
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

Theinvoice number | entered does not match theinvoice 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 Invoice) fileisthe same as the one on the
invoice you send to the customer, the system updates the invoice record with a new
number.

This numbering method isimportant for open invoice customers because when

they make payments toward specific invoices, you must apply the paymentsto the
right invoices.
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When | enter invoices, thewrong general ledger period showsup. Why?

The displayed period corresponds to the system date. If the system date is wrong,
the displayed 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 doesthe 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 andin
the Aged Trial Balance. You can use the Hold/Release Invoices function to apply
these credits and payments to specific invoices.

I had printer problemsbeforel finished printing invoices. The printer problem isfixed now,
but how do | 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 was printed correctly.

| wasin themiddle of posting and had computer problems. Can | recover?

B-2

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 a
transaction 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 thismonth’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:

e 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.

e If youdid not back up your filesor 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 I nvoice Days and
Balance Forward Daysfieldsfor?

Finance charges are calculated for invoices (for open item customers) or balances
(for balance forward customers) that are older than the number of days specifiedin
the finance charge code record associated with each customer. The Open Invoices
Daysisthe number of days after which finance charges are assessed on unpaid
invoices, based on invoice or due dates. The Balance Forward days refersto the
aging buckets used to summarize past-due balances for balance forward customers.

How does the prenumbered for ms option assign number s?
If you elect to use prenumbered invoice forms in 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) files transfersto the
ARHIxxx (Detail History) file.
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When are paid invoicesremoved?

Paid invoices dated before the date you specify are removed through the Purge
Selected Files function.
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command, 1-24
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Detail Applications Journal sample, 7-26
editing application text, 7-13
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Invoice Worksheet function, 7-15
Invoice Worksheet sample, 7-16
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Invoice Worksheet screen, 7-15
overview, 7-3
planning amounts retained, 7-15
Post Applications
function, 7-27
retained amounts, 7-27
sample, 7-29

print AlA invoice info before posting, 7-25

printing application text, 7-13
producing AlA invoices, 7-21
Set Up Schedule function, 7-5
Set Up Schedule screen, 7-5
setting up a billing schedule, 7-5
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description, 11-51
Flexible % code, 11-51
retainage amount, 11-51
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description, 1-8
setting up, 3-23
ARCMxxx file
description, 1-8
setting up, 3-21
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description, 1-12
setting up, 5-23
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description, 1-8
setting up, 3-19
balance information, 3-21
comments, 3-23
general information, 3-19
historical information, 3-22
payment information, 3-20
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description, 1-9
ARDExxx file

IX-2

description, 1-9
setting up, 3-11
ARFCxxx file
description, 1-9
ARGLxxx file
description, 1-9
ARGLxxx table
description, 11-52
screen, 11-52
setting up, 3-14, 11-52
ARHDxxx file
description, 1-13
setting up, 3-11
ARHIxxx file
description, 1-13
setting up, 3-11
ARHSxxx file
description, 1-13
setting up, 3-12
ARINxxx file
description, 1-12
setting up, 11-61
ARLSxxx file, 1-12
ARPDxxx table
description, 11-54
setting up, 3-14
ARPYxxx file
description, 1-10
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setting up commissions, 3-17

ARTCxxx file
description, 1-9

ARTDxxx file
description, 1-12
setting up, 3-24

ARTHxxx file
description, 1-12
setting up, 3-24

B

backup schedule

for datafiles, 3-28
for programs, 3-28
setting up, 3-28
Balance and Credit Information
setting up for customers, 3-20
balance forward accounts, 11-3, 11-61
Aged Trial Balance, 8-7, B-3
cash receipts, 5-25
balances
zero, B-1
Bank Reconciliation
effects of posting transactions, 6-23
interface with Accounts Receivable, 3-9
Batch Control
file, 1-12
function, 5-35
batch numbers
option for generating automatically, 3-11
batches
changing, 5-33
copying recurring entries, 5-31
option for transactions, 3-11
purpose of, 3-11
replacing, 5-33
uses of, 5-35
Browse, 1-34
Build Open Invoice File
aging periods, 11-62
balance forward accounts, 11-61
function, 11-61
online aging, 11-61
open invoice accounts, 11-61
prerequisite to using, 11-62
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C
Calculate Finance Charges
function, 8-13
Calculating Retainage
Complete % and Materials % Method, 7-8
complete % method, 7-8
flexible % code, 7-7
materials % method, 7-8
Cash Flow Report
description, 1-15
function, 8-11
sample, 8-12
cash on delivery terms, 12-8
Cash Receipts
aging codes, 5-25
balance forward accounts, 5-25
batches, 3-11
deposit information, 5-23
editing, 5-29
function, 5-23
partial payments, 5-23
posting invoices, 6-23
relationship with transactions and open invoices, 1-18
screen, 5-24
Cash Receiptsfile
description, 1-12
setting up, 5-23
Cash Receipts Journal
description, 1-15
function, 6-15
sample, 6-16
when to print, 6-15
Change Batches
function, 5-33
screen, 5-33
Change Fields
sample log, 11-68
screen, 11-65
checks
payment type, 3-18
COD terms, 12-8
Codes
access codes, changing, 1-24
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codes
payment methods, 3-18
setting up, 3-4, 3-16
sorting, 3-4
CodesList
function, 13-21
Codes Maintenance functions
setting up, 3-16
Codes Maintenance menu structure, 1-6
combination method
initial balances, 3-26
commands
access code, 1-24
flags, 1-39
hot keys, 1-39
Proceed (OK), 1-4
comments
entering, 3-23
commissions, 11-33
based on paid invoices, 8-23
setting up, 3-16
Commissions Report
description, 1-15
function, 8-23
screen, 8-24
when to print, 8-23
company
assigning access codes, 3-27
tablesfor, 3-14
company information
printing on plain-paper invoices and statements, 3-13
Complete % and Materias % Method
calculating retainage, 7-8
Complete % Method
calculating retainage, 7-8
Contractors' Job Cost
interface with Accounts Receivable, 3-9
conversion
before converting, 2-5
setup considerations, 2-6
tax information, 2-5
converting to OSAS version 6.1, 2-6
Copy Recurring Entries, 1-14
before copying, 5-31
copying batches, 5-31
function, 5-31

IX-4

Cost Plus Invoicing
Cost Plus Invoice
form sample, 7-52
Cost Plus Invoices Journal
function, 7-53
sample, 7-54
Cost Plus Invoices Journal screen, 7-53
Entries screen, 7-45
functions, 7-45
overview, 7-3
Post Cost Plus Invoices
retainage invoices, 7-55
sample log, 7-58
screen, 7-56
Post Cost Plus Invoices function, 7-55
Print Cost Plus Invoices
function, 7-51
screen, 7-51
retainage fields, 7-46
Credit and Balance Information
changing, 11-10
entering, 11-10
finance charges, 3-21
money owed, 3-21
setting up, 3-21
unapplied credits, 3-21
credit card
option to enter expired card as payment, 3-12
payment type, 3-19
Credit Card Information
changing, 11-14
entering, 11-14
setting up for customers, 3-21
Credit Cards
file, 1-8
credit hold, 3-21
credit limits
setting up, 3-21
credit memo
splitting, 8-4
credit statuses
assigning to customers, 3-22
list of, 11-20
updating, 3-22
credits
applying to oldest items first, 3-13
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Customer Activity Report
description, 1-16
function, 9-17
requirements, 9-17
sample, 9-18
screen, 9-17
Customer Analysis Report
description, 1-15
function, 8-21
when to print, 8-21
Customer Comments
accessing, 3-23
changing, 11-24
deleting, 11-4
entering, 11-24
file, 1-8
Customer Comments List
function, 13-11
sample, 13-11, 13-13
Customer Detail List
function, 13-7
sample, 13-7
Customer file
description, 1-8
setting up, 3-19
balance and credit information, 3-20
balance information, 3-21
comments, 3-23
credit card information, 3-21
documents, 3-23
general information, 3-19
historical information, 3-22
payment information, 3-20
ship to addresses, 3-22
user-defined fields, 3-23
Customer Labels
function, 13-9
sample, 13-9
Customer Sa es Report
description, 1-16
function, 9-15
requirements, 9-15
sample, 9-16
Customers
account types, 3-20
aging, 6-26, 7-28, 7-43, 7-57
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bal ance forward accounts, 11-3
balance information, 3-21
changing levels, 3-12
clearing high balances, 10-8
comments, 3-23, 11-24
credit and balance information, 11-10
credit card information, 3-21, 11-14
credit hold, 3-21
credit limit, 3-21
credit statuses, 3-22
Customer Comments screen, 11-24
deleting, 11-4
distribution codes, 3-20
documents, 3-23
finance charges, 3-20, 3-21
function, 11-3
general information, 11-6
General Information screen, 11-6
group codes, 3-19
header screen, 11-3
history information, 3-22, 11-16
money owed, 3-21
open invoice accounts, 11-3
partial shipments, 3-20
payment information, 3-20
setting up, 3-19
ship to addresses, 3-22
ship-to addresses, 11-21
statement code, 3-19
tax groups, 3-20
unapplied credits, 3-21
user-defined fields, 3-23
viewing
balances, 4-5
detail history, 4-13
history, 4-6
invoice totals, 4-14
invoices, 4-7
open invoices, 4-11
payment history, 4-6
sales history, 4-6
summary history, 4-17

Customers and Open Invoices

function, 4-3
viewing
customer balances, 4-5

IX-5
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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, 6-13
sample, 6-14

Daily Work menu structure, 1-6
datadictionaries, 2-3
Data File Conversion

function, 2-5, 2-6
Data File Creation

function, 2-3
datafiles

backing up, 3-28
datefields, 1-33

Defaultstable
description, 11-55
setting up, 3-15

Delete

customer comments, 11-4
customer records, 11-4
Deposits Report
description, 1-15
function, 6-19
sample, 6-20
Depreciation Tables List
list, 11-68
Detail History
file, 1-13
function, 4-13
specifying whether to keep, 3-11
Detail History Report
description, 1-16
function, 9-11
sales categories, 5-13
sample, 9-13
detail method
initial balances, 3-26
DFxxxx table
description, 11-55
screen, 11-55

IX-6

setting up, 3-15
Distribution Account Codesfile
description, 1-9
Distribution Accounts
function, 12-5
screen, 12-6
distribution codes
assigning to customers, 3-20
definition, 11-8
setting up, 3-20
DUNXxxx table
description, 11-56
setting up, 11-56

E
Edit Cash Receipts
function, 5-29
screen, 5-29
=
F2 Inquiry
button, 1-34
flag, 1-39
F6 Maintenance
flag, 1-39
icon, 1-34
File Maintenance menu structure, 1-6
files
Accounts Receivable, 1-8
backing up, 3-28

purging, 10-9, 10-11
Finance Charge Codes file
description, 1-9
finance charges
balance information, 3-21
caculation, B-3
recal culating, 8-13
setting up, 3-20
flags, in text mode, 1-39
Flexible Code %
calculating retainage, 7-7, 11-51
FORMXxxx table
description, 11-57
setting up, 11-57
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G
Genera Information
screen, 11-6
setting up for customers, 3-19
Generd Ledger
effects of posting transactions, 6-22
interface with Accounts Receivable, 3-9
posting detail or summary information to, 3-13
GL Codes
definition, 11-43
function, 12-3
GL Codesfile
description, 1-9
graphical mode
drop-down menus, 1-31
function screens, 1-30
graphical main menu, 1-28
Inquiry button, 1-34
Maintenanceicon, 1-34
MDI menu, 1-29
shortcut menu, 1-31
toolbars, 1-33
group codes
assigning to customers, 3-19
definition, 11-8
recurring entries, 3-19, 3-24

H
Header Information

Transactions screen, 5-5
History Information

changing, 11-16

entering, 11-16

setting up for customers, 3-22
history reports, 1-15
Hold/Release Invoices

changing invoice status, 8-4

function, 8-3

splitting payments, 8-4
hot keys, 1-39

|

IDs
setting up, 3-4
sorting, 3-4

Accounts Receivable User’s Manual

Information Inquiry menu structure, 1-6
initid baances
combination method, 3-26
detail method, 3-26
finance charges, 3-21
setting up, 3-25
summary method, 3-25
Inquiry (F2)
button, 1-34
flag, 1-39
Install Applications
function, 2-3, 2-5
installing Accounts Receivable, 2-3
and Sales Order, 2-4
interfaces with Accounts Receivable, 1-5
Bank Reconciliation, 3-9
General Ledger, 3-9
Inventory, 3-9
Job Cost, 3-9
Inventory
effects of posting transactions, 6-24
interface with Accounts Receivable, 3-9
Invoices
additional text for line items, 3-11
aging, 6-4
aging online, 3-13
assigning numbers, 5-8
batches, 3-11
changing status, 8-4
copying recurring entries, 1-14
Enter Serial Numbers window, 5-14, 5-15
entering, 1-13
for miscellaneous credits, 1-13
for sales, 1-13
general ledger period, B-2
hold/release, 8-3
lineitems, 5-11
number, B-1
online, 3-19, 5-3, 5-8
Online Invoice Totals screen, 5-22
Online Invoicing screen, 5-21
options
printing on plain paper or forms, 3-12
printing online, 3-12
using forms, 3-12
using prenumbered forms, 3-12
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posting
for cash receipts, 6-23
for credit sales, 6-22
printing, 6-3
forms, 6-5
online, 5-18, 5-21
reprinting, 6-5, B-2
Sales Tax Information window, 5-20
splitting payments, 8-4
Totas Information screen, 5-19
viewing, 4-7
detail history, 4-13
expanded summary, 4-15
totals, 4-14

J
Job Cost
effects of posting transactions, 6-23
Job Invoicing
Entries screen, 7-31
functions, 7-31
Job Invoice Form sample, 7-38
Job Invoices Journal function, 7-39
Job Invoices Journal screen, 7-39
overview, 7-3
Post Job Invoices
function, 7-41
retainage invoices, 7-41
sample post, 7-44
screen, 7-42
Print Job Invoices function, 7-37
Print Job Invoices screen, 7-37
retainage fields, 7-32
Job Receivables
overview, 7-3
Job Receivables Reports
function, 7-59
Job Cash Flow Report, 7-61, 7-62
Job Open Invoice Report, 7-59
Job Open Invoice Report sample, 7-60

L

laser forms
invoice, 3-12
statement, 3-13

IX-8

launching
OSAS in other operating systems, 1-23
OSAS in Windows, 1-23

lineitems
additional text, 3-11
option to display unit cost, 3-12
recurring entries, 11-42

Lot and Serialized Item file, 1-12

lot numbers, 1-14

M
main menu
graphical, 1-28
MDl, 1-29
navigating graphical, 1-28
navigating MDI, 1-29
navigating text, 1-36
text, 1-35
toolbars, 1-33
Maintenance (F6)
flag, 1-39
icon, 1-34
mapping, 1-34, 1-40
Master File Lists menu structure, 1-7
master lists
screen example, 13-3
Materias % Method
cal culating retainage, 7-8
menus
Codes Maintenance, 1-6
Daily Work, 1-6
drop-down menus, 1-31
File Maintenance, 1-6
graphical main menu, 1-28
History Reports, 1-7
Information Inquiry, 1-6
Master File Lists, 1-7
MDl, 1-29
Open Invoices, 1-6
Periodic Processing, 1-7
shortcut, 1-31
structurein AR, 1-6
text main menu, 1-35
Transaction Reports, 1-7
messages
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in text mode, 1-40
Methods of Payment Journal

description, 1-15

function, 6-17

sample, 6-18
miscellaneous credits

additional text for lineitems, 3-11

after entering, 5-22

batches, 3-11

entering invoices, 1-13
Miscellaneous Credits Journal

description, 1-14

function, 6-11

sample, 6-12

when to print, 6-11
modes

graphical, 1-27

text, 1-35
money owed

balance information, 3-21

N
navigating
graphical function screens, 1-30
graphical main menu, 1-28
MDI menu, 1-29
text function screens, 1-37
text main menu, 1-36
to directories and files, 1-34
(0]
on-account cash receipts, 5-27
online

aging, 3-25, 11-61

invoice totals, 5-22

invoices, 3-12, 5-3, 5-10, 5-18

printing, 5-21

Online Invoicing screen, 5-21
open invoice accounts, 11-3, 11-61

Aged Trial Balance, 8-7
Open Invoicefile

building, 11-61

description, 1-12
Open Invoice Report

before printing, 8-5
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definition, 1-7
description, 1-15
function, 8-5
Open Invoices
function, 4-11
relationship between transactions and cash receipts,
1-18
Options
table, 11-49
Options and Interfaces
screen, 3-10
setting up, 3-9
toggling an option, 3-10
writing (saving) the specifications, 3-10
OPTxxx table, 11-49
OSAS
MDI menu, 1-29
modes, 1-27
graphical, 1-27
text, 1-35
setup considerations, 2-6
starting in other operating systems, 1-23
starting in Windows, 1-23

P
partial payments
recording, 5-23
partial shipments
assigning to customers, 3-20
payment history
viewing, 4-13, 4-17
payment information
setting up, 3-20
Payment Methods
definition, 3-18
function, 12-11
screen, 12-11
setting up, 3-18
Payment Methods file
description, 1-10
setting up, 3-18
payment types
check, 3-18
credit card, 3-18
definition, 3-18
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payments
partial, 5-23
splitting, 8-4
period-end maintenance
consequences of, 11-17
effects of, 10-5
Periodic Maintenance
credit status, 3-22
effects of period-end maintenance, 10-5
effects of quarter-end maintenance, 10-6
effects of year-end maintenance, 10-6
error log, 10-8
function, 10-5
period end, 1-18
purging transactions, 3-25
quarter end, 1-19
requirements, 10-7
when to do, 10-5
year end, 1-19
Periodic Processing
menu structure, 1-7
purpose of, 1-7
Post Transactions
before posting, 6-24
cash receipts, 6-23
credit sales, 6-22
effects on Bank Reconciliation, 6-23
effects on General Ledger, 6-22
effects on Inventory, 6-24
effects on Job Cogt, 6-23
function, 6-21
results, 1-16, 6-21
posting, 1-16
detail or summary information, 3-13
interrupted, B-2
without printing reports, 3-13
Print History Invoices
function, 9-23
Print Invoices
aging, 6-4
forms, 6-5
function, 6-3
purchase order number, 6-5
reprinting, 6-5
printing
invoices, 6-3

IX-10

onlineinvoices, 5-21
statements, 8-17
tables, 11-60
Proceed (OK) command, 1-4
programs
backing up, 3-28
Promotional Anaysis Report
description, 1-16
function, 9-21
prox terms, 12-8
purchase order number
on invoice forms, 6-5
Purge Selected Files
function, 10-9, 10-11

Q
QExxxx table
description, 11-59
screen, 11-60
setting up, 3-15
QH1xxxx table
description, 11-59
setting up, 3-15
QH2xxxx table
description, 11-59
setting up, 3-15
QHxxxx table
description, 11-59
setting up, 11-59
Qlxxxx table
description, 11-59
setting up, 3-15
QMxxxx table
description, 11-59
setting up, 3-15

quantities option, 3-12

quarter-end maintenance, 1-19
consequences of, 11-17
effects of, 10-6

Quick-Entry tables
description, 11-59
setting up, 3-15

R
Recurring Additional Descriptionsfile, 1-10
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Recurring Entries
adding line items, 11-45
additional text for lineitems, 3-11
copying, 1-14, 5-31
toinvoices, 1-14
to transaction files, 3-24
editing line items, 11-45
editing totals, 11-45
entering totals, 11-45
function, 11-37
group codes, 3-24
line-item entry, 11-42
run codes, 3-24, 11-37
setting up, 3-19, 3-24
Recurring Entries files
description, 1-10
setting up, 3-24
Recurring Entries List
function, 13-19
sample, 13-19
regular terms, 12-8
reports
history, 1-7
menu structure, 1-6
open invoice, 1-7
posting data without printing, 3-13
producing, 1-14
transactions, 1-7
Resource Manager
Data File Conversion function, 2-5, 2-6
Data File Creation function, 2-3
Install Applicationsfunction, 2-3, 2-5
right-click menu See shortcut menu, 1-31
RMCDxxx file, 1-11
RMTXxxx file, 1-11
run codes
defining, 1-14
recurring entries, 3-24, 11-37

S

sales
entering invoices, 1-13

Sales Analysis Report
description, 1-15
function, 9-7
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requirements, 9-7
sales categories
Detail History Report, 5-13
sales history
for commissions, 11-33
option to keep detail history, 3-11
option to keep summary history, 3-12
viewing, 4-13, 4-17
Sales Journal
description, 1-14
function, 6-9
invoice number, B-1
missing invoice numbers, 6-10
when to print, 6-9
Sales Order
installing, 2-4
Sales Reps
commissions, 3-16, 11-33
function, 11-33
setting up, 3-16
Sales Repsfile
description, 1-10
setting up, 3-16
setting up commissions, 3-17
SalesRepsList
function, 13-5
sample, 13-5
Sales Tax Information window
Invoices, 5-20
Recurring Entries, 11-47
Sales Tax Report
description, 1-16
function, 10-3
when to print, 10-3
screens
graphical function, 1-30
graphical main menu, 1-28
navigating graphical, 1-30
navigating text function, 1-37
OSAS MDI menu, 1-29
text function, 1-37
text main menu, 1-35
Serial Number Entry window, 5-14, 5-15
serialized items, 1-14
setting up
access codes, 3-27

IX-11
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backup schedule, 3-28
checklist, 3-7
codes, 3-16
customers, 3-19
information to gather, 3-3
initial balances, 3-25
options and interfaces, 3-9
payment methods, 3-18
recurring entries, 3-24
salesreps, 3-16
ship-to addresses, 3-24
tables, 3-14
tax groups, 3-18
shipping addresses
groups of customers, 11-40
Shipping Methods
function, 12-9
Shipping Methods file
description, 1-9
Ship-to Addressfile
description, 1-10
setting up, 11-31
Ship-to Address L abels
function, 13-17
sample, 13-17
Ship-to Address List
function, 13-15
Ship-to Addresses
function, 11-31
group codes, 3-24
setting up, 3-24
shortcut menu, 1-31
sorting
alphabetical, 3-5
codesand IDs, 3-4
starting
OSAS
in other operating systems, 1-23
in Windows, 1-23
statement code
setting up, 3-19
Statements
applying creditsto oldest itemsfirgt, 3-13
description, 1-15
function, 8-17
options

IX-12

printing on plain paper or forms, 3-13
using forms, 3-13
printing, 8-17
Summary History
file, 1-13
function, 4-17
item inquiry screen, 4-19
specifying whether to keep, 3-12
viewing period, 4-18
Summary Invoice History
description, 1-16
function, 9-19
summary method
initial balances, 3-25

T
Tables
AlARy, 11-51
all companies, 3-14
ARGLxxx, 11-52
ARPDxxx, 11-54
assigning to aterminal, 3-15
Defaults, 3-15
deleting or rearranging information, 3-14
DFxxxx, 11-55
DUNXxxx, 11-56
for any situation, 3-15
FORMXxxx, 11-57
function, 11-49
individual companies, 3-14
prefix and suffix information, 3-14
printing, 11-60
Quick Entry, 3-15
system selection, 3-15, 3-16
use of, 11-49
TablesList
function, 13-23
sample, 13-23
Tax Audit Report
function, 9-27
Tax Classesfile, 1-11
Tax Groups
file, 1-11
setting up, 3-18, 3-20
terminal
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assigning table to, 3-15
Terms
cash on delivery, 12-8
function, 12-7
miscellaneous credits, 5-7
regular, 12-8
terms codes
definition, 1-6, 11-7, 11-39
miscellaneous credits, 5-7
Terms Codesfile
description, 1-9
text mode
command line, 1-40
commands, 1-39
flags, 1-39
function screens, 1-37
main menu, 1-35
messages, 1-40
toolbars, 1-33
function screens, 1-33
main menu, 1-33
totals
transactions, 5-19
Totas Information screen, 11-46
Transaction Control file, 1-12
Transaction files, 1-12
Transaction Reports
descriptions, 1-14
filesthat provide information, 1-14
Transactions
after entering miscellaneous credits, 5-22
batches, 3-11
before changing or deleting, 5-4
current quantities and quantity-break prices window,
5-12
Enter Serial Numbers window, 5-14, 5-15
function, 5-3
invoice numbers, 5-8
lineitems, 5-11
Online Invoice Totals screen, 5-22
Online Invoicing screen, 5-21
options
changing customer’s price level, 3-12
displaying quantities and quantity breaks, 3-12
entering expired credit card as payment, 3-12
partial payments, 5-23
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posting, 1-16

printing invoices online, 5-18

relationship with cash receiptsand open invoices, 1-18
Sales Tax Information window, 5-20

totals information, 5-19

when to enter, 5-3

U
unapplied credits, 8-10, B-2
balance information, 3-21
unit cost
displaying for line items, 3-12

\Y

Vendor Comments
viewing, 4-9

W
workstation date, 1-25

Y

year-end maintenance, 1-19
clearing high balances, 10-8
consequences of, 11-17
effects of, 10-6
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    /FRA <>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
    /ENU <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


