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CHAPTER 1

Welcome...

Welcome to 4th Quarter, the most powerful, flexible, and
customizable accounting software for desktop systems.
This software is a generation ahead of other accounting
packages, as you will discover when you read this manual.

Documentation
Overview

...to a new dimension in accounting

4th Quarter (or 4Q) is designed to support redesign. It stores information in a way
that satisfies both accounting discipline and the business need for flexibility.
Unlike other programs written for an “ideal” end user, 4Q is written to allow your
programmer to fit the program to your needs.

Documentation for 4th Quarter includes:

1) User’s Manual

2) Administrator’s Manual

3) Developer Training Manual
4) Developer Technical Notes

The User’s Manual, which you’re reading, explains how to use the program. The
Administrator’s Manual explains how to start a new datafile and configure the sys-
tem for multi-user networks.

If you have licensed the source code to the 4th Quarter application then you can
obtain our two developer manuals. The Developer Training manual discusses the

4th Quarter User’s Manual
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Welcome...

architecture and design of the program. The Technical Notes discuss specific
mechanisms that operate within the program.

In addition, we have a product called 4Q Shell™. This product and its manual pro-
vide basic programming orientation for the 4th Quarter product line. The shell is a
platform from which a 4D program can be written which can later be “scaled up”

to include 4th Quarter Accounting. The shell is a development and a learning tool

for anyone interested in customizing 4th Quarter Accounting.

4Q Product Line Our two main products, 4th Quarter Core Accounting and 4th Quarter Full
Accounting, can be licensed either as off-the-shelf products that run without cus-
tomization, or as source code that can be customized through the 4th Dimension
development environment.

4Q Core Accounting supplies a full suite of accounting functions including:

* Chart of Accounts

* General Ledger

* Income, Expense, Sales, Purchase & General Journals
* (Cash Management

e Accounts Payable & Receivable

e Data Import/Export

* Payroll Links

* Financial & Budget Reports

* Database Administration

Chapters of this manual that apply to the Core version of 4th Quarter have the fol-
lowing bar across the top of the page with the label “4Q Core”.

4Q Full Accounting provides all the features of 4Q Core plus a light-manufactur-
ing, inventory-oriented business management system that includes:

* Customer & Sales Management

14 Welcome... 4th Quarter User’s Manual



...to a new dimension in accounting

* Vendor & Purchase Management

* Invoices, Quotes & Purchase Orders

* Shipping, Receiving & Order Tracking
* Inventory Pricing, Assembly & Control
* Sales Rep & Sales Tax Management

Chapters of this manual that apply to the Full version of 4th Quarter have the fol-
lowing bar across the top of the page with the label “4Q Full”.

4Q Full

In all of these areas we have improved on the design of convention accounting sys-
tems to provide you with more flexibility, easier use and new functions. Special
features are noted in the relevant areas of the manual.

4Q Shell is supplied only as open source code. Its skeleton framework supports a
simple address book that provides an example of how to use the building blocks
that the shell provides.

These three products are closely related, each building upon the other. A user of
4Q Core Accounting can do the following in any order:

* upgrade to 4Q Full Accounting

* have the core package customized by Braided Matrix

* purchase source code to perform their own customization

A user of 4Q1 Shell can:

* develop their own system without needing additional products or support
* develop a system that runs parallel to and can be merged with 4th Quarter

4th Quarter User’s Manual Welcome... 15
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Organization of the
Manuals

* modify a preexisting system in accordance with 4Q Shell conventions and
incorporate it with 4th Quarter Accounting

4Q Full
4Q Core

4Q Shell

FIGURE 1-1. The 4th Quarter product family

Both the User’s manual is divided into two sections. The first covers functions of
the core system, the second cover the additional functions of the full system.

The User’s Manual explains the operation of 4th Quarter Accounting and the orga-
nization of accounting and business information. It also describes how to enter,
locate, and display information.

The Administrator’s Manual discusses how to import your data and configure the
program. It also addresses the setting of database preferences, multi-user access,
and the import of payroll data.

Computer programming, source code and customization issues are limited to the
Developer Training and Technical Notes.

In addition, Lincoln Stoller has published numerous articles on the implementa-
tion of accounting in Relational Database Systems (RBMS) and in 4th Dimension
in particular. These articles describe elements incorporated in the 4th Quarter

16
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...to a new dimension in accounting

program and are available from Braided Matrix or from the Braided Matrix web
site at www.4thquarter.com.

User’'s Manual

Core System Operations —  Full System Operations

Administrator’s Manual

Set up, Configuration, Access, Import/Export

Developer Materials

Code structure, conventions &mechanismss

FIGURE 1-2. The three levels of 4th Quarter documentation.

|
Benefits of What makes 4th Quarter so special? The answer lies in the structure of the appli-
4th Quarter cation. 4th Quarter consists of two parts: a self-contained “accounting engine” and

a business specific module.

4th Quarter provides an API’s (application program interface) that enable you to
design your own business system without having to worry about making any
changes to accounting.

This feature is revolutionary. It is the heart of our design and core of our patented
technology. By building on this technology we can provide unique benefits:

Design Flexibility
e Support any business using 4th Quarter’s accounting system.

* Merge existing 4th Dimension databases with the 4th Quarter’s accounting
engine.

* Add new functions to the 4Q accounting skeleton using its self-contained lay-
outs, menus, and files.

4th Quarter User’s Manual Welcome... 17
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Designed for easy maintenance and application updating.

Powerful Systems

Comprehensive system of journals that provide additional management and
auditing tools.

Two-level account system the gives extra flexibility to your chart of accounts
and extra speed to posting and financial analysis.

Password access that is assigned to any individual account and transaction.
New ways to review transaction and account histories.

Complete flexibility in handling payments to AR and AP.

Consolidated invoice and PO system that does away with multiple forms.

Ease of Use

Choice of three different control screens.
Easy navigation with the option of simplified or detailed data entry screens.

Three different methods for locating information: “quick-search” buttons,
popup menus, and detailed search screens.

Streamlined report generation. Financial reports print in minutes instead of the
hours required by other programs.

A context-sensitive help explains every visible button and function and is
accessible from any screen.

4th Dimension

4th Quarter brings all of the functionality and flexibility of the 4th Dimension
programming environment to the task of accounting.

Drop-in modules allow you to add drawing, word processing, spreadsheet mod-
ules to your application.

A full set of backup, connectivity and developer tools.

4D Server provides a multi-user development environment allowing multiple
developers simultaneous access to your application.

4D Server to provide you with multi-user access that maximizes your benefits
without the administrative overhead of other database systems.

18 Welcome... 4th Quarter User’s Manual



...to a new dimension in accounting

The Demo

If you're reviewing the 4Q Demo application you should know that this applica-
tion lets you can view either the Full or Core applications. You switch from view-
ing one version to the other by clicking on the toggle button in the lower left of
the Menu-View screen.

~‘yFuII A fbull

Core Core
The demo displays the features of The demo displays the features of
4Q Full application. 4Q Core application.

In the 4Q Demo application each of the control screens will appear differently
depending on whether you are viewing the 4th Quarter Full or Core versions.

If you are running a licensed version of 4Q Core or 4Q Full this demo toggle will
not appear and your control screens will differ depending on which version you're
running.

4th Quarter User’s Manual
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What's New

4th Quarter does some things quite differently from tradi-
tional accounting programs. These innovations enhance
data security and your ability to manage your accounting
system.

CHAPTER 2

In this chapter we’ll introduce you to the most significant
of these changes. More complete details will be presented
in subsequent chapters.

Control Screens

Help... S
~ Control 5creen

Most programs present a single control screen with access to accounting functions

Close All Areas
Preferences 3T

Page Setup
Transfer Data
Maintenance Y

Quit #Q

provided through long menu bars.

4th Quarter provides three control screens to help you navigate the application.
Each screen uses a different method of organizing the controls that provide access
to the programs basic services.

Rather than giving you lengthy menus of functions, 4th Quarter’s control screens
give you access to the basic user areas. Each user area opens in a separate window
and within each of these windows you gain access to those functions that are rele-
vant to that particular area.

In addition to the control screens described below, you can also hide the control
screens all together. Do this by selecting the “Hide Control Screen” item from the
file menu. The control screen window will close and the menu item will change
to “Show Control Screen”. To redisplay the control screen, select “Show Control
Screen”.

4th Quarter User’s Manual

21



What's New

When the control screen is hidden you can still access the basic modules from the
menu bar at the top of the screen. The only windows that will be displayed are
those for the user areas that you have opened.

These ways of navigating 4th Quarter are enable you to get to reach the functions
you need immediately in a manner that is most convenient to you. Note that
unless otherwise noted, the following control screens are those that are displayed
with the Full version of 4th Quarter.

Menu-view The basic control screen is called the Menu-View screen. It presents all 4th Quar-
ter modules in a single screen grouped according to the following general descrip-
tions.

* General: the basic accounting elements of accounts, transactions, and repeat-
ing transaction templates.

» Specific: areas of account management dealing with cash, receivable and pay-
able accounts.

* Reports: this area is provides tools to review and report on your data.
* Stock: the handling of inventory.

* Purchase: vendor management and the entry and review of purchases and pur-
chase related transactions.

* Sales: customer management and the entry and review of sales and sales
related transactions.

* Maintenance (under the File menu):

Sales Imports and exports, default settings, administration.

Sale thru' Receivable . ops .
Receive Payment In the Core version of 4Q only the General, Specific, Report and Maintenance

|ssue Credit areas are visible.

Cash Sale
Sales Refund Each popup menu in the Menu-View screen allows you to enter user areas or add

B Gl records to those areas.

Menus El In addition to these main areas, the control screen provides the Menus, List, and
Maps navigation buttons which take you from one control screen to another.

b 4

Open Area... B -

In the upper right of the screen are a “help” pop, a popup labeled “Open
Areas...”, and a small button with three horizontal bands of color. The help but-
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Control Screens

ton, found on most screens throughout the program, opens the on-line help sys-
tem to describes the functions and controls on the screen.

The “Open Areas...” button lists all the areas with currently open windows.
Selecting an item takes you to that window.

The tri-colored button opens a screen where you can set the colors the program
used for the different kinds of screens it displays. Each user can set their own
selection of colors.

e 4th Quar‘ter@ Control Screen 0FcF—F—F—1-—== E
)
pUHe EI List Maps Open Area... & -
X
E
General Reports Pure-
[Chart of Accounts v] [Genera1 Ledger v] ["."endurs v]
[Transactions v] [F1’ nancial Reports v] [Purchases v]
[Temp]ates v] [Juurnals v] [Purchase Orders v]
Specific Stock .Sa1es
[Eash Accounting v] [Inventoru v] [Eustumers v]
[4R & &P - | [Sales - |
[Invuices - ]
[Sales Related - |

FIGURE 1-3. The Menu-view control screen.

Map-view 4th Quarter’s Map-View control screen has six pages that lay out the program’s
functions in patterns that illustrate the relationships between the many modules.
The Map-View control screen is only available for the 4Q Full application.
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The first page is an overview that shows the five basic modules. Clicking on a
module’s map icon, or clicking on the module’s name in one of the tabs, takes you
to that module’s page.

Overview IGLAccuunt I[Accuunts I[Sales I[Purchase I[Inventnryl -.

Menus EI E| List

Copyright © 1991-1995, Braided Matrix, Inc.

Maps Openérea.. | w

1dZ2Z2a

General
Ledger

Purchase 3

FIGURE 1-4. The Overview page of the Map-view control screen.

Each page of the Map-View screen gives a graphic representation of the elements
within that area of the application. The page for the sales area is shown below.

Sales Tax

¥ [+

Sales & Receipts |-l———| Customers

L E

<}~ Acc'ts Receivable |—.-| Cash |Sales Peoplel

ﬂ ¥

S5hip Goods | Invoices

FIGURE 1-5. The Sales page of the Map-view control screen.

In the Map-View screen each label is an clickable icon that will either take you to
another page, to a list screen or to an data entry screen. Each page of the Map-
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4Q Core

Control Screens

Customers

[+]

List-view

View screen shows different modules connected with arrows that illustrate the
module’s relation to one another.

Clicking on the name of a modules opens that module in a separate window. You

can open as many modules in separate windows as fit in your machines memory.

If you open too many modules you may get a message that you’ve run out of mem-
ory. If that happens close one of the open module windows before trying to open

another module.

Next to some modules is a “plus” labeling a small, square button. These buttons
related to the modules to which they’re adjacent and they allow you to quickly
open an entry screen to add a record to that module. These are called “add
record” buttons.

| Acc’'ts Receivable |

Page Icon List Icon Data Entry Icon
takes you to another page  open a list in a new window  open an entry form

in a new window

FIGURE 2-1. The icons in the Map-view control screen.

The arrows on the Map-view pages do not perform any action when clicked.
Rather they illustrate the flow of data from one file or area to another.

The most compact control screen is the List-view screen. The List-view screen has
all its popup controls tightly fitted within a single window. The different control
areas are grouped by area and each area is separated from the next by a line.

4th Quarter User’s Manual
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4Quem)=EH

View- EI @ -«——— 4Q Full List-View screen
1424 5
[Dpen Area... |LI
[Chart of Aecounts | 4Q Core List-View screen
[Transach’uns |LI
[Templates B3|
[Cash Accounting |LI
AR & AP —
[ ~J 4Q(tm) = 01 5
[General Ledger B3 View: EI
[Financial Reparts | | 1a=2 b

[Dpen [ilg= |LI
[Journa]s |1I

[Chart of Accounts | = |
[Inventary Rd [Transactions B3
[Vendurs |LI [Temp]ates |LI
[Purchases ] [Cash Accounting -]
[Purchase Orders | » | (AR & AP B3
[Customers ] [General Ledger |+
[Sales ] [Financial Reparts | |
[1nvoices ] [.Juurna13 |LI
[3ales Related - © Braided Matrix, Inc.
& Braided Matrix, Inc.

FIGURE 1-6. The 4Q Full (left) and 4Q Core (right) views of the List-view control
screen.

Accounts

All accounting is based on accounts and transactions. These two concepts are
designed into 4th Quarter so fundamentally that once you understand how we
handle accounts and transactions, everything else follows naturally.
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Accounts

All financial information is stored in accounts. Accounts and only accounts are
debited or credited in financial transactions. While your business may involve
entities that are not financial in nature, such as customers and inventory, all finan-
cial history associated with these items is stored in an account created for that pur-

pose.
]
General Ledger and General Ledger Accounts
Zransac:lon GL Accounts act to group similar accounts together. Each GL account summarizes
ccounts

the entries that affect the balance of one or more accounts. These summaries
appear on the General Ledger list screen and are used in financial reports.

4th Quarter’s General Ledger analyzes and displays information more quickly than
accounting programs because 4Q’s GL stores summary information. Detailed
account history is always available, but 4th Quarter does not need to return to the
details in order to prepare financial reports.

Each GL Account is associated with one or more transaction accounts, simply
referred to as accounts. The GL Account balances are equal to the total of the bal-
ances of their associated accounts.

GL Account balances are updated when transactions are posted to the general led-
ger. The posting of transactions is done in batch. It does not occur when transac-
tions are first entered. In actual practice, the GL account balances only equal the
posted portion of the balances in their related accounts.

When you first enter transactions of any sort only the related account balances are
affected. It is not until you post transactions that the system adds up the contribu-
tions to each GL account from its related accounts. A transaction can be modified
up to the point where it is posted. After transactions have been posted they are no
longer modifiable.

Posting transactions is done through the General Ledger menu that appears above
the GL Entries list screen.

4th Quarter User’s Manual What’s New 27
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Transaction Accounts

4th Quarter uses Transaction Accounts, simply referred to as accounts, as the first
place where transactions are recorded. Every account must be related to a GL
Account.

All transactions generate debits and credits to accounts. Account balances are
immediately updated when transactions are entered. It is only the GL Accounts
balances that are updated later, when posting is done.

In 4th Quarter every accounting entity has at least one account. For example, cus-
tomers have receivable accounts and vendors have payable accounts. Some enti-
ties have multiple accounts. For example, inventory items asset, cost of goods
sold, and spoilage accounts.

Every account is linked to exactly one GL account. The controlling GL account
acts determines many features of the accounts attached to it. For example the con-
trolling GL account determines the type of its related accounts, whether they are
asset, equity, or liability. It also determines what journal they appear on, as is dis-
cussed in the following section on Journals.

Restricted Access

4th Quarter accounts can be individually assigned regular or restricted access.
Assign restricted access to Payroll Accounts or other Accounts that contain confi-
dential information. The details of restricted accounts can be viewed or printed by
users who are members of the Restricted Access group. (For more, see “Access
Privileges” on page a.13 of the Administrator’s Manual).

Any transaction that involves a Restricted Account becomes a Restricted Transac-
tion. The details of Restricted Transactions can be viewed or printed by users in
the Restricted Access group.
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Journals

Journals
Every Account 4th Quarter uses Journals to group accounts in a way that complements the gen-
Appears on a eral ledger. Every account appears on exactly one journal. This is a powerful
Journal aspect of how 4th Quarter is different from conventional accounting programs.

As in traditional accounting systems, 4th Quarter journals provide a primary
means for collecting information. But unlike traditional systems, in 4th Quarter
the total amount debited and credited to accounts on the journals always balances.
This means that 4th Quarter can generate a Journal Trial Balance in addition to a
GL Trial Balance. This is done through the Audit Reports available in each journal
area. Balanced audit reports provide an additional means of testing and reviewing
your books.

In convention programs journals only show the entries to the journal accounts
that have been made through that journal. In 4Q any entry that affects an account
on a particular journal will appear in the list of entries for that journal. This means
that when you view the cash journal you find all entries affecting cash accounts no
matter what their source.

In conventional programs, a sales entry will debit the Cash Account through the
Sales Journal, and a direct deposit will also debit the Cash Account but through
the Cash Journal. Since the entries are on different Journals, they can’t be viewed
together or printed as part of the same journal report.

In contrast, 4th Quarter displays all transactions that have an effect on an account
on that account’s journal. For example, all Cash deposits, whether they’re made as
Sales or as direct deposits, appear on the Cash Journal.

|
Journals Update In 4th Quarter all transaction components, no matter how they’re entered, appear
Immediately immediately on the appropriate journals. Accounts and journals are continuously

updated; there is no need to post transactions to bring them up to date.

A complete journals listing provides the same type of information as the Trial Bal-
ance available through the General Ledger. The journal information includes all
information, posted and not posted, while the GL Trial Balance reports only
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posted information. In addition, journals provide account detail, while the Trial
Balance displays GL account summaries.

4th Quarter’s journal structure enables you to rely on journals as auditing and
reporting tools with the assurance that all the information is complete and cur-
rent. It supplies this information from a management-oriented perspective which
complements the financial perspective offered by the General Ledger.

Transactions

Transactions are entered through a variety of special screens. These include Sales
and Purchases, Invoices and Purchase Orders, general and cash entry screens. Dif-
ferent screens are needed ti handle the entry of extra information that accompa-
nies particular types of transactions. For example, the invoice screen handles Line
Items; the Sales screen handles Customers and sales terms; the cash screen han-
dles the numbering and printing of checks.

There is also a general transaction entry area. The General Transaction Entry
screen requires that you specify each account involved in the transaction and the
amount to debit and credit to each. Transactions whose only effect are the debit-
ing and crediting of accounts are entered here. These include adjustments, depre-
ciation, inventory adjustments, period closing entries and the like.

All transactions, no matter what screen was used to create them, can be viewed in
the General Transaction Display screen. However, when they are viewed through
the general display screen, only the basic debit and credit structure of the transac-
tions appears.

For example, when you view an existing Sales Transaction through the general
transaction screen you see only the amounts debited and credited to the Sales,
Cash, and Customer Receivable accounts. You do not have access to details about
the customer or the terms of sale. In contrast, when you view the same transac-
tion through the sales screen, all the specific sales details are displayed.

The general transaction area is primarily for maintenance, adjustments, and audit-
ing of accounts. Using this area you can review all transactions from all sources.
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Access to the general transaction area should be reserved for people charged with
maintaining or reviewing the accounts, such as bookkeepers, accountants, audi-
tors, and controllers.

Invoices and (available only in the Full version of 4th Quarter)

Purchase Orders
4th Quarter supports what we call a “virtual order.” A virtual order is a central
means of accessing all order-related events. It tracks items ordered, their shipment
history, details of multiple shipments, scheduled returns and the receipt of
returned items. Each order is treated as a small-scale “job”, and all the details per-
taining to that job are displayed, updated, and printed from the virtual order
screen.

In traditional systems invoices and purchase orders are static forms. They’re
entered at one point in time and their information corresponds to a particular
printed form. Virtual orders are a significant extension of these traditional con-
cept:

e A virtual order can always be modified

e A virtual order may relate to multiple accounting events spread over different
accounting periods.

* The virtual order provides an audit history of order changes and shipments.

* The number assigned to a virtual order corresponds the job and not to any par-
ticular document.

e The forms generated from a virtual order can represent the order at any stage
in its past history.

For example, one 4th Quarter invoice tracks all stages of an order including multi-
ple back orders and returns. No additional back orders are generated. Orders can

be partially filled and items can be assigned return authorization numbers to track
their return. Inventory levels and the journal amounts are updated to reflect incre-
mental changes.

Virtual orders do away with the need for back orders, change orders, and return
records. A virtual order provides the ultimate record of past actions and present
obligations.
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Payables and Receivables

Dynamic 4th Quarter’s AR and AP areas support the basic suite of advanced functions
Reconciliation including:

* automatic allocation

* split payments

e advanced payments

* aging reports

* interest on unpaid balances

* removal of unsatisfied sales discounts

In addition 4th Quarter is the first application (to our knowledge) to support com-
plete flexibility in the handling of payables and receivables. We call this feature
“dynamic statement reconciliation.”

In 4th Quarter you always change the way payments are allocated to debts. No
matter how much time has passed or the particular source of the entry (invoice,
point of sale, advance payment, etc.) you can always allocate and reallocate any
payment to any debt.

You can stop worrying about how your client or vendor allocates payments
because you can always reallocate funds to match their records. You can let 4th
Quarter automatically allocate funds as they’re received, post entries to the gen-
eral ledger, and still change your records at a later time to agree with your clients
or vendors records.

Priority Based All debts can be assigned a priority from 0 to 9. When 4th Quarter allocates pay-
Allocation ments automatically it does so on the dual basis of priority and due date.
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General Ledger Entries

GL Entries
Summarize
Transactions

Financial Reports
Draw on the GL

The application first considers the highest priority debts. It first uses the available
funds to pays off the earliest debts followed by later debts at that priority level.
Once all debts have been covered at one level the application allocates remaining
funds to each of the lower priority levels until no funds or no further debts
remain.

General Ledger Entries

As in conventional accounting, 4th Quarter’s General Ledger is a ledger of final
entry. Transactions first appear on journals and later, after they’ve been posted,
the transactions are summarized on the GL. Once posted, transactions cannot be
modified.

4th Quarter’s GL Entries list screen displays a list of posting entries. These entries
are not a list of transactions. Rather, postings summarize the effect of may transac-
tions that affect a single GL Account within the posting period. When you view
4Q’s GL Entry list screen you see lists of summarized contributions to GL
Account.

4Q’s posting summaries provide access to the full details of the transactions
involved. You can view all the postings to any particular GL Account and you can
recall the detail of each individual transaction by double-clicking on the posting
summary records.

4th Quarter stores summaries in order to assemble financial reports more quickly.
Each GL posting may represent tens or hundreds of transactions. This means that
the assembly of historical financial information can be done tens to hundreds of
times faster than in other programs.

Financial reports draw exclusively on information stored in the General Ledger,
and financial reports display detail only down to the level of GL Accounts. Individ-
ual account balances do not appear on financial reports.
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Since GL Accounts reflect only posted transactions, financial reports contain only
that information that has been posted to the GL. You must post all transactions in
the current period in order to generate financial reports that are current up to the
end of the period.

Financial Reports

Real-Time Access You can create an unlimited number of financial reports that draw upon the gen-
eral ledger. 4th Quarter’s Financial Report system actually stores report templates
that is used to assemble the report for a specific time period. Because 4th Quar-
ter’s general ledger saves period summaries it is possible to assemble a complete
financial report in a matter of minutes.

Hypertext Financial reports can be printed, sent to disk, or viewed on-screen. When viewed

Documents on-screen the reports are displayed as active hypertext documents. This means
you can double-click the report rows to “drill down” into the line’s history. You
can follow the accounting data to the level of the original transaction entries. At
any stage along the way you can search for related items and print a variety of
intermediate reports. You can then return to the top level of the report and drill-
down into the history of another line.

A Revolutionary New Structure

A program’s source code is the set of instructions that controls all of its actions
and its computer interface. As a user you never see the source code even though it
underlies every facet of the program. But if you looked at 4th Quarter’s source
code, if you looked “under the hood” as it were, you'd see a structure very differ-
ent from those of other accounting programs.
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Transaction Based 4th Quarter handles data on an accounts and transactions model. This distin-
guishes it from most other accounting programs that store information according
the forms used to enter the data. Where most programs will have separate files for
invoices, purchase orders, direct sales, purchases, loans, payments, advances,
credits and so on, 4th Quarter uses a single file of transactions in which every
entry is distinguished according to its type.

This method has the important consequence that no matter what new function
you need to add, you never need to change the way data is stored. All you need to
do is to assign a new tag to your new type of entry and give 4th Quarter any spe-
cial instructions about how this type of entry should be handled.

In this way you can add new types of accounting information without needing to
change 4th Quarter’s accounting engine. This makes the 4th Quarter program
uniquely well-suited for customization and modification.

Account Based Accounting programs traditionally store accounting information with each of vari-
ous business entities. This makes for problems because when you change the way
the business is structured you must also change the way accounting is structured.
In 4th Quarter all balances are stored with records stored in a single file, the
“accounts” file. No matter who or what is the source or destination for assets, the
assets themselves are directed to an account.

This means that whether you’re handling clients, vendors, funds, jobs, contracts,
whatever, the accounting information is always directed to an account that’s asso-
ciated with that entity. You can create as many accounts as necessary for your
needs and it will all be handled by 4th Quarter’s existing accounting module.

|
Independent The structure of other accounting programs tightly binds accounting information
Accounting Module to the particular services that the program supports. In contrast, 4th Quarter uses

a two-stage structure that separates core accounting from specific business func-
tions. This separation allows us to offer you a system that can support any degree
of business-specific modification, with only minor changes to the accounting por-
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tion of the program. 4th Quarter can truly be used as the core accounting system
for any business.

4th Quarter’s existing accounting engine can support any business accounting sys-
tem. Imagine what this means in terms of the use and maintenance of a 4th Quar-
ter application:

* 4Q applications can evolve with your business.

* Changes to 4Q’s core accounting module, supplied by Braided Matrix, can be
installed without disrupting your custom application.

e Changes to your custom application can be made without disrupting the core
accounting application.

* Your program can evolve over time without the old format of your data becom-
ing incompatible with new format.

* 4Q s the only accounting platform you’ll ever need.

We believe that the way we’ve separated accounting function from business func-
tion is so general and useful that all future modifiable accounting application will
have to follow this model. We've convinced the U.S. Patent and Trademark office
that 4th Quarter’s concepts are both novel and useful. Braided Matrix now holds a
US Patent #5740427 on these methods, giving us exclusive rights to employ this

technology.
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CHAPTER 3 Conventions

This chapter reviews the graphical conventions and the
techniques to organize information used throughout 4th
Quarter.

Graphical User Interface

Our screens use certain conventions to help you understand the data you're view-
ing and the functions available to you. We consider these conventions as they
appear on the three types of screens:

List screens

Entry screens
Dialogs
|
Windows vs. Mac Microsoft Windows and Apply Macintosh largely share the same interface but

there are the following minor differences.

Command vs. Control key

To modify the action of a key Windows systems use the Control key, abbreviated
“Ctrl”, while Mac systems use the Command key. On the Mac the Command key

is identified by the cloverleaf symbol (88 ). Windows users should use the Control
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key while Mac users use the Command key whenever the Control or Command
keys are mentioned in the program or manual,

El E Close Box

In Windows systems the close box has an “X” in it and is located in the upper
right of each window. On Mac systems the close box appears in the upper left of
each window.

FEeturn I i Feturn I Default Button

The default button is the button that’s triggered by pressing the Enter key. On
Windows systems the default button has a faintly heavier border and, in some
cases, can shift from object to object when you press the Tab key. In Mac systems
the default button has a double outline. In a given screen the Mac default button
never changes.

| B Shrink Box

The Windows Zoom box shrinks a window to a label on the task bar. The Mac
zoom box collapses the window to show only its title bar.

Data Entry

Entry Screens Entry screens show the full record details. Use entry screens to enter new or mod-
ify existing information. Access entry screens by either double-clicking on a row
in a list screen, or by highlighting a row in a list screen and pressing the Modify
button or the Ctrl+M (Command+m) key combination.

User Audit Trail

Most accounting related records in 4th Quarter store the date, time and user asso-
ciate with the last modification of the record. This information is displayed in
small type at the lower left hand corner of the first page of every entry screen.
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This information cannot be edited. For the most part it cannot be used to search or
sort records, nor is it printed on any reports.

You must enter the record entry screen to view this information. Be aware that
when you audit user changes by opening records in their entry screens you must
press the Cancel button when leaving the screen. If you press the Enter button,
or the Next or Previous record buttons (buttons marked with the “<“ or “>” sym-
bols) the previous audit information will be erased and your name will be
recorded as the last user to have made modifications to the record. This will hap-

pen whether or not you actually modify any of the data in the record.

Entry screens indicate required fields by using labels displayed in blue type. Some
value must be entered in all of the required fields or else the system will not
accept the entry.

O

Basic Info IOptinns | Histury'

Get | Mumber|105 Sufﬁxl
Mame |foic:e Supplies
ExternalRer [ ]

Some entry screens prevent you from making modifications. Your ability to make
changes to the record through these screens may be limited to comment or note
fields. In some cases you may be prevented from making any modifications at all.

Limited Entry Screens
Limited entry screens of this type occur in the following circumstances

* posted transactions

* invoice or PO transactions viewed through the general transaction screen

* inventory when viewed from a list in which you are asked to select an item

* accounts when viewed from a list in which you are asked to select an account

Tabs

Entry screens often have multiple pages. These are indicated by tabs that will
appear across the top of the window. Clicking on a tab move you to the corre-
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Required Fields

Enterable Fields

Clairvoyant Enterable
Fields

sponding page of the form. You can also use you keyboard’s function keys (also
known as “F-keys”) to navigate between tabs.

In all screens that employ tabs, pressing F1 will take you to the first page, F2 to
the second, and so on.

Description |Price Table | Costs |[History |[Quantity |[Accounts |[Assembly |

FIGURE 3-1. Tabs that appear in the Inventory entry screen.

Fields

There are three ways fields can be displayed on entry screens. Each type is graph-
ically distinct.

Blue label, white area with a sunken shadow.

MNarne I
White area with a sunken shadow.

Marne l |
White area with an underlined label.

Name I |

Clairvoyant fields will search the database for a

value whose value begins with the letters you’ve type. This lookup takes place as
soon as you tab out of the field or, in some cases, as soon as you type the last of a
fixed number of characters.

If you enter an incomplete value into a clairvoyant field -- the first few letters of a
name, for instance -- and press the Tab key, 4th Quarter will search for all items
that begin with those characters. If it finds a single item it will complete the entry
for you. If it finds several items it will display them in a list. If it finds no items of
the given description it will tell you so.

Standard entry field retains

Mame [Braid |  Press the Mame |Braid ; entry as typed.
TAB key... .
T | » tome [Braided Fiatrix] Clairvoyant field performs

auto-lookup.

FIGURE 3-2. Different behaviors of the Standard and Clairvoyant entry fields.
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String Specification Clairvoyant fields are always performing a “begins with” search that searches for
Convention field values whose beginning string matches what you’ve typed. However this may

not be what you want when you know the exact value that you’re looking for.

In order to find exact values Clairvoyant fields employ the following string specifi-
cation convention. If you type in a string that ends with a blank character (gener-
ated by pressing the space bar), then the clairvoyant search takes that as an
indication that you’re looking for an exact match with the string that precedes the
blank space. The clairvoyant search will remove the blank space and search for an
exact match.

Nonenterable Fields Grey area with sunken shadow.

Name I

There fields display data stored in the datafile,
that was specified at an earlier item, and that is no longer enterable.

Control Buttons

Entry screens always have a block of buttons with labels in larger type. These are
the main control buttons which control whether or not your changes are saved.
The button labeled Enter saves your changes; the Cancel button discards your
changes. If you are creating a new item and you press Cancel, the new item will
not be saved.

There are four types of Enter buttons, they will all save your changes but each
does something different afterwards. The Enter button saves your changes and
returns you to whatever screen you came from.

Corernes J

FIGURE 3-3. The four standard Enter buttons that appear on each Entry screen.

The Enter+New button is available when you create a new item. Pressing this
button saves your changes to the current item and presents a blank Entry screen
for another new item. The Enter+New button usually has a heavy outline, indicat-
ing that it is the default button. If you are modifying an existing item, Enter+New
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is replaced with a second Enter button, which indicates that “enter only” has
become the default action.

The “<” and “>” buttons (enter & previous, and enter & next) save your changes

and move to the previous or next record in the current selection. If your selection
consists of a single record, as is the case when you’re creating a new record, these
buttons are disabled. The command key equivalents for the enter & previous, and

enter & next are Ctrl+< (8 < on the Mac) and Ctrl+> (g > on the Mac).

Data Access

List Screens List screens display summaries of the records you choose and let you access them
individually. From a List screen you can add new records and you can review,
modify, or delete existing ones.

A List screen shows your data as a scrolling list of rows and columns. The title bar
of the List screen displays the name of the items in the list, be they Transactions,
Customers, or whatever. Next to the name is the number of items currently
shown in the scrollable list.

O=————"r—————CashaAttnunts: 2 =—"—"———————HH
Account M |GL Account [Account Motes| Dr. Balance |=
10001-100 Cash General Cash 21,954.?0
10091-100 Cash-2 General Cash -34.02

oo Highiight an s S8 I

Su270 Highlight an account to work with. Then press Select. @

FIGURE 3-4. List screen showing 2 cash accounts.

Current Selection

The items in the list, including those out of view, make up what is called the “cur-
rent selection.” Clicking on a row highlights it. Clicking twice in succession on a
row opens an Entry screen for that record and shows it in more detail.
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Pressing the up and down arrows when you have a record highlighted will move
the highlight up or down in the list of records. If no records are selected then
pressing the down arrow highlights the first record. Pressing the down arrow
highlights the last record.

Highlighted Selection

A highlighted row or group of rows comprises the “highlighted selection.” You
can highlight multiple items by holding down the Control key as you click on
them. Holding the Shift key highlights all rows between the first- and last-clicked
row.

If you hold down the Shift key while pressing the arrow keys the existing high-
lighted selection will be extended. Pressing Shift+Up arrow extends the selection
upward, toward the top of the screen. Pressing Shift+Down arrow extends the
selection downward, toward the bottom of the screen.

Selection Menu

search by Example %E Whenever a List Screen is the front-most window, an active Selection menu will
Show All #L appear at the top of the screen. The Selection menu provides access to the follow-
Focus %F ing menu items:
Sort T
Sets U .

TABLE 1. Items on the Selection Menu
Reports... %P

Label Key Description

Search By Example E Opens the Search By Example dialog.

Show All L Shows all records in the current table.

Focus F Reduces the selection to the highlighted records.
Sort S Opens the Sort dialog.

Sets 8] Opens the Sets dialog.

Reports... P Opens the Reports & Medium dialog listing reports.

This basic set of functions is supported by every list screen. The same functions
are available on the Button Bar that appears at the bottom of the screen. The But-
ton Bar also lists any additional functions which are available for many screens.
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Button bar

A block of buttons along the bottom of every List screen shows the functions you
can perform on the items in the list. This block of buttons is called the button bar.

* Buttons whose labels are underlined act on a highlighted selection.

* Every screen has a default button whose action is triggered by pressing the
Enter key on your keyboard. On Windows the default button has a darker bor-
der, on Mac it has a double-line outline.

* Any button labeled “Return” is triggered by pressing the Return key.

* Buttons with names that end in an ellipsis (...) open screens with additional
choices.

* Buttons labeled “sum” will, when pressed, total all the numbers in the column
or columns adjacent to the button. The summation is performed over all items
in the current selection, not just the visible items.

In some cases you’ll see the summation button labeled as “dr sum” Here the
summation displays the total debits minus the total credits.

On-line Help

Throughout the program you’ll notice small buttons with a . or symbol.
These are your access to the program’s on-line help file. Pressing the first of these
opens a new window which will explain the screen where the button was located.
Pressing the help button with the small triangle displays a popup menu with a
selection of help items to choose from.

On-line help records are available for every screen and are designed to describe
the functions on that screen. They provide immediate orientation regarding what
the fields, functions and buttons are for that you are viewing at that moment. They
provide quick direction on all basic functions.
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[l=———————————"——HelpRecord Entryv: 1 0f =——"——— | H
Information lmemu Topic [administration | 1| 17 Hr3oa
Reset Yalues | Medified[05/05/00 | Keywords
The following functions check and repair data integrity. They are useful in cases where relational =
integrity may hawve been compromised due to a user or machine error. Fixing rany records requires List of 1
“write" access to many records which will not be possible if they are being used by others. For this
rreason we Fecornmend you perform these functions anly when everyone else if logged off the data base. Maintenance =

Reset
® RESET ALL ID COUNTERS! button

Default
Each record in every file iz assigned an unique 10 value by the systern when the record is entered. Theze address —
IC walues are assigned sequentially and the system keeps a record of the last number assigned. 1 may be =1
possible, through machine or import error, to have records with bad 1D walues. I left uncorrected this Reusable

could lead to the serious problern where several records end up sharing the same supposedly unique D

walue. Frint
® ERASE CUSTOM SETTINGS! button
When you create a new data file, or open your data baze for the first tirne, the program creates many Enter

default walues autornatically. The values are accessible through the Maintenance screen and include
default GL accounts, default access settings, and default itemns (such asz payment terms).

In the process of programming you can find yourself with incorrect default values or a lack of certain Cancel
default wvalues In soch cases it roasw be sasier to start ower and Feestablish a0l defanlt settinns rather

]

FIGURE 3-5. The Information page of the On-line Help screen.

The help screens open in a window that is independent from the rest of 4th Quar-
ter so that you can view the help information while they continue to work with
the program.

Users can press the Search button while they are still in the Help Entry screen to
search for other or related items.

Help Item Search="— =—— 11 Help Items
Choose the search criteria Click on an itermn to select.
use "@&" a3 awildcard
[ Keyward | | General Ledger Entries
) GL Component Breakdown
[ Topic  |[General Ledger] | GL Default Settings
; GL Entries List
L] Title | | GL Trial Balance Setup —]
L Hr&0a Period Closing Settings
Search Criteria Specialized Reports

® Feplace selection R
() #dd to selection

() Remove from sel. I Select ]
i) Search in selection

L
=
o
LR
_—

If multiple items are found that satisfy the search criteria, then a list of located
items will be presented .
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The Memo page of the help screens provides a place for all users to add notes.
These notes are shared by all users and a preserved when new help records are
imported into the system by the Administrator. For more information see “Import-
ing Updated On-line Help” on page a.96.

E Help Record Entry: 1 DfI=E
Information |Memu I Topic [administration | 1x[ 17 Hr3on

Reset Yalues

< Place your help notes here! »

FIGURE 3-6. The Memo page of the On-line Help screen for user notes.

You also have access the all of the on-line help items through the File menu from
the Control screen.

Tool Tips

Most buttons have control or command key equivalents. These keyboard short
cuts are displayed in small “tool tip” labels that appear on-screen if you place the
cursor over a button. If no tool tip appears, then there is no keyboard equivalent
for that button.

All tool tips display a message of the form “Ctrl+X”, where X is the key that must
be pressed in addition to the modifier key in order to activate the button. On Win-
dows the modifier key is the Control key, on the Mac it is the Command key. In
both cases, however, the tool tips refer to the modifier key as the Control key.

There are a dozen or so keyboard equivalents that are always associated with the

same buttons. For example, “Ctrl-A”, or “3 a” on the Mac, is used to add a new
record. A list of standard keyboard equivalents appears at the end of this chapter.

46

Conventions 4th Quarter User’s Manual



4Q Core

Data Access

Quick Search Buttons

The small square buttons and the triangular buttons to either side that appear
below certain columns are the quick search and quick sort buttons.

= O =

Clicking on the quick search button (the square button) opens a dialog like that
shown below asking you for a value for in the corresponding column.

Find records whose D£170m

Account N® (ommit GL#) starts with ||

@ Replace l::l Add to D Remove from l:::l Search in seleclinn[ Cancel }[[ Search ]]

FIGURE 3-7. The Quick Search screen opened by the small, yellow, quick-search buttons.

Clicking on one of the quick sort buttons will sort the displayed records in ascend-
ing or descending order on the basis of the values in the corresponding column.

String Specification Convention

When you type in a string using the “starts with” criteria, the search will locate all
items whose corresponding value starts with the characters you have typed. If you
want to find an items whose value exactly matches the value you type, you can do
this either of two ways. Either you can selected the “is equal to” popup criteria, or
you can enter a blank space as the last character in your string.

For example, if you type “Smith” using the Starts With criteria, then the system
will locate records whose field values are both “Smith” and “Smithers”. If you
type “Smith ”, which contains an invisible trailing blank, then only records with
the value “Smith” will be found.

This same convention of interpreting trailing spaces as indicating a desire for an
exact match also applies to clairvoyant fields, discussed below.
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Dialog Screens

Dialogs are screens where you tell 4th Quarter what you want it to do. Dialog
screens ask you to specify the details of a particular action, like searching for infor-

mation or generating a report.

Report and Medium

Click on a report Df140

Detailed Summary
Invoice Form
Packing Slip
Billing Labels {3 up)
Shipping Labels (3 up)
Sales Report...

Print to {printsin  Portrait mode )

(2 Paper & TEXT

Q DIF field| 9 |
Q svLK recurd

I Frint I Cancel I

FIGURE 3-8. Dialog screen for report printing prompts you for more information.

Dialogs generally do not change data,

but you might use a Dialog to specify direct

actions that do change data. An example of this is the “Apply to...” Dialog
accessed through many List screens. The “Apply to...” Dialog gives you the oppor-

tunity to make a specific change to all

the items in the highlighted selection. If you

specify a change and press the Make Changes button, this alteration will be

applied to each item highlighted.

Apply to 2 Invoice Records

Field to Modify:

Comment

-l

Py Y A d
dace W@ R pEd

Df90h

|| hdake Changes l[ Cancel

FIGURE 3-9. “Apply to...” Dialog screen where you specify a value to be saved with one or

more records.
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Search Screens

Search screens are a special type of Dialog screen where you select particular
aspects of existing records as search criteria. Each file has its own set of Search
screens customized for the information in that file. Search functions are accessed
through each file’s List screen.

Figure 3-10 shows the “Search by example” screen for Accounts. Here you specify
the Account Number, Name, or other criteria stored with each record. The check
boxes next to the search criteria determine which values are used in locating
records.

Account Search
O o |=i=1 And display only ARE  ARE  EITHER
0 Mame €15t 12 chars) i'iEl those that... NaT
[ account N2 {exclude GL M2) IviE Balance dlert &) O -
O] Suffix IviE Restricted () @ @)
[] Debit Balance i"iEl active () O (]
] ¥TD Balance l'iEl
[0 Last Transaction Date IviE
[0 Felated Record D > iE|
HMatch
® any () all
criteria
Search and___
!JReplace selection Oﬁdd to selection ORemwe from selection e
i i Cancel
) Search in selection. G

FIGURE 3-10. The “Search by example” screen for Accounts.

Specifying Search Criteria

To the left of each entry field there is a popup menu that offers the six choices
shown below.
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These choices correspond to “equals”, “greater than”, “less than”, “greater than
or equal to”, “less than or equal to”, and “not equal to”. When the value specified
is a number the meaning of these choices is self-evident.

When the value specified is a string of characters (which may include numbers)
then the symbols “equal to” and “not equal to” mean “identical to” or “not identi-
cal to”. The “greater than” and “less than” symbols refer to items that lie higher
or lower than the indicated value in terms of the item’s place in alphabetic order.

Remember the crucial difference between the ordering of alphabetic values and
numeric values: alphabetic items are ordered according to their leading characters
whereas numeric items are ordered according to their total value. For example,
alphabetically the value “5000a” comes before the value “9x”.

Wildcard Use the wildcard character to specify a value that either begins or ends with a
known series of characters. In 4th Dimension the wildcard character is the “@”
sign, usually called the “at sign”.

If you specify a value with a series of characters that ends in the @ sign, then the
search will locate all items that start with the indicated characters. The @ sign is
not included in the search, but is rather a signal to the application that it should
locate occurrences that include anything in place of the @ sign.

If you specify a value with a series of characters that starts with the @ sign, then
the search will locate all items that end with the indicated characters. In this case
the @ sign tells the application to locate occurrences that end in the indicated
characters.

The effect of wildcards on various searches is discussed on page a.204 of the
Administrator’s Manual.

Matching Criteria The “Match any criteria” and “Match all criteria” radio buttons in the lower right
hand side of the screen determine whether the search should locate items which
match any one or more of the indicated criteria, or only those which match all the
criteria simultaneously.

All Search screens have four options:

* Replace the current selection (the previously displayed records) with the
located records,
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* Add the located records to the current selection,
* Subtract the located records from the current selection,
» Search the current selection for those meeting given conditions.

When you press the Search button, the system scans the records in the file,
locates those that satisfy your criteria, performs the indicated action, and displays
the resulting selection.

Sort Operations Sort Dialog

Each list screen has a button labeled Sort that opens a Sort dialog. In this dialog
you can specify up to three sort criteria that determine the order in which the dis-
played items are shown.

Account Sort
Sort Criteria: direction
[GL dec't he ~]>]
[Account Ne |LI
[ 3]
(Sortona field with # may be slow)  DfZS0
Sort Cancel l

FIGURE 3-11. The Account Sort dialog has the same layout as all sort dialogs.

Select a field from the Sort Criteria pop-up menus. The order in which the fields
will be sorted goes from top to bottom. If you select multiple fields, then the dis-
played records will first be sorted according to the top-most criteria.

Groups of items that have the same values at the highest sort level will be sorted
within the group using the second sort field, if one is specified. Any items that
have identical values in the first and second criteria will be sorted within the
group using the third sort field, if one is specified.

The “>” and “<“ buttons appearing to the right of the sort fields indicate whether
the sort is to be done on ascending (>) or descending (<) order.
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Set Operations

The sort fields appearing in the sort pop-up menus will differ according to the
items you are sorting. The sort order you select will be remembered by the system
until you exit the user area. If you change the selection of displayed items, using
the Search, Focus, or Set options, the new selection will continue to be sorted
according to the criteria you indicated.

In most cases, if you print a report that lists items in the current selection, the
items will appear in whatever order you have sorted them on-screen.

Sorting on multiple sort criteria can be time consuming. If you specify multiple cri-
teria and then change the selection to include a large number of items, the multi-
ple sort might take a long time to complete. If this happens and you don’t want to
wait, then cancel the sort and the records will be displayed in the order in which
they were created. The multiple sort criteria you select will be applied the next
time you change the selection.

Quick Sort

In addition to the Sort Dialog many screens also provide Quick Sort buttons. These
are the small triangular buttons that appear below columns on list screens.

L= T

Clicking these buttons will immediately sort the selection on the indicated column
in ascending (up triangle) or descending (down triangle) order.

Quick sort ordering replaces whatever previous ordering you selected through the
Sort Dialog. Quick sort ordering is only done on a single column value. No second
and third level ordering is performed. The quick sort ordering is remembered, just
like the ordering specified through the Sort Dialog.

A set is an unordered collection of records from a particular file. 4th Quarter
allows you to store sets in special set documents that are stored on disk. The
important point to remember about sets is that they store only the locations
within the data file of the records they contain. Because they do not store any
actual data, sets cannot be used to archive information.

Sets allow you to perform the following familiar operations:

52

Conventions 4th Quarter User’s Manual



4Q Core

Data Access

* Union: locating a selection of records from the combination of two sets.

* Intersection: locating a selection of records that consists of records that are
present in two different sets

» Difference: locating a selection of records consisting of those records that are
present in one set but not present in another.

These operations can be visualized using Venn diagrams. Each dot in following
diagram represents a record in some table of your database. Each of the circles in
the following diagram encloses some group of records. The result of the set opera-
tion in the left diagrams is pictured on the right.

FIGURE 3-12. The union of two sets creates a new set whose records contain all the
records that were in either of the previous two sets.

| |
n n
] n -
A "
Inter- = = .- - ") am
section unm
B L - L] ] -
| | |
| |

FIGURE 3-13. The intersection of two sets creates a new set whose records contain all the
records that were in both of the previous two sets.
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FIGURE 3-14. The difference of two sets creates a new set whose records contain all the
records that were in the first of the previous two sets and were not in the second.

When you create a set, the system records the locations of the records in the cur-
rent selection in the set document. When you restore a set, the system reads the
record locations from the set document and displays these records in the current
selection. If records have been deleted since the set was created, they will not be
found at the recorded locations. If records have been modified since the set was

created, the most current information will be found. It’s even possible that newly

added records will be located if they have been stored at the location of previously
deleted records.

Choose Set Operation

‘What set operation do you want to perform
with dceount records?

ﬁ—p@ [ Save setto disk ]
@—}ﬁ [ Load from disk l
@—} @ [ Delete setfram disk _I

1d70

FIGURE 3-15. The Sets Dialog.

Because sets contain references to the location of information, rather than the
information itself, sets can be relied upon only for short term reference.

Set operations are performed through the Sets button located on each file’s List
screen. The Sets Dialog, shown in Figure 3-15, gives you the choice of:

» Saving the current selection in a set document on disk,
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TABLE 2-1.

* Replacing the current selection with a set stored on disk,

* Deleting a set document.

Shortcuts

The following key combinations will activate the corresponding buttons whenever
these buttons are visible. In addition, any button encircled with a heavy outline
will be triggered when the Enter key is pressed.

Standard Keyboard Equivalents

Button or Menu

Key Item Label Action indicated
Win Mac
CtrI+N 8 n Add Add a new record.
Ctrl+G %dg Apply to... Apply indicated change to selected records.
Ctri+. %8 . Cancel Cancel action; return to the previous screen.
Ctri+ s opt Delete Delete the currently selected record.
Alt+De 4 pe|
I
Ctri+F s f Focus Replace the selection with highlighted records.
Ctri+M & m Modify Modify an existing record.
Ctri+> % > Next Record Move to the next record in the selection.
Ctri+< %8 < Previous Record Move to the previous record in the selection.
Ctri+P % p Report Display a list of reports available for printing.
Return Return Return Return to the previous screen.
Ctri+E ®E Search by Open the Search by Example dialog for the cur-

Example rent table.

Ctri+1 %8 1 Select Select the highlighted record; return to the previ-

ous screen.
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TABLE 2-1. Standard Keyboard Equivalents

Button or Menu

Key Item Label Action indicated
Ctri+U 1 u Sets Display options for handling sets of records.
Ctri+L % | Show All Display all records in the current table.
Ctri+S ®s Sort Display options for sorting current selection.
Ctri+T 8t Total Total all the values in the current selection.
n
Abbreviations 4th Quarter uses the following abbreviations for accounting terms.

TABLE 2-2. Abbreviations

AR Accounts Receivable
AP Accounts Payable
BOM Bill of Materials

CD Cash Disbursement
Cr Credit

CR Cash Receipt

Dr Debit

GL General Ledger

FY Fiscal year

PO Purchase Order

RD Receipts/Disbursements
YTD Year to date
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v

Accounts

Chart of Accounts

This chapter describes the Chart of Accounts. This
includes accounts used on the GL (GL accounts) and
accounts shown on journals (journal accounts).

Chart of Accounts

The Chart of Accounts has a two-level structure consisting of General Ledger
accounts and accounts subordinate to them. General Ledger (GL) accounts must
be defined before accounts. The balances associated with GL accounts, and only
those balances, are used to generate financial reports. GL balances are changed
only by posting transactions to the General Ledger.

— — ...may be related to...
~

—
e N
/ N\ One
/ \ General Ledger
| \ Receivable Account
\
Many L >
Customer \ /
Receivable  \ /
Accounts ~ - -

FIGURE 4-1. Many accounts can be related to a single GL Receivable account.
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Flow of Data

Account records store primary accounting information. The balances of these
accounts are directly affected by transactions.

Accounting transactions occur through journal entries, sales, purchase, cash
entries, invoices o PO’s. They are also generated by various administration func-
tions such as period closing, item assembly, finance charges and others.

Account balances update as transactions are entered.
GL account balances are only updated the transactions are posted in batch. GL
account balances do not updates in real-time. Posting brings GL balances up to

date so that they are in agreement with their subordinate accounts.

-FR, trial balance, and audit statements are derived from GL accounts. Journal
reports, account statements are derived from account records.

Transactions
General Ledger '\ / Journal
Posting
J/ N\ Journal etc.
Reports
Financ.| | Trial Accountl | Rec’ble
Report | |Balance Report | | Stmt.

FIGURE 4-2. Flow of data from transactions, to accounts, to GL accounts.
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General Ledger Accounts

GL Account List GL accounts are accessed through the Chart of Accounts pop-up menu on the
Accounts & Related Control screen. They can also be accessed from the GL Accounts menu appearing
above the Accounts List screen.
Add Account
O0=—————————_06lAtnunts: i=——————————FH
GL NE | Name |.Journa] #hce'ts | Posted Dr.Bal o
10001 Cazh Receipts/Disbursement 1 2'.-‘,662.'."5
1000z Client Receivable Receivable 13 -24,313 44
10003 Inventory General 4 15,015.39
o100 Client Receivable Receivable 1 106.45
1010z Instruction Inventory Assets General 1 .00
[i]a. a = & O = o O o
~' CaZla Double click ona GL Account to modify. zum |
-, L -
Accounts of type... -

FIGURE 4-3. The GL Account List screen.

Searching The items above the line on the Search... pop-up menu open screens in which
Example... you specify search criteria. The “Show All” item below the line acts as soon as it’s
Related... chosen.

Show &1
Example Search The Example... search opens a screen in which you specify some combination of

the criteria shown in Figure 4-4. Mark the check boxes on the left side of the
screen adjacent to each criteria that you want to match. Use the pop-up menus
next to the entry fields to specify the type of search you want performed. Refer to
the section entitled “Search Screens” on page 49 for a description of how to spec-
ify search criteria.

The “any” or “all” radio buttons on the lower right determine how your search
criteria are applied. The radio buttons in the “Search and...” area at the bottom of
the screen determine how the items found affect the items previously displayed in
the GL Account list.
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Related Search

Search By Example

And dizplay only 4RE  ARE  EITHER

O v Cerwildtaracter) [T =[] those that.. et
O tameCist 12emrs) )= Restrictes O @ O
O cateory 2 — wiv. ® QO Q
L TC R 0 [ —
[ #ecount 1D 52 | —
rMatch
®any O an
criteria
CaB0
Search and ane

& peplace O édd Ta ) Remove From  prewvious selection. '
i) Search in selection

FIGURE 4-4. The GL Account Search by Example screen.

Mark the items you want to include in your search. Select the values from the pop-
up menus. Set the Number of Accounts radio button to indicate to the number of
accounts that you want to be associated with the GL accounts that you are looking
for.

In this search the criteria you specify are inclusive. That is, the search will look for
GL accounts that satisfy all of the criteria you specify.

If you are looking for GL accounts that satisfy one or the other of these criteria,
then you must search on each criteria separately and use the Add To radio button
each time to add the located GL accounts to those found previously.
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GL Account Entry

Related Account Properties

Find GL accounts that are linked to:

J ]

(2 Remove Trom
() Search in selection

[ Department |
and
[ Profit Center [ |LI
and
ot na [Expense B3
and
Mumber of Accounts
@ any Wurmber of dccounts
() 0ne or More Accounts
) Mo Accounts
Search and Carla
& repeee

FIGURE 4-5. The GL Account Related Search screen.

You can create GL accounts from the GL Account List screen. You can also create
GL accounts from the Accounts List screen. This is done by selecting the Add item
appearing on the GL Account menu located on the menu bar above that screen.
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O0=——————————o6lLAccountEntry: 1ef | =———————FEH
Basic Info IOptiuns |Accounts |Budget | Catda [T
Pazted Dr Bal. o Created
t: nonmodifiable if accounts assigned 0.0o | 196 ||06/03/1999|
GL Marme Active
[Client Receivable |
Type® GL he Dept. Center

[Current asset [ = || 1][o100 ] [ooo] [ooo]
[J:Department:
[] Profit Center

Journal Account References
0 account(s)

Update accounts

List accounts related to this GL aceount....
Linaging reports: () Yes @ Mo

inaudit reports; () Yes @ Mo

Description |FH & Enter
e

FIGURE 4-6. The Basic Info page of the GL Account Entry screen.

Create GL accounts according to your financial reporting needs. Each GL account
can appear as a line item on any of 4th Quarter’s customizable financial reports.
For example, if you want Wages Payable to appear as a liability, you’ll need a
Wages Payable GL account.

Every GL account is assigned one of ten basic accounting categories:

TABLE 2-3. GL account categories.

Category 1st character Debits Credits

Current Asset 1 increase decrease
Long-term Asset 2 increase decrease
Current Liability 3 decrease increase
Long-term Liability 4 decrease increase
Equity 5 increase decrease
Revenue 6 decrease increase
Income 7 decrease increase
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Category 1st character Debits Credits

Cost 8 increase decrease
Expense 9 increase decrease
Pass through 0 funds out funds in

Every account is of one of these types. The type determines the first character of
the GL Account Number, which ranges from O to 9. You are free to assign the 2nd
through 5th characters of the GL Account Number.

Asset, Liability, and Equity are standard accounting categories. The distinction
between Revenue and Income is that of operating versus nonoperating sources of
funds. Similarly Cost tracks operating outlays while Expense accounts track non-
operating outlays.

“Pass Through” is a category used by 4Q to designate funds held temporarily but
not owned. This includes monies held in escrow and payments collected for third
parties. Pass Through GL accounts do not appear on any financial statement.
Transactions involving Pass Through accounts can involve only other Pass
Through accounts; they cannot affect non-Pass Through accounts. All Pass
Through account numbers start with the character “0”.

Journal Settings

Each GL account is assigned to a journal, and all accounts related to a given GL
account are assigned to the same journal. If you change the journal indicated on a
GL account, then all of the related accounts will move to the new journal.

The Cash, AP, and AR features of the program only apply to accounts listed on
these journals. For instance, a GL account must be linked to a receivable journal in
order to identify its accounts as receivables accounts. If the GL account is not
linked to a receivables journal, the accounts will not be listed on the receivables
journal and will not support funds allocation, aging reports, and other functions of
receivable accounts.

Journal Reports

All journals support audit reports while payables and receivables journals also sup-
port aging reports. These reports can be set to display different accounts and dif-
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Aging Report

Audit Report

ferent levels of transaction detail. The List Accounts... setting, on the GL account
entry screen, sets the level of detail shown on these reports.

Expense
General
Journal I neome
Pass Through
Payable
List accounts related to this GL accaunt. Rece! i
- Receivable

.inaging reports: ) Yes @ No
Linaudit reports: (O Yes @ Mo

FIGURE 4-7. GL journal report setting buttons in GL entry screen.

In an aging report, if you want to include each account of a particular GL account
on a separate line, then set the radio button labeled “List accounts associated with
the GL account in aging reports” to Yes.

When this radio button is set to No, the aging report aggregates all accounts of this
GL account in a single item across all aging columns. That is, when the option
“No” is selected the aging report will sum the aged amounts for all accounts under
this GL account. These aged totals will be displayed as single totals for each
period.

The setting stored with the GL account can be overridden when you actually print
the aging report. At that time you can set the report to detail all accounts, summa-
rize all accounts, or display the detail indicated by the setting stored with the GL
account. Configuring and printing aging reports is discussed in detail in the sec-
tion entitled “Aging Report” on page 316.

In the audit report, if you want to display the totals credited and debited to the
accounts of a particular GL account, then set the list accounts associated with
this GL account in audit reports to Yes. If this is set to No, then the audit report
summarizes all contributions to this GL account on a single line.

This setting can be overridden at the time the audit report is printed, just as this
can be done with aging reports. Configuring and printing audit reports is dis-
cussed in detail in the section entitled “Audit Report” on page 308.
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Account References: the Update Accounts button

A Account records store the numbers of the GL accounts
ccount References .
TE e they're related to. When you change the GL account
[ﬁ number the references stored with the related accounts
e need to be updated to reflect this change.

Account updating is done automatically when you change the GL account. The
Update Accounts button enables you to do the same thing manually. We've given
you this option for two reasons:

* Updating the accounts may have taken too much time and the user who made
the original change may have terminated the update process before it could
update all accounts.

* If some accounts were in use by another user when the update process origi-
nally ran, then they would be locked and would not be updated. The process
would need to be rerun in an attempt to complete a full update of all related
accounts.

Should the updating fail to at a particular account, either because it's locked or
because you have aborted the updating process, a note will be stored with the GL
account informing you that the GL account number was changed and account
updating remains incomplete. You can attempt to perform the update at any later
time.

The Update Accounts button is only enabled when you have made a change to
the number of an existing GL account.

History Graph To see the last 5 years of GL account history press the History button on the Basic
Info page on the GL entry screen. This takes you to the following graph screen
that displays a multi-year, monthly summary.
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FIGURE 4-8. GL history screen for the Customer Receivable account

The date table on the left has three columns that show the time period (month,
quarter, or year), the total of item posted in the period, and the running balance.
Above the table is a popup menu where you can set the period summarized by
each row.

Select a date range by clicking once on the row at the beginning of the range, and
click a second time on the row at the end of the range. A bullet will appear next to
each row in the range, and a graph will appear on the right.

Graph variables and graph display

On the right is the graph area which displays the balance in the chosen range.

Above the graph area are three radio buttons that determine which historical bal-
ance figure is graphed. If you click on the Period Balance button, then the graph
displays the period balance as a function of the period. If you click Running Bal-
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Options Page

ance, the running balance is graphed. If you click Both, then both quantities
appear in the graph area.

The picture buttons below the graph allow you to choose to display the informa-
tion in pie, bar, or line chart form. When graphing two variables, only the bar or
line chart forms are available.

If you click on the Enlarge button, the graph will expand to fill the whole win-
dow. If you press the Print button, both the graph and the selected values in the
table will be printed.

Also above the graph area is a check-box labeled Minimum at Zero. If you check
this, then the scale on the graph's vertical axis starts at zero; if this is unchecked,
then the scale is determined by the range of values that are graphed. The “Mini-

mum at Zero” feature is useful when comparing different graphs or graphs of dif-
ferent ranges.

Default Account Values

When a new account is assigned to this GL account, it will inherit the following
account settings stored with the GL account. These settings do not control the
behavior of the GL account, but act as a template that determine the settings
assigned to new accounts.

Recall that when you create a new account you must select its GL account. 4th
Quarter will then apply these settings to the new account and display them in the
account entry screen.
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[0=——-———""—"—"— Gl Account Entry:lofl o =]
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vl Created
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|000|[000] [Client Receivable |
rDefault Account Yalues Account Links
Yalues assigned to new accounts. Restrict FUTURE account Tinks to:
[J Link to  equity account {only files with & can be linked)
| || |» Customer =]
Apply to (0 e O new & current ) accounts » Vendor
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[ Restricted access
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%

FIGURE 4-9. The Options page of the GL Account entry screen.

The settings do not apply retroactively — their modification will not affect the set-
tings associated with existing accounts. Except for the assignment of the equity
account, these settings are described in the section “Account Options” on

page 86.

e Active

GL Accounts can be set as active or inactive. At various places in the program
you can limit GL Accounts shown or included in reports on the basis of
whether or not they are active.

* Link to equity accounts:

You must assign an equity account if the GL account is an income, revenue,
cost or expense type account. You can direct the equity account setting to
apply retroactively if you want. When applied retroactively the equity account
assignment will be reassigned to every account of the current GL account.

e Restricted access
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e Tax liability

* Sales tax account

* Automatic allocation

* Interactive monitoring of balance levels

* Threshold values to use when monitoring

Account Links

The user can link accounts to other files in the database. This is usually performed
automatically, such as payroll accounts being linked to employee records. How-
ever, you can also manually link an account to a record in another file. The actual
linking process is done in the account’s entry screen.

-Account Links —
Restrict FUTURE account 1inks to:

fonly files with & can be Tinked)

® Customer = |
Yendar

-

FIGURE 4-10. GL entry screen list of files that can be linked to related accounts.

The GL account entry screen displays a list of files whose records may be linked to
related accounts. Clicking on a file name marks it with a bullet, which indicates
that its records can be linked to accounts of this GL account. If a file is not bul-
leted, then the user will not be able to establish a link between the account and
the record of the indicated file.

You can change these settings at any time, but the settings will only affect new
accounts of this GL account — existing links between accounts and related files
will not be affected.

Accounts Page Click on the Accounts tab to view a list of the accounts currently linked to the GL
account. If this is a new GL account, then the list will be empty. You can create
and modify accounts from this screen.
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Accounts that you create from this page are not saved until you save the GL
account record in which you are working. If you press the Cancel button in the
GL account entry screen, then any changes you have made to the list of related
accounts will be discarded.

O=————— GlAccountEntryilof —————— [0 &
[Basic Info |[options | Accounts |Budget | CalOc (2]
D Created

[ 1o |[o6/03/1999]

[Elient Receivable

The following accounts are related to this GL Account.

decount N2 Narne Dr. Balance | =
Enter
Ed
[0 Jaccount(s) | mda || modity || Detete |
i

FIGURE 4-11. The Accounts page of the GL Account entry screen.

Limited Account Entry Accessing accounts from this location using the Add or Modify buttons opens the
Limited Account Entry screen shown in Figure 4-12. This is not the same as the
Account Entry screen. This screen is more limited in its function. If you need
access to all aspects of the account records, then you must use the accounts
through the Account Entry screen accessed through the Accounts List area
described on page 83.
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O =———————"LlLimited AccountEntry: 1of | =————HIB
Status Debit Balance  Acc't 1D Last Transact. Date Created
General | 0.00 || 493 || 00s00/00 || 643499 |
Number 5| Suffix [ REEE
Wame [Client Receivable |
External Ref.|:|

Description

General Ledger

Categary |Current Asset | Profit Center | |
Journal |Receivable | Dept. | |
GL M2 |10900 |Client Receivable |

FIGURE 4-12. The Limited Account Entry screen accessed from the Accounts page of the
GL Account entry screen.

Budgets Page Click the Budgets tab to access budgeting for the current GL account. Budget fig-
ures are only kept for GL accounts. Budgeting is not performed for individual
accounts.

4th Quarter maintains two independent budget sequences for each GL account. A
budget figure is kept for each GL period, however you’ve defined your periods. If
you are using monthly periods, then there are 12 budget periods per year. If you
are using 4-week periods there are 13 periods per year. (GL accounting periods
are set by the Administrator through the Maintenance screen, see page a.47 of the
Administrator’s Manual).

Budgets are displayed on a calendar year basis. The first budget period is always
the first period in the calendar year. The system retains budget figures three years
into the past and two years into the future. Old budget figures are erased when
the Fiscal Year is reset.
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You can set the net budget amount for each period and you can set the initial bud-
get value for each calendar year. The budget amount is interpreted as a debit for
asset-type accounts and a credit for all other types of accounts.

Unlike real account balances, initial budget balances are independent from year to
year. Each year's initial balance defaults to a zero unless set otherwise. Cumula-
tive budget values are always calculated from that's year's initial budget balance.

Initial budget values for the year shown are entered in the “Year's balances start
at:” fields on the entry screen. You can also set the initial balances according to
the Options#1 and Options#2 buttons described below.

[Basic Info |Options |Accounts | Budget l Lalld
1D Created
133 08/12/1998
10100 | 000|000 Client Receivable
Year |1999 - [ Rewertto Saved ] [ Print ]
# i Period End | Budget#1 YTD#*1 | Budget#2 | YTD#Z
01 1431499 60,000 120,000 50,000 1DD,DDD:
0z 25256799 61,200 181,200 51,000 151,000/ =
03 3531499 62,424 243,624 52,020 203,020
04 4530799 63,672 307,296 53,060 256,050
05 5/31/99 64,945 372,242 54,121 310,202
06 6530599 66,244 438,487 55,204 365,406
oy 7431799 67,569 506,057 56,308 421,714
o8 8/31/99 68,921 574,978 57,434 479,148
09 9s30499 70,299 645,277 58,582 537,731
10 10531799 71,705 716,983 59,754 597, 456] o
Year's balances start at: Update Budget
.
‘fear's balances start at: (O Copy previous year's values : Apply command to...
Budget#1 [ 0.00]_Options#1 gcompwnd valuesby [ 0% |
- Multiply each by : -
Budget# 2 0.00|[ options#z I : _ .< .>
: i () Copy first value i BldgEtEs . .
a l Cancel 1

@ Copy from (10091 Cash-2

%

FIGURE 4-13. The budget page of the GL Entry screen.

Budget Year You can view budget values for the six consecutive years shown on the Year pop-
up. Selecting an year from the pop-up displays the budget values for that calendar
year. New years are added and past years are removed when the Administrator
updates the Fiscal Year starting date.
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Reverting to Saved Pressing the Revert to Saved button returns the budget values to those that were

Values previously saved for the year being displayed. Revert To Saved only acts on that
year that is displayed. Once you press the Enter button all budget changes are
saved to disk. If you press the Cancel button, then all budget changes are dis-

carded.
Starting Each Year's Each budget of each year starts at some indicated value and then changes accord-
Budget ing to the budget value set for each consecutive period. Type the year’s starting

value in the “Year’s values start at...” fields for either budget#1 or budget#2.
Instead of typing a value directly you can use the Options buttons to look up the
values from previous years.

After you enter a starting value and move the cursor out of the starting value field
the corresponding budget’s Year to Date figures will immediately update. The
starting value will not affect the budget amounts in the budget periods. The bud-
get amounts in the budget periods are the values that are added to the previous
period’s budget.

Copying Previous Year The Options#1 and Options#2 buttons enable you to set the initial balances for

Values either budget #1 or budget #2 according to previous year budgets. Pressing either
of these buttons asks you if you want to set the initial year's value to either the ini-
tial or the final budget balances of the previous year.

Decide
Set Budget® 1 starting values equal to previous year's
' # Budget Starting Yalue
® Budget Ending Yalue

Q

=

-

L)

)

a ( Starting Value ]
oil i [ Ending Yalue ] H Cancel "

FIGURE 4-14. Two choices offered by pressing the budget Options buttons.

If you first press Options#1 and then press Starting Value, the starting budget
value for the previous year will be used as a basis for the current year’s budget.
The values in the YTD#1 column will immediately reflect this change. The values
in the Budget#1 column will not change.
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Entering Budget Values

You can enter and modify each period's budget values independently. Click the
mouse to place the cursor in each of the budget fields and type in the desired bud-
get value.

The four radio buttons in the Update Budget area provide different means for set-
ting either of the two budget values. Set the radio button to the desired action and
press one of the two the Apply Command to... buttons. Pressing Budget#1 will
perform the indicated budget update action on budget#1. Pressing Budget#2 will
do the same for budget#2.

Note that before using the Compound values by... or Multiple each by... functions
you must first have some values in each of the budget periods. Use the Copy first
value function to set the initial values.

The radio buttons in the Update Budget area perform the following actions:

* Copy previous year’s values

This will lookup the values of budget 1 or 2 from the previous year and use
them to overwrite the current values.

* Compound values by...

This will perform a periodic compound interest calculation to each of the cur-
rently displayed budget values.

To use this feature you must first enter a compound% amount. The budget
value in the first period will be increased by this percent. The budget value in
the second period will be increased by this percent squared. The third period
by this percent cubed, and so on.

*  Multiply each by...

This will perform a straight multiplication of each budget value by the indi-
cated percent. The same percent will apply to each period's value.

* Copy first value
This will simply copy whatever value has been entered for the first budget
period down to all other budget periods for the currently displayed year.

e Copy from ... (other GL Account budget)

Select another GL Account from the popup menu. Then press the Budget#1
or Budget#2 buttons to copy the corresponding budget from the specified
account to the currently Account for the displayed year.
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Printing the Budget

Pressing the Print button gives you the option of printing the budget values for
the year that is displayed or for all years. The values can either be printed to paper
or to disk.

Decide

Print current year ar all years for this account?

[ Current Year I
[ Al Years I I Cancel l

FIGURE 4-15. Budget printing choices in the GL Account entry screen.

The budgets for multiple accounts can be printed from the GL Account list screen
by displaying the accounts whose budgets you want to print in the current selec-
tion. The press the Report... button and select the GL Account Budget report.

Budgets can also be displayed for any period or date and for any account or combi-
nation of accounts by assigning them to columns in a financial report template.

Financial reports are the recommended method of printing budget information.
You can create a template that reports only budget values for any set of GL
accounts over any period. For details see “Financial Reports” on page 319.

Departments

4th Quarter keeps a file of Department records. Each Department is assigned a
Name and a three-numeral Code.
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Department Access

A GL account may be related to a Department. When a GL account is related to a
Department, it inherits the 3-digit Department Code. The Department Code
determines the 6th through 8th numerals of the GL account number. If a GL
account is not assighed a Department, the GL account number has zeros in the
6th through 8th places.

4th Quarter uses Departments to group GL accounts. You can print audit reports,
Trial Balances, and financial reports limited to one Department. You can also
search for, examine, and report on GL accounts related to a specific Department.

...may be related to...

—_— —

< mellnyd\ N s z:ro-;rl\ N
General Ledger
/ Accountsg \ / Department  \
/[ r——— \ |
T I I —
| | |
\ /
N 7
~ -
~ —

FIGURE 4-16. Many GL accounts can be covered by a Department.

Departments are accessed through the General Ledger Accounts page of the
Administrator’s Maintenance screen.

Departments are created at the time the system is setup and they are rarely modi-
fied. Adding, modifying and deleting departments can only be done by the Admin-
istrator through the GL Accounts page of the Maintenance screen. For details refer
to “Departments” on page a.48 of the Administrator’s Manual.
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Profit Centers

Profit Centers

4th Quarter has a file of Profit Centers, each having a Name and three-numeral
Code.

GL accounts may be related to a Profit Center, and when this is the case the
account inherits the 3-digit code. The Profit Center Number determines the 9th
through 11th numerals of the GL account number. If a Profit Center is not
assigned to a GL account, then the GL account number has zeros in the corre-
sponding places. GL accounts are uniquely identified by their eleven-digit num-
bers. No two GL accounts can have the same number.

4th Quarter uses Profit Centers in the same manner it uses Departments, as a way
to help you group GL accounts. You can print audit reports, Trial Balances, and
financial reports limited to one Profit Center.

...may be related to...

—_— —

~ - — <
/GeneT;lT:ad er\ 7 zeroor 1 N
/ Accountsg \ Profit Center \
| ——— \ / |
i I I T ]
| | | )
\ Lo
\ / ~_J_~-
N %
~ -
~ —

FIGURE 4-17. Many GL accounts can be related to a Profit Center.

Profit Centers are accessed through the Related Items menu which appears above
the Accounts List screen. The Accounts List screen is accessed by selecting the
Accounts & Related item from the Chart of Accounts pop-up menu on the Con-
trol screen.

Profit Center Access Profit Centers are created at the time the system is setup and they are rarely mod-
ified. Adding, modifying and deleting profit centers can only be done by the
Administrator through the GL Accounts page of the Maintenance screen. For
details refer to “Profit Centers” on page a.50 of the Administrator’s Manual.
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Accessing Journals

Journals

Every GL account must be listed on a Journal. 4th Quarter supports seven Journal
types:

Expense

Income

General

Payable

Receivable

Receipt/Disbursement (Cash)

Pass Through

The program initially contains a journal of each type. You can change the names of
these journals and you can add other journals. Any journal you create must be
assigned one of these types.

Accounts on the Payable Journal and the Receivable Journal appear in the

Accounts Payable and the Accounts Receivable areas of the program. Accounts on
the Receipt/Disbursement Journal appear in the Cash Accounting area of the pro-
gram. Journals are discussed further in the chapter titled “Journals” on page 291.

...may be related to...
~

— - _—
e
Many N
7 General Ledger \ One
/ Accounts \ Journal
/ | —— —— L
| —
- /
\ H
/
\
N /
e
~ —

FIGURE 4-18. Each GL account must be assigned to a Journal. A Journal contains many GL
accounts.

Journals are created at the time the system is setup and they are rarely modified.
Adding, modifying and deleting journals can only be done by the Administrator
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through the GL Accounts page of the Maintenance screen. For details refer to
“Journals” on page a.57 of the Administrator’s Manual.

Certain types of GL accounts are restricted to certain types of journals. For
instance, only Expense type accounts can appear on Expense type journals; only
Asset type accounts can appear on Receipt/Disbursement (Cash) journals.

]
Specifying an Equity When the year is closed the balances in expense and income accounts are moved
Account to equity accounts, such as a Retained Earnings account. Each expense or revenue-

type account can be linked to a different equity account.

You can set the equity account that is to be used for new or existing accounts by
checking the Link Journal’s Accounts to Equity check-box and selecting and
equity account and selecting the New Accounts radio button. This equity account
will be linked to any new GL accounts or any new accounts created and associated
with this journal.

If you select an equity account and click on the New & Current Accounts radio
button, then the indicated equity account will be reassigned to all accounts on this
journal when you press the Enter button. This will overwrite whatever equity
accounts were previous set in this journal's accounts.

Accounts

Each GL account can have any number of accounts associated with it, and every
account must be associated with one GL account. Transactions move funds to and
from accounts; all accounting influences act through accounts. Every accounting
entity, from Customers to Taxes Payable, must have an account.

Account balances are updated as transactions are entered. This contrasts with GL
accounts, which are updated only when transactions are posted. While account
balances are always up to date, they are subject to revision because unposted
transactions can be modified.
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Unusual Account
Record Handling

Access to Accounts

Becounts =
GL Accounts
fdd Account

The account table, like the inventory table, is handled in an unusual manner.
Access to records in other tables in 4th Quarter is handled on a first-come, first-
served basis. That is, the first person to open the record in the entry screen has
complete access to the information. No other user can make changes to the record
until the first user completes their modifications.

This way of handling records is not practical for accounts because it could prevent
the entry of transactions since these records need to change account balances
when their components are processed.

To support the concurrent access to inventory, 4th Quarter handles the inventory
using a technique called “optimistic record access.” This means, in effect, that the
many users can have access to the record at the same time and it is the changes
made last that are reflected in the data that is stored.

As a result of this, one user can have an account record open in the entry screen
and, at the same time, other users can be entering transactions that affect this
account’s balance. This is it must be, and this presents no problems.

However, it is also possible to have the situation where two users open the
account record entry screen at the same time, on different computers. Both users
will think that they have access to the record but, in fact, both users are only
working with temporary copies of the record. In this case, the user who saves
their entry last is the user whose changes are stored in the datafile. This situation
happens rarely, and this is why this record handling technique is called “optimis-
tic”.

Accounts are accessed through the Accounts & Related item on the Chart of
Accounts pop-up menu on the Control screen. The Account List screen is dis-
played. The screen is initially blank. To view accounts select a criteria from either
the Accounts of Type... popup, or the Search popup.

All accounts are related to a General Ledger account. Whenever you create a hew
account, you must specify the General Ledger account it’s associated with.
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Accounts
O Accounts:9 2=
ﬁtn|ﬁccuunt M2 Atn GL Account |ﬁccuunt Notes Dr.Balance -
10001-100 Cash General Cash 26,842 20
joonz-z2 Client Receivable Mike Cross -25,049 39
fonoz2-12 Client Receivable Dang Adarna 238.951.
10002-17 Client Receivable Bob Cross 100,00
1To0oz-1a Client Receivable Peter Dodge 10z.00
1000z2-26 Client Receivahle Braided Matrix 0.a0
1000z2-29 Client Receivable JF.Turner & Co. D.DD\.
10002-36 Client Receivable Customer Co. o.oo
1000z2-60 Client Receivable Braided Matrix 25.00
a4 Q9 -a Q9 [GL Account |LI a O = & O =
=) = =T | |
Accounts of hlpg. = Focus | - Sets Oelete bdodify Return

FIGURE 4-19. The Account List screen accessed from the Control screen.
From the Account List screen you can create, modify and delete accounts.
Accounts can only be deleted if two conditions hold:

* Account must have a zero balance.
* Account setting in the maintenance screen allows for account deletion.

Whenever accounts are deleted an archive record is created in the database. This
list of archived accounts can be accessed by the Administrator to determine when
the account was deleted, by whom, and what GL account it was related to.

Access to archived accounts is through the Archive page of the Maintenance

screen. Refer to “Account Archiving” on page a.112 of the Administrator’s Man-
ual for more information.

You can locate accounts using either the “Accounts of type...” pop-up menu or the

Example...
GL Account. ..
dccount Tupe...

“Search...” pop-up menu. Selecting a type from the “Accounts of type...” pop-up
immediately affects the current selection according to whether the Replace Selec-
tion or Add to Selection radio buttons have been chosen.

Show &1
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Example Search

The Search... pop-up provides access to three detailed search specification
screens. In the Example... screen mark the items you want included in your
search by clicking on the check boxes at the left. Specify the search values in the
corresponding entry fields and the way the value is to be used by selecting from
the adjacent pop-ups (refer to “Search Screens” on page 49 for more details).

Account Search
O o =] and display only ARE 4RE  EITHER
[0 Hame {15t 12 chars} =] these that._ NOT
[0 #ccount N2 Cexclude GL Ned ~ =1 ] Balance dlert (O (D ()]
O sufix 2 — pstrictd O @ O
[0 Debit Balance = ] dctive O Q@
O 7D Bslems 2 —
[ Last Transaction Date vIE”:|
[ Related Record 1D vIE”:|
O atertin 52—
El HMatch
® any ) all
criteria
Search and.__
@) Replace, (2 Add To, {2 Rernove From previous selection. |
i i Cancel
DSearchmse]ectwn. SRR

GL Account Search

Account Type Search

FIGURE 4-20. The account Search by Example screen.

Select either the “any” or the “all” matching criteria and one of the radio buttons
from the “Search and...” area. Then press the Search button.

The “GL Account...” search options opens the GL Account List screen. Locate GL
accounts using the search tools available here. Highlight the GL accounts you’re
interested in. Then press Select. The system locate all accounts related to the
selected GL accounts.

The “Account Type...” item opens the Search by Type Criteria dialog. This oper-
ates much the same way as the Search by Example screen mentioned above.
Check the items you want included in the search. Specify the criteria and press
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Search. In this screen the criteria you indicate are applied inclusively. That is, the
system looks for accounts that match all the specified criteria, not just one or two.

Search by Type Criteria

Search for accounts that:

Have the status ® active O inactive

[ ...and have restricted access ® yes 2 no

[J ...and balance alerts @ on (2 off

[ ..and linked department | B3
[J .-andlinked profit center | ||
[ ..and linked journal [ Expense |~
[ ..andlinked records in table |[Customer >
[ .-andlinked records with ID | ]
[ ..andlinked GL N2 | |

Search and.__

® Replace () Addto () Remove from .

previous selection

() Search in selection SuZ10a Cancel I

FIGURE 4-21. The account Search by Type screen.

Account Entry Press the Add button to create a new account, or the Modify button to edit an
existing account. You can also create and edit accounts from the Accounts page of
their related GL account. Refer to the section entitled “Accounts Page” on page 69
for more details.

A shortcut for creating accounts is to highlight an existing account that is related
to the GL account you want your new account to be related to. Press the Add but-
ton and a blank account entry screen appears with the indicated GL account
already assigned.
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O

Get

_— Accuu“t Entr’r: 34 uf4? 3} E
Basic Info IOptiuns | Histnryl Su30 a @
WTD Balance Debit Balance ficc't 1D Last Transact. Date Created
| 0.00 Il 150.00 | 48 [ 2713799 |[11/16/97]
Humber {100 | suffix | | Status [ Active
[ ] attention

Mame [Telephone Expense |

External Ref [ | Mameon check [Southwestern Bell
Description |IH &

4]

~General Ledger

#cc't Catary [Cost | Profit Center | |
Journal |Expense | Dept.| |
GL Accgunt[SDDZE.DDD.DDD Office Expense L]

Podified 1/4/01-0:3:54 by Desigher

FIGURE 4-22. The first page of the account entry screen. The parent GL account is
specified at the bottom of the screen.

Independent Properties

Accounts are identified by a name, number, and suffix. The name can be up to 40
characters. The number is a one- to six-character label, and the Suffix is a zero- to
3-character label. Each part can include letters and numbers.

The number and suffix make up the account’s label. The nine possible label char-
acters, together with the eleven characters of the GL account label, constitute the
full account reference. The combined GL and account numbers must be unique
for every account. Since every GL account has a different label, this means
accounts related to the same GL account must also have different labels.

Accounts can be marked as active or inactive. An account’s active status is inde-
pendent from the active status of its parent GL Account’s active status, though
usually if a GL Account is inactive, then all of its related accounts will also be set
to be inactive as well.

Accounts carry other properties, including links to other files, and fields labeled
Name on Check, Attention, and Restricted Access status.
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Accounts

The Name on Check field is used for expense accounts to which checks are writ-
ten. This name is used when an account is the first one specified on a check. In
that case the Payee field if the check is automatically assigned the value stored in
the Name on the Check field. The user entering the check can overwrite this
value at the time the check is being entered.

The Attention field is hold up to three characters and can be assigned to an
account from almost any location. It provides users with a way to assign thousands
of different 3-character code values to mark accounts for special attention or fur-
ther processing.

An account assigned a Restricted Access status can be viewed or modified only by
users who belong to the “Restricted Access” group. These and other account prop-
erties are discussed in detail below.

GL Dependent Properties

Accounts inherit all the properties of the GL account they are linked to. That is to
say that all the accounts linked to a GL account will inherit the account type, jour-
nal, department, and profit center assigned to the GL account. In fact, the only
way to assign these properties to an account is to link it to a GL account which has
these types.

GL accounts act as folders for the accounts related to them. The GL account speci-
fies the type, journal, department, and profit center and all of the accounts “in its
folder” share these properties.

Relations Between Accounts and Other Records

Most accounts are linked to other records in the database. For example receivable
accounts are usually linked to a particular customer, payable accounts are usually
linked to a particular vendor, and asset accounts often linked to inventory items.

Accounts of this type are created automatically when the record they’re linked to
is created.

In some cases an account will relate to many other accounts. For example a sales

account for a particular region may be related to all the customers in that region. A
spoilage account may be related to many inventory items. 4th Quarter is so flexi-

ble that there is no way to enumerate all the different ways that accounts may be
attached to other records in the database. Even without additional customization

there are many different options.
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You can also create accounts that are independent, that do not relate to any other
records in the database. You create such accounts by entering them directly from
the accounts List screen accessed through the Chart of Accounts pop-up. All of
your internal accounts will be created in this manner. This includes your equity
accounts, depreciation accounts, as well as certain liabilities and assets.

Independently created accounts can be linked to other files in the database.

Account Options

The following account settings are accessed by pressing the Options tab in the
account entry screen.

O0=———————— Account Entry:3of |l M ="—————— B
Basic Info | Options |History | e T
Y¥TD Balance Debit Balance Aot 1D Last Transact, Date Created
| g4z.00 || 135.00 [ eo || 743000 || 7r22/95 |
~Options Distribution Accounts:
B Link to equity account Status] _General | [ Add " Remove ]

[30500-500 Retained Earnings | To003-100 T e

[ Restricted access to viewing and transferring assets.
[ sutarmatic allocation of funds if account is payable
or receivable.
||
~Balance levels ————————Associate Finance -

[ Monitor balance levels [ tzsnciate with |J.F. Turner & Co. Finance Rate: Last Finance Date
#&lert user when DEBIT balance inthe file of ¢ﬂ [ 0.00]%/man [12/11/1993 |
crosses these |evels: Days Grace

Caution Motify 10
Debit|0 [ 0.00]
. 500 0] FExtremum
Credit ' ' br [182.00
Date_?MDEEDDD
Reset I

FIGURE A0-1. The “options” page of the account entry screen.

Link to Equity Account button

The equity account specified here receives the account’s current balance when a
period is closed. Equity accounts are only used for transferring receivable and pay-
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able balances. If the account is not a payable or receivable account, this setting is
not used.

Restricted Access

Restricted access is a property of accounts and transactions. The details of
accounts that are assigned restricted access are only accessible to users who are
members of the “restricted access” group. In addition, restricted access accounts
can only be added to, or included in, transactions by users with restricted access.

Automatic Allocation Check-Box

This check-box determines how funds are allocated to payable and receivable
accounts. When an account is set to automatic allocation, then new debts entered
to that account are automatically covered with available funds, and any new funds
paid in are automatically used to cover existing debts. If automatic allocation is
turned off for an account, then new debts are not covered with existing funds, and
payments of new funds are not made available for use in covering existing debts.
Although payable and receivable accounts indicate whether or not entries are to
be allocated automatically, this setting can be overridden when you enter a trans-
action.

Monitoring Balance Levels
rBalance levels

. . . Monitar balance levels
When the Checking alert levels option is turned O
Alert user when DEBIT balance

on, the computer will check if proposed changes to crosses these levels:

accounts are within the balance limits specified Caution Matify

with each account. The user is alerted when an U”per
entry would cause the balance to move beyond the e
indicated range. That is, the account balance is { negative #'s indicate credit values)
checked before the transaction is entered.

An account's recommended debit balance range

lies between the upper and lower “notify” limits. Beyond these are the higher and
lower “alert” limits. The system compares the resulting debit balance with the
notify and alert limits and notifies you which limits, if any, are being exceeded.
Transactions can still be entered even if they violate these limits.

The system tells the user which level is exceeded, along with a message associated
with that level. The four messages are set in the maintenance area.
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Notify and alert levels can be specified with GL accounts. These values are
assigned to new accounts assigned to the GL account but do not affect any existing
accounts.

Linking to a Record in Another Table

When entering a new account you can click the “Associate with” check-box and
you’ll be presented with a list of tables that account can be linked to. Once you
select a table, you’ll then be presented with a list of records in that table and you’ll
select a particular record. Once you press Select you'll return to the account entry
screen where the selected record and table name will appear.

Distribution Accounts

Every account can be linked to a Distribution Accounts:
number of distribution accounts. [ odd ” Femave ]
This link to distribution accounts
facilitates transaction entry by
bringing in both the account and its
distribution accounts when the
account is specified as part of a gen-
eral entry transaction.

10003-100 Cornponent Assets

4]

For example, if the J.F. Turner company is a vendor of components that you man-
ufacture, and most of the times when you enter a credit to J.F. Turner’s payable
account you debit the Component Assets account, then you can assign the Compo-
nent Assets account as a distribution account for the J.F. Turner account. If this is
done, then whenever you specify the J.F. Turner account in a component list, the
Component Assets account is be added to the list as well. If distribution accounts
are added that are unneeded, then they can be deleted.

Distribution accounts do not take the place of transaction templates. The distribu-
tion accounts have no associated debit or credit values. There is no further infor-
mation stored except for the identity of these distribution accounts. There is only
one set of distribution accounts for each source account. Note also that one
account may be listed as the distribution account for many different source
accounts.

Press the Add button in the Distribution Account area to get a list of accounts.
Click on one or more accounts and press Select to add these accounts to the dis-
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Account Address

tribution account list. Highlight an existing distribution account and press the
Remove to unlink this account from the source account.

The same distribution accounts that are managed in this fashion can also be added
and removed directly from the transaction entry screen. This is done using the use
of the small Distribution button whose icon looks like two links in a chain. For
more information see the section titled “Distribution Button” on page 113.

After the account is linked, you can press the Address button to specify an
address. The account address is used on account reports, statements, and checks.

The address entry screen offers two ways to specify an address: linked or fixed.

* The account’s address can be the address that’s assigned to the associated
record. In the case the account links to the address stored with the related
record. In Figure Figure 4-23 the account is related to a customer record.

A related address will only be available when the account is associated with
another record.

* The account can be given it’s own fixed address. If the account is not linked to
any other record then only the fixed address will be available. The fixed
address is stored with the account as a single block of text. You cannot search
for accounts according to the information stored in their fixed address.

Use the radio buttons in the Account Address Entry screen to specify which
address you want used for this account.

Account Address Entry

(n statements and reparts for account Chatham Township Suzan
&) Lse fized address: () Use linked record address:
Fised Address: 4>E| Linked record is changed using the “Associated

With" check box in the main data entry area.

|—J| Linked Record:

|Chatham Township Co |

in file:

||l Custamer | -

|| awith address: |
Greg Alexander

Dak St

Rodale WY 12345 4444

FIGURE 4-23. The account address screen.
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If you select the Use Linked option, and there happen to be more than one address
for the indicated record, then the system will display all of the related addresses.
Highlight the address you want to use for the account and press Select.

=———— Addresses

Click on an address or press select:

Greg Alexander Oak S5t.Rodale
M0C Enterprizes 4435 Accaderny Rodale

I Selact l Cancel l

Ad30

FIGURE 4-24. The Addresses selection screen showing two alternative addresses.

Accounts are normally linked to customers or vendors. This is done at the time
the customer or vendor is created, or when the customer or vendor is changed to
a type of customer or vendor that requires an account.

You can link a new account to a record in another table directly from the Account
Entry screen. Do this by pressing the Associate with check box on the Options
page of the Account Entry screen.

Associate

hzsociate with (Al berty
i the i of Eastomer T )

Addr‘ess:l

FIGURE 4-25. The Associate check box located on the Account Entry screen and used to
link a new account with the address of a record in another table.
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Selecting this check box opens a list of tables to which the account may be linked.
The tables that the account may be linked to are stored with the account’s GL
account.

Files List

Click on a file to select it

Yendaor

-

D180

[ setect ||| cancer ]

FIGURE 4-26. The Tables List dialog in which you indicate the table to which you want
the account linked. Different tables will be available for different accounts as specified in
their GL account record.

Highlight a table and press Select. This will open a list of records currently stored
in the table that you’ve just indicated. Locate the record that you want the account
linked to, highlight it and press Select. The account will then use the address that
is stored with that record. If the record has multiple addresses, then you’ll be
asked to select one. If no address is stored with the record, then none will appear
in the account address screen.

Finance Charges

The following finance charge settings are accessed through the account entry
screen. The generation of finance charges is discussed in the section “Generating
Finance Charges” on page 184.

Finance Rate

The finance rate shown here is only applicable
to payable and receivable accounts. It is used to
compute late charges on unpaid balances. The
Last Finance Date field indicates the last day in
the last period when finance charges were
assessed on this account.

Finance
Finance Rate: Last finance date

[ 0 ®mon 12711798

Days Grace

Finance charges are generated for payable or receivable accounts from the Payable
Accounts or the Receivable accounts list screens. You reach these areas using the
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Last Finance Date

Days Grace

Account History

Sales or the Purchases popup menus on the control screen.Once in the Receivable
or the Payables Accounts List screen, you'll find the Generate Finance Charges
item on the Special Items menu.

Finance charges are assessed on unpaid balances, charged at the rate stored with
that account or specified in the finance charges screen shown below. Charges are
assessed from the due date associated with each overdue entry, or from the last
date when charges were levied, whichever is later. Charges are computed up to
the current date, or any other date you specify.

The last date up to which charges were levied is stored with each account. This
date is used to insure that the finance charges are not levied twice for the same
period. Since finance charges are only assessed at your instruction, they com-
pound at whatever intervals you choose.

Finance charges are determined by the specified monthly rate, multiplied by 12 to
get an annual rate, and then divided by 365 to get a daily rate. This daily rate is
applied to each overdue item according to the number of days since the item was
due, or since finance charges were last assessed, whichever is later.

Finance charges will only be assessed on an account if it has no unallocated cred-
its. That is, any customer who has credit that has not been allocated will not be
assessed finance charges regardless of their debt. If you assess finance charges on a
group of accounts, those with unallocated credit will be skipped.

The number of days grace set here is used when finance charges are assessed on
overdue items. Items that are overdue by less than the number of days in the
grace period are not subject to a finance charge.

Component History

To see the account’s transaction history press the History button in the account
entry screen. This will take you to a list showing transaction components that
have affected this account.Use the Search, Sort, and Hide buttons to locate the
components of interest.
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This screen displays transaction components that have affected the current
account. You can only edit the components item field, which is a string of up to 80
characters of text, or the transactions attention field.

To view a complete transaction, place your cursor in one of the enterable areas.
Then press the View button. This opens a display-only window. Access transac-
tions through one of the transaction areas if you want to make modifications.

O=———————————————— Account Entry: 1 of 20 s mnsemme e 8
[Basic Info [[options | History | Su3lc
dcc't (10001-100 ||General Cazh | Linked | |
Ref.# | | status lterms | 9 | sum || It |
attn [Title |+ ] Mate [Effect. |~ ] Item Detit | Credit
Deposit Ir25/99 12.50
[eposit 3725799 45.00
37525799 47.00
Ar21/99 1,500.00
321799 750.00
it hd raveal 3521799 137.00
todays transaction 3/19/99 100.00
5/5/95 Z245.00
wiithdratwal IA21/95 175.00

FIGURE 4-27. The account transaction history screen.

History Graph

To graph an account’s historical balance press the History Graph button at the
bottom of the account transaction history screen. This will display the account
graph screen, which shows the account balance at the end of the period for each
of the last 5 years. You can choose whether the periods displayed are months (cal-
endar or 4 weeks), quarters, or years.

This graph screen offers the same features, and is handled the same way, as
described in “GL history screen for the Customer Receivable account” on
page 66.
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= Historical Summary =]

General Cash History [ Minimum at zero

totals by |Quarter ¥ | according to effective date of entry.

Time Period Period Dr Running Bal. Show: () Period Bal. @ Running Bal i ) both

Qz2s1994 ] ]
Q371994 u] u] .
0ds 1994 0 0 . Running Bal.
01/1995 i i O az/e7
0271995 0 0 W o4/97
Nas1995 0 o . Q1498
041995 ] ]
0171996 0 o W 02/52
0271996 0 o W s/
03/1996 0 0 [ 042
04/1996 0 1] B g1s99
01/1997 ] ]

s (251997 u] u] B az/99

® [05/1997 u] u]

e [4/1997 u] u]

e 01/19935 -175 70

s (1271993 245 25370.25

s (1371903 25300.25 25370.25

o 0471995 i 25370.25

e [1/1999 Z2317.5 Z76587.75 - Py

{click on the first and Tast rows of range to graph) m 1"% Df 2 40a [L] 4

FIGURE 4-28. Account history graph can display up to 5 years of data by month, quarter,

or year.

Reports

The following reports are accessed through the Reports... button on the Accounts

List screen.

Account Summary

A single-line summary of the accounts in the current selection.
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Account List Tue, Jun @, 1000 1154 AM

Sample AccoLnt Summary Page 1
Atn | Account N |GL Account |Accnunt |doum9] MNotes Debit Balance
20002-100 Shioping Purchases Shiopina Purchases E:pense -125.00
g0012-100 Marufacturing Purchases  Mahufacturing Purchases Expehze -99.00
20013-14 Petarfacturing Paysable Wilzon Tennis Co. Payable 2,400.00
20017-100 Inventory Cost of Good Sold Component Cost of Goods Expenze 57913
Girahd Total 2,7353.13

FIGURE 4-29. Sample account summary report.

Account Detail

A full description of the accounts in the current selection without transaction

details.
Account Details Tue, Jurn, 1999 12:07 Ph
Sample Detail Report Page 1
Ath Account N S0013-14 [ebit Balance 2,400.00
GL Name Manufacturing Payable hotes Unallocabed Amt . 230,00
Account Wilson Tennis Co. active created Thu, Aug 6, 1993
Joumal Payable iEl active externsl §
associgted wi Yendor: Wilson Tennis Co.
rio addrass
Last Transact. Thu, Sep 3, 1995 Mas. Cr $-100.00 on 0812908
Finance %imon 0 Last Fin.Charge 00/00/00 Grace Petiod unassigned

FIGURE 4-30. Sample account detail report.

Running Balance

Before printing the system opens a report specification dialog shown in Figure 4-
31. A running balance report is then printed within the specified range for each
account in the current selection. Multiple accounts will be printed on each page,
as space allows.
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Allocation Report Specifications

Print reports for the II'

accounts in the current selection and ..

() list only transactions that represent payments
nat fully used and debts not fully covered.

{® 1ist each account's full transaction history from

[ooso0/00 vltn|06.:"05.:"99 | vl
by @ effective (Jentry date.
Su100a
I Frint l [ Cancel l

FIGURE 4-31. Specification screen for Running Balance reports.

Tue, Jun, 1999 12:10FK  Page 1

Running Balance Report
From: 00{00/00 b GI599

Sample Running Balance Report

10100-91 Fief. # hotes
Western Autodial
Account of : Customer: Westem Autodisl
Starting DrBal. L. Chahge Ending Dr Bal_
oo + 51.33 = 31.33
attn | e d POV D | Code Effect. Lue Motes | Tithe Lrebit Cradit Funning Dr
e atfzms LA Rt P i Issue Credit 10.00 -10.00
12 12 11198 9f119e P Ieveoicee 10413, code 1 61.33 51.33
TOTALS 61.33 10,00 51.33

FIGURE 4-32. Sample account running balance report.

GL Accounts The following reports are accessed through the Reports... button on the GL
Accounts List screen.
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Summary

A single-line summary of the GL accounts in the current selection.

General Ledger Account List Tue, Jur &, 1999 1212
Samnple GL Surrany R e port Page 1
GLMN® Marne Joumal # account [Description PostedDr.Bal.
1000 Cash ReceiphiDizburserment 1 22,024.70
10005 Irventary General 1 601665
101 Client Receivable Receivable 1 -450.00
Total 27,591.35

FIGURE 4-33. Sample account summary report.

Full Detail

A full description of the GL accounts in the current selection. This report does not
include a listing of the accounts related to the GL accounts.

General Ledger Account Details Tue, Jun §, 1999 12:23
Sarnple D etail Repart Fage 1
hE 10001 Active Created 10/5/97 Category Current Asset
Marne Cash #of dcc'ts 1 Cr.Bal. 22,024.70
Jourmal ReceiptiDisbursement Description

List on aging report [
List on auditrepart []

FIGURE 4-34. Sample account detail report.

Department & Profit

Center The following reports are accessed through the Department List screen, the Profit
Center List screen, and the Journal List screen. All of these screens can be
accessed from the Related Items menu that appears above the Accounts List
screen.

Department List

Deparmesnts BISI99  12:26 PM
Depatttnent List P eport Page

M |Mame active |Heading #GLaccounts
001 |test 3ales Depadment v i

FIGURE 4-35. Sample Department list report.
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Profit Center List
Profit Centers Biniad 12:29
Sarnple Profit Center Report Page 1
N2 |Mame active [Heading # Gl accounts
001 |Support Center " 12
FIGURE 4-36. Sample Profit Center list report.
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CHAPTER 5

Transact

Transactions

This chapter describes the variety of accounting transac-
tions, and transaction entry screens, that appear through-
out 4th Quarter.

Flow of Data

General Transactions

Transactions move funds from one account to another, and the account balances

are updated as transactions are entered. A transaction consists of debits and cred-
its to accounts. Two or more accounts can be involved. The amount of the debits
must equal the amount of the credits.

Transactions are at the core of any accounting system and they appear in different
forms in different areas of the program. The Transactions pop-up menu gives you
access to the General Transaction List and General Transaction Entry screens.

Transactions debit and credit accounts. Transactions must be balanced, which
means their credits must equal their debits. A single transaction can debit and
credit two or more accounts.

Simple transactions, like cash deposits or nontax cash sales, usually involve two
accounts. A cash deposit, for example, will record a debit to the cash account and
a credit to a sales, receivable, or equity account.
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Complex transactions involve many accounts. An invoice for the sale taxable
goods on credit will typically involve the following combination of debits and cred-

its:
Debit Credit
Receivable
Cost of Goods Sold
Sales
Tax Payable
Inventory Asset

Because of the many conditions of sale
is it common for an invoice to involve
shipping and discount expense
accounts and possibly other accounts as
well.

4th Quarter has various entry screens
for different types of transactions. Some
screens, such as the cash and the gen-

eral transaction entry screens, explicitly display the accounts and the amounts
debited and credited to each.

Account N2 [Mame [ 1tem |Pri[Debit [Credit
21474-119  1-Component Assets 1.6 300.00

10004-100  Finished Goods Assets LRE 200.00

50001-100  Retained Income | 1:G S00.00

FIGURE 5-1. The account details area of the general transaction entry screen.

Other screens, such as the sales, purchase, invoice, and PO screens show the
action that’s taking place but do not show the details of the transaction that they

will create.

100 Transactions
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E =————— Sales Transaction Entry: lof | ="————— | E
Trans. |[
Ref. W2 Status Date
[Sale thru” Receivable | || || Unverified  [03/31/1999 |
Code Name First Last Carmpany
[ customer |[2 ||Krip [a1berty |[Retrograde Motarcars |
Terms:[NET 30 | » | Due |4/30/99 | —
Title: Tax [0.00% |« || 0.00] 0%
IRECEWah]E Sale | Tatal
Memo | Tr130b

Distribute
[ erteriew ]

-
FIGURE 5-2. The Sales screen where only the customer, sale amount, and terms are
specified.

The Sale Through Receivable screen shown above, shows the customer’s terms
and charges, but it does not display the which part of the sale is going to each of
the different accounts. The system will automatically create the correct transac-
tion entries based on the system’s default accounts, the accounts associated with
the terms of sale, and the accounts linked to the customer.
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General Transaction
List

#dd Transaction I

Complex Transactions  Accounts Simple Transactions
Sale #2
Invoice Area Sales Area
> Do)
PO #2
PO Area Cash Area
e "\ N
PO [ N ] Sa‘les [ N ]
Report Report
~ —
~ N Accounf [Journal N\ ~
»| [Invoice] o 44 Report | |Report Cash | g0 |
Report Report ]
~

FIGURE 5-3. The data from transactions flows into accounts. Each transaction can affect
two or more accounts.

Debit and credit information flow from each transaction into the system’s various
accounts. Each account is on some journal. The system produces various different
reports based on the transactions, the accounts and the journals.

The General Transaction List screen can show any transaction in the datafile. No
matter where a transaction was created or what action it performs, it can be dis-
played in the General Transaction List. This means you can see any transactions,
from any period, from any journal, on the screen at the same time.

While all transactions can be viewed from the General Transaction List, only sim-
ple transactions can be modified from this location. Complex transactions, such as
those related to invoices, can only be modified from the area where they were cre-
ated.

In the case of invoices this means that all modifications to invoice-related transac-
tions must be done by making modifications to the invoices themselves. However,
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you can still enter correcting, reversing, or adjusting transactions that will impact
inventory, client, and sales accounts through using the general transaction entry
screen described below.

[0=—"—-—-————————Transactions: I =———————FIH
Ref fattn ID | Effect¢ Due | Titls /£ Mema | Motes | Account Debit Amount |
4/1/99 Delayed Payment 10091-100 General Cash 500,00 S
2245/1/99 10002-16 Braided Matrix 500.00
327499 10091-100 General Cash 137.00
234 10002-16 Braided Matrix 137.00
IF27/99  Payable purchase 50029-100 Licensor Purch 55.00
2353/27/99 Z0005-22 WayFarer |l 55.00
3/25/99  Withdrawal S0001-100 Retained Incom 45.00
227 10091-100 General Cash 45.00
3725799 Deposit 10091-100 General Cash §9.00
225 S0001-100 Retained Incom §9.00
< O = < O = < O =
a O o O =
@ Tri190 Al transactions can be displayed at this Tevel. Or Sum ll
=
1 b |

FIGURE 5-4. The General Transaction List screen.

The list screen shows, among other features, two accounts and the amounts deb-
ited or credited to them. If a transaction has more than two components, as occurs
for transactions generated by Invoices, an asterix(*) will appear in the “Notes”
column.

Other notes column codes are:
a = always perform: match amounts paid with amounts owed whenever debit-
ing or crediting to Payable or Receivable accounts,
. = don't perform allocation for any account in the transaction,
C = correction of another transaction,
V= verified,
e = reconciled,
S = involves Suspense account; transaction won't post to the GL,
P = posted: transaction can't be modified,
R = reversing transaction: affects how the transaction is treated on reports,
X = corrected by another transaction,
Z = restricted access,
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Create Cash Transfer
Display Transaction

List of Accounts

Create Cash Transfer

Display Transaction

List of Accounts

List Screen Functions

$ = involves the Receipt/Disbursement Journal,
*= 3 or more components,
| = a period-closing transaction, which reduces an account's balance to 0.

Special Iltems Menu

The following three items appear on the Special Items menu:

This opens the Cash Transaction Entry screen for entering a cash deposit or with-
drawal. This item is only available to users who are members of the Cash Dis-
bursements Group. This screen is the same screen that is used in the Cash
Accounting area for entering cash account related transactions.

Highlighting a transaction and selecting this item will show any transaction in a
display-only screen. This enables you to view all of the components associated
with a complex transaction, such as an invoice. You will not be able to change any
of the accounts or amounts.

This opens a list of accounts in a separate window.

The list screen has buttons that allow you to add, modify and delete transactions.
We’ll look at the Template, Reverse, and Apply to... buttons.

The Template button allows you to create a new transaction using a transaction
template. Transaction templates, discussed in the next section, are models of
Transactions with transaction values already filled in. When you press this button
you’ll be shown a list of templates. If you highlight a template and press Select,
4th Quarter will create a new transaction and assign it the values stored in the
template.

If you want to enter a sequence of transactions based on templates, then there are
two ways you can do this:

If you want to create a single transaction from each of a series of templates, then
press the Template button. Locate and highlight the series of templates that you
want to use. Sort them in the order in which you want to use them. Press the
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Select button in the Template List screen. A series of new transactions will be
created based on each template. Press the Enter+New button in the transaction
entry screen to enter the current transaction and create a new transaction based
on the next template.

If you want to create multiple transactions from a single template, then locate that
template in the Template List screen, highlight it and press Select. This creates a
transaction based on the template.

Because you selected only one template a new check box will appear in the trans-
action entry screen. This check box is named “Reapply Template” and it only
appears on the transaction entry Detail Form page. If this box is checked, then
pressing the Enter+New button will save the current transaction and generate a
new transaction based on the same template. If you unchecked this box and press
Enter+New, then the subsequent new transaction will not be built from any tem-
plate. Instead, all of it’s values will be unassigned.

Transaction Entry: 1 of | ="—"—————HIH
S—I Trigoc @

Posted Trans. |D Entered Entered by
| 00400400 || 426 |05/07/1999) Designer |

Il | ] Reapply Template

attention Addreszs l

FIGURE 5-5. The Reapply Template check box that appears on the Detail Form page of the
Transaction Entry screen only when a single template has been used to define the
transaction.

Restricted Templates can only be accessed or applied by users who are members
of the Restricted Group. Transactions that involve a cash account can only be
entered by users who are members of the Cash Disbursements Group.

If you highlight a row and press the Reverse button, the system will create a new
transaction whose components exactly reverse the item you highlighted. You can
then add the correct components and accept the entry. This allows you to correct
posted transactions; transactions which cannot be directly modified.

The Apply to... button acts on a highlighted selection of rows. It displays a dialog
box with a pop-up list showing fields whose information is auxiliary to the transac-
tion. If you select a field and type in a new value, the Apply to... function will
assign this value to all the transactions in the highlighted selection.
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Searching

fccount..

Showe Al1
A11 30 Days

Tranzaction...

Date Range...

Transaction Search

The search pop-up provides access to search screens and to immediate search
functions. The items appearing above the line on the pop-up open search screens.
Those appearing below the line perform the indicated search as soon as they’re

selected.

The Transaction... search opens the general transaction search screen. Check the

items on which you want the search performed on the left hand side. Enter your
search criteria in the entry areas and use the adjacent pop-up menus to specify
how your criteria are to be used. Refer to the section entitled “Search Screens” on

page 49 for more details.

S5earch by Transaction Criteria

() Al dates and transaction

O Tramsectionto [0 & 7
(O Ref. M2 I

Search: - —‘
T — T E—
O check o O —

(L] Entry Dates

11/01/98 || ~ ]+t [11/30/1398 (=]

O Effect. Dates  [00/00/00 | =) ta [00/00/00 |~
O Posted Dates (00700700 |_x | to [00/00/00 |~

Oouestes  [00700/00 =) w0 [w/o0r00 =)
(2 Discount Dates E] to E]
(2 ttention [ to [ ]
Dor Dcor | 000 to | 0.00]
2 Terms l—Ll

Oenteringuser [ ]

NOTE: uze wildcard character @ to extend searching.

And display only

those that: ARE ARE EITHER

NOT
Posted @ O O
Corrected () (O @
Correcting () O @
Yerified, Reconciled () (O @
Reversing () ) @
an Suspense Aot (3 O @
Restricted () @ ()

Tr150

Search and.__
® Feplace

i) Search in selection

() &dd to ) Remave from

previous selection

FIGURE 5-6. The general transaction search screen.
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Accounts Search The Accounts... search screen enables you to locate transactions according to the
accounts they affect. You can indicate one or more GL accounts, or one or more
accounts. You can also specify a date range for the transactions that are located.

Search by Account Criteria

Accounts l,a.ttentiun|

Search for transactions associated with: []- AND

effective between
Number: [po7o0s00 (=) [Ees0i/1999 (>
|

| I

Nurnber:

| -1 | |3 accounts selected. |
{Tupe a final space to indicate an exact value.)

rSearch and.___
® Replace ) Ad to ) Remnove from  previous selection
{2 Search in selection
Tr1v0a] &

FIGURE 5-7. The Accounts page of the Account... search screen.

The Account... search screen also has an Attention page that provides a direct
way to locate transactions according to the attention values assigned to them.
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=————— Search by Account Critern=""—0—m—m—m——7—————

Accounts | Attention |

Search for transactions with: ... AND that
further attention codes equal ta: O are posted

0R s Jor[sH Jor[-  Jor[- | ) are not posted

) any further attention codes at all

® are or are not posted
Use wildeard suffiz "@" to extend the search.

rSearch and._._

® Replace () Ad to ) Remnove from  previous selection

O Seareh in selction Com )
Tri70b| &

FIGURE 5-8. The Attention page of the Account... search screen.

Date Range Search The Date Range... search screen provides an easy way to enter a variety of date

ranges. It also provides access back to the Transaction and Account search
screens.

Transaction Criteria

Search for transactions using ane of the following
effective date criteria.

() show existing selection

() current Day

() current Week  (Sunday through Saturday}
() current Month  €from the 1=t of the month

® from [01/01/99 | w ] ta[06/01/1999 |

[Tr'ansactionl]etailsl [ Account Details ]

I Search I Cancel l

Tria0

FIGURE 5-9. The Date Range... search screen.
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General Transactions
Entry

To see the details of a transaction, double-click on the row. This opens the Entry
screen in which the transaction was created. You can modify transactions as long
as they have not been posted to the General Ledger.

Those transactions created from invoices and purchase orders are displayed here
but can only be modified through the invoice and purchase order screens. See
“Purchase Entry” on page 475 and “Invoice Data” on page 397.

To create a new transaction, press the Add button

[ ==———Transaction Entry: 1 of | B
Brief Form | Detailed Form [[options | Tr180b (7]
Posted Trans. [D Entered Entered by
| 00400400 | 236 |[04/04/1999) Designer |
[Title -~ |[Ehipping palleties
Date |EI4£D3£1999 Ref.|
ME% = Address l
®
Ed
S I T
® Credit
Mumber Name
[ AcCcount “ ] Il Il
dccount N2 |Account Marne Debrit Credit
10003-100 Companent Assets 150.00 |_
go0z2s-100 Shipping Purchases

FIGURE 5-10. The Brief From page of the brief version of the General Transaction Entry.

screen.

The entry screen contains four areas:

1) Status area,

2) Title area,

3) Control button panel,
4) Components area.
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Lse Template
Duplicate
Change Restricted Status

Just below the title bar is the Status area. In the Brief Form, shown in Figure 5-10,
this shows the Date of Entry, ID Number and other items.

Below this on the left is the Transaction Title area for assigning a Name, Date, Ref-
erence number and Memo. Below and to the right are the control buttons. At the
bottom of the screen is the Components area, where you specify which accounts
to debit and which to credit.

Special Iltems menu

The General Transaction Entry screen has an associated Special Items menu that
appears on the right side of your menu bar.

The Use Template item in the Special Items menu allows you to replace the con-
tents of the current transaction with the values assigned to a template. 4Q displays
a list of templates when you select this menu item. Select a template and the cur-
rent transaction is completely replaced with the specifications on the template.

Duplicate creates a new transaction that is a duplicate of the currently displayed
transaction. This means that if you open an existing transaction, make changes to
it, and select this item, a new transaction is then created that is a copy of the
present transaction after your changes. This new transaction is not saved until you
press the Enter or Enter+Add buttons.

The Change Restricted Status item toggles the status associated with the current
transaction from Restricted to Unrestricted. Only users with access to Restricted
items, as determined by the users’ group membership, can view or change
Restricted items. Only users with access to Restricted items can add a component
to the transaction that involves an account marked as being “Restricted.” If you do
not have access to Restricted items, you won’t be able to select this menu item
and you won’t be able to debit or credit a Restricted Account.

Entry fields

4Q accepts any title, effective entry date, reference number, attention value and
memo. If an effective date is too far in the past or future, the system will question
the entry. The system monitors this date according to a tolerance established by
the Database Administrator.

The Address button enables you to assignh an address to the transaction. This fea-
ture is discussed later in this chapter on page 120.
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Clairvoyant Search

The Components area at the bottom of the screen has an entry field where an
account is specified by Number or Name. Below this is a list of accounts involved
in the transaction.

The Detailed Form page provides some additional control of the components. The
following component fields that are shown one the Detail Form page are not dis-
played on the Brief Form page:

* quantity

* rate (where quantity x rate= amount)

* GL account name

e item text (in both an enterable and a scrollable area)

* priority
Locating an Account

You can refer to an account by its Name or full reference Number. The full refer-
ence Number includes a GL account number, an account number, and an account
prefix. Notice that the “Number” and “Name” labels are underlined. This means
that they are clairvoyant fields; they will search the data file for records that meet
any partially specified value.

For instance, if you enter “120” in the GL Number field and press the Tab key,
the system will open a new window with a list of all the GL accounts whose Num-
bers start with 120. If you select a GL account that has only a single account, then
that account will be used automatically to fill in the remaining fields. If there are
multiple accounts, the rest of the account area will remain blank and the cursor
will jump to the Account Number field.

The Account Number is also clairvoyant; if you enter a partial number, the system
will display a list of all accounts starting with that number. If only one account is
located, then it is used to fill in the remaining fields.

If you don’t happen to know the account’s number but you do know its name,
then tab your way through the three-number fields, without entering any values,
until you reach the name field. Enter the first characters of the name of the
account and press the Tab key. The system will look up accounts whose first let-
ters match the Name entered and display a list for your selection.
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Search Buttons

Cash Accounts are
Excluded

Recall the specification convention mentioned in “String Specification Conven-
tion” on page 47. The convention is that if you append a trailing blank value to a
value in a clairvoyant field, the system interprets that to mean that you are looking
for an exact match to the string that precedes the final blank space.

In this case the system removes the trailing space before searching for a match. If
you end your string with a nonblank character, then the system will find all items
whose leading characters match the values you have entered.

If you’re not sure of either the Number or the Name, press the Account button.
This opens the Account List screen, allowing searches on various account criteria.

If you’re on the Detailed Form page you can also press the GL Account button.
This opens a GL account list screen in which you can search for and select a GL
account. If there is only one account related to the GL account you choose, then
the system will automatically use it.

If there is more than one account, then the system will leave the account area
blank. If you then press the Account button the list of accounts will only display
accounts related to the GL account you previously selected.

Transaction Components

Once an account is fully specified it is automatically added to the list of compo-
nents. You can then tab to, or click in, the Debit or Credit column to enter the
debit or credit amount. You can change the debit and credit amounts for any com-
ponent by retyping the value shown.

To change the account specified by a particular component, either delete it and
replace it with a new component or modify it. To modify the account, put the cur-
sor in the Debit or Credit column for that row and press the Modify button. This
removes the component from the list and places it in the entry area, where a new
account can be specified.

The general transaction entry screen enables you to specify any account except
cash accounts. Transactions involving cash accounts must be entered through the
Cash Accounting user area discussed in this chapter on page 121 and in chapter 7
on page 149.
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Distribution Button Each account in 4th Quarter can be linked to other accounts for the purpose of
making it easier to enter distributions to these other accounts. This can be done
from the transaction entry or the account entry screen (For information on how

this is done through the account entry screen see the section titled “Distribution
Accounts” on page 88).

When an account has distribution accounts linked to it, then when this account is
added to the list of transaction components the system automatically adds the
related distribution accounts to the transaction component list as well.

Setting or to reset the distribution accounts that are linked to a source account can
also be done from the transaction entry screen using the Distribution button
located in the upper right hand corner of the component list. To set a list of
accounts as distribution accounts to a single source account you must first add
both the source and the distribution accounts to the list of accounts in the transac-
tion components area.

Accout_]| S (eeieteLine JY
Account N® | Marne Balance Amt
60008-300 Auto Maintenance Expense c
10100-91 ‘western dutodial 0 C

-

FIGURE 5-11. The component list area and the Distribution button on the Transaction
Entry screen.

4th Quarter User’s Manual Transactions 113



Transactions

Entries Must Balance

Then place your cursor in any field of the source account (the account to which
others will be linked) and press the Distribution button. A dialog will ask you to
confirm the new setting.

CONFIRM

Set 1 distribution account{s) for the Western
Autodial account? This cannot be undone.

irm @

Conf

( T [ —T—

=
=
|
()
=)

You can assign any number of source accounts to one (or more) distribution
account. However, there is only one set of distribution accounts for a given source
account. If you reset the distribution accounts from one location, then it is reset
for all users.

After setting distribution accounts in this fashion, whatever distribution accounts
were previously linked to the source account will be replaced by the other
accounts listed in the transaction components area.

Setting distribution accounts can repeated any number of times. However, once
accounts have been linked there is no way to automatically restore the previous
distribution accounts. To restore previously set distribution accounts you must
know what the previous distribution accounts were, relocate them, and manually
relink them either through the account entry area or by pressing the Distribution
button.

The General Transaction Entry screen requires you to specify all the account com-
ponents. The component amounts must balance so that debits equal credits. If the
components don’t balance, the system won’t allow the transaction to be entered.

However, it is possible, if the Administrator has enabled this feature, for the sys-
tem to accept a transaction that appears unbalanced. When this occurs the system
forces the entry to balance by automatically debiting or crediting the system’s
“Suspense” account.
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The system’s Suspense Account is not on the Chart of Accounts, and you cannot
add a Suspense Account component by hand. The Suspense Account exists only to
force transactions to balance temporarily.

The Suspense Account can be used only for temporary transaction entry because
transactions involving a Suspense Account component will not post. Such transac-
tions remain unposted until you remove the Suspense Account component by
going back and explicitly balancing them through the Transaction Entry
screen.This allows you to enter transactions you are unsure of without their being
posted to the GL.

]
Options The following fields are accessed through the second page of the general transac-
tion entry screen shown below.
E ==————————————— Transaction Entry: 1 of 47 = E
[Brief Form |[Detailed Form | Options | Triend [z

Posted Trans. [D Entered Entered by
| 00400400 || 334 |04/23/1999)| Designer |

rOptions Correction Histor
g codes | - .
— Related transaction 1D references:
Status | Unverified | { press to view related transaction)
Tupe of entry b I correctiaon ofID#I none|
Do Mot Post ] [ corrected by io# || narne|
Autoallocate |83 PER account | w

Due Date [00/00/00 |
Discount Due [00/00/00 |

e o | B (0

Delete Record

FIGURE 5-12. Option page of the general transaction screen.
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Period Clozing
Reversing

Verified field

The verified field can be toggled between “Verified” and “Unverified” by clicking
on the field. The value is simply a marker that you can use to distinguish transac-
tions that have been processed from those that have not been processed.

The Verified field is used in conjunction with the cash reconciliation process. In
this process you mark as Verified all the items in your cash journal that appear on
your bank reconciliation statement. The program computes the change in the
account balance since the last statement.

When the journal matches the statement you tell the system to accept the recon-
ciliation. The system then marks the Verified transactions as Reconciled. Once the
Verified field is marked as Reconciled you will not be able to change it.

Type of entry popup

A transaction can be marked as being one of several types: Standard (blank),
Period Closing, or Reversing. You can change the Type by selecting an item from
the Type of entry popup. Transaction types do not affect the manner in which a
transaction is processed but the may affect how and where a transaction appears.

A Standard transaction is indicated by a blank value in the Type of entry area.
Most transactions are created as Standard. Transactions are only assigned other
types under special circumstances.

A Reversing transaction reverses a previous transaction's effects on accounts.
Reversing transactions are used to undo posted transactions since posted transac-
tions cannot be modified. Transactions that are created using the Reverse button
are automatically marked as reversing.

When you reverse a transaction using the Reverse button the transaction that’s
created, and the transaction that’s reversed, are linked together for easier cross
reference. Links to reversed transactions are accessible through Related Transac-
tion ID References buttons that are also shown on the Options page.

You can also manually assign a transaction the Reversing type by choosing this
option in the Type of entry popup. However, when you assign this manually the
transaction is not linked to any other transaction. In this case no transaction will
appear in the Related Transaction ID References area. The transaction will still be
handled as a Reversed transaction on reports.
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A transaction marked as reversing is also treated differently on reports. If you
specify that a report for an account should only include credit entries, that report
will still include those debits to the account that are marked as reversing transac-
tions. Similarly, a report for an account that's specified to include only debit
entries will also include reversing credit entries.

To understand the reason for this, imagine a series of deposits to a cash account-
ing which one of the checks bounces. If all the deposits are posted before you
learn about the problem, you'll have to correct it by entering a reversing with-
drawal.

When you print a deposit report you want to see what funds have really been
deposited. If reversing entries were treated the same as other transactions the
reversing withdrawal would not appear but the failed deposit would. But because
of the way 4th Quarter recognizes reversing components your report will include
both the failed deposit and the reversing withdrawal.

Period closing type transactions are created by the system when the system is
directed to automatically close a period. When you close a period, the balances of
accounts that appear on the income and the expense journals are moved to the
equity accounts associated with these accounts. After the period is closed the
income and expense accounts have a zero balance.

The program will automatically generate period closing entries when directed to
do so from the general ledger screen. Manual period closing entries can be gener-
ated at any time.

Entries created by the system in this manner are assigned the Period closing type.
You can also assign this type to transaction you create manually as part of the
period closing process.

Period closing transaction have the character “]|” added to the notes field for that
transaction. This field appears in transaction lists making it easy to distinguish
transaction by eye according to their type.

Do not post check-box

Transactions marked as Do Not Post will not be posted to the GL with other trans-
actions. You mark a transaction in this manner whenever you want to retain the
ability to change it. As long as a transaction is not posted, it can be modified or
deleted.
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to WO account
as PER account

Autoallocate

The autoallocate setting determines whether or not payments and receipts are
automatically allocated to cover outstanding debts. Allocation is only performed
for payable and receivable accounts, and the autoallocation settings only affect
accounts of this kind.

When autoallocation is performed, the following things take place:

* Debits to a payable account are automatically subtracted from the account's
cash fund, and then the fund is used to cover all outstanding credits first in
order of priority (highest to lowest) and within each level of priority in order of
date (oldest to youngest).

» Credits to a receivable account are automatically added to that account's cash
fund, and then the fund is used to cover all outstanding debits in order of prior-
ity and date as before.

* Debits to receivable and credits to payable accounts are left unallocated.

The autoallocate flag has no effect on accounts that are neither of type payable or
receivable, as these accounts do not have cash accounts. Payments can only be
used to cover debts in the same account -- payments made on one account cannot
be used to cover debts in another account.

Autoallocate has three possible settings:

* to ALL accounts: allocation is done for all payable and receivable subaccounts
involved in this transaction.

* to NO accounts: allocation is NOT done for any accounts involved in this trans-
action.

* as PER account: allocation is done according to the individual default settings
of each payable or receivable accounts. That is to say, when an account's
Autoallocate check-box is set, then payments made by or to that account are
automatically matched with outstanding debts.

Terms
ﬁ%? 0 Credit terms can be assigned to any transaction. The system provides some basic
HET &0 terms, such as Cash and Net 30. You can modify, delete, and add additional terms.
MET 20 When you select an item from the Terms popup it will apply to the payable and
PrePaid receivable components. When a particular term of sale is selected, the Due Date is
Qo reset, as is discussed in the next section.
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Selecting the blank item in the terms popup removes any terms. Users who are
members of the Terms group can select the “Other...” item. This opens the
Terms of Sale List screen where they can modify the terms available to all users of
the system. Such changes will not affect the terms that have already been
assigned.

The Terms of Sale List screen can also be accessed from the Transactions page of
the Maintenance screen, see “Transactions” on page a.61 of the Administrator’s
Manual.

From the general transaction entry screen you cannot assign terms that include
sales discounts. Sales discounts can only be assigned from sales and purchase
entry screens.

O0=——"—TermsofSale;5=———HH
Default |Disc0unt % Dau3|Tupe | Days
CoD
Rec'ble NET an
NET 60
MET 90
Fayable PrePaid

FIGURE 5-13. The Terms of Sale List screen where you can modify the terms used
throughout the system.

Due Date

The Due Date is used to track entries to AR and AP accounts. You can enter any
due date by typing directly into the Due Date field.

Whenever a term of sale is selected a new Due Date is assigned according to the
current effective date and the number of days before payment is due as specified
in the terms of sale. For example, if the current date is 4/1/01 and Net 15 terms
are selected, then the Due Date will be assigned the value 4/16/01. You can
override this automatic Due Date by typing in a different date.
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Discount Due

The Discount Due can be set when transactions are entered through the sales or
purchase areas. If a discount date has been set through a sales or purchase screen,
then it can be modified here. But you cannot assign a discount date to a new entry
from this screen.

Related transaction ID references

If you have entered a transaction as a correction to a previous, posted transaction
using the Correct button, then the two transactions will be linked. When you
view either the corrected or the correcting transaction there will be a new or old
transaction referred to in the Related Transaction ID References area.

The OId and the New buttons are only active when transactions are referenced.
Pressing these buttons displays the contents of the referenced transaction.

|
Address Assign an address to a transaction by pressing the Address but-
ton on the Brief or Detailed pages of the transaction entry S
screen. When a transaction has an address associated with it

the Address label on this button is preceded by a check mark. Pressing the
Address button opens the address entry screen.

hailing Address

‘.

FIGURE 5-14. The address entry screen for transaction addresses.

Mailing addresses are associated with transactions and templates. The mailing
address given to a cash withdrawal is also printed on the face of checks. You
assign static addresses to transactions; you can assign either static or dynamic
addresses to templates.
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A transaction's mailing address is set by pressing the Address button in the trans-
action entry screen. If you create a transaction using a template, the transaction
will be assigned the template's address. This address is called “static” because it
remains unchanged no matter what other changes occur in the database.

When a transaction is created from a transaction template, the template's static or
dynamic address is copied to the transaction. Once the address is assigned it is
stored with the transaction as static text; dynamic relations are not maintained in
the transaction record.

Cash Transactions

Cash User Area Cash entries are handled by account through the Cash User Area discussed in
detail in Chapter 7.

Cash transactions are transactions which have at least one cash account compo-
nent. Nearly every type of transaction can, under some circumstances, involve a
cash account. For example, a sale, purchase, or invoice will generate a cash trans-
actions if it involves the some transfer of cash.

4th Quarter has a special entry screen for cash transactions entered through the
Cash User Area. This multi-page screen, shown in Figure 5-15, recognizes the
cash component from the other transaction components and display it at the top of
the screen.

This cash entry screen, along with other cash accounting functions, is discussed in
detail in the Chapter “Cash Accounting” on page 149.

4th Quarter User’s Manual Transactions 121



Transactions

[ =——— Cash Transaction Entry: 1 of 1
Brief Form |Detailed Form |[options |
. Printed Trans. 1D
=
Account From # To : () Deposit mi

[General Cash

- | @ withdraw

[Title w |[withdrawal

Payee / Payor

Ref. W2

Eff. Date

|[0470571955 | = |

"""" >

| [ Printable

Cancel

w1 A !
H
&

Account K2 Harme
Accourt_]| N |
Account N2 |Name Balance Amt i
3000z2-100 Sales Tax 213.78dr|~
= Z

FIGURE 5-15. The Brief Form page of the Cash Transaction Entry screen.

It is possible to enter a cash-related transaction through the general entry screen
discussed in the section “General Transactions Entry” on page 109. You can add a
cash account to the accounts list and, if you're a member of the Cash Disburse-
ment Group, the system will allow you to enter the transaction. A cash transaction
entered in this manner will be visible in Cash Account area.

Other Types of Transactions

The full version of 4th Quarter supports a variety of transaction entry screens in
addition to the cash and general entry screens discussed above. These include
screens for entering sales, purchases, invoices, and purchase orders. These
screens, discussed in this section, are not supported in the core version of 4th
Quarter.
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Each of these entry screens are discussed further in those chapters that deal with
their particular functions. They are reviewed here in order to make clear that
although these entry screens relate to different functions, they still create records
in the transaction table. As such, the records that they create will always appear in
the General Transaction List. In some cases they will also appear in the Cash
Transaction List.

Sales Sales transactions are those that involve a Customer Receivable or a Sales account.
4th Quarter provides a special sales entry screen that can be configured of one of
six types of sales entries:

TABLE 3. Six types of Sales Transactions

Name Accounts Involved

Sale Through Receivable debit to receivable
credit to sales

Receive Payment credit to receivable
debit to cash

Issue Credit credit to receivable
debit to sales

Cash Sales debit to cash
credit to sales

Sales Refund credit to cash

debit to sales

Receivable Advance debit to receivable
credit to cash

These sales entry screens are only available when entering transactions through
the Sales user area.

Three of these six types of sales involve cash accounts. These three are both sales-
type and cash-type transactions. Once entered they can be viewed from either the
Sales List screen, the General List screen, or the Cash List screen.

The Sale Through Receivable screen is shown below in Figure 5-16. Refer to
Chapter 14 on page 99 for a complete description of the Sales user area.
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E = Sales Transaction Entry¥: 17 of 1T =———— E
Pasted Entered by Trans. D
| 00400400 || Desigrer || 315 |
Ref. W2 Status Date
[Sale thru” Receivable |+ || ||+ Werified [ots2141999 |
Code Mame First Last Campany
[ customer |[iZ | Jett |[A1anza |[5rundwald Construction |
Terms [Net510/5 || Due[1/26/99 | cale S00.00
Title: Tax [other.. |+ ]| ood o® |
[Receivable Sale | - Discount | 2000|108 |11 paid by
e mo | &2 Total 180.00 1751793
I Tri130h

Distribute
e

FIGURE 5-16. The Sale Through Receivable entry screen. One of six sales transaction
entry screens.

Purchases Purchase transactions are those that involve a Vendor Payable or a Purchase
account. 4th Quarter provides a special purchase entry screen that can be config-
ured of one of six types of purchase entries:

TABLE 4. Six types of Purchase Transactions

Name Accounts Involved
Purchase Through Payable credit to payable
debit to purchase
Make Payment debit to payable
credit to cash
Receive Credit debit to payable
credit to purchase
Cash Purchase credit to cash

debit to purchase
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TABLE 4. Six types of Purchase Transactions

Name Accounts Involved

Purchase Refund debit to cash
credit to purchase

Payable Advance credit to payable
debit to cash

These purchase entry screens are only available when entering transactions
through the Purchase user area.

Three of these six types of purchases involve cash accounts. These three are both
purchase-type and cash-type transactions. Once entered they can be viewed from
either the Purchase List screen, the General List screen, or the Cash List screen.

The Cash Purchase screen is shown below in Figure 5-17. Refer to Chapter 16 on
page 471 for a complete description of the Purchasing user area.

[l =———"Purchase Transaction Entry: lof | ="c—"—"—"—--—"B1H
Trans. ID
Ref. N Status [ate
[Cash Purchase B3R || Unverified  |[4/6/99 |
Code Mame First Last Company
[ wengor || I | I |
Draw from [General Cash B3|

Title

[Cash Purchase Purchaseijl

tMe mo | &=
= Tri00e

Dizstribute
Coerien ]

FIGURE 5-17. The Cash Purchase entry screen. One of six purchase transaction entry
screens.
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Invoices

Purchase Orders

Invoices are a complex entry that always involve customer, account, and inven-
tory tables and usually involve a number of other tables as well. An invoice is a
kind of sales contract that become an accounting transaction once it has been exe-
cuted.

4th Quarter supports a comprehensive approach to invoicing in which a single
entry screen manages all aspects of the sale and delivery of goods and services. In
order to support a variety of invoice-related processes each invoice in 4th Quar-
ter’s can be related to one or more transactions.

When goods or services that are listed on an invoice are delivered, the system cre-
ates an accounting transaction. If several deliveries are required to fulfill a given
order, then several transactions will be created.

Once transactions are created they will appear in the General Transaction List
screen. You will be able to double-click to view these transactions but you will not
be able to modify them. Modifications to invoice transactions can only be done
through the invoice entry screen. Refer to chapter 14’s section titled “Invoice
Data” on page 397 for complete details.

PO'’s are, like invoices, a complex entry that always involve vendor, account, and
inventory tables. An PO will generate accounting transaction once any of the
items listed on it are received.

4th Quarter supports a comprehensive approach to purchase orders in which a
single entry screen manages all aspects of the purchase and delivery of goods and
services. In order to support a variety of PO-related processes each PO in 4th
Quarter’s can be related to one or more transactions.

When goods or services that are listed on a PO are received, the system creates an
accounting transaction. If several deliveries are received, then several transactions
will be created.

Once transactions are created they will appear in the General Transaction List
screen. You will be able to double-click to view these transactions but you will not
be able to modify them. Modifications to PO transactions can only be done
through the PO entry screen. Refer to chapter 16’s section titled “Purchase Order
Data” on page 479 for complete details.
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General Transactions

Reports

The following reports are accessed from the general Transaction List screen.

Summary Report

Transactions List

Tue, Jun 2, 1999 12:40 P

Sarnple Surnmary Feport Page 1
atn]Rer.Ne |02 [ErtryType [Date  [Mates  [Thie [comment
Account [ Merno [ Detit | Cre dit
| 233[Gen.cashentry | 224199 | = [Sendcechargs |
10001-100 General Cash 3.70
goons-100 Bank Expenses 3.70
| 232|General eritry | 224193 | P2 |Disassembly 2023 |
gooz1-100 Faished Goods Purchase ¥ 164.06
10005-100 Camponent Assets 164 .06
10004-100 Finizhed Goods Assets 164.06
g0015-100 Camponent Purchase Yalue 164.08
Report Total 331.82 331.82

A brief summary of the currently displayed transactions.

FIGURE 5-18. Sample Transaction Summary report.

Detailed Report

Complete transaction information for each of the currently displayed transactions.

Transaction Details

Tue, Jun 2, 1099 12:43 PM

Sample Detail Report Page 1
Title Dizassembly 20123 Mates P*Z
Bef b Effective 02/24/99 Entry tvpe Posted 2128/99
Doc M Entry 02024199 Status Unverified Checks#
DR 252 Altry Autoallocate PER Entered by Dresigner
b etna
Account Joural Dreiit Credit
G0021-100 Finished Goods Purchase ¥ Expense 164 06
10003-100 Caomponent Assets General 164 .06
i0004-100 FinizhedGoods Assets Genersl 164 .06
Goofa-100 Component Purchase Yalue Expense 164.06
Report Total F26.12 32812

Cash

FIGURE 5-19. Sample Transaction Detail report.

These are discussed in Chapter 7 on page 167.

4th Quarter User’s Manual

Transactions

127



Transactions

Sales These are discussed in Chapter 14 on page 436.
Purchase These are discussed in Chapter 16 on page 500.
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CHAPTER 6

Template

Templates

This chapter describes the transactions templates. Tem-
plates make it easy to enter and manage repeating transac-
tions.

Transaction Templates

Templates store information that appears on a transaction. Templates can also
have a recurring schedule that is monitored by the system. Templates have no
effect on account balances.

When the system notices that a template is due to be used for the creation of a
transaction the template is flagged as “due for entry”. Templates that are due are
marked with an exclamation point in the left-most column of the template list
screen.

Templates can be turned into transactions by pushing the Template button in the
Transactions List screen.

Templates can be viewed in three ways:

* Templates list screen.
* Template Component list screen.
* Template Entry screen.

These will be described below.
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Flow of Data

Templates are constructed based on the accounts stored in the system at the time
they’re entered. They can list any number of accounts and specify and debit or
credit amount to each account. They never have any impact on accounting, but
they can be used to create transactions which do.

Template are created in their own area, the templates user area, and can be used
to create new transactions from either the Cash user area, or the General Transac-
tions user area.

You can specify a template be used for creating a new transaction from either the
cash or transaction list screen. You can also specify a template after you’re already
in the cash or general transaction entry screens.

Templates can include restricted accounts. Templates that do include restricted
accounts are marked as restricted templates. Only users with restricted-level
access can create, modify, or delete restricted templates. Only users with
restricted-level access can use restricted templates to create transactions. Transac-
tions created from restricted templates become, naturally, restricted transactions.

Accounts | Restricted @@

O
X2

Template #2 Withdrawal #1

Transaction #1

Transaction #2

Transaction #3 Restricted >( Withdrawal #2

Template #3
General Cash
Transactions Templates Transactions

0],
1]

FIGURE 6-1. Flow of data from templates to general or cash transactions, to accounts.
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Templates List Access the Templates List screen by choosing Template from the Templates pop-
up menu on the Control screen.
O=—————————————Templates:i=———— H B
1] |0* [attn. [Tran.Rer® [Template Title notes | Last Date | Mext Date | Larger ofd/c
4 Timbuktu Retainer 450.00)=
3 Restocking Expense S00.00
1 9 i Sales Tax 0.a0
o O o= < 3 o O o O
&11 templates available at this level.

FIGURE 6-2. The Transaction Templates list screen.

|
Searching The Templates List screen provides access to all template records. The Search...
pop-up menu provides various search options. The items above the line in the pop-
lemp]ﬂttf’--- up menu open screens for specifying additional search criteria. The items below
F:ﬁg”l" the line perform the indicated search immediately.
Show All Show All displays all templates.
11 Cazh All Cash locates templates that involve Cash Disbursements;
Template Search This opens the Template Search screen. This screen provides single criteria
search. Indicate the value on which you want to search by selecting one of the
radio buttons along the left side of the screen. Enter the range of values that corre-
spond to the templates that you want to locate.
Alpha and Numeric When searching on the Template Title or Template Code fields you can specify
Ordering whether you want the range of values entered to be considered alphabetically or

numerically. The difference lies in how the range is interpreted.

When searching alphabetically all entries are first sorted alphabetically. The first
and last values are located according to your criteria. All values in between are
returned. For example, if you search alphabetically for codes between “A” and
“F”, then all codes that begin with an “A” or an “F” will be displayed.
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When searching numerically all entries are first sorted numerically. In a numerical
sorting alphanumeric values are assigned a nhumeric value based on the total of all
their characters. In a numeric ordering the value “F1” precedes the value “AAA”

whereas the opposite is true for an alphabetic ordering. For more information on

alpha and numeric ordering refer to the section entitled “Search Specification Syn-
tax” on page a.204 of the Administrator’s Manual.

Template Search

@ Al1 dates and template numbers: ;J-:ﬁfﬂ:ge 4RE &RE EITHER

() Ternplate |D o] w [0 ] that: ) Ko

Orempatetie [ 1 w[ ] o g g g
Search: ) alphabetically (2 numerically

(O Transaction Code [ | o [ Cash Withdrawel O O @
Search: ) alphabetically (2 numerically EntryalertsSet O3 O @

() Last entry from B to B Restricted () @ ()

() Mext entry from [06/03/1939 Ejto 07/0371999 E]

(3 Final dates 00/00/00 | =] to [00700700 ]~ ]

Search and__.

{® Replace ) Add to ) Femove from  previous selection |
) Search in selection Rt10

Account Search

FIGURE 6-3. The Template Search screen opened from the Template List screen.

The account search screen has pages Account, Recurring Date, and Attention. The
Account page enables you to specify one or more GL account or one or more
account. Pressing Search will then locate all templates that include the indicated
accounts.

Type the GL account or account number. If you want to locate templates related to
multiple GL accounts or accounts, then press the GL Account or the Account but-
tons. This opens the GL Account List or the Account List screens. Locate the tar-
get records and press Select. Once back in the Template Search screen press
Search.
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Template Search by Account

Accounts IEntrg-r Date “Attentinn |

Search for transaction templates associated with

[ GLAccount ]Numherl Il !

[ Account ] Numher] |-I:|| |

rSearch and...
revious selection
@ Replace (2 fidd to () Remove from p
() Search in selection
Rtz0al| -

FIGURE 6-4. The Account page of the Template Search screen.

The Entry Date page enables you to search for templates according to their recur-
ring dates. Select the appropriate radio button, enter a date range, and press
Search.
* Reference Date

The first date upon which the template becomes active.
* Previous Entry Date

The is the last date the system has record of the template being applied.
* Next Entry Date

The next date at which the template is scheduled to be due for entry.
* Final Entry Date

The last date after which the template is no longer active.
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Template 5earch by Account

Accounts | Recurring Date | Attention

Search for transaction templates in range of

() Reference entry from  [00/00/00 |E]tu [0o/o0/00

[00700/00 ][« Jto [00700/00

() Search in selection

) Next entry from [0670371339 | w |to [07/05/1999 |+
(2 Final entry fram [00700/00 ][« Jto [00700/00
rSearch and...
® Replace i) Add to ) Remove fram previous selection

Showr All

Rtz0 b

FIGURE 6-5. The Recurring Date page of the Template Search screen.

Enter criteria on the Attention page if you want to locate templates according to

the attention value assigned to them.

Template Search by Account

Accounts "Recurring Date |Attentiun

Search for transaction templates with

)] further attention codes equal to:
[wHT  Jor[ELC Jor[- Jar]-
D] any non-null further attention codes,
r5earch and...
@ Replace (20 Add to () Rernove frorm previous selection

) Searchin selection

Showe All
Rtz20c

FIGURE 6-6. The Attention page of the Template Search screen.
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“Find !” Search Selecting this item opens a dialog asking how far into the future you want the sys-
tem to look in order to find items that are scheduled to become due.

Search for Alert Components

SEARCH for records
whose ALERT FLAGS are ON now ...

ar will be DN within the next [0 days.
{uze negative value for days in the past)

Search and___

® Replace () Add to l

) Remove fram

previous selection

) Searchin selection oS0

FIGURE 6-7. The Search for Alert Components date range dialog.

Specify the number of days into the future or the past that you want to look.

Examples * To locate templates that have their alert flags set now and also those that will
have their alert flags set within the next 5 days, enter the value “5”.

* To locate templates that have had their alert flags set now and within the last
week, enter the value “-7”.

* To locate only those templates that have their alert flags currently set, enter
“077‘

Other List Functions Other special functions are triggered by the following buttons:

Apply to global replacement of values in template fields;

Update directs the system to locate templates that are due for entry
and mark them with a “?”

Components displays a list of the components in the current selection. Each
component specifies a separate account.

Special Items Menu The Templates List screen supports a Special Items menu with the items:

Add Template an alternative to pressing the Add button.
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Components List

Alerts On Highlight the templates whose alert flags you want to turn

Alerts Off on or off. Then select this item. The same operation can also
be done using the Apply to button.

Template Components

Each template can contain any number of components. Unlike a transaction, a
template may have no components or it can contain components that do not bal-
ance. Press the Components button in the Templates List screen to view a list of
template components. This list shows all the components of the templates in the
current selection.

The benefit of viewing by components is that you can see which templates affect
which accounts. You can sort and group templates by the accounts they affect.
This is helpful in dealing with templates affecting a particular account.

The drawback of viewing by components is that, because most templates have sev-
eral components, the same template will be represented several times. This can
be confusing if you use components to segregate templates.

E =—————————————————— Template Components: 4 =—————————————— H| E
1 |0 |Attn]Template [ Account [1tem [Cue Dr/Cr {c) |=
3 Restocking Expense §o034-100 Operating Cos S00.00]=
B Timbuktu Retainer 60005.000-100 Client Sales 405.00
4 Timbuktu Retainer 10101.000-26  Summit Tech retainer 450,00 ¢
1 9 77 Sales Tax F0002.000-100 Sales Tax 0.aa
ReED Double click to view, all components are available at this level.
Modify | Beturnselected |

FIGURE 6-8. The Template Components List screen.
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If you highlight a selection of components and press the Return Selected button,
you will return to the Templates List screen to see only the templates correspond-
ing to the previously selected components.

If you highlight a component and press the Modify button, you will enter the full
Template Entry screen, described below, where you will be able to modify all tem-
plates values.

]
Searching The Components Search pop-up contains a subset of the same search options that
e appeared on the Template List screen. The only difference between searching
Find 1. from this location and searching from the Template List screen is that here the

components of the located templates are displayed, whereas in the Template List
All screen the templates themselves were displayed.
Refer to the description of the Template List search dialogs on page 131 for details
on how to use these search screens.
|
Template Entry Double-click on a row in the Templates List screen to open the entry screen for an
Screen existing template. To create a new transaction, press the Add button.
The Template Entry screen can be viewed with either more or less detail. The
detailed version contains five areas, the brief version only four.
Special Iltems menu The Change Restricted Status item toggles the status associated with the current

template from Restricted to Unrestricted. Users with access to Restricted items, as
determined by the users’ group membership, can view or change Restricted items
from transaction areas. Since the Templates List area affords access to both
Restricted and Unrestricted templates, only users with access to Restricted infor-
mation are allowed to enter this area.

Brief Form Page
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Templates
O = [emplateEntry! |l nf | ="——————— =
Basic Form IDEtaiI Form "Interval Ri40b
: [
ALERT is OFF
Template Title [Griswald Communications Retainer [ Alert
re o | &
Comps
Transaction Title [Timbuktu Retainer
Code
Nurnber MNamg
Account I I |—| || ||
Aecount N2 [Hame [1tem Debit Credit
BO005-100  Client Sales 405 .00
10101-265 Surmmit Technologies, Lid retainer 450.00
FIGURE 6-9. The Brief Form page of the brief form of the Template Entry screen.
The ID Number and a statement of the alert condition are displayed at the top of
the form. The alert condition indicates whether the template is due for entry.
Below this is the Template Title area for assigning a name and manually setting
the template’s Alert condition.
The transaction area fills the lower half of the screen. The information given here
is assigned to a new or existing transaction when the template is used. To the
right are the control buttons, and at the bottom of the screen is the Components
area, where you specify which accounts to debit and credit.
The Components area has an entry field to specify an account. You refer to an
account according to its full reference Number or Name in the same way as in the
Transaction Entry screen. The “Number” and “Name” labels are italicized, mean-
ing they are clairvoyant fields.
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The Account button opens a list screen providing various means to locate a partic-
ular Account. To choose a particular Account, click once on its row and press the
Select button.

Once an Account is fully specified it is automatically added to the list of accounts.

To change the account specified by a particular component, put the cursor in that
row and press the Modify button. This removes the component from the list and
places it in the entry area, where a new account can be specified.

Tab to, or click in, the Item, Debit or Credit columns to enter a value. You can
change the debit and credit amounts for any component by typing over the dis-
played value.

Templates, unlike transactions, do not have to balance. That is because a template
has no effect on accounts. In fact, a template has no effect on any accounting infor-
mation. In order to create a new template record, the only thing you must assign
to a template is a title.

Detail Form Page

The Detail Form differs from the Brief Form in having the following additional
transaction fields and functions. Values entered here a part of the transaction part
of the template. That is, these are values assigned to a transction that is created
using the template.

e Address button: associates an address with the transaction that’s created. This
is discussed below.
e Reference Number

* Attention: the attention value assighed to the transaction. This is to be distin-
guished from the attention value that is assigned to the template.

* Allocation: allocation instructions for all components. This setting is only reliv-
ant for components that affect AR or AP accounts.

* GL Account button: enables you to search for GL accounts as a means of locat-
ing an account.

* GL Account Name: allows you to enter the name of the GL account as a means
of locating its associated accounts.

* Quantity: multiplied by the rate to yield the amount.
* Rate: multiplied by the quantity to yield the amount.
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* Amount: can either be entered directly, or is assigned the product of the quan-
tity times the rate.
* Item: a string of up to 80 characters that is stored with each of the compo-
nents.
E = [emplateEmtry: lof | ="————~———————— E
Basic Form | Detail Form |interval | 08 [
ALERT i3 OFF [ address | III'D
Template Title [Griswald Communications Retainer | Jlert
e
(Merna] fttn.
rerne | & I:‘l ] Active
Transaction Tit]e [Timbukiu Retainer | Motes |
Ref N | | #ttn] | Auteallocate [as PER account | » | Comps |
GL Acct, II I | Iten‘{:
[Lccount J—— -] |
@ Debit QtuD
() Credit * Rate [0 | =] 0.00]
Account N2 |Name |Item |qtl,|| rate |Priur Debit |Ered1’t
60005-100 Client Sales-Client Sales 405.00
10101-26 Client Receivable-Summretainer
FIGURE 6-10. The Detail Form page of the brief form of the Template Entry screen.
Template Address
You can assign an address to the template by pressing the
Address button. If an address is assigned to a template, this is
indicated by a bullet in the name of the Address button as it
appears in the template entry screen.
This address is assigned to any transaction created from the template. There are
two ways to assign an address. The first is by entering what is referred to as “static
text”. This is a string that is assigned to a transaction in exactly the manner in
which you have entered it.
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0=—"———MiilingAddress=—"————————H1 B

RtllD

Template Title:  |Grizwald Communications Retainer

Use { @ Fixed () Dynamic J Address as follows ...
Fixed: Dynamic:
Grizwald Communications, Inc - [ Linked ta ] Unlink I
gttn: Mike McHillian| | |
2005 Industrial Parkway —
Chantilly, 11 98557 in file:

with address:

~| &

[

S

Alternatively, ou can also assign a “dynamic text” address. If you choose this
option you will need to identify a record in a related file which itself carries an
address. When an address is dynamically linked in this manner, the address that is
assigned to any created transactions is the address that is assigned to that record
when the template is applied.

To assign a dynamic address select the Dynamic
radio button and press the Linked to button.

This will open a list of tables that contain record Click on & table to select it
with addresses. Click on one of the tables.

Tables List

Vend
A list screen for records in the selected table will Fnr

appear. You must locate the record whose
address you want by using the usual search and = avn
sort functions. Once you have located the

record, in this example a customer record, click [[&l [&]

to highlight it an press the Select button.
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==  (ustomerlist) N=V"V"—m—————————

&ttn | Code Type Name Address Wk.Phone acty | a
4 Client g 5005 Industr (914

12 Client Jeff Alonzo -

38 Client John Barkealey wiestern dutodial T2Z Morth M1 (ET6) 257-9327 o=
mike 72 Client Fred Beckey Seattle Mountaineers PO Box 4554 (360) 765-3877 -
mike 62 Client Flagdil Bip Trinkets 4nd Drag Queens, Filbert Mall  (212) 655-3462 e
mike 30 Client Chad Blanchard Riskelli Drapes I Tricett Dr (722% §43-35872 -
=y 7 a o= a o e a a2

Click on a customer, then press SELECT. CuzO
[Search... v] [ Sart ]
Fe ) == o
1] Dz

If there is more than one address
stored with this record you will be
presented with a list of addresses
fromwhich to choose. If there is
only one address it will be used
automatically.

Addresses

Click on an address or press select: Ad30

Mike MceMillan, 5005 Industrial Parkway, Chant

BEill Scotia, S00S Industrial Parkwau, Chantilly,

After you have selected the record
whose address you want to use and
have returned to the Template’s
Address , the current address will [
appear in the Mailing Address
screen, along with the name of the
table and record to which it
belongs.

Selact B | Cancal |

This is only the current value of the dynamic address and is not necessarily the
address that will be assigned in the future when the template is used. Should the
address change at a later time, then the new current address will appear if you
return to the Mailing Address screen.

You cannot change the value of the dynamically related address through the tem-
plate’s Mailing Address screen. The address is stored with the record in the linked
file and can only be changed from the entry screen inside that selected file.

To disconnect the related file, press the Unlink button. Any number of templates
can be linked to the same address.
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Recurring Schedule

In most cases you would assign a dynamic address to a template so that you could
be sure the correct, current address would always be assigned. Static text is used
in cases where there is no existing address record, or the address that is linked is
not the correct address.

Restricted Templates

Because templates can carry the same confi-
dential information that appears on a transac- = HEEer
tion, templates also can be assigned a p LI R VLR

restricted access status.

The template status is determined automatically, according to whether or not it
refers to restricted subaccounts. When you add a restricted subaccount compo-
nent the template is automatically assigned a restricted status. When you remove
all restricted components the template automatically becomes nonrestricted.

Restricted status can also be set manually through the Special Items menu. The
Change Restricted Status item toggles the restricted status assigned to the tem-
plate on or off each time it is selected. You must be a member of the Restricted
Access group in order to access this item.

Entering the schedule

Templates can be given a period of days, bi-monthly, or a number of months. The
system monitors templates set on a recurring schedule and tags those that are due
for entry. When you create transactions from these tagged templates, the “due”
tags are removed until the next date in the template schedule.

Access the recurring schedule from the template entry screen by pressing the
Interval tab on the template entry screen. The recurring entry page is shown
below.
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O

Template Entry: 1 of 3 B

[Basic Form | Detail Form | Interval

Rt <0 @

Template

& iy
@ Every

rRecurring Interval

Oat [ ]

1D
[ Alert

ALERT is OFF

Title [Timbukiu Retainer

Active

Reference B
Previous Entry B
Next Entry B
Final Date [00/00/00  |[ |

Day Intervals

..at dates |:|
s ]

Memn]ﬁ@

r's

FIGURE 6-11. Recurring entry page of the template entry screen.

Set the interval for the template by choosing one of the three radio button options:
* At N-day intervals;
Bimonthly at date-1 and date-2;

Or every N-months on a given date.

Once you select one of these options, you may need to fill in a date or dates in the
fields just to the right.

In order to activate the recurring feature, you must set a reference date. This is
the date used to compute the next due date. If you leave the reference date blank,
then the recurring interval will never be applied. A template must also be marked
“active” for the system to calculate next entry dates.

The Previous Entry field is filled in automatically when the template is used.
Whenever the system calculates a new “Next Entry” date, it checks if there is
already a value in the Next Entry field. If there is, it moves this previous next
entry date to the Last Entry field before replacing it with a new Next Entry date.
The value is displayed for reference and can be modified.
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The Next Entry field is calculated by applying the recurring interval with respect
to the reference date. It indicates when the template is next due for entry.

When the current date passes the next entry date, the system sets the template’s
“alert” flag. The alert flag can also be turned on manually, independent of the next
due date. When the alert flag is set you will see a “!” in the template or compo-
nent list screen.

The Final Date is the date after which the system the template to be inactive. The
system will not set a template “Due for Entry” if it calculates the next entry date
to be beyond the final date. The Final Date value marks the end of the active
period.

If a template’s alert flag is set, you can turn it off either by manually unchecking
the alert box in the entry screen, or by using the template to create a transaction.
In the latter case the alert flag is turned off automatically.

Updating the schedule

The system checks the list of templates at certain times in order to locate tem-
plates due for entry. This occurs:

* When the first user logs into the database on a new day (if set this way);
*  When any user enters the template list screen (if set to perform this way);
» If any user presses the Update button in the template list screen.

The first option can be turned off for quicker program start up.

Tranzaction Templates:
Update alert field at user
Update alert field before displaying termplate

FIGURE A0-2. The administrator settings for transaction templates.

The second option, where the system automatically checks for templates upon
entering the template list screen, is turned on or off by the administrator from the
maintenance screen.
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Reports

Templates The following reports are available through Report... button on the Template List
screen.
Summary

A simple list of the current selection of templates.

Templa.te Summar}r Thu, Jun &, 1999 2:40 A
Samnple Summary Fepott Fage 1
1| Trnpl &ttn [Template THe Motes|Last Date [NestDate [#ttn]Code  [Transaction Title
[£ccaunt lkern [ Priar. Debit Credit
| [Titnbuktu R stainer | | ] Timbuktu B etainer
GO005.000-100 Client Sales-Client Sales 405.00
10101.000-26 Client Receivab. -Summit Technola|retainer 450.00
d [Restocking Expense B19s | eaa [ et ocking bitle
[60034-100  Operafinglnven..-Operafing Cost o | 500.00]
ez [Sales Tax | [ ] Sales Tax
|3IIIIIIIJ2.IIIIJEI—1UEI Sales Tax Payah. -Sales Tax | |

FIGURE 6-12. A sample Template Summary report.

Detail

A report giving both the components and recurring schedule of each template in
the selection.

Temp|3_te Dekails Thu, Jun 3, 1999 3:47 Ak
Sarnple Detail Report Page 1
Title: Timbuktu R etainer ALERTis OFF D#:

Atth Last Enbry: Ink erwal: Aotive: Yes
Reference Mext Entey: Restricted: Mo
Firal Date:
Trar.Title: Timbuktu Retainer notes:
Fefer#: Autoallocate: PER Aftn: Cazh Mo
Address azsoc. wi record: Cundiff in file Customer
Components Drescription Ciby. Fate Drebit Credit
EOO05.000-100 Client Sales:Client Sales 405.00
10101.000-26  Client Receivable: Summit Technologies, Lid 450,00
retainer

FIGURE 6-13. A sample Template Detail report.
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Components

The following reports are available through Report... button on the Template
Component List screen.
Summary

Basic information about the current selection of templates. A list of the template’s
components is not included.

Template Components 35 ummary Tue, Jung, 1999 1:08 P
Sarmnple Summary B epor Page 1

D 3 Title At ltern = ALERTis O Due for entrys
Trnplt, Restocking Expense
Trans. Restocking

blesd 116198

Goods purchasediorresale

Ac't 10002-16 Client Receivable:Guest Corp
Debit T50.00  CashDisburs. Mo Interval MultiDay every 15 days
D+ Title ftn  lte ALERT is OFF

Traplt. Tirnbuktu Retainer
Tranz. Timbuktu R etainer
Acc't BO005.000-100  Client Sales:Client Sales

Drehit 405.00  CashDisburs. Ma Intersal unassigned

FIGURE 6-14. Sample Template Component Summary report.

Full Detail

Complete information on the current selection of templates including a list of
compoenents for each.

Template Details Tue, Jun §, 1999 1:19 Ph

Sarnple Full D etail Page 1
Title Restocking Expense =ALERT is ON: Due for entiys D# 3
At Last Entry It erval hAultiCoay Active ¥es
Beference 01001/ 1998 Mext Entry 01016/ 1998 Ewvery 15 days Restricted Mo
Final Date
hetna Goods purchased forresale
Tran Title Restocking Hotes
[S1:IK:3 Autoallocate PER At Cagzh Mo
Components  Description Qly. Rale Drehit Credit
G0034-100 O petatinng Ibventor:Operating Cost of Goods 1,000.00
10002-186 Client Receivable:Guest Corp Fa0.00

FIGURE 6-15. Sample Template Component Full Detail report.
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CHAPTER 7 Cash Accounting

This chapter describes the Cash Accounting area. This
W includes the creation, review and reconciliation of cash
och accounts, and the printing of checks.
as

Cash Account Management

Flow of Data Cash accounts are any accounts that are specified to appear on a Receipt/Dis-
bursement journal. You can create any number of cash accounts and cash account-
ing services will be provided to each.

In terms of how data is stored cash accounts are much the same as other asset-
type account. 4th Quarter provides a different graphical interface for managing
cash accounts because additional functions apply to cash accounts.

The cash interface provides transactions list and cash entry screens. You add mod-
ify and delete entries, print checks, and reconcile past statements from the cash
transactions list screen. You enter receipts and withdrawals through the cash
entry screen.

Creating Sales, Invoice, and PO entries can also effect cash accounts. These are
called “cash related transactions” because they are not created directly from the
cash management area. To modify a related cash entry you must access these
records from the area in which they were created. Invoices must be modified
through the invoice area and similarly for the other types of entries.
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Cash Account List

Cash Account Accounts Cash Related
Transactions Transactions
Withdrawal {  Purchase )
[ ] [ ]
[ [ ]
¢ Functions Reports ’
etc. etc.
/ ~N yd \

Check Printing ) (Reconciliation ) |Running] | Trans- | [Alloc-
Balance | | actions | | ations

FIGURE 7-1. Flow of data from cash and cash related transactions to the cash accounts.

Selecting the Cash Accounts List from the Control screen takes you to one of two
different areas depending on how many accounts are on your Receipts and Dis-
bursements journal. If there is only one cash account, it is displayed directly. If
there multiple accounts, then they are displayed in a list. To work with an
account, click on its row to highlight it and press the Select button.

Note that when you open a new datafile the system automatically creates one
Receipts and Disbursements Journal and one cash account.
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Cash Account Management

O0=——————————~CashAtnunts;2=———————— [ H
Account W2 |GL Account |ﬁccuunt MNotes| Dr. Balance |
10o01-100 Cazh Money Market 26,842 20
10091-100 Cash-2 General Cash 111.98

a b= - agw
Su270 Highlight an account to work with. Then press Select,

All Cash Active Cash

FIGURE 7-2. The Cash Account list screen.

Cash Transaction List  Once you’ve selected and account, the program displays the Cash Account Trans-
actions screen that shows deposits and withdrawals for this one account. If you
have only a single account on the Receipts and Disbursements Journals, then the
program will skip the Cash Accounts List screen and go directly to the Cash Trans-
actions screen.

0 =———— cash Account Transactions: 7 =———————FH
10021 100 General Cash Balance | 111.96[=
attn |Ref. H2 | Effect. Date |Notes |Pauee / Payar prt Arnount

{to print} 445499 Millinaria Ltd - 125.00
471499 (uest Carp 500.00
327499 Braided Matrix 137.00
/25799 Retained Incame -45.00
3725799 Retained Income G9.00
{to print} 3/25/99 wayFarer || - 55,00
/25799 Retained Incame -55.00
Ref. N2 v J[Effect. | sum
Search... - Add Applyto.., Report.., Setup
Focus - Template bdodify Feconcile... Unprinted
Sort Delfaid Reverse Selaction Feturn -
14 |

FIGURE 7-3. The Cash Account Transactions screen.
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Searching The Transactions screen has the following search options under the Search popup
menu:

Transactions Searches based on transaction-specific information;

Accounts Searches based on account-specific information;

Date Range Searches for Items within the date range you specify.

All NN Days Finds transactions for this account entered within the last
NN days, where NN is a number set in the Preferences area.

Show All Displays all Items for this account.

The screen provides special transaction management features through the follow-
ing buttons in the Changes to Transactions area:

Add Opens a new Transaction Entry screen.

Template Displays a list of templates that involve receipt / disburse-
ment invoices. Choose one and press Select, and its tem-
plate values will be assigned to a newly created (but not yet
saved) Cash Transaction.

If can select multiple templates, then each template will be
used for a sequence of new transactions. Press the
Enter+New button to enter each transaction to apply the
next template to the next new transaction.

Del/Void Deletes the highlighted Item when the Item has not been
posted. If the Item represents a printed check, it reverses the
effect of withdrawal and marks the withdrawal as having
been voided. Voided withdrawals cannot be modified.

Apply to... Makes changes in all highlighted records. A dialog is dis-
played showing you the fields you can affect by means of a
global function and requesting a new value to assign to these
fields.

Modify Opens an item so it can be modified. Items that have been
posted and checks that have been printed can not be modi-
fied.
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Reverse Creates a new transaction that has exactly the reverse effect
of the highlighted transaction. It does not affect the transac-
tion that is being reversed. Use this if you need to reverse a
transaction that has been posted.

If you enter the reversed transaction it will effectively
“undo” the actions of the transaction it corrects. Alterna-
tively you can add additional components representing cor-
rect entries and enter this appended transaction. In this case
the correcting transaction both reverses the posted entry and
enters a new entry.

Reversing transactions are marked with a “C” in the notes
field. The transaction that they've reversed is then marked
with an “X” in its notes field. The reversed transaction is
treated just the same as any other transaction. It continues to
be modifiable until it is posted.

Report... Displays a choice of reports for the current list of Items. You
can either print the Items as shown, or you can print a run-
ning balance report for a given period.

Reconcile... Opens the account reconciliation screen where the account
balance and reconciled items are brought into agreement
with the balance and items that appear on your bank state-
ment.

The Cash Transaction screen lets you print checks by using the three buttons in
the Check Print area:

Set Up Lets you set the type of paper the check is to be printed on
and the next check number to be assigned;

Unprinted... Queues all unprinted checks and asks you if you want to
print them;

Selection... Queues all unprinted checks in the highlighted selection.

To modify an existing deposit or withdrawal that has not been posted or printed,
double-click its row and an entry screen will appear.

Transaction-Related |
Functions
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Reverse

This function creates a new transaction that exactly reverses the components of a
selected transaction. This option allows you to reverse a posted transaction, which
is itself unmodifiable.

Delete / Void This enables you to delete or void unposted deposits and withdrawals. When a
transaction is deleted, monies are replaced and the record is completely erased.
Deletion cannot be undone.

All unposted cash transactions can be deleted except checks printed by the system
which are voided instead. When a printed check is voided, the following things
happen:

* The transaction's title is preceded with the word VOID;

* Assets are returned to their original accounts;

* Debit and credit component amounts are set to 0 and;

* A note is written in the transaction's comment field recording the amount of
the check before it was voided.

The check number from a voided check is not reused. A voided check, like a
printed check, cannot be modified or unvoided.

Cash Reconciliation This screen is for bringing your records into agreement with what appears on your
Screen bank statement. In this screen you:

* supply the beginning and ending balances that appear on the statement,

* supply the amounts of any interest and services fees that have been applied for
the period,

* mark off the items that have been processed by the bank in this period.

The program totals the marked items and adds their contributions to the starting
balance to get the ending balance. When you press the Enter button the marked
items are given the status “reconciled” and transactions are created for the associ-
ated entries you’ve indicated, such as interest, fees, or adjustments.

154 Cash Accounting 4th Quarter User’s Manual



Cash Account Management

The reconciliation screen consists of two pages. On the first is called the Setup
page and it’s shown in Figure 7-4 on page 155. In the Setup page you specify the
beginning and ending balances that appear on the bank statement. You also spec-
ify the date and amount of the interest earned and the service fees deducted.

|:| e Cash Reconriliatinn =F———————————— El E
setup |items 5u105a
10091 100 General Cash

Previous Balance|-304.02
New Balance -304.02
Date Armaunt Mermo

Service Charge [4/5/99 | .o |
Financial Operations : Bank Expenses ()]
Interest Earned [4/5/99 I 0.00| | |
Interest Incame : Interest Income @]
-

%

FIGURE 7-4. The Setup page of the Cash Reconciliation screen.

By default 4th Quarter directs service and interest to those accounts assigned to
be used for this purpose by default. These accounts are assighed by the administra-
tor through the default accounts area. The Offset Account button lets you select
alternate accounts to receive expense and income that accrue from the service
charge and interest.

The second page is called the Items page and it’s shown in Figure 7-5 on

page 157. This page lists all of the unreconciled items in the account. Here you
need compare the unreconciled items with those that appear on your statement.
Clicking each item in the list that appears on the statement will cause an “X” to
appear in the left hand column. Clicking the item a second time will remove the
“X”.

To make it easier for you to mark items you can also click on the small “X” button
at the top of the left hand column. This will mark all or unmark all items in the
list, even those that might be out of view in the scrolling area. Use this button
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when you think it would be easier to start by marking all items and then unmark-
ing the few items that do not appear on the statement.

You can also use the arrow keys to mark and unmark items. The up and down
arrow keys will move you up and down in the list of items. The left and right
arrows will both mark or unmark the highlighted item.

As you mark and unmark items the total number and amount of deposits and with-
drawals automatically updates at the bottom of the screen. As you reach the point
where you have marked the same items as appear on your bank statement the dis-
crepancy should shrink to zero. This discrepancy is displayed in the current period
area and automatically updates as you mark items.

Sometimes a discrepancy may remain between the ending balance on your state-
ment and that calculated by the program even though you’ve marked all the
marked items that appear on your statement. As an example the figure below
shows a 50 cent discrepancy. This could either be the result of a transaction
whose amount was entered incorrectly, or from transactions that had not been
entered at all.

4th Quarter gives you several ways of making corrections. You can change the
items in the list, add new items, or have the 4th Quarter create an adjustment
automatically.
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Transaction

| Cash Reconciliation HE
[—Setup [Items ] Su105h @
10091 100 General Cash B items
attn [ Ref. he v | Date | Hotes | Item Deposit | Withdraws
ki 03/27/99 Braided Matrix 137.00 [~ |
ki 1302 03/25/99 Retained [ncame §5.00
ki 1303 03/25/99 WayFarer I 55.00
& 034254239 Retained |ncone 59.048
b3 1304 03/25/99 Retained [ncome 45.00
ﬂ 4,01 499 Quest Corp
[~
- - -
rPrevious Period—Current Period —— — = 1
L] Autornatic Adjustrent |
Ending Bal. -304.02)] Ending Bal. Z36.95 3 Deposits TE6.00
ddjustment 0.o0 I | 'wWithdrawal -185.00
Discrepancy 0.00) | Miscrepancy 541.00 Change 541.00 Cancel I
[%

FIGURE 7-5. The Items page of the Cash Reconciliation screen.

Modifying Existing Items

If an item has not been posted you can highlight it and select Modify from the
Transaction menu. This opens the transaction entry screen, if this is available for
the selected item, where you can make modifications. Certain entries, such as
invoices and purchase orders, can not be modified through this screen and must
be modified through the areas where they were originally entered.

The Transaction menu also allows you to add new items and delete existing ones.
New items that affect the current account will be appended to the items list.

You should be aware that when you create, modify or delete items the changes
you make are saved when they are entered. Changes to items are not held pend-
ing your pressing the Enter button on the reconciliation screen. For example, if
you selected Add from the Transaction menu, entered a new item, and then
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pressed Cancel on the Reconciliation screen, the new item would already have
been saved and would be in the system.

Automatic Adjustment

If you check the Automatic Adjustment check box, located at the bottom of the
Items page of the Reconciliation screen, then the system will create an adjusting
entry to offset the discrepancy shown. Once the Automatic Adjustment box has
been checked the screen will display the amount of the adjustment and a zero dis-
crepancy.

Unlike those entries that you can create manually, the adjusting entry is created
by the system only when you press the Enter button on the Reconciliation screen.
If you cancel the reconciliation, then no adjustment is made. Also, if the adjust-
ment amount is reduced to zero, such as by adjusting some of the items, then the
system will not create any adjustment.

Entering the Reconciliation Information

Two things happen when you press the screen’s Enter button

* marked items are assigned the “reconciled” status
» interest, service fee, and adjusting entries are created

Items have a status setting that can take the values “verified”, “unverified” and
“reconciled”. When items are first entered their status is unverified. You can
change any item’s status from unverified to verified and back again from the vari-
ous transaction entry screens (this setting is sometimes located on the “options”
page of the entry screen). However, you can not mark items as reconciled, or
change the status of items that have been marked as reconciled.

Whatever status items have when they enter the reconciliation screen, that status
is changed to “reconciled” if the items is marked and cash reconciliation is
entered. That means that items can only be assigned reconciled status through the
Cash Reconciliation screen. Once the system has marked items as reconciled their
status can not be changed.

Interest, service fee, and adjusting entries are also handled automatically by the
system when reconciliation is entered. You control which of these automatic
entries is made by either specifying an interest or service fee amount, or by check-
ing the Automatic Adjustment check box. When these entries are made the sys-
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Cash Entry Scr

tem will assign them the reconciled status. You can not change this status but you
can modify or delete the items up until the time they are posted.

If you press the Cancel button in the Cash Reconciliation screen, then the system
will not change the status of any items and will not create any of the previously
mentioned automatic entries.

een This entry screen is designed especially for Cash Transactions and, like the gen-
eral Transaction Entry screen, it can be viewed in detailed or brief versions. The
following discussion describes the brief entry screen.

This entry screen has the same Special Items menu as appeared with the General
Transaction Entry screen, discussed above, with the addition of the Enter & Print

Check item.

This screen has the same four main areas: the Status, Title, and Components fields
and the control buttons.

CashTransactionEntryv: lof I =———————— 0 H

D = —— ———
Brief Form |petailed Form |options | Tr3ob (2]
Printed Trans. D
233 |/ o
#Account From £ To : ] ,::Z'-'
) Deposit TR Address — |
[General Cash » | @ withdraw Unverified e
Title w |[withdrawal | Flaa e | I
Payee / Payor Ref. N2 Eff. Date
Memo | [Sales Tax I |[04s0571999 || -
) =]
|=|
Account W2 Harng
[Account_]| - |
Account N2 |Name Balance fAmt [ﬂ
J0002-100 Sales Tax 213.?8drH
= Z

FIGURE 7-6. The Brief Form page of the Cash Transaction Entry screen.

The Status area shows whether the transaction has been printed as a check. Once
a check has been printed, its transaction cannot be modified. Note that each trans-

4th Quarter User’

s Manual Cash Accounting 159



Cash Accounting

action also carries a status, as described below. Don’t confuse the Status area at
the top of various entry screens with the status of the transaction being displayed.

The Title area has a pop-up menu with a choice of cash accounts and two radio
buttons for indicating whether the transaction is a deposit or withdrawal. If it is a
withdrawal and you want the computer to print the check, you must check the
Printable box so that the value “{to print}” appears in the transaction number
area. Check printing is described in more detail on page 167.

Verified and Reconciled

Each transaction carries a status value that can take the value “verified”, “unveri-
fied”, or “reconciled”. By default new transactions are assigned the value “unveri-
fied”.

A transaction is verified once it is confirmed that the exchange it represents has
actually taken place. For instance, a cash deposit is verified once you are sure that
the funds were transferred. A check is verified once you know that the funds have
been withdrawn. You can toggle this value from “verified” to “unverified” by
clicking on it.

Transactions can also be marked as “reconciled”. This can only be done by the
system through the Cash Reconciliation area. Once items are reconciled their sta-
tus can not be changed.

The meaning of these labels is as follows:

* Unverified: an item which may or may not have been entered, confirmed, or
processed by the other party involved in the transaction (if there is another
party involved).

* Verified: an item which has been entered, confirmed, or processed by the
other party involved in the transaction.

* Reconciled: an item which has appeared on a bank statement and whose affect
upon the account is already reflected in the account balance maintained by the
bank.

Check Numbers & Printable Setting

In order for the computer to print a check, the Printable box must be checked.
This causes the label “{to print}” to appear in the number field. The program will
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assign the final check number when it prints the check. The computer will not
print a check if you assign a number manually.

There are two administrator settings relevant to the handling of check printing
(Refer to the Administrator Manual’s section titled “Transaction Handling” on
page a.61).

* Printable by default: The administrator can set 4Q so that it checks the Print-
able check box by default for every new cash withdrawal.

* Printing or hiding numbers on checks: The administrator can instruct 4Q to
assign check numbers but not to print them. This is for users who print their
check on pre-numbered check forms.

Cash Components

Specify the accounts that will balance the cash entry in the lower half of the
screen. Type in the Account Number, starting with the GL account portion of the
number. Press the tab key to move to the account number field.

» If you've entered a partial GL account number the system will display all GL
accounts whose numbers begin with the character’s you’ve typed.

* Ifyou’ve entered a complete GL account number and this GL account has only
account associated with it, then that account is automatically added to the com-
ponents lists.

» If there are multiple accounts associated with the specified GL account the cur-
sor will move to the account number field. If you know the account number, or
some portion of it, enter it here.

Once the account is fully specified it is automatically added to the components list.
Each new component is assigned an offsetting amount that balances whatever por-
tion of the transaction remains.

To change the amount associated with a component, place your cursor in the Bal-
ance Amount column and type in a new value. Debit values are displayed in black
numerals, credit values in red numerals.

Debit/Credit Reversal If you want to change the value from a debit to a credit, then enter a negative
i value or press the small red and green button at the top of the Balance Amount
column.
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Balance Button If the transaction that you’ve specified is not in balance the Balance button,
located beside the cash amount field, will turn red to indicate an out of balance

ﬁ condition.

Ii Click the red out of balance button to adjust the cash amount to exactly balance

the total of the components in the account list area.

Cash Transactions must be balanced or 4th Quarter will not allow them to be
saved. That means the amount of your deposit or withdrawal, as shown in the
Title area, must equal the total amounts apportioned to the accounts in the Com-
ponents section.

Once the transaction is complete you can enter it by pressing the Enter, Enter &
New, Previous Record (<), or Next Record (>) button in the Control area. If you've
written a check, you can select the Enter & Print Check item on the Special
Items menu.

Distribution Button Each account in 4th Quarter can be linked to other accounts for the purpose of
making it easier to enter distributions to these other accounts. If an account has

distribution accounts associated with it, then when this account is added to the
transaction components list, the other distribution accounts are added to the list
as well.

Distribution accounts can be set from the account entry screen (See “Distribution
Accounts” on page 88.) or by pressing the Distribution button on the transaction
entry screen. Setting distribution accounts from the transaction entry screen is
described in the section titled “Distribution Button” on page 113.
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Address Pressing the Address button opens the mailing address dialog. Here you can type
in an address or press the Get button to retrieve an address stored with another
record.

Mailing Address

‘

=
set | [[_emer ]

The computer will print the address you assign on the face of a check. This
address is permanently assigned to the transaction and is independent of the orig-
inal source of the address information. Even if the address changes somewhere
else in the data file, the address on the withdrawal remains as entered.

Pressing Get opens the tables list dialog. Click
on the table that contains the record you’re
looking for. This opens a record list screen in e
which you can locate a record in the selected
table. Once you've located a record, in this case
a Customer record, highlight it and press
Select.

Tables List

Yendar

-

Dfi1g0
If the record you’ve selected has multiple
address associated with it, then you’ll be shown W [-—-':ﬂcf-'—-j
a list of addresses. Clicking on an address cop-
ies it to the Mailing Address screen. If only one address is associated with the
selected record, then it will be copied to the Mailing Address screen directly.
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Cash Options

Customer List: 7

Attn | Code [ Tupe | Hame | Company | dddress | Wk.Phone
2 Client Chip &lberty Performance Motorcars 2123
2 Client Chip Alberty Performance Motorcars  High Falls NY
38 Client John Barkealey ‘western dutodial Shokan MY  914-677-9002
Drogil Dodge Black River Labs

61 Client High Falls NY
2 Client s Mammies &nd Babies San Pedro CA
Client Peter Metcalf Elack Diamond, Ltd. Salt Lake Cit
41 Client Mac Rebenak Honky Tank Productions

a - - & 8=
- Click on a customer, then press SELECT.

FIGURE 7-7. The Customer List screen displayed to enable a selection of a customer
address.

As mentioned, the address that is retrieved is stored “as is” with the transaction.
If the retrieved address is incomplete or inaccurate you can correct it in the Mail-
ing Address screen. This will not change the address as saved with the related
record, but it will change the address stored with the transaction.

When an address is stored with the transaction, the Address but-
[ eaddress
ton label appears with a bullet mark to its left. m

Pressing the Options tab takes you to the Options page where you can set other
values to control how the transaction is processed and recorded. The options avail-
able here are the same as those available though the general transaction entry
screen. Refer to the section title “Options” on page 115 for complete details.
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0 =————cashTransactionkntry: 20f 3 5—————"FH
[Brief Form |[Detailed Form | Options |
¢ Printed Pozted Entered Bu Trans. |
| 00/00/00 || 04/21499 ||Designer || 330 |
. Cotes [ |
-Options
Status
Type of entry [ "]
Do Mot Post []
Autoallocate [as PER account v]
Terms | | Memo

[»

Due Date |00/00/00
Digcount Due  [O0/00/00

S

FIGURE 7-8. Options page of the cash transaction entry screen.

m— Special Iltems Menu

Use Template
Duplicate This opens the Template List screen from which you can locate and select a tem-
Change Restricted Status | pjate to use in defining the current transaction. This feature can be used to rede-
Enter & Print Check fine the values and components of an existing transaction.

When you select a template and return to the Cash Entry screen, you will see a
new check box labeled “Reapply Template” on the Detailed Form page. I this box
is checked when you press the Enter+New button, then the new transaction will
be created based on the current template. If the box is unchecked, then the new
transaction will be blank.

Duplicate The item will create a new cash entry that is a duplicate of the current cash entry.
This option is only available when you are viewing an existing entry. It cannot cre-
ate a duplicate based on a new, unsaved entry.
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Restricted Status

If you make changes to an existing entry and select the Duplicate item, then the
new transaction will be a duplicate of the previous entry including the modifica-
tions. However, by selecting the Duplicate item you will lose the changes made to
the previous entry. The new entry will embody the changes, but these changes
will not be made to the previous entry.

If you want to make changes and create a duplicate, then you’ll need to first make
the changes and press Enter to save them. Then you’ll need to reenter the form
and select the Duplicate item to create the new entry.

Account and transactions can be assighed restricted or nonrestricted status.
Account status is set using a check-box in the account entry screen; transaction
status is set using the Change Restricted Status item on the Special Iltems menu
in the general and the cash transaction entry screens.

Restricted accounts can only be viewed by users who belong to the Restricted
Access group. The account balance for a restricted account will not be displayed if
that account has restricted status.

When a transaction is created that includes a restricted account it automatically
becomes a restricted access transaction. The transaction “inherits” the status of
the most restricted component. This means that if employee payable accounts are
marked as “restricted,” then all transactions that involve employee accounts are
also restricted.

While transactions are automatically restricted when they involve a restricted
component, you can make them unrestricted by manually choosing the Change
Restricted Status item on the Special Items after the restricted component has
been added. Similarly, you can turn any transaction into an unrestricted one just
by selecting the Change Restricted Status item. Restricted access transactions
are marked with a “Z” in the notes column of transaction list screens.
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Reports

This section is divided into two parts. In the first we consider printing checks for
cash disbursement transactions. Then, on page page 172, we consider transaction
summary reports.

Check Printing Check printing is handled on an account-by-account basis from the Cash Account
Transactions List screen. Checks can be printed in a batch or in selected groups.
Batch printing means that all written but unprinted checks are processed at once.

There are three check printing buttons accessible in the Check Print area of the
cash account screen. These buttons are labeled Set up, Unprinted, Selection.
The Setup button takes you to the printing setup dialog shown below.

[ === check Printing Setup=——=EIB
Printing Format:
[Sheet Feed: Top 1/3 ||

Sheet FPravier
Feed :

!

(L
[ =]

Ready to print I 2 | checks

Hezxt Check Mumber
4| [ Change Mext = |

Date to print on checks:

® [01/24/2000

) Use trans. date

Make sure you are printing on a
LASER ar INK JET printer!

MOTE: Don't preview check printing to screen Tri0

[ TestPrint | [ PrintChecks || Cancel ||

FIGURE 7-9. Setup dialog accessed through the cash account transactions list.

Setup button

The Setup screen allows you to set up the type of preprinted check form you’ll be
printing on, the date, and the next check number that will appear on printed
checks.

Laser forms are configured to print one check per sheet of paper, according to
Deluxe Corporation’s form #081004, or form #081013. The check can appear
either on the top or the middle third of the sheet.
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The Check Printing Setup screen always defaults to the check format set by the
administrator (see “Check Printing” on page a.64 of the Administrator’s Manual).

Deluxe form #081004 prints the actual check on the top 3 1/2" (8.9 cm) of the
page, a summary of the transaction on the middle third of the page, and a list of
items paid on the final third of the page. Form #081013 prints the same informa-
tion except the summary is on the top third of the page, the actual check is in the
middle third, and a list of items paid on the final third of the page.

The tractor feed format prints to Deluxe Corporations' form #091004 thatis 8§ 1/
2" wide and 7" tall. The first 3 and 15/32" (8.8 cm) of the form is the check
itself, while the remaining part of the form is called the stub.

You can choose to print either a summary of the transaction on the stub, the distri-
bution details, or you can use stock that has no stub at all. You control this choice
using the Printing Format popup menu. The system defaults to whichever of these
options is selected by the administrator as the default (see “Check Printing” on
page a.64 of the Administrator’s Manual).

When you press the Test Print button a sample check is printed with the word
VOID printed across it. Use this feature to ensure that your forms are properly
aligned.

Press the Change Next N2 button to change the number of the next check for this
account. Each account has its own check sequence, which you can change to a
higher number to accommodate checks that have been hand written. The check
number cannot be lowered.

The Date to Print on Checks field allows you to date the checks to either have a
fixed, specified date or the same effective date the transaction was entered.
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Unprinted button

Confirm Check Printing This button activates the program to search the subaccount for all unprinted
checks and to place them in a print queue. The unprinted checks are then dis-
played in the list below for printing approval.

Confirm Check Printing

|General Cash |
Dr Bal.[8011.98 Total Disburse. |180.00
Print| Payes Date Arnount
L] ‘wayFarer [ /25799 55.00( = |
. Millinaria Ltd 4/5/99 125.00
Click in PRINT column to remove from queue Tra0

I Frint l Cancel I

FIGURE 7-10. The queue for printing displayed in the confirmation screen.

Click in the Print column to remove the check mark for the check on a particular
row. When the check mark is removed, that check will not be printed this time.
Pressing the Print button causes the items with check marks to be printed as
checks.

Check Printing Setup

4th Quarter prints checks in either sheet fed or track fed formats.

Laser Form The sheet fed format is for printing on laser or ink jet printer printers and is for-
matted according to Deluxe Corporation’s preprinted check form #081004. These
forms should be obtained by you with your account and bank routing numbers
preprinted with magnetic ink. 4th Quarter does not print this information on the
form.

The laser fed form prints one check per page, along with a confirmation and distri-
bution stub. The system can print the actual check on the top or the middle por-
tion of the form. The location of the check is set by the Administrator on the
Transaction page of the Maintenance screen. This setting is used by default when
you print checks. This check location can be changed by the user from the Check
Printing Setup dialog.
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Two Hundred and Thirty Four ---------—---———— e
Acme Tire Relreads Hon, Apr 5, 1999 234 95
Acme Retreads
636 Tire Flats
Rakonkonoma, Ml 45372
—Check Printing Confirnati on
Mumber: 2
$ Amount; 234.935
Credit toaccount: Date: Mon, Apri, 19949
10091-100 bade Qut To: Actne Tire Fetreads
General Cash Addreszed To:
Metno
Printed: 044051999 11:46 &M
rDistribution
D Reference Title hemo Arnount
242 Payable Purchaze 155.00
243 Payable Purchaze 749,45
Tec180

FIGURE 7-11. The sheet fed check format with its three separate areas.
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Track Fed Form The track fed format only prints the check and a summary. The summary is
printed on the next form after the actual check and is of the same dimension as
the check. Alternately, you can use track fed stock that has no summaries.

If you are printing a summary, then you can choose to have your track feed sum-
mary print either a confirmation or distribution summary. The confirmation reiter-
ates the details printed on the check. The distribution summary indicates which
the payable items the check has been allocated to.

The administrator sets the default check printing format on the Transaction page
of the Maintenance screen. This setting determines whether the confirmation or
distribution information is printed on the tractor fed stub.

You can change this through the check printing area when checks are being
printed. Choose the check printing format from the Printing Format popup on the
Check Printing Setup dialog.

Track feed printing is usually done using duplicate or triplicate forms that are
loaded on a printer devoted to the printing of checks. Track feed check forms
should also be obtained with preprinted bank account and routing numbers.

Before printing using the track feed format, be sure the job is directed to the cor-
rect printer. 4th Quarter can be configured to automatically store the location of
different printers and to use certain printers a appropriate times. However this
requires custom programming. Contact Braided Matrix for more information.

Two Hundred and Thirty Four ----- - - - - - - -
Acrme Tire Belreads on, &pr &, 1999 234,95
firme Retreads

636 Tire Flats
Rakonkanoma, Ml 45372
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Verify Check Printing

Transaction Reports

FIGURE 7-12. The tract fed check format only prints the actual check.

After your checks have printed you’ll be shown a confirmation dialog where you
verify that all the checks have been printed successfully.

Yerify Success of Check Printing

|General Cash |

Printed Number Payee Arnount
] 1 wayFarer | 55.00| |
. Z Millinaria Ltd 125.00

-

Click in the PRINTED column if the checkwas mot
printed or was printed incorrectly. Trz30

e

FIGURE 7-13. The dialog for verifying that checks were successfully printed.

Once a check is verified as having been printed successfully, it becomes locked
and cannot be modified or reprinted. If you have any problem that requires
reprinting a check, be sure to click in the Printed column, thereby removing the
check mark and allowing the check(s) either to be modified or reprinted.

Selection button

First highlight the checks you want to print in the transaction list. Then press the
Check Print Selection button to print a single or multiple checks. You’ll be
shown the same Confirm Check Printing box shown above, and you’ll be asked to
confirm successful check printing.

Selecting checks and using the Selection button has the same effect as using the
Unprinted button and removing all but the particular checks you’re interested in
from the Confirm Check Printing dialog box.

The following reports can be printed from the Cash Account Entry screen by
pressing the Report... button that is located there.
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Check Register

10001-100 Money Market Thu, Junz, 1999 10:51 Page 1

ReceiptDisbursement Joumsal
Sample Component Report

Attn] Ref M2 | Eifect.  [Motes  [item [Dehits [Credits
L2149 Acrne Tire Fetreads 250.00
SiTIa9 10.00
SiTIa9 Client Sales 25.00
o pHnk} SITag Acie Tire Retreads 50,00
Siae Acrne Tire Fetreads 50.00
DR TOTAL -265.00 = G000 325.00

FIGURE 7-14. A sample components report.

Running Balance

Before the report prints you’ll be asked for a date range. Then you’ll be asked
whether the report should include all items, or only verified items in the indicated
date range.

Decide

Print a running balance repart for the date range that
includes all items or anly werified items?

[ Al [tems

J
[ Only Yerified Items I I Cancel l
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Running Balance for 10001-100 Money Market

Sarnple Running Balance Report Fri, .Jun 4, 1999 2342
) Page 1
Ihcludes covered and uncovereditems.
Joumal: ReceiphiDisburserment Linkedta:
Ref. W2 Descrip: General cash account.
ID:6 Aitive STARTDATE 111199 Cpening DR Balance 21,357.34
Aftn|Ref. M2 |Effective Mate Title Itemn Drebits Credits | Running Balance
319199 P Child support 100,00 21,457.54
32199 P T50.00 22,207.34
airae F Retainedlncome 1,500.00 23,707.34
airag F ‘Wit dranweal RetainedIncome 137.00 23,570.34
3a5nan F 47.00 23,617.54
325199 P Deposit Braided Matrix 45.00 23,662.54
3125099 P D eposit Retained Incotne 12.50 23,674.54
EMD DATE H99 TOTALS 2,454.50 137.00
kost Recent Transaction 3025/99 EMDING DR Balance 25,674.54

FIGURE 7-15. A sample running balance report.

Allocations

The allocation report lists the currently displayed items and below each it breaks
out those accounts to which each item is allocated. No details appear below the
lines of items that are not allocated.

Allocation Heport Fri, dun 4, 1999 23:50 P&QE 1
10001-100 Money Market
Samnple Allocation Report
Attn|Ref M2 | Effect. [Motes  Jikem D ehits [ Credits
L2149 Acme Tire Fetreads 250.00
5/5/99 30011-26 Actne Tire Retreads Restacking 115.00
55199 30011-26 Actne Tire Retreads Restocking 35.00
Si9e 10.00
Siae Client Sales 25.00
W print} Siae Acrne Tire Fetreads s0.00
5/5/99 30011-26 Actne Tire Retreads Restocking S0.00
BITRE] Acme Tire Retreads s0.00
W print} 4/9/499 P Braided hat 25.00
2399 10002-16 Braided hdat 25.00
421149 Payroll 25000
o pHnt} 4121199 Acie Tire Retreads 265.00
5/5/99 30011-26 Acme Tire Retreads Restocking 290,00
TOTAL 31000 515.00

FIGURE 7-16. A sample allocations report as printed from the Cash Entry screen.
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CHAPTER 8 Accounts Receivable

This chapter describes the Accounts Receivable area, the
ﬁ% process of allocation of payments to debts, and the produc-
" tion of aging and other reports.
Receipt
Accounts Receivable Area
Flow of Data 4th Quarter’s Accounts Receivable (AR) area provides access to all accounts listed

on Receivable-type journals. From the AR area you can:

* receive payments,

* allocate payments to debts,

* remove sales discounts,

* assess finance charges,

* add, modify and delete transactions made to receivable accounts,

¢ produce reports that include statements, running balance and aging reports.

Entries to accounts on AR journals can be made either directly, through the AR
area, or indirectly through sales and invoice transactions or via deposits and with-
drawals made through the cash area. GL accounts do not appear in the AR area
because entries cannot be made directly to GL accounts.

4th Quarter is unlike other accounting programs in that the AR area shows all
entries made to AR account without regard to how the entries were made. The AR
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area provides a complete, real-time record of all entries made to all AR accounts
through any means.

AR account balances are updated whenever transactions are entered. The balances

of Receivable GL accounts, like the balances of all GL accounts, are updated when
transactions are posted.

AR Transactions AR Journals AR Account
Components Components

Sale — " — Debt
Adjustment }—+— @ Tournal Debt
Invoice \

etc. @ Journal

/ Functions \ / Reports \ / Functions \ / Reports \

Payment

\

etc.

\

. N
Auto Apply Aging Allocate Compon.
Payments Report Report
Remove Sales Running Remove Sales Running
Discounts Balance Discounts Balance
N
Finance Transact. Receive Receivable
Detail etc. Payments Statement
Add, Modify
Delete Entry

FIGURE 8-1. Flow of data from transaction components into AR accounts, and from AR
accounts to reports.
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Accessing AR Accounts Receivable can be accessed either through the AR & AP popup in the
Specific area of the control screen, or from the Receivable Accounts item on the
Accounting menu.

Receivable If you have defined only one receivable journal, then the name of that journal
appears in the upper half of the AR & AP popup. If you have multiple receivable
journals, say one for each profit center, then each of these journals appears as a
separate item under the heading “Receivable Journals:”.

Fayable

Receivable Journals:

Selecting one of these journals opens an Receivable Accounts area that is limited
to accounts on that journal. If you open other receivable journals, then they will
open separate receivable areas each of which will be limited to the display of
Payable accounts on the respective journals.

Receivable Domestic
Receivable Foreign

If you select the Receivable Accounts item on the Accounting menu, and you
have only one receivable journal, then the program will open that journal in a
Receivable Accounts area. If you have multiple receivable accounts the system will
display a list of receivable journals. Select one to open that journal in a Receivable
Accounts area.

The process of accounting for receivables involves

* Receivable Journals
* Receivable Accounts (accounts on receivable journals)
* Receivable Transactions (transactions involving receivable accounts).

A receivables journal is any journal that you create that is assigned the “receiv-
able” type. The system requires at least one receivable-type journal and you can
create as many additional receivable-type journals as you like.

Journals act like folders. You create various Receivable Journals to segregate differ-
ent receivable accounts by associating them with different journals.

Receivable accounts track obligations for items or services sold but yet not paid
for. Receivable transactions are those that convey credit offered and on which
some payment remains due. A receivable transaction will usually involve sales,
cash, and inventory accounts, and it may also involve other accounts as well.
There are several kinds of Receivable transactions that are discussed in more
detail in the section titled “Sales Entry” on page 393.
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Many receivable accounts are linked to a few receivable General Ledger accounts.
Entries make to the accounts are totalled by period and copied to the GL accounts
in the posting process. The system maintains separate GL receivable accounts for
each type of customer. All the receivable entries for customers of a given type post
through to a GL account specifically for customers of that type.

Accounts Receivable functions are divided among four different list screens:

» List of Sales screen (See page 391)

The List of Sales screen is accessed from the Sales pop-up menu on the Con-
trol Screen.

» List of AR Accounts screen (See page 175)

The Receivable Accounts list is accessed by selecting Accounts Receivable
from the AR & AP pop-up on the Control Screen.

*  Multiple Account Receivable Allocation screen (See page 188)

The Multiple Account Allocation screen is access by pressing the Items Due...
button on this list screen.

* Receivable Account Allocation screen (See page 196)

The Receivable Account Allocation screen is accessed by selecting a particular
account from the list of AR accounts and pressing the Select button.

Receivable Accounts In order to purchase on credit, each Customer must have a receivable account.

List Receivable accounts can also be created directly through the accounts entry screen
in the Chart of Accounts area discussed in the section entitled “Accounts” on
page 79.
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O Receivable Accounts List: 10 =]

atn| Account He [ GL Account | Account [ Motes Dwed (Dr)
1aooz-2 Client Receivable Mike Cross -25,049 39
1000z-1z2 Client Receivable Grundwald Construction 47.95
1000z2-17 Client Receivable Bob Cross 100.00
1000z-15 Client Receivable Peter Dodge 10z.00
10002-29 Client Receivable J.F. Turner & Co. 0.00
10002-65 Client Receivable Mommies 4dnd Babies 100.00
10092-912 Client Receivable-2 Z-Bab Cross 0.00
10100-91 Client Receivable ‘western Autodial -10.00
10101-26 Client Receivable Summit Technologies, Ltd 0.00
1o0101-111 Client Receivable Honky Tonk Productions 0.00

a0 o O v_auleLACCUUnt ivi a O = a O o9

P R

Su90a Chaoze an accaunt for allocation. S !

| [Search..  w ][ sat | ||

[Cretar ]

FIGURE 8-2. The Receivable Accounts List screen.

All receivable accounts related to each receivable journal can be displayed on the
Receivable Accounts List. Receivable Accounts list screens for other receivable
journals can be opened in separate User Area windows. Each journal is listed on
the AR & AP popup menu on the control screen.

Example... Locating Accounts
GL Account...
:in':n”;':f ;ﬁge You can search for account using the options on the Search... popup menu. The

results of these searches will be screened and the display will be limited to only
those accounts related to the current journal.

All Receivable Accounts

The Example..., GL Account..., and Account Type... searches are described on
page 82.

You can also locate accounts according to whether they contain unallocated pay-
ments whose total value is greater than an amount that you specify. Selecting the
Amount Due... search opens the Amount Due Criteria screen.
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Amount Due Criteria

Search for accounts that:

are overdue by D days ar more,
I:That i3, have outstanding debts due on or before :I

01/1072000 B
Oove [ 000 ]| @ormore Qurtes |

[ have items whose discounts expire

nos0o0/00 - I to (00400400 - I
(] hawe unallocated payments in excess of

Search and._..

&) Replace ) fidd to ) Remove from

previous selection

O Seareh in selestion 50200

FIGURE 8-3. The Amount Due Criteria screen locates accounts according to test
performed on the account components.

The Amount Due Criteria screen provides you with four types of searches. You
can join search criteria by checking more than one box. When multiple criteria
are selected accounts will be found that satisfy all criteria inclusively.

* By overdue criteria enables you to locate accounts that contain items overdue
by more than a specified number of days.

* By amount owed criteria locates accounts whose total unpaid debt is above or
below a specific figure.

* Accounts with items whose discounts expire... examines the sales discount
dates assigned to the journal’s accounts.

* Accounts with unallocated payments in excess of... looks for accounts that
contains payments whose unallocated payments total more than the specified
amount within each account.

Functions that Act on Receivable Accounts

Add Account
Modify Account The Receivable Accounts list screen performs the following functions specific to

receivable accounts.

Generate Finance Charges...
Sales Discounts Mot Taken...
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¢ Group Account Allocation: matches payments with obligations for a selection
of accounts. Your options are displayed if you highlight one or more rows
and select the Allocation for Accounts on the Special Items menu.

® Multiple Account Allocation: manages multiple items due for receipt across
many accounts. Locate the accounts whose outstanding items you want to
review. Then press the Items Due... button. This brings you to the Multiple
Account Allocation screen described below.

¢ Individual Account Allocation: manages the individual items within a partic-
ular account. Highlight an account and press the Select button. This brings
you to the Account Allocation screen described below.

¢ Finance Charges: assesses carrying charges on overdue accounts. Choose
Generate Finance Charges from the Special Items menu. See “Generating
Finance Charges” on page 184 for details.

¢ Discounts Not Taken: removes discounts from accounts which have not been
paid within the time limits set with particular Sale. Choose the Sales Dis-
counts Not Taken from Special Items menu. See “Removing Sales Dis-
counts” on page 186 for complete details.

Allocation Funds paid toward debts may or may not be allocated. Funds will be allocated to
debts when these situations prevail at the time the transaction is entered:

* The “Autoallocate to ALL accounts” option is specified in the transaction
entry screen.

* The “Autoallocate as PER account” option is specified in the transaction
entry screen, and the receivable account is set (through the account entry
screen) so that receipts are automatically allocated.

* The receipt was not allocated when the transaction was originally entered, but
was manually allocated at a later time.

Autoallocate:| 1o ALL accounts
to MO account
as PER account

FIGURE 8-4. The Autoallocation pop-up menu available in many transaction entry
screens.
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Because this sort of situation can arise in any account, 4th Quarter provides you
with the means of allocating, or reallocating, the funds awaiting distribution in
each account. Automatic allocation is described below.

The process of allocating funds does not create new transactions. Allocation only
matches payments with debts where both the payments and debts have already
been entered. The following allocation processes only match funds within each
account, and since funds are not moved between accounts no new transactions
are generated.

Automatic allocation to groups of accounts

Go to the Receivable Accounts List, accessed through the Receivable Account
item on Sales pop-up menu in the Control Screen. Highlight a group of accounts
and select the Apply Payments item on the Special Items menu. This presents
you with a dialog that applies funds allocation for those accounts in the high-
lighted selection.

COMFIRM

Apply all payments to uncovered debts in 10
selected accounts?

irm @

Conf

H o [

=
=,
=]
2
o

FIGURE 8-5. The Apply Payments dialog for automatically allocating funds stored with
accounts to cover outstanding debts.

When you press the OK button the system analyzes each of the highlighted
accounts and distributes all the funds available to outstanding debts. Debts are
covered first in order of payment priority and age. Within each payment priority
group oldest debts are covered first. If there are extra funds they are left undistrib-
uted.

Autoallocation performed within a journal’s receivable accounts area only applies
to accounts on that journal. To perform autoallocation for accounts on other jour-
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nals you must open those journals in their own receivable accounts area and apply
payments from those screens.

Automatic allocation within an account

Highlighting a receivable account in the Receivable Accounts List and pressing
Select brings up the Receivable Allocation screen. This screen provides various
ways to match payments with debts. You can

* mark groups of items to be paid,

* allocate specific receipts to specific debts,
* split receipts,

* cover or uncover debts,

* reallocate receipts among debits.

These options are available to you at any time without regard to whether transac-
tions have been posted to the GL, or whether the periods have been closed. Com-
plete instructions for using the receivable allocation screen are found on

page 196.
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Generating Finance Selecting the Generate Finance Charges... item from the Special items menu
Charges opens the Finance Charges dialog.

Finance Charges

fa3ess finance charges far overdue debts
inthe | 10 | selected accounts

Note: once charges have been assessed for an account
for a given period they can not be assessed again!

® Finance at the monthly rates stored:
with each account.

() Finance overdue receivables at the rate

u:uf: FAmaon

® Use grace period stared with each account
(2 Apply grace period of days.

Generate finance charges from due dates to
® current date

() date in the past: 04/05/99 B
5u150a

[ FAssess Charges l I Cancel l

FIGURE 8-6. The Finance Charges dialog for levying finance charges on overdue accounts.

Finance charges are interest assessed on unpaid balances, charged at the rate
stored with that account or specified in the Finance Charges screen. Charges are
assessed from the due date associated with each overdue entry, or from the last
date when charges were levied, whichever is later. Charges are computed up to
the current date, or other date you specify.

The last date up to which charges were levied is stored with each account. This
date is used to insure that the finance charges are not levied twice for the same
period. Since finance charges are only assessed at your instruction, they com-
pound at whatever intervals you choose.

Finance charges assessed on the accounts in a particular journal’s Receivable
Accounts area will only apply to accounts on that journal.
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Grace Period

Each account stores a grace period and the Finance Charge dialog allows you to set
an overriding grace period. The grace period is the number of days within which
past due items are not assessed finance charges. For example, with a grace period
of zero days all overdue items are subject to charges. With a grace period of 5 days
only those items that are overdue by more than 5 days will be charged.

Finance Rate

Finance charges are determined by the specified monthly rate, multiplied by 12 to
get an annual rate, and then divided by 365 to get a daily rate. This daily rate is
applied to each overdue item according to the number of days since the item was
due, or since finance charges were last assessed, whichever is later.

No Affect on Accounts with Credit

Finance charges will only be assessed on an account if it has no unallocated cred-
its. That is, any customer who has credit that has not been allocated will not be
assessed finance charges regardless of their debt. If you assess finance charges on a
group of accounts, those with unallocated credit will be skipped.

To assess finance charges correctly you should apply all credits to debts using the

Apply Payments item located on the Special Items menu. This insures all credits

have been applied so that finance charges may be assessed on any remaining over-
due debts.
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Removing Sales Selecting the Sales Discounts Not Taken... item from the Special ltems menu
Discounts brings up the Untaken Sales Discounts dialog.

Untaken Sales Discounts

Range of Accounts:

Examine:
g.;the 10 selected ReceWaMe;
() 811 Receivable

sgarching for untaken discounts as far back as

0140171999 vl

Tri1z0

[ Remove Discounts ][[ Cancel ]I

FIGURE 8-7. The Untaken Sales Discounts dialog for removing discounts from accounts
that did not provide payment within the sales discount period.

Sales discounts are offered for payments made within a specified time period in
order to encourage early payment. For example a discount specified as "5/10"
means a 5% discount is offered on the item total if payment is received within 10
days. 4th Quarter removes untaken sales discounts from both sales and purchases.

When sales are entered or invoices journalized with a sales discount, it is assumed
that the discount will be taken and the discount is used to compute the actual
receivable amount. In the event that payment is not received within the discount
period the transaction's sales discount must be removed or reversed to reflect the
fact that the full, undiscounted amount is now due.

Discounts on Sales and Invoices
The dialog in Figure 8-7 gives you two options:

¢ Remove Discounts from Selected Accounts
¢ Remove Discounts from All Accounts

If you choose the first option 4th Quarter looks only at those sales and invoices
written to the receivable accounts in the current selection. If you choose the sec-
ond option 4th Quarter reviews all receivable accounts looking for untaken sales
discounts.
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4Q searches for sales and invoice transactions whose sales discounts have expired
and that are not fully paid. Invoices may be found in any of following three stages
of processing and 4th Quarter will handle each of these cases differently.

Handling Invoices

* Unjournalized Invoices:
These are invoices for which there are no transactions either because they
have not been shipped or because they're being batch processed. In this case
4Q simply sets the discount that appears beneath the line items to zero and
recalculates the total amount of the order.

* Journalized, Unposted invoices:
These are invoices that have been journalized but whose transactions have not
posted to the General Ledger. In this case 4th Quarter increases receivables by
the discount amount and then reduces the discount to zero.

* Journalized, Posted invoices:
These are invoices that have been journalized and whose transactions have
been posted. Since these invoice transactions can not be changed, 4th Quarter
creates an adjusting entry that increases receivables and credits the invoice dis-
counts account(s). These new transactions will appear separately in the cus-
tomer receivable accounts and on future customer statements.

Discount Dates After Discount is Removed:

When a discount is removed from a transaction, the discount date stored with the
transaction is set to 00/00/00. In cases where transactions are created from
invoices, the discount due date stored with the invoice remains unchanged. This
is done so that invoice continues to record the sale discount date based on the
most recent shipment.

As a consequence of this, once a discount is automatically removed from a transac-
tion, the transaction no longer indicates that there ever was a discount date. Only
the invoice records the discount date for reference.

Remember that 4th Quarter implements a “virtual invoice” that record all phases
of product shipment and back orders. If the invoice records terms of sale that
include a sales discount, then any future shipments made on this invoice can gen-
erate a discounted receivable amount that is subject to a sales discount. That is,
the process of automatically removing sales discounts removes expired discounts
but does not prevent the generation of future discounts. If you want to prevent an
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Multiple Item

invoice from applying a discount on future shipments, then you must enter the
invoice and modify either the discount percent, or the terms of sale.

Discounts removed from entries made to accounts in a particular journal will only
apply to accounts on that journal.

Multiple Account Allocation

This screen, accessed by pressing the Items Due... button, shows outstanding

Allocation screen debts for all the accounts displayed in the Receivable Account list. This screen will

show any or all outstanding debts for the current journal.

[ = ——— Multiple Account Receivable Allocation=—"———-———[FH
Items Due |Account Totals i
Only items on the Receivable journal are shown. #Comp 5
Bﬁtn |Account [Title - [Due b ]P[Terms b ] Original Dug|  Amount Due
k4 10002-91 Western Autodial Receivable Sale 2/8/00 MET Z0 1,100.00 1,100.00] =~ |
ks 10002-91 Western Autodial Receivable Sale 2/8/00 MET 20 450.00 450.00
kd 10002-91 ‘Western dutodial Receivable sale MET 30 450.00 450.00
k4 10002-91 wWestern Autodial Receivable Sale 2/8/00 NET 30 1,200.00 1,200.00

10100.000-91 Western dutcinvoice ID®13,¢3/11/98 1: 61.33 £1.33
||
- e - & - a7
-+
[¥] Show only items with amounts due. Marked 3,200.00 bue 3,261.33
(earch..  w][_sorc_|
(Foce <) oo e
e

FIGURE 8-8. Multiple Account Receivable Allocation screen for reviewing debts and
receiving payments.

When this screen is first opened it displays all currently due items for the previ-
ously selected accounts. The accounts and account attention values that are associ-
ated with these debts are shown in the “Atn” and “Account” columns.
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The remaining columns display information associated with the debt items them-
selves. A series of popup menus at the top of the columns allows you to choose
which values to display. These includes dates, reference numbers, comments and
annotations.

The column labeled “P” shows the priority assigned to the item. Funds are auto-
matically allocated to items with a lower priority number. Within each priority
number items are allocated from earliest to latest due dates.

The Original Due column shows what amount was originally due for the selected
item. The Amount Due column shows what amount currently remains due. The
Amount Due can be totalled by pressing the Sum button.

This screen allows you to explore outstanding items for any range of accounts on
the current journal. Using the search options available here you can locate items

according to the transaction or account. These search options are described in the
following section.

Marking Items Once you’ve located a range of items you then mark the rows for those items
whose payments are to be received. Items are marked by placing an “X” in the
left-most column. Do this either by clicking on individual rows to mark or unmark
them, or by pressing the mark button, the button labeled with an “X”, located
atop the left-most column.

Receiving Multiple Items

Once you have marked the items to be received, press the Receive Marked but-
ton. The system will total all receipts for the marked items by account. The system
will then display a series Cash Deposit entry screens. Each screen in the sequence
will display the total being received from each account. You can annotate the
transaction or modify the amount received from the Cash Deposit screen.
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D =——————————————— (Cash Transaction Entry: 1 of 1
Brief Form IDetaiIed Form HOptiuns |
. Printed
Account From 7 To : i
& Deposit ST @
[General Cash - ] (2 Withdraw
[Title w ] |
Payee / Payer Ref. N® Eff. Date
[Mermo | [*estern Autodial Il [o7/oe/zo00 |« |
HE -
&
|+
fccount N Narie
Accourt_]| S [EEEE—
dccount N7 | Marne Balance &mt i
10002-91 wWestern Autodial 3,200.00cr| -~
= Z

FIGURE 8-9. The Cash Deposit screen opened when the Receive Marked button is pressed
in the Multiple Accounts allocation screen. The display shows the total of all marked items
for the selected AR account.

Pressing the Enter button in the Cash Deposit screen saves the deposit and allo-
cates the funds to the marked items. If you modify the received amount to be less
than the amount required to cover the selected items for that account, then what-
ever funds are deposited are allocated to the marked items on a priority basis.

Pressing the Enter button also moves you to a deposit screen for the next account.
Once the system finishes soliciting deposit confirmation for all of the accounts in
your list of marked items it will return you to the Multiple Account Receivable
Allocation screen.

If you press the Cancel button, then the sequence of Cash Deposit screens is ter-
minated. Whatever deposits you previously entered will have been saved and dis-
tributed. No additional deposits or distributions are made. The system returns you
to the Multiple Account Receivable Allocation screen.
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Multiple Account Allocation

Accounts with Outstanding Unallocated Amounts

If any of the items that are marked belong to accounts that have outstanding pay-
ments, then you will be informed of this by the appearance of the Payments Out-
standing window.

Payments Outstanding

The following 1 account{s} have unallocated outstanding payments.
Do wou still want to record additional receipts from the account{s)?

Account
10002-931 ‘western dutodial

Payments Qutstanding  1/9/00 5:58 PM

{Total Outstanding)
{$10.00)

i »

-

I Feceive ltems ] [[ Cancel All ]I

DfZ30a

FIGURE 8-10. The Payments Outstanding screen is displayed whenever items in the
selection to be received correspond to accounts with unallocated payments.

Accounts that have payments outstanding have payments that have been received
and have not been allocated to any debt. These could either be advance payments,
payments received that are set to be manually allocated, or credits accorded to the
accounts for other reasons.

Receivable accounts with net credit balances always have unallocated items. But a
receivable account can have some unallocated credit items even when it has a
debit balance. If an account has unallocated payments then you may want to allo-
cate these payments to outstanding debts before receiving additional payments.

The Payments Outstanding screen shows which accounts of the currently selected
items have unallocated payments and the total payment amount that is currently
unallocated for each. You can copy and paste this information to the clipboard, or
you can print it be pressing the Print button.

The Payments Outstanding screen offers two choices of how to proceed. Pressing
the Receive Items button proceeds with receiving the selected items. Pressing
the Cancel All button returns you to the Multiple Account Allocation screen.
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By going back to the Receivable Accounts list, the screen that precedes the Multi-
ple Account Allocation screen, you can manage the individual accounts that have
the unallocated items.

Locating Debts by The Multiple Account Receivable Allocation screen provides a variety of tools for

Items locating and marking debts to be received. The Items Due page displays a list of
items, their related accounts and amounts due. The following functions are avail-
able for locating and review debt items.

Pressing the Mark Button (labeled with an “X”)marks or unmarks all items
depending on the state of the first item in the list. If the first item is unmarked,
then pressing the X button places an "X" in the left hand column of all rows. If the
first item is already marked, then pressing the X button removes the "X" for all
lines.

Items that are marked can be acted upon using the Focus popup and the Sum and
Receive Marked buttons.

Pressing the Sum button totals the amounts shown in the Amount Due column. It
also subtotals the Amount Due for marked items only. Whenever you change the
selection of items the total values are erased. Press the Sum button to recalculate
the totals.

The Show Only Items with Amounts Due check box adds an additional criteria to
all your searches. This criteria limits all searches to display only items that repre-
sent amounts that are still due. Receipts and fully received items are not displayed.

By unchecking this check box you remove this additional criteria. When
unchecked the items found as the result of a search may include items still due,
items no longer due, and payments.

Search... popup

The Search... popup menu enables you to locate outstanding receivable or items

By Transaction...

By Account... already paid. Only items on the current journal are displayed. To find items on
By GL Account... other journals open a separate AR area for that journal.
EIL:ED“"”” 50 Days By Transaction... item
verdue
All Receivable Search for items according to transaction criteria.

* By Account... item
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Search for items by account. You can specify any account criteria but only
items related to accounts on the current journal are displayed.

* By GL Account... item

Search for items by GL account. You can specify any GL account criteria but
only items related to accounts on the current journal are displayed.

* Due Within <N> Days item

This option locates items with due dates that lie between one and <N> dates
in the future. Each user can set their own <N> value through the Preferences
item found on the File menu above the Control Screen.

e All Overdue item

This locates outstanding items that have due dates equal to or earlier than the
present date.

* All Receivable item
This locates outstanding items due in the past, present, or future.

The Focus popup menu reduce the selection by marking items and selecting
Focus or Exclude. The action applies only to marked items.

The Sort button sorts the displayed items. The sort criteria you choose continues
to apply to items located using the search criteria.

The displayed items can also be sorted by pressing the Quick-Sort buttons. These
are the small up and down pointing triangles located below certain columns. Mini-
sort allows resorting the current selection in ascending or descending order based
on the values in the columns above each set of buttons.

The Report... button prints a list of the displayed items to paper or to a file on
disk. This list includes all items in the current list printed in their display order.

Transaction Menu - Items Due Page

Customer Entry
General Cash Entry
General Entry

"[‘;'“Idith  Customer Entry item (only available in the Full version of 4th Quarter)
elete

The transaction menu enables you to create a transaction for the account that's
indicated by the currently highlighted item.

This opens the sale-type transaction entry screen with selected customer
already filled in.

¢ General Cash Entry item
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This opens the cash-type transaction entry screen with selected customer's
account already filled in.

* General Entry item

This opens the general journal transaction entry screen. No account are ini-
tially listed when this screen is opened.

* Modify item, Delete item

The Modify and Delete items apply to the currently highlighted item. If an item
has been posted it cannot be modified or deleted.

Locating Debts by Press the Account Totals tab to reach the second page of the Multiple Account
Account Receivable Allocation screen. This second page provides a shortcut to limiting
your items to selected accounts.

This screen shows only those accounts that are related to the items displayed on
the Items Due page. Accounts are listed by account number and name. The cur-
rent balance of each account is shown along with a total of the amount due for all
items shown and a total for all items marked.

You cannot search for accounts from this page, but you can reduce the selection of
accounts that have been located from searches performed on the Items Due page.
In addition, you obtain a variety of account-specific information, enter transaction
for selected accounts, and print account related reports from the Account Totals

page.

Reducing the Selection

To reduce the list of items to specific accounts you must first reduce the list of
accounts shown.

To reduce the selection you must first mark the accounts you're interested in.
Press the left-most “mark” column (the column labeled with the “+”) to mark
individual accounts.

Marked Accounts Press the Mark Button (labeled with a “+”) to mark or unmark all accounts. If the
first account is unmarked, then pressing the + button places an "+" in the left
hand column of all rows. If the first item is already marked, then pressing the +
button removes the "+" for all lines.
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Accounts that are marked can be acted upon using the Focus and Exclude items
on the Focus popup menu.

Once you’ve reduced the displayed accounts, click the ltems Due tab to return to
the Items Due page. The Items Due page will now display only those items related
to the accounts you chose.

Other Buttons

Clicking on the small up and down Quick Sort triangle button immediately sorts
the displayed rows in ascending or descending order. The sort is performed based
on the values in the column directly above the button you click.

The Sum button totals the Balance, Items Shown, and Items Marked columns.
The Sort button resorts the displayed accounts according to various sort criteria.
The Report... button allows you to chose one of various account reports. These
reports will include only those accounts that are currently displayed. The accounts

will appear on the reports in the order displayed on the screen.

Reports that you can choose from include the Account Summary, Account Detail,
Allocations, and Running Balance Reports.

The Info button displays additional details for the account that is currently high-
lighted. Click on a row to highlight it.

Customer Entry
General Cash Entry
General Entry

The Return button exits the Multiple Account Receivable Allocation screen.

Transaction Menu - Accounts Page

The transaction menu enables you to create a transaction for the account in the
currently highlighted row.
* Customer item (Available only in the Full version of 4Q)

This opens the sale-type transaction entry screen with selected customer
already filled in.

¢ General Cash Entry item

This opens the cash-type transaction entry screen with selected customer's
account already filled in.
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Allocation screen

e General Entry item
This opens the general journal transaction entry screen. No account are ini-
tially listed when this screen is opened.

Individual Account Allocation

This screen, accessed by selecting an account in the Receivable Accounts List and
pressing Select, shows credit obligations and payments for a particular account.

| Receivable Account Allocation: 1 of 1 HE
4oo't [10002-12 : Grundwald Construction Z]
Linked |Customer: Grundwald Construction
Balance 643 15 #*Comp, 10
Undistributed 585.00 sum
[#]ettn[Title w [Effect. | » Ip[ Terms [orig. Paid  [Pau. évail.  [orig. Debt  [Eal. Due
4/5/99 191.00 -
| |Receivable Sale |4/5/98 | |HET 30 | [ s&s.00]
445499 585.00
Receivable Sale  4/5/99 MET 30 1,055.00
Receivable Sale  4/5/99 MET 30 788.00
Receivable Sale  4/5/99 MET 30 440.00 440.00
Receivable Sale  4/5/99 MET 30 155.20 155.20
4/5/99 1,843.00 585.00
new receivable 3418499 1: 156.00
1420799 1: 35.00
|+ |
Allocate to items . -
'_[Search... - Hide ][ Report
[ Sort Wi ]{ bemo

FIGURE 8-11. Allocation screen for matching Payments received to amounts due.

The allocation process is at the heart of the AR module. The Receivable Account
Allocation screen allows you to explore the complete debt and payment history for
a given account. Using the search options available here you can view any subset
of items according to the type of entry, the date range, the original or outstanding
amount, among many other criteria.
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Dynamic
Reconciliation

Allocating Payments

In the top portion of the screen in Figure 8-11 displays the total account balance
and the undistributed balance. The undistributed balance represents the total of
payments that have not been distributed, it does not represent prepayments
although that is possible in some cases. For example, the account could have a net
balance due and still have undistributed funds if some payment had yet to be allo-
cated.

The heading area of the screen also displays the total number of items in the scrol-
lable area, which may exceed the items that are actually visible. The summation
button will compute the four totals for all the items in the scrollable area.

The Original Debt column tells you the amount originally owed for this item, and
the Balance Due column tells how much remains unpaid. The Original Paid col-
umn shows the customer’s payments to their account, while the Payment Avail-
able column shows what portion of this payment has not yet been distributed.

4th Quarter’s Special Feature

As mentioned before, one of 4th Quarter’s unique features is how allocation is
independent from the action of entering debits and credits. Allocation is simply a
matter of matching existing debit entries with credit entries — it does not affect
the total amounts credited or debited to an account. Allocation has no affect on
account balances.

Because allocation is independent in this manner it is unaffected by the process of
posting entries to the general ledger. The upshot is that you can allocate items
after they’ve been posted, and reallocate them at any time after that. We call the
power to reallocate items at any time “dynamic reconciliation.”

We emphasize that this feature is a natural consequence accounting. Computers
should always have enabled you to do this. The fact that other applications don’t
provide this feature is a reflection of their inadequate designed. It does not reflect
any proscription against this feature according to the generally accepted account-
ing principles!

Matching Debts with Payments Received

The most important function of the Receivable Allocation screen is matching debts
with payments. You can do this automatically, letting the computer match items
according to seniority, or manually in any manner you want.
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to ALL accounts
to MO aceount
azs PER account

Automatic allocation proceeds according to the dual criteria of due date and prior-
ity. Each debt carries a priority from zero to 9. The higher the priority the greater
preference is given to retiring the debt. The system give an item’s priority rating
precedence over its due date — all items of a higher priority level are retired
before items of a lower priority level. When allocating to items that share the
same priority the system will retire the oldest debts first. A debts age is given by
the time since it was due. This can be independent from the date on which the
debt was entered.

Manual allocation allows you to split Payments among multiple obligations, apply
multiple Payments to a single obligation, or redistribute several Payments among
several obligations.

The following functions provide ways to allocate funds:

* automatically when payments are received
* automatically to all unpaid items

e automatically to all marked items

* manually to the selected item

We’ll consider each of these options in turn.

When Payments are Received

When an AR transaction is entered the system will or will not allocate payments to
debts automatically depending on how the Allocation pop-up is set in any of the
various transaction entry screens. The Allocation pop-up gives three choices:

e Allocate to All

In this case the system will match any new payments with any existing debts,
or match any new debts with prepayments. Autoallocation will be performed
for all entries that affect AR and AP accounts.

e Allocate to None

The system will not match payments with debts for any entries affecting AR
and AP accounts. The Allocate to All and the Allocate to None options override
any settings that are recorded with the customer or the customer’s account.

e Allocate as Per Account
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This option, which is the default, will allocate payments for those accounts in
which automatic allocation has been turned on. If automatic allocation has
been turned off for any particular account, then the system will leave payments
undistributed.

An account will normally inherit the automatic allocation assignment from the
GL account that it’s attached to. This can be overridden through the account
entry screens. In these screens you can set automatic allocation to be set differ-
ently for every account.

Allocation done at the time the transaction is entered is not controlled through the

AR area. Rather, the AR area allows you to review the state of the account whose
ongoing maintenance is being handled automatically.

... To All Unpaid Items

Allocate to items

: : Pressing the To All button in the lower left side of the allocation screen in
Figure 8-11 tells the system to apply all available payments to all open debts in
accordance with the priority/due date payment scheme mentioned above. This is
the easiest way to make sure that all payments are distributed, and that any pay-
ments that are not distributed are prepayments.

... To All Marked Items

The column labeled “X” on the left hand side of the Account Allocation screen is

Allocate to items
. the “marked” column. Clicking in this column places an “X” along the corre-
sponding row. Pressing the “X” that appears as the column label will toggle the x-

mark on and off for all items.

When at least one item is marked with an “X” the “Allocate to Items Marked”
button becomes enabled. Pressing the Marked button tells the system to apply
only those payments in the set of marked items to the debts that appear in the
same marked set. This enables you to mark exactly which items are going to be
used to pay off which debts.

Ejattn[Tiﬂe - IDLIE - ]F‘| Terms |Drig. Paid |F‘al,|. Aail. |Drig. De bt |Bal. Due
Timbuktu Retaine 4517799 405.00 405.00 A

x Timbuktu Retaine 4/17/99 450.00 450.00

= Receivable Sale 4512799 Met 5 1075 3210 32.10

x Sales Discount Un 372799 15.00 15.00

x Receivable Sale 2520799 Wet 5 1075 135.00 135.00

FIGURE 8-12. Four items marked with X’s in the Account Allocation screen.
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Allocate to items

hdanually
To All

When performing allocation for marked items the system will still proceed on the
priority/due date payment scheme but it will apply this only to the marked debts.
That is to say, it will apply payments first according to priority and then according
to due date. If there are greater debts than there are payments, then certain items
will be left uncovered.

... Manually to Selected Items

Manual allocation gives you the most freedom to assign, or reassign, any portion of
any payment to any portion of any debt at any time. You can manually assign pay-
ments to any combination of debts, or assign a debt to any combination of pay-

ments.

You begin by clicking to highlight an item in the scrollable area of the Receivable
Accounts Allocation screen and pressing the “Allocate Manually” button. Note
that the X’s used to “mark” an item are unrelated to the highlighted row toward
which the Manually button directs its action.

Item Allocation
Screen

[#]attn[Title w | Due w |F[ Terms |orig. Paid  |Pay. dwail.  |Orig. Debt  [Bal. Due
Timbukty Retaine 4/17/99 405,00 405,00
Timbuktu Retaineld/17/99 ]| | 4soool 45000l

X Receivable Sale 4712499 Met 5 10/5 Zz.10

k4 Sales Discount Un 3/42/99 15.00

X Receivable Sale  2/20/99 Met 5 1045 135.00

FIGURE 8-13. A row highlighted for use with the manual allocation option in the Account
Allocation screen.

Allocation of Payment Received

If the item you selected is a payment you will go to the Allocation of Payment
screen. If the item is a debt you’ll go to the Allocation of Debt screen. Because the
two screens are so similar, being effectively mirror images of each other, well
limit this discussion to the Allocation of Payment screen.
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O0=———————Allocation of Payment =———————H|H
[ View Payment Tranzsaction I D @
Title | |
attn. | |Ret. | | pate [04/0571999 |
Mern | |
Items Paid  Payment 1,843.00) - Used | 1,055.00) = Avail. | 755.00]
attn |Title w [[Effect. | | Total Due | Dutstanding | &llocated Here
Receivable Sale 4/5/99 1,055.00 0.0 470,00 &
Receivable Sale 4/5/99 555.00 0.00 585 =
Dutstanding Items [ AR, ] [ s B ]
- - -
Attn [Title w | Effect. -] Total Due | Outstanding
Receivable Sale 4/5/99 155.20 155 20|~
- Receivable Sale 445799
Receivable Sale 4/5/99 7&5.00 7588.00

FIGURE 8-14. Allocation of Payment screen for performing split allocations.

The Allocation of Payment screen consists of three parts. In the header area it dis-
plays the particular payment item that’s being allocated. It give the title, date and
other particulars. The header area also tells you the payment amount and how
much has been distributed. These are indicated by the values next to the follow-
ing labels:

e “Payment” gives the amount of the original payment.

e “Used” gives the total amount of the payment that’s been allocated to debt
items.

* “Available” is the amount that has not yet been allocated and is available to pay
off other items.

You cannot change these values directly, but they change dynamically as you add
and remove items from the Items Paid area.

Below the header is the Items Paid area. This lists all items to which this payment
has contributed. Items can be added to this area or removed from it by using the
Add and Remove buttons.
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Outstanding Items

At the bottom of the screen is a scrollable list labeled “Outstanding Items”. These
are items for which some amount remains unpaid. If there is some payment
amount available, then you can select an outstanding item and press the Add but-
ton. The item will move from the Outstanding Items area and into the Items Paid
area.

When an items is moved into the Items Paid area the system will use all the funds
necessary to completely pay off the item. If there are not enough available funds to
pay of the item, then whatever funds are available are allocated.

You can manually type an amount to be allocated in the “Allocated Here” column
of the Items Paid area. You can enter any amount between zero and the amount of
the debt, up to the limit of funds available. You can not change the original debt or
payment amount from this screen, only that amount that’s allocated.

If you place your cursor in the “Allocated Here” column for a given row and press
the Remove button, then the indicated items will be removed from the list of
items paid and transferred to the list of outstanding items. All amounts that were
allocated to the removed items will be returned to the payment and will become
available.

Consider the example shown in Figure 8-14. Here you’re looking at a $1,843 pay-
ment that’s been partially allocated to two items. A remaining amount of $788.00
is still available to cover other items.

Press the Accept button to save your changes to disk. If you press Cancel all

changes are discarded. In either case you will be returned to the Receivable
Account Allocation screen.

Receiving Payments & Creating Transactions

m In addition to allocating existing items the

Mark Item Receivable Account Allocation screen enables
R T AT DS you t9 modify and create new entries. These
Customer Entry functions are accessed through the Transac-
General Cash Entry tions menu that appears on the menu bar. The
General Entry Transaction menu offers the following func-
Modify tions:

Delete

5ales Discounts Not Taken Mark Item: places or removes an “X” for the

selected row.
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Receive Marked Items: creates a deposit entry for the current account in an
amount equal to the total of all the marked receivable items. For example, if you
marked the second item that appears in Figure 8-11, then when you selected the
Receive Marked Items item the system will create a cash deposit for the amount of
$585, which is the amount receivable for this item. If you marked more than one
item the system would create a deposit for their total.

Customer Entry: opens the Sales Transaction entry screen for the customer. From
this screen you can select which of the different types of sales entries you want to
make.

General Cash Entry: opens the general cash entry screen with the current cus-
tomer’s account pre-declared. You can proceed to enter any cash withdrawal or
deposit. While you can create a cash withdrawal, if the user group to which you
below affords you this power, the actual printing of checks must still be done
through the cash account screen.

Modify: opens the appropriate entry screen for the currently selected item. Modi-
fications made in this manner affect the original debt or payment amount. All allo-
cated funds are returned when an items is modified. Modification is only allowed
for unposted items and for cash withdrawals that have not already been printed.

Delete: deletes the selected item. All allocated funds will be returned. Only non-
posted items and unprinted checks can be deleted.

Sales Discounts Not Taken: analyzes all receivables to determine if there are any
sales discounts that have expired unpaid. If any are found then they are reversed,
thereby increasing the receivable amount. Removing sales discounts will change
the original entry if it has not yet been posted. If the entry whose discount has
expired has been posted, then removing the sales discount will create an addi-
tional transaction.

Exiting the Allocations Screen

When you have finished making modifications, press either the Return or the Go
To buttons. Neither of these is a “Cancel” button because they will not undo the
changes that have been made. The Return button simply tells the system to exit
from the Allocation screen and display the previous screen.
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Navigating Through
Accounts

The Go To button opens a dialog for you to specify the name or number of the
next account you want to work with. When you open the Go To Account dialog
you will notice that the GL account number of the account you're currently work-
ing with is already specified. The cursor is already in the account number field.

Go To Account

Specify an dccount:

Nurnber Narme
[10a0z I | |

Suz30

I GoTa I ( Cancel |

FIGURE 8-15. The Go To Account dialog that takes you directly from one AR account to
another.

This dialog also uses the convention that if you add a trailing blank space to the
name of the account you’re searching for, then 4th Quarter will search for an
account with exactly the name given (after the blank space is removed). If you do
not end your account name with a blank, then 4th Quarter will locate all accounts
whose names begin with the string you've typed.

You can also press the next record (>) or previous record (<)buttons. These bring
the next or previous account, in your original list of accounts, into view.

The Go To Account function will only take you to another account on the same
journal as the account you are starting from. To reach accounts on other journals
you must open those journals in their own Receivable Accounts screen.

Since the Allocation screen does not have a Cancel button, you must make your
changes carefully. The only way to undo all your changes to restore each value
manually to the value it had before you changed it.
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Reports

Receivable Accounts The following reports are available from the AR list by pressing the Reports... but-
List ton. The report will include all accounts in the current selection, unless the report
specifies otherwise.

Account Summaries
The summary report prints the information displayed on-screen for each
account in the current selection.

Account List Wed, ey 26, 1999 11:45 PM
Sample Accolnt Summary Repor‘t Page 1
Ath| Account N | GL Acoaunt |Accnunt Jourmal MNotes Crebit Balapie
10002-12 Client Receivable Grundwald Construction Receivable 30870
100oz-17 Client Receivable Bob Crozs Feceaivable 150.00
10002-29 Cliznt Receivable JF. Tumer & Co. Receivable 0.00
1000263 Cliznt Receivable Mommies And Babies Receivable 100.00
10100481 Cliant Receivable Wastem dutodial Receivable 17312
10101-126 Client Receivables Moonhole Comparry, Lid. Receivable 0.00
10101-132 Cliant Receivablas Conch Shell Bar Receivahle 0.00

FIGURE 8-16. A sample Account Summary report.

Account Details
The detail report prints account details for each account in the current selec-

tion. A new page is not started for each account. Account details do not include
transaction details. The information for each account in this report is shown
below:

4th Quarter User’s Manual Accounts Receivable 205



Accounts Receivable

Account Details Wed, May 26, 1093 11:50 PM
Sample Account Details Report Fage 1
Atn Account N° 10002-12 [Debit Balance a0sFn
&L Name Client Receivable
Account Grundwald Construction m:-_tes oreated Wied, Jul 22, 1998
Jdourmal Feceivable a::t!ve Iz‘ ex.temal # i
iElactive |z| aszociabed w' Customer: Grundwald Construction
no address
Last Transact.[eff.) Sat, Apr 17, 1999 s, Dr $1,590.95 04/05/1999
Finance ®imon 0 Last Charge Fr, Dec 11, 1998 SGrace Perod -1
At Accoynt N* 10002-17 Debit Balance 150.00
GL Name Client Receivable
Accourt Bob Cross riotes created Wed, Jul 22, 1992
Jouwral Receivable ¢ aetive [H] extemsal 4
FLawtive [#] aszociated w! Customer: Bob Cross
fo address
Last Trahsact.(2ff.) Sun, Apr11, 1999 has, Dr 4150000 04¢11019949
Finanze %imnan 0 Last Charge F, Dec 11, 1992 Grace Period -1

FIGURE 8-17. A sample Account Details report.

Allocation Report

The allocation report lists debts or payments, or debts and payments, that have
been made to one or more receivable accounts. This report is available from both
the Receivable Accounts List screen and from the Receivable Account Detail
screen.

The report contains two types of items. The first are the primary items. These are
the items that meet your specification criteria. The report will display how these
items are allocated to one or more corresponding entries.

Below each primary item the report details corresponding entries that were allo-
cated to the primary items. These are called the secondary items. If no allocations
were made to or from a particular primary item, then no secondary items will
appear beneath it.

The report shows the primary items with a white background and the secondary
items with a grey background. The secondary items are listed below the primary
item to which they are related. Both primary and the secondary items listed below
them are related to the same account.

The amounts of each item are shown in the debit and the credit columns. The
report totals both the primary and secondary contributions.
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Allocation Specifica- This report requests that you specify the date range for the primary items that are

tion Dialog to appear on the report. This date range can either apply to the effective date of
the entries, or it can apply to the date at which the last allocation was made to the
entries.

Allocation Report Specifications

Print allocation reports for the 4
accounts in the current selection.

rLimit report to:
@ allocations for each account made between the following dates:
) Transaction history between the following effective dates:

[0z/04/00 | || to [02/04/2000 | w

rinclude in report:

® items paid ) payments ) payments & items paid

Sort by: [Allucatinn date v]

[] Locate and display components for selection before printing.

[[ Frint “ [ Cancel

Sull2a

FIGURE 8-18. Allocation Report specification dialog requests information on both the
range of items, the way they are to be sorted, and whether you want to review them before
printing.

You can configure the report to include as primary items only debts, only pay-
ments, or both debts and payments.

* Only Debts: This option lists only debts found within the date range. Below
each debt is listed the payment transactions made toward these debts. The
report shows the amount from each payment that is allocated to cover the
debt.

* Only Payments: This option lists only the payments found within the date
range. Below each payment is listed the debts that received some funds from
the payment. The report shows the amount from each debt that is covered by
the payment.

* Debts and Payments: This option lists as primary items both debts and pay-
ments found within the date range. Below each debt is listed the payment
transactions made toward these debts. Below each payment is listed the debts
that received some funds from the payment.
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This report will show the same set of items two times. First, the debts will
appear as primary items with their associated payments listed below. Second
the payments will appear as primary items with their associated debt items
below.

If you check the “Locate and display components for selection before printing”
check box, then the system will first show you a list of all the primary components
that will appear on the report. You will then need to highlight and select those
items that you want to include on the report. The allocation report will be limited
to the items you select.

Allocation RBDDIt Sal. 5 Febi2agg 0047 Page 1
10002-12 Jeff Monzao
‘Your Report Heading Goes Here
Artn|Fef . 1 | Effect.  [Motes  [hem Debits Credits
Account 10002-12 Jeff Aonzo
Zi20faa P 45.00
2f2i99 45.00
2017 P] 125.00
22199 125.00
418198 F 17.00
2149 17.00
111099 P 45.00
206098 43.00
2149 z.0o0
Subtotal for Jeff Alonzo 23z2.00
Allocation Subkotal 232.00
ACCOUNT TOTAL 232.00 0.00

FIGURE 8-19. Allocation report shows primary items in white, and the secondary items
allocated to them with a grey background.
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Running Balance
A running balance report is printed for each of the accounts in the current
selection. The items included on the report are those that match the criteria in
the Allocation Report Specification dialog, shown below.

Allocation Report Specifications

Print reperta for the .' 1

2 Wit onily trarasctons that represnt payments
ik gl g o] el e bt mad Ty comsirid,

o Tiat ach acaunt s Tull iranssciban history fram

[Eo/momn |- Ih:l N |1rl

by @ effective  heniry  dete

Sal a

Frint | Cancel |

FIGURE 8-20. Account item specification dialog used for both Running Balance and
Receivable Statements.

You can include transactions entered within a date range according to the
effective or the, or only outstanding items. A sample report is shown below.
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Running Balance Report

Sample Running Balance Report

Wed, bay 26, 1999 11:52 PM  Page 1

Fromm: 00/00/00

ko

Sl269

10002-12

Grundwald Construction

Fief 4

tiotes

Account of: Customer: Grundwald Construction
Starting Dr Bial. Dr. Change Ending Dr Bal_
47.95 + 26075 = 308_70
aktr Do, ME Code Effect. Cue Mates | Title Crebit Credit Funning Dr
1209 oofanian P 33.00 82.93
112199 11269 P+'{ Receivable Sale 120,00 262.95
21899 00f00'00 | P { new receivable 156.00 41595
4/5r99 oofanian P 191.00 227.93
4/5r99 bl P { Receivable Sale 5853.00 212.95
4/5r99 oofanian P 583.00 227.93
4/5r99 bl P { Receivable Sale 1,035.00 1,282.93
4/5r99 bl P { Receivable Sale TE5.00 2,070.93
4/5r99 bl P { Receivable Sale 440.00 2,310.93
4/5r99 bl P { Receivable Sale 1533.20 2,666.13
4/5r99 oofanian P 1,243.00 22315
BTl oofanian P 1445 208.70
411799 00f00'an | P i Restocking 500.00 20870
TOTALS 3,394 .20 313343 20870

FIGURE 8-21. Sample running balance report.

Receivable Statement
This report uses the same Allocation Report Specification dialog shown in
Figure 8-20. A new page is started for each account’s receivable statement.
The report will only those items that match your specifications.

If you want to use different specifications for different accounts, then locate
each set of accounts in a separate selection and print the reports in separate
batches.
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Receirable Statement

1onoz-12
Grundwald Construction

Thu, My 27, 1900 12:11 &M Page 1
From 00/00/00 ta; 2699

Ref. #

Account of Sustomer: Grundwald Construction Temns: MET 30

Due beforeiterns  Changein Period Ending Balance

1,471.50 + -1,162.80 = 308.70

Doc.ME |Tran Fef |Date Due Title Otigianal Due | Outstanding Paid Awailable | Bunning Tatal
415/99 Receivable Sale 585.00 585.00 2,056.50
4/5/99 Receivable Sale 440.00 440.00 2,496.50
415/99 Receivable Sale 155.20 155.20 2,631.70
4/5/99 1,843.00 585.00 808.70
417499 Restocking 500.00 33445 308.70

Please sendremittance to: TOTAL 1,180.20  1,180.20  2,343.00 91345

Ending Balance Due 308.70

Aging Report

Date Range Page

FIGURE 8-22. Sample Receivable Statement report.

Aging reports can be accessed from either the AR and AP areas, or from Journal
Account list screens in those cases where the journals are payable or receivable-
type journals.

Separate print specifications are saved for each journal. Aging reports for accounts
on different journals must be printed from the Receivable Accounts area for that
journal.

Selecting Aging Report... opens a 4 page specifications dialog. Pressing the Next
Page key will take you through the sequence of pages until you reach the last
page. Pressing the Print key when you’re on the last page will print the report.
You can return to any previous page using the tabs at the top of the screen.

When the again report is printed, the report settings are saved to disk. A separate
set of report settings is saved for each journal.

Here you specify the aging criteria (aging based on due, entry, or effective date),
the starting date, and the aging range in each of the reports four aging periods.

The report also includes a popup with the options of including both outstanding
receivable items and items already received, or only outstanding receivable items.
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Accounts Page

If you're aging a Receivables Journal, for example, then the Receivable Only
option shows the aging of unpaid receivables. If you choose Receivable & Received
the report shows all components effecting the chosen accounts in the aging peri-
ods. This second option results in a report that shows all sales made in each of the
aging periods, not just those awaiting payment.

O G aing Setup S e g B
Date Range IAttnunts |rransactions |[Printing | Jrioa %)
Settings for Receivable Journal Aging Report Jﬁ’ﬂg{_%

=

D &qing according to dates starting
at |03/01499 B and including the following day ranges:

15t period 2nd period

rard period <th period

0 to @ to @] to [is_j days and beyand.

[0 aging of outstanding amounts

[receivab]e only. v]

Dr & reversing Cr transactions

| Mext Page

Cancel

FIGURE 8-23. Date Range page of the Aging Setup dialog.

Unlike the other reports available from the Allocation List screen, theaging report
either includes those accounts in the current selection, all accounts on the jour-
nal, or all accounts related to a particular profit center. This is set using the radio
buttons in the Report On area.

There is a great deal of flexibility in what is included in and Aging Report. One of
the settings that most affects the amount of account detail. As set through the
radio buttons on the Accounts page.

The three radio button settings in the Display aging details for area determine
the amount of detail to include on the aging report.

* Only GL account: Aging totals are only give for the totals of each GL account.
That is, the report’s rows list only GL accounts.
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* GL & all accounts: Aging totals are displayed for each account. These are then
grouped and subtotaled for each GL account.

* Accounts as specified in each GL account: The account details for some GL
accounts are displayed, and for others only the GL account totals are displayed.
Which GL accounts are shown with account details and which are not is deter-
mined according to the “List accounts related to this GL account” setting in the
GL account entry screen (see section entitled “Journal Reports” on page 63).

E - Aqging 5etup §E
Date Range |Accuunts ITransactinns "Printing | driob [Z])
Settings for Receivable Journal Aging Peport Journal 1D

7

risplay aging details for
) only GL accounts
{3 GL & all accounts
®) Sccounts as specified in each GL account:

Include only active GL Accounts

rReport on
) all {2 currently selected  accounts of this journal, or ...
) Limit to profit ctr: | B3

[ MextPage |

FIGURE 8-24. Accounts page of the Aging Setup dialog.

The three radio button settings in the Report on area determine which accounts
will be included on the aging report.

* All: reporting is performed for all receivable accounts.

* Currently selected: reporting is limited to the accounts in the current selec-
tion.

* Limit to profit center: reporting is limited to accounts in the indicated profit
center.
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Transactions Page The aging report can include or exclude transaction details. That is, you can dis-
play only the outstanding balances in each period, or you can also display the out-
standing balances and the transactions that contribute to each.

E =———————— Aqging 5etup E—E
[Date Range |[Accounts | Transactions |printing | Jrie
Settings for Receivable Journal Aging Report Journal [T

Include in Report

®qpr i

{20 don't show any transactions

[ Include only posted transactions

FIGURE 8-25. Accounts page of the Aging Setup dialog.

If you choose to include the transaction details, then you can also set the “include
only posted transactions” check box to further limit the details that will be
included in the aging criteria.

Printing Page The aging reports, like all other reports, can be printed to paper and/or disk. Its
report heading is entered here on the Printing page of the specification screen.

The “Show and sort by profit center names” check box will group the GL account
that appear on the report by profit center, and display each group alphabetically
according to the name of the profit center.

The display format for the numbers on the report is set in the “display format”
area. Refer to the section titled “Numeric Formats” on page a.196 of the Adminis-
trator’s Manual for details on the codes used for display formats.
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fl—————— Aging Setup = gjj=|

[Date Range |Accounts [Transactions | Printing Jri0d

Settings for Receivable Journal Aging Report Journal 1D
7

[
] *wirite copy to disk

AQing report heading:

1 5how and sart by profit center names.

number display format

[#=# #*n.00 |E]

: Cancel !

FIGURE 8-26. Printing page of the Aging Setup dialog.

Because of the flexibility in configuring the Aging Report we cannot give examples
of each report that can be produced. The following two examples both show a
report covering a selection of accounts in which account aging details are shown.
In the first report transaction information is suppressed. In the second transaction
information is displayed.

Receivable Aging Report 609 3:20 PM
Samnple Aging Repo (o transact ons) Page 1
Aging onDue dates from Wed, Apr 1, 1998 of outstanding receivable [Debits] Summaryincludes both posted and Tallies shown forselected active andinactive
and received amaunts [Credits). unposted transactions. Receivable bype accounts.
Aged: Oto 30 31 to 6O 61 to 90 bewond 90 days
Ascount H* GL Acoount Aecount Name T[D{t)ﬂ;i)r:us?%r] 1198 o 312098 (301098 to 1031098 1130098 o 101198 12:'3;||:;32?r9nd al ;z:i?:.]ds
10002 2 Client Receivable Perfotmance 135,000.00 0.o0 0.00 0.o0 3,628.80 3,628.80
16 Giest Corp 940.00 0.0a 0.00 0.00 911.00 911.00
13 Blzuzk Crismond .00 0.0a 0.00 0.00 ¥7.00 ¥7.00
G0 Frank Anzalone -139.00 0.0a 0.00 0.0a -189.00 -189.00
Client Receivable Totals: 125,828.00 0.0a 0.00 0.00 4 427 .20 4,427 .80
10092 Q12 Client Receivable-2 2-Bob Cross 0.o0 0.o0 0.00 0.o0 0.00 0.o0
Client Receivable-2 Totals: 0.o0 0.o0 0.00 0.o0 0.00 0.o0
Girand Totsls 135,828.00 0.0a 0.00 0.0a 4 427 80 4,427 80

FIGURE 8-27. Sample Aging report without transaction details.
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Receivable Aging Report

Sample Aging Report [with transact ons)

Aging oh Due dakes from Wed, Apr 1, 1998 of autstanding receivabla [Debits] and

Summary includes both posted and unposted

Tue, Jun &, 1999

324 FM

Page 1

Tallies shown for selected active and inactive

raceived amounts [Credits]. transactions. Feceivable type accounts.
Aged: 0 ta 30 31 o 60 61 to 90 beyond 90 dans
Account M GL Account Account Name Total Cwed 098 o 32008 | 31098 o 1198 [ 1130098 to 111098 | 12031097 and Tatal
[} [Fief Code Effective  |Due [Pricr Title [Criginal D] older All Perinds
10002-16 Client Receivable Quest Carp 940,00 0.00 0.00 0.00 a11.00 a11.00
ez 0212011999 000000 Restocking test 1,000.00 0.00 0.00 0.00 &75.00
213 0200411998 oomoion - (A 50.00 0.00 0.00 0.00 21.00
197 021211999 000000 -75.00) 0.00 0.00 0.00 0.00
139 01M10i1999 000000 Deposit 50000 0.00 0.00 0.00 0.00
B4 08251998 120409y Receivable Sale 15.00 0.00 0.00 0.00 15.00
10002-18 Client Receivable Black Diamond Fr.00 0.00 0.00 0.00 F7.00 T7.00
et 022111999 oomoon - (1 63.00 0.00 0.00 0.00 65.00
217 02171999 000000 Withdrauwsl 12.00 0.00 0.00 0.00 12.00
Client Receivable Totals: 1,017.00 0.00 0.00 0.00 ag8.00 Qa8.00
Grand Totals 1,017.00 0.00 0.00 0.00 988.00 938.00

FIGURE 8-28. Sample Aging report with transaction details.

Allocation Screen

Components Shown

The following reports are available from within the Receivable Allocation screen:

A list of the components displayed. Use the search criteria in the Allocation

screen to locate the items you want included

on the report.

Selected Transactions Report Tue, Jun , 1999 2:42 FMd Page 1
Sample Componems Repor‘t
Addrass: Acc't i 10002-12 Fief. # Moke:s
Mame Jeff Alonzo
Joumal Receivable
Linked to Customer: Jeff Alonzo
Descrip.
Balapce 132.00
Do, N Fief . N Effect.  [Attn|Item Owed Paid Outstanding
2120199 45.00 45.00,
2017189 125.00 000
2114199 40.00,
11049 45.00
41598 17.00
26195 G0.00 .00
TOTALS 232.00 100.00 138.00

FIGURE 8-29. Sample Components report.
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Running Balance (described above)
A running balance report is printed for the current account between the dates
you specify, or including only outstanding items.

Receivable Statement (described above)
Account statement is printed for the current within the date range you specify,
or including only outstanding items.
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CHAPTER 9 Accounts Payable

This chapter describes the Accounts Payable area, the pro-
cess of allocation of payments to debts, and the production
of aging and other reports.
Fayable
Accounts Payable Area
Flow of Data 4th Quarter’s Accounts Payable (AP) area provides access to all accounts listed on

Payable-type journals. From the AP area you can:

* make payments,

* allocate payments to debts,

* remove sales discounts,

* add, modify and delete transactions made to receivable accounts,

* produce reports that include statements, running balance and aging reports.

Entries to accounts on AP journals can be made either directly, through the AP
area, or indirectly through purchase and PO transactions or via deposits and with-
drawals made through the cash area. GL accounts do not appear in the AP area
because entries cannot be made directly to GL accounts.

4th Quarter is unlike other accounting programs in that the AP area shows all
entries made to AP account without regard to how the entries were made. The AP
area provides a complete, real-time record of all entries made to all AP accounts
through any means.
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Accounts Payable

Accessing AP

AP account balances are updated whenever transactions are entered. The balances
of Receivable GL accounts, like the balances of all GL accounts, are updated when
transactions are posted.

AP Transactions AP Journals AP Account
Components Components
Gt A e
(s Pl
Cro D

. / .

[ ] [

[ ] [ ]

etc. JOETEEL etc.

il _ ;

/" Functions N / Reports N/ Reports N\

AN
11
c
a
=
o
&

Add, Modify
Delete Entry

Auto Apply Aging Allocate Compon.
Payments Report Report
- N .
Remove Sales Running Remove Sales Running
Discounts Balance Discounts Balance
Transact. Receive Payable
Detail etc. Payments Statement

FIGURE 9-1. Flow of data from transaction components into AP accounts, and from AP
accounts to reports.

Accounts Payable can be accessed either through the AR & AP popup in the Spe-
cific area of the control screen, or from the Purchases popup in the Purchase
area. For the most part 4th Quarter’s AP features match those in the AR area,
except that the word “payable” appears in place of “receivable.”
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Feceivable If you have defined only one payable journal, then the name of that journal
appears in the lower half of the AR & AP popup. If you have multiple payable jour-
el nals, say one for each profit center, then each of these journals appears as a sepa-
rate item under the heading “Payable Journals:”.
Receivable Selecting one of these journals opens an Payable Accounts area that is limited to
Payable Journals: accounts on that journal. If you open other payable journals, then they will open

Payable Domestic separate payable areas each of which will be limited to the display of accounts on
Fayable Fareign the respective journals.

If you select the Payable Accounts item on the Accounting menu, and you have
only one payable journal, then the program will open that journal in a Payable
Accounts area. If you have multiple payable accounts the system will display a list
of payable journals. Select one to open that journal in a Payable Accounts area.

The process of accounting for payables involves

* Payables Journals
* Payable Accounts (accounts on payable journals)
* Payable Transactions (transactions involving payable accounts).

A payables journal is any journal that you create that is assigned the “payable”
type. The system requires at least one payable-type journal and you can create as
many additional payable-type journals as you like.

Payable accounts track obligations for items or services purchased but yet not paid
for. Payable transactions are those that convey credit offered and on which some
payment remains due. A payable transaction will usually involve purchase, cash,
and inventory accounts, and may involve other accounts as well. There are several
kinds of Payable transactions that are discussed in more detail in the section titled
“Purchase Entry” on page 475.

Each vendor is linked to a payable account. Entries to these accounts post to sepa-
rate GL Payable accounts that are specific to each type of vendor.

Accounts Payable functions are divided among three different list screens:

» List of Purchases screen (page 473)

The List of Purchases screen is accessed from the Purchases pop-up menu on
the Control Screen.

» List of AP Accounts screen (page 219)
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Payable accounts are accessed by selecting Accounts Payable from the AR &
AP pop-up on the Control Screen.

*  Multiple Account Payable Allocation screen (See page 229)
The Multiple Account Allocation screen is access by pressing the Items Due...

button on this list screen.

* Payable Account Allocation screen (See page 237

The Payable Account Allocation screen is accessed by selecting a particular
account from the list of AP accounts.

Payable Accounts In order for you to purchase on credit from a Vendor, that Vendor must have a
List payable account. Payable accounts can also be created directly through the
accounts entry screen in the Chart of Accounts area discussed in the section enti-

tled “Accounts” on page 79.

All payable accounts associated with a particular journal can be located on the Pay-
able Accounts List. This screen performs the following functions specific to pay-

able accounts:

[=] Payable Accounts List: 13 ]
Al K [GL Accaunt [Acoum [riates Crwred (LT )
5000025 Saben Bep Payable Broax Botaricals 0.00
J0011-2& Maaufacturing Payakils Ao Tire Retresds 0.00
I0013-5 Cemmizalans Paijable Teeal: Tenl 0.00
aooos-1 Shi ppareg Payabile Shap-0-Fams sa7.08
BOOO%=E Shl ppang Fagable Gkl m P rodaction 0.00
Bo03-5 Meaufackuring Payshls Prpmbie
BOON -5 Heaufsckuring Payshls Baindk Coo
BO0T3-14 Flasuraciuring Pagabla Wilsn Tanmis Co =5.00

[GL hecount

- | aQ=

Chiasss an sceound far gl leesbien

FIGURE 9-2. The Payable Accounts List screen. The “Payable” in the window’s title is
replaced by the name of the selected journal.
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Accounts Payable Area

Example...

GL Accaunt...
Account Type..
Armount Due...

Al Pavable Accounts

Locating Accounts

You can search for account using the options on the Search... popup menu. The
results of these searches will be screened and the display will be limited to only
those accounts related to the current journal.

The Example..., GL Account..., and Account Type... searches are described on
page 82.

You can also locate accounts according to whether they contain unallocated pay-
ments whose total value is greater than an amount that you specify. Selecting the
Amount Due... search opens the Amount Due Criteria screen.

Amount Due Criteria

Search for accounts that:

are overdue by D days or more,
I:That is, have outstanding debts due on or before :I

01/10/2000 B
Oove [ 000 ]| @ormors Qurtes |

[ have items whose discounts expire

0os00/00 - I to |00/00400 - |
(] hawe unallocated payments in excess of

Search and._..

{®) Replace () dd to ) Removwe Trom |
previous selection
{2 Search in selection Su200

FIGURE 9-3. The Amount Due Criteria screen locates accounts according to test
performed on the account components.

The Amount Due Criteria screen provides you with four types of searches. You
can join search criteria by checking more than one box. When multiple criteria
are selected accounts will be found that satisfy all criteria inclusively.

* By overdue criteria enables you to locate accounts that contain items overdue
by more than a specified number of days.

* By amount owed criteria locates accounts whose total unpaid debt is above or
below a specific figure.

* Accounts with items whose discounts expire... examines the sales discount
dates assigned to the journal’s accounts.
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* Accounts with unallocated payments in excess of... looks for accounts that
contains payments whose unallocated payments total more than the specified
amount within each account.

Special Items Funds paid may or may not be allocated toward existing debts. Funds will be allo-
cated to debts when these situations prevail at the time the transaction is entered:

* The “Autoallocate to ALL accounts” option is specified in the transaction entry
screen.

* The “Autoallocate as PER account” option is specified in the transaction entry
screen, and the payable account is set (through the account entry screen) so
that payments are automatically allocated.

e The payment was not allocated when the transaction was originally entered,
but the payment was manually allocated at a later time.

Autoallocate:| 1o ALL accounts
to ND account
as PER account

FIGURE 9-4. The autoallocation pop-up menu available in many transaction entry screens.

Funds will not be allocated to debts when these situations prevail at the time the
transaction is entered:

* The “Autoallocate to NO account” option was specified in the transaction
entry screen.

* The “Autoallocate as PER account” option was specified in the transaction
entry screen, and the payable account has been set (through the account entry
screen) so that payments are not automatically allocated.

* The payment may have been allocated once, but the debts were uncovered
manually, leaving the funds available for future redistribution.

Remember that the process of covering debts, or more properly allocating funds,
does not create any new transactions. This is because allocation only matches pay-
ments with debts where both the payments and debts have been entered already.
All of the following allocation processes only match funds within each account,
and since funds are not moved between accounts, no new transactions are gener-
ated.
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Functions that Act on Payable Accounts

Add Account All Payable accounts can be accessed through the Payable Accounts List. This
Modify Account screen performs the following functions specific to payable accounts:

Generate Finance Charges...
S5ales Discounts Not Taken...

¢ Group Account Allocation: matches Payments with obligations for a selection
of Accounts. Various options are displayed if you highlight one or more rows
and select Allocation for Accounts on the Special Iltems menu.

¢ Individual Account Allocation: manages the individual items within a partic-
ular Account. Highlight a particular Account and press the Select button.
This brings you to the Account Allocation screen described below.

e Finance Charges: the generation of finance charges is not available in the
Accounts Payable area.

¢ Discounts Not Taken: removes discounts from accounts which have not been
paid within the time limits set for a particular purchase. Choose the Sales
Discounts Not Taken from Special Items menu. See “Removing Sales Dis-
counts” on page 227.

Apply Payments Automatic allocation to groups of accounts

Go to the Payable Accounts List, accessed through the Payable Account item on
Purchases pop-up menu in the Control Screen. Highlight a group of accounts and
select the Apply Payments item on the Special Items menu. This presents you
with the following dialog:

O IHRA
|. Apply &l pagments te uncovered deblls im 135

selected accownia ¥

Ecnnﬁ

|| 0K, I[ Cancel |

FIGURE 9-5. The Apply Payments dialog for automatically allocating funds to cover
outstanding debts.
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When you press the OK button the system analyzes each of the highlighted
accounts and distributes all the funds available to outstanding debts. Debts are
covered first in order of payment priority and age. Within each payment priority
group oldest debts are covered first. If there are extra funds they are left undistrib-
uted.

Autoallocation performed within a journal’s payable accounts area only applies to
accounts on that journal. To perform autoallocation for accounts on other journals
you must open those journals in their own payable accounts area and apply pay-
ments from those screens.

Automatic allocation within an account

In the Payable Accounts List, accessed through the Payable Account item on the
Purchases pop-up menu in the Control Screen, select a payable account. Do this
either by highlighting the account and pressing Select, or by double-clicking the
record. This brings up the Payable Allocation screen.

The payable account allocation screen provides various ways to match payments
with debts. You can mark groups of items to be paid, or allocate specific payments
to specific debts. You can split payments, cover or uncover debts, or reallocate
payments among debts. These options are available to you at any time without
regard to whether transactions have been posted to the GL, or whether the peri-
ods have been closed.

Complete instructions for using the payable allocation screen are found on
page 237.
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Removing Sales Selecting the Sales Discounts Not Taken... item from the Special Iltems menu
Discounts brings up the Untaken Sales Discounts dialog.

Lintaken 5ales Discounts
Range of Accounts:

Examine:
IVEI the 13 selected Payable accounts:

() all Payable accounts on thiz journal.

searching for untaken discounts as far back as

0140171999 vl

Tr1z0

[ Femowve Discounts ] " Cancel ]l

FIGURE 9-6. The Untaken Sales Discounts dialog for removing discounts from those
accounts in which your payment was not within the sales discount period.

Sales discounts are offered for payments made within a specified time period. For
example a discount specified as “5/10” means a 5% discount is offered on the
item total if payment is received within 10 days. 4th Quarter removes untaken
sales discounts from both sales and purchases.

When purchases are entered and purchase orders journalized with a sales dis-
count, it is assumed that the discount will be taken and the discount is used to
compute the actual payable amount. In the event that payment is not made within
the discount period the transaction's sales discount must be removed or reversed
to reflect the fact that the full, undiscounted amount is now due.

Discounts on Purchases and PO’s
The dialog in Figure 9-6 gives you two options:

¢ Remove Discounts from Selected Accounts
¢ Remove Discounts from All Accounts

If you choose the first option 4th Quarter looks only at those purchases and PO’s
written to the payable accounts in the current selection. If you choose the second
option 4th Quarter reviews all payable accounts looking for untaken sales dis-
counts.
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4Q searches for purchases and PO’s whose sales discounts have expired and that
are not fully paid. PO’s may be found in any of following three stages of processing
and 4th Quarter will handle each of these cases differently.

Handling PO’s

* Unjournalized PO’s:
These are PO’s for which there are no transactions either because they have
not been shipped or because they're being batch processed. In this case 4Q
simply sets the discount that appears beneath the line items to zero and recal-
culates the total amount of the order.

* Journalized, Unposted PO’s:
These are PO’s that have been journalized but whose transactions have not
posted to the General Ledger. In this case 4th Quarter increases receivables by
the discount amount and then reduces the discount to zero.

* Journalized, Posted PO’s:
These are PO’s that have been journalized and whose transactions have been
posted. Since these invoice transactions can not be changed, 4th Quarter cre-
ates an adjusting entry that increases payables and credits the PO’s discount
account(s). These new transactions will appear separately in the vendor pay-
able accounts and on future vendor statements.

Discount Dates After Discount is Removed:

When a discount is removed from a transaction, the discount date stored with the
transaction is set to 00/00/00. In cases where transactions are created from pur-
chase orders, the discount due date stored with the PO remains unchanged. This
is done so that PO continues to record the sale discount date base on the most
recently received shipment.

As a consequence of this, once a discount is automatically removed from a transac-
tion, the transaction no longer indicates that there ever was a discount date. Only
the PO records the discount date for reference.

Remember that 4th Quarter implements a “virtual purchase order” that record all
phases of products ordered and back orders received. If the PO record terms of
sale that include a sales discount, then any future shipments made on this PO will
generate a discounted payable amount as a result of this sales discount. That is,
the process of automatically removing sales discounts removes expired discounts,
but does not prevent the generation of future discounts. If you want to prevent a
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PO from applying a discount on future received shipments, then you must enter
the PO and modify either the discount percent, or the terms of sale.

Discounts removed from entries made to accounts in a particular journal will only
apply to accounts on that journal.

Multiple Account Allocation

Multiple Item This screen, accessed by pressing the Items Due... button, shows outstanding
Allocation screen debts for all the accounts displayed in the Payable Account list. This screen will
show any or all outstanding debts for the current journal.
[0 =————— Multiple Account Payahle Alloration="————0H
Items Due lAl:l:uunt Totals o3
Only items on the Payable journal are shown. *Camp 2
[%]tn |Account [Tran.D ~ | Effect. ¥ |p[ltem « | original Due| Amount Due
30007-5 Kosan Enterprises =74 1/7/00 47.59 37,59 -
¥|E  |30005-45 Erehwon, |nc. 1/6/00 'l | 7500

-

D a 7 o - a 7

=
[®] Show only items with amounts due. @ Marked 75.00] Due 112.89

[Search... - ” Sort ]
(Focus ~ ) Creror ] e )
e

FIGURE 9-7. Multiple Account Payable Allocation screen for reviewing debts and
disbursing payments.

When this screen is first opened it displays all currently due items for the previ-
ously selected accounts. The accounts and account attention values that are associ-
ated with these debts are shown in the “Atn” and “Account” columns.

The remaining columns display information associated with the debt items them-
selves. A series of popup menus at the top of the columns allows you to choose
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Marking Items

which values to display. These includes dates, reference numbers, comments and
annotations.

The column labeled “P” shows the priority assigned to the item. Funds are auto-
matically allocated to items with a lower priority number. Within each priority
number items are allocated from earliest to latest due dates.

The Original Due column shows what amount was originally due for the selected
item. The Amount Due column shows what amount currently remains due. The
Amount Due can be totalled by pressing the Sum button.

This screen allows you to explore outstanding items for any range of accounts on
the current journal. Using the search options available through the Search...
popup you can locate items according to the transaction or account. These search
options are described in the following section.

Once you've located a range of items you then mark the rows for those items that
you want to pay. Items are marked by placing an “X” in the left-most column. Do
this either by clicking on individual rows to mark or unmark them, or by pressing
the mark button, the button labeled with an “X”, located atop the left-most col-
umn.

Paying Multiple Items

Once you have marked the items to be paid, press the Pay Marked button. The
system will total all marked amounts due by account. The system will display a
series Cash Withdrawal entry screens. Each screen in the sequence will display
the total being paid to each account. You can annotate the transaction or modify
the amount paid from these Cash Withdrawal screens.
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[0 =——————— Cash Transaction Entrvilof Il = =]
Brief Form |petailed Form |Options | Tr30b
Printed Trans. D | :
285 |8 :
- Ent
#Account From 7 To : () Deposit
[General Cash 2t ] @) withdraw Urverified |5 & | > &
(Titte_ | | [ Printable -:-{-;:
Paves / Payer Ref. N® Eff. Date e
[Mermo [Erehwon, Inc. il |[01/10s2000 || = e —
i P Te———
(]
ficcount K° Harie
Accourt || -l Ll |
Account N | MHame Balance &mt [ﬂ
30005-45 Erehwon, Inc. To.00dr &~
= Z

FIGURE 9-8. The Cash Withdrawal screen opened when the Pay Marked button is pressed
in the Multiple Accounts allocation screen. The display shows the total of all marked items
for the selected AP account.

Pressing the Enter button in the Cash Withdrawal screen saves the withdrawal
and allocates the funds to the marked items. If you modify the payment amount to
be less than the amount required to cover the selected items for that account,
then whatever funds are withdrawn are allocated to the marked items on a prior-
ity basis.

Pressing the Enter button also moves you to a withdrawal screen for the next
account. Once the system finishes soliciting withdrawal confirmation for all of the
accounts in your list of marked items it will return you to the Multiple Account
Payable Allocation screen. Checks can be printed from these withdrawal records
from the Cash Account user area, see “Check Printing” on page 167.

If you press the Cancel button, then the sequence of Cash Withdrawal screens is
terminated. Whatever withdrawals you previously entered will have been saved
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and distributed. No additional deposits or distributions are made. The system
returns you to the Multiple Account Receivable Allocation screen.

Accounts with Outstanding Unallocated Amounts

If any of the items that are marked belong to accounts that have outstanding pay-
ments, then you will be informed of this by the appearance of the Payments Out-
standing window.

= Payments Qutstanding ="""———"——————

The fallowing 1 account{s) have unallocated outstanding payments.
Do wou still want to make additional payments to the account{s)?

Payments DQutstanding  1/9/00 5:58 PM
Account (Total Outstanding)
10002-91 ‘western Autodial  ($10.00)

i ¥

-

bf230a

[ Receive [tems ] " Cancel All ]I

FIGURE 9-9. The Payments Outstanding screen is displayed whenever items in the
selection to be paid correspond to accounts with unallocated payments.

Accounts that have payments outstanding have payments that have been made
and not yet allocated. These could either be advance payments, payments made
that are set to be manually allocated, or credits received from the vendor for other
reasons.

Payable accounts with net debit balances always have unallocated items. But a
payable account can have some unallocated items even when it has a credit bal-
ance. If an account has unallocated payments, then you should allocate these pay-
ments to existing debts before making additional payments.

The Payments Outstanding screen shows which accounts of the currently selected
items have unallocated payments and the total payment amount that is currently

unallocated for each. You can copy and paste this information to the clipboard, or
you can print it be pressing the Print button.
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The Payments Outstanding screen offers two choices of how to proceed. Pressing
the Pay Items button proceeds with creating cash withdrawals for the selected
items. Pressing the Cancel All button returns you to the Multiple Account Alloca-
tion screen.

By going back to the Payable Accounts list, the screen that precedes the Multiple
Account Allocation screen, you can manage the individual accounts that have the
unallocated items.

Locating Debts by The Multiple Account Payable Allocation screen provides a variety of tools for

Item locating and marking debts to be paid. The Items Due page displays a list of items,
their related accounts and amounts due. The following functions are available for
locating and review debts.

Pressing the Mark Button (labeled with an “X”)marks or unmarks all items
depending on the state of the first item in the list. If the first item is unmarked,
then pressing the X button places an "X" in the left hand column of all rows. If the
first item is already marked, then pressing the X button removes the "X" for all
lines.

Items that are marked can be acted upon using the Focus popup and the Sum and
Pay Marked buttons.

Pressing the Sum button totals the amounts shown in the Amount Due column. It
also subtotals the Amount Due for marked items only. Whenever you change the
selection of items the total values are erased. Press the Sum button to recalculate
the totals.

The Show Only Items with Amounts Due check box adds an additional criteria to
all your searches. This criteria limits all searches to display only items that repre-
sent amounts that are still due. Withdrawals and fully paid items are not displayed.

By unchecking this check box you remove this additional criteria. When
unchecked the items found as the result of a search may include items still due,
items no longer due, and payments received.
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Search... popup

The Search... popup menu enables you to locate outstanding receivable or items

By Transaction...

By Account... already paid. Only items on the current journal are displayed. To find items on
By GL Account... other journals open a separate AR area for that journal.

Due w/in 30 Days A .

a1l Overdue * By Transaction... item

All Payable Search for items according to transaction criteria.

* By Account... item

Search for items by account. You can specify any account criteria but only
items related to accounts on the current journal are displayed.

* By GL Account... item

Search for items by GL account. You can specify any GL account criteria but
only items related to accounts on the current journal are displayed.

* Due Within <N> Days item

This option locates items with due dates that lie between one and <N> dates
in the future. Each user can set their own <N> value through the Preferences
item found on the File menu above the Control Screen.

e All Overdue item

This locates outstanding items that have due dates equal to or earlier than the
present date.

* All Payable item
This locates outstanding items due in the past, present, or future.

The Focus popup menu reduce the selection by marking items and selecting
Focus or Exclude. The action applies only to marked items.

The Sort button sorts the displayed items. The sort criteria you choose continues
to apply to items located using the search criteria.

The displayed items can also be sorted by pressing the Quick-Sort buttons. These
are the small up and down pointing triangles located below certain columns. Mini-
sort allows resorting the current selection in ascending or descending order based
on the values in the columns above each set of buttons.

The Report... button prints a list of the displayed items to paper or to a file on
disk. This list includes all items in the current list printed in their display order.
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Transaction Menu - Items Due Page

vendor Entry The transaction menu enables you to create a transaction for the account that's

General Cash Entry s s . 171 .
General Entry indicated by the currently highlighted item.

[";"JIdith * Vendor Entry item (only available in the Full version of 4th Quarter)
elete
This opens the purchase-type transaction entry screen with selected vendor
already filled in.
* General Cash Entry item
This opens the cash-type transaction entry screen with selected vendor's
account already filled in.
¢ General Entry item
This opens the general journal transaction entry screen. No account are ini-
tially listed when this screen is opened.
* Modify item, Delete item
The Modify and Delete items apply to the currently highlighted item. If an item
has been posted it cannot be modified or deleted.
Locating Debts by Press the Account Totals tab to reach the second page of the Multiple Account
Account Payable Allocation screen. This second page provides a shortcut to limiting your

items to selected accounts.

This screen shows only those accounts that are related to the items displayed on
the Items Due page. Accounts are listed by account number and name. The cur-
rent balance of each account is shown along with a total of the amount due for all
items shown and a total for all items marked.

You cannot search for accounts from this page, but you can reduce the selection of
accounts that have been located from searches performed on the Items Due page.
In addition, you obtain a variety of account-specific information, enter transaction
for selected accounts, and print account related reports from the Account Totals
page.

Reducing the Selection

To reduce the list of items to specific accounts you must first reduce the list of
accounts shown.
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Marked Accounts

To reduce the selection you must first mark the accounts you're interested in.
Press the left-most “mark” column (the column labeled with the “+”) to mark
individual accounts.

Press the Mark Button (labeled with a “+”) to mark or unmark all accounts. If the
first account is unmarked, then pressing the + button places an "+" in the left
hand column of all rows. If the first item is already marked, then pressing the +
button removes the "+" for all lines.

Accounts that are marked can be acted upon using the Focus and Exclude items
on the Focus popup menu.

Once you've reduced the displayed accounts, click the Items Due tab to return to
the Items Due page. The Items Due page will now display only those items related
to the accounts you chose.

Other Buttons

Clicking on the small up and down Quick Sort triangle button immediately sorts
the displayed rows in ascending or descending order. The sort is performed based
on the values in the column directly above the button you click.

The Sum button totals the Balance, [tems Shown, and Items Marked columns.
The Sort button resorts the displayed accounts according to various sort criteria.
The Report... button allows you to chose one of various account reports. These
reports will include only those accounts that are currently displayed. The accounts

will appear on the reports in the order displayed on the screen.

Reports that you can choose from include the Account Summary, Account Detail,
Allocations, and Running Balance Reports.

The Info button displays additional details for the account that is currently high-
lighted. Click on a row to highlight it.

The Return button exits the Multiple Account Payable Allocation screen.
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Transaction Menu - Accounts Page

Vendor Entry The transaction menu enables you to create a transaction for the account in the

General Cash Entry s 14
o currently highlighted row.

* Vendor item (Available only in the Full version of 4Q)

This opens the purchase-type transaction entry screen with selected vendor
already filled in.

* General Cash Entry item

This opens the cash-type transaction entry screen with selected vendor's
account already filled in.

* General Entry item

This opens the general journal transaction entry screen. No account are ini-
tially listed when this screen is opened.

Individual Account Allocation

Allocation screen This screen, accessed by selecting a vendor account from the Payable Account List
screen and pressing Select, shows amounts owed and paid for a particular
account.
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| Payable Account Allocation: 1of 1 =——————————F H
Aco't [S0009-6 : Hong Kong Carriers, Ltd (Z)
Linked |¥endor: Hong Kong Carriers, Ltd
Balance 140.00 1‘:'CIZII'I'ID 5
Undistributed 10000 sum I
[#]attn[ Ref. b= w [Effect. | » IP[ Terms [orig. pebt  [Bal. Due Orig. Paid  [Pay. dvail.
4/6/99 PrePaid 150.00 ||
55 4i6499 PrePaid 345.00 95.00
1203 4/6/99 PrePaid S00.00 100.00
4/6/949 PrePaid 45.00 45.00
I N 7= | IMet510s5 | ogool  gqooool o ]
||
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Ta All

items

:::.[Search... - l

FIGURE 9-10. Allocation screen for matching amounts paid with amounts owed.

The allocation process is at the heart of the AP module. The Payable Account Allo-
cation screen allows you to explore the payment history for a given account. Using
the search options available here you can view any subset of items according to
the type of entry, the date range, the original or outstanding amount, among many
other criteria.

The top of the screen in Figure 9-10 displays the total account balance and the
undistributed balance. The undistributed balance represents the total of payments
that have not been distributed, it does not represent prepayments although that is
possible in some cases. For example, the account could have a net balance due
and still have undistributed funds if some payment had yet to be allocated.

The heading area of the screen also displays the total number of items in the scrol-
lable area, which may exceed the items that are actually visible. The summation
button will compute the four totals for all the items in the scrollable area.

The Original Debt column tells you the amount originally owed for this item, and
the Balance Due column tells how much remains unpaid. The Original Paid col-
umn shows the customer’s payments to their account, while the Payment Avail-
able column shows what portion of this payment has not yet been distributed.
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Allocating Payments

to ALL accounts
to MO account
as PER account

Matching Debts with Payments Made

The most important function of the Payable Allocation screen is matching debts
with payments. You can do this automatically, letting the computer match items
according to seniority, or manually in any manner you want.

Automatic allocation proceeds according to the dual criteria of due date and prior-
ity. Each debt carries a priority from zero to 9. The higher the priority the greater
preference is given to retiring the debt. The system give an item’s priority rating
precedence over its due date — all items of a higher priority level are retired
before items of a lower priority level. When allocating to items that share the
same priority the system will retire the oldest debts first. A debts age is given by
the time since it was due. This can be independent from the date on which the
debt was entered.

Manual allocation allows you to split Payments among multiple obligations, apply
multiple Payments to a single obligation, or redistribute several Payments among
several obligations.

The following functions provide ways to allocate funds:

e automatically when payments are made
* automatically to all unpaid items

e automatically to all marked items

* manually to the selected item

We’ll consider each of these options in turn.

When Payments are Made

When an AP transaction is entered the system will or will not allocate payments to
debts automatically depending on how the Allocation pop-up is set in any of the
various transaction entry screens. The Allocation pop-up gives three choices:

e Allocate to All

In this case the system will match any new payments with any existing debts,
or match any new debts with prepayments. Autoallocation will be performed
for all entries that affect AR and AP accounts.

e Allocate to None
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Allocate to items
[ hanually ][ kdarked ]

To All

Allocate to items
[ bdanually l[ kdarked ]

To All

The system will not match payments with debts for any entries affecting AR
and AP accounts. The Allocate to All and the Allocate to None options override
any settings that are recorded with the customer or the customer’s account.

e Allocate as Per Account

This option, which is the default, will allocate payments for those accounts in
which automatic allocation has been turned on. If automatic allocation has
been turned off for any particular account, then the system will leave payments
undistributed.

An account will normally inherit the automatic allocation assignment from the
GL account that it’s attached to. This can be overridden through the account
entry screens. In these screens you can set automatic allocation to be set differ-
ently for every account.

Allocation done at the time the transaction is entered is not controlled through the
AP area. Rather, the AP area allows you to review the state of the account whose
ongoing maintenance is being handled automatically.

... To All Unpaid Items

Pressing the To All button in the lower left side of the allocation screen in Figure
9-10 tells the system to apply all available payments to all open debts in accor-
dance with the priority/due date payment scheme mentioned above. This is the
easiest way to make sure that all payments are distributed, and that any payments
that are not distributed are prepayments.

... To All Marked Items

The column labeled “X” on the left hand side of the Account Allocation screen is
the “marked” column. Clicking in this column places an “X” along the corre-
sponding row. Pressing the “X” that appears as the column label will toggle the x-
mark on and off for all items.

When at least one item is marked with an “X” the “Allocate to Items Marked”
button becomes enabled. Pressing the Marked button tells the system to apply
only those payments in the set of marked items to the debts that appear in the
same marked set. This enables you to mark exactly which items are going to be
used to pay off which debts.
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?]aﬂn[ﬂef. W2 - ]Due - ]P| Terms Orig. Debt Bal. Due Orig. Paid |Pau. Ayail.,

= PR-1/Z0 /20499 45.45 45,45 -
= PR-1/Z0 4/20/99 45.45 45,45

= PR-1/Z0 1/20/99 45,45 45.45

= PR-1/2 1/2/958 3,167.536 3,167.36

FIGURE 9-11. Four items marked with X’s in the Account Allocation screen.

When performing allocation for marked items the system will still proceed on the
priority/due date payment scheme but it will apply this only to the marked debts.
That is to say, it will apply payments first according to priority and then according

to due date. If there are greater debts than there are payments, then certain items
will be left uncovered.

... Manually to Selected Items

Allocate to items

Manual allocation gives you the most freedom to assign, or reassign, any portion of

any payment to any portion of any debt at any time. You can manually assign pay-
ments to any combination of debts, or assign a debt to any combination of pay-
ments.

You begin by clicking on an item in the scrollable area of the Payable Accounts
Allocation screen and pressing the “Allocate Manually” button. Note that the X’s
used to “mark” an item are unrelated to the highlighted row toward which the
Manually button directs its action.

[%Jattn[Ref. he w [ Due w |P[ Terms [orig. cebt  [Bal.Due  [orig. Paid  [Pau. &wail.
% PR-1/20 4720799 45 45 4545
E | 4545/ 4545
X PR-1/20 1/20/99 45.45 4545
% PR-1/Z 1/2/98 316736 3,167.36

FIGURE 9-12. A row highlighted for use with the manual allocation option in the Account
Allocation screen.

Item Allocation Allocation of Payments Made

Screen If the item you selected is a payment you will go to the Allocation of Payment

screen. If the item is a debt you’ll go to the Allocation of Debt screen. Because the
two screens are so similar, being effectively mirror images of each other, well
limit this discussion to the Allocation of Payment screen.
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[ =———— Allocation of Payment Eii=|
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FIGURE 9-13. Allocation of Payment screen for performing split allocations.

The Allocation of Payment screen consists of three parts. In the header area it dis-
plays the particular payment item that’s being allocated. It give the title, date and
other particulars. The header area also tells you the payment amount and how
much has been distributed. These are indicated by the values next to the follow-
ing labels:

e “Payment” gives the amount of the original payment.

» “Used” gives the total amount of the payment that’s been allocated to debt
items.

* “Available” is the amount that has not yet been allocated and is available to pay
off other items.

You can not change these values directly, but they change dynamically as you add
and remove items from the Items Paid area.

Below the header is the Items Paid area. This lists all items to which this payment
has contributed. Items can be added to this area or removed from it by using the
Add and Remove buttons.
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Outstanding Items At the bottom of the screen is a scrollable list labeled “Outstanding Items”. These
are items for which some amount remains unpaid. If there is some payment
amount available, then you can select an outstanding item and press the Add but-
ton. The item will move from the Outstanding Items area and into the Items Paid
area.

When an items is moved into the Items Paid area the system will use all the funds
necessary to completely pay off the item. If there are not enough available funds to
pay of the item, then whatever funds are available are allocated.

You can manually type an amount to be allocated in the “Allocated Here” column
of the Items Paid area. You can enter any amount between zero and the amount of
the debt, up to the limit of funds available. You can not change the original debt or
payment amount from this screen, only that amount that’s allocated.

If you place your cursor in the “Allocated Here” column for a given row and press
the Remove button, then the indicated items will be removed from the list of
items paid and transferred to the list of outstanding items. All amounts that were
allocated to the removed items will be returned to the payment and will become
available.

Consider the example shown in Figure 9-13. Here you’re looking at a $622.08
payment that’s been allocated to four items. No amount remains to pay any addi-
tion items. However you could remove some of the items paid to free funds that
would then become available. You could then cover other payments. You could
also leave the freed funds without allocating them to any debts. These funds could
be applied to future debts.

When you press the Accept button your changes are saved to disk. If you press
Cancel all changes are discarded. In either case you will be returned to the Pay-
able Account Allocation screen.
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Making Payments & Creating Transactions

In addition to allocating existing items the Payable
Mark Item Account Allocation screen enables you to modify
and create new entries. These functions are

Receive Marked Items .
accessed through the Transactions menu that

Customer Entry .

General Cash Entry appears on the menu bar. The Transaction menu
General Entry offers the following functions:

Modify

Delete Mark Item: places or removes an “X” for the

Sales Discounts Mot Taken | selected row.

Pay Marked Items: creates a cash withdrawal in an amount equal to the total of
all the marked payable items. For example, if you marked the two unpaid items
that appear in Figure 9-10, then when you selected the Pay Marked Items item
the system will create a cash withdrawal for the amount of $136.08, which is the
sum of the marked items.

Vendor Entry: opens the Purchase Transaction entry screen for the vendor. From
this screen you can select which of the different types of purchase entries you
want to make.

General Cash Entry: opens the general cash entry screen with the current ven-
dor’s account pre-declared. You can proceed to enter any cash withdrawal or
deposit. While you can create a cash withdrawal, if the user group to which you
below affords you this power, the actual printing of checks must still be done
through the cash account screen.

Modify: opens the appropriate entry screen for the currently selected item. Modi-
fications made in this manner affect the original debt or payment amount. All allo-
cated funds are returned when an items is modified. Modification is only allowed
for unposted items and for cash withdrawals that have not already been printed.

Delete: deletes the selected item. All allocated funds will be returned. Only non-
posted items and unprinted checks can be deleted.

Sales Discounts Not Taken: analyzes all payables to determine if there are any

sales discounts that have expired unpaid. If any are found then they are reversed,
thereby increasing the payable amount. Removing sales discounts will change the
original entry if it has not yet been posted. If the entry whose discount has expired
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GoTo

Return |

has been posted, then removing the sales discount will create an additional trans-
action.

Exiting the Allocations Screen

When you have finished making modifications, press either the Return or the Go
To buttons. Neither of these is a “Cancel” button because they will not undo the
changes that have been made. The Return button simply tells the system to exit
from the Allocation screen and display the previous screen.

The Go To button opens a dialog for you to specify the name or number of the
next account you want to work with. When you open the Go To Account dialog
you will notice that the GL account number of the account you're currently work-
ing with is already specified. The cursor is already in the account number field.

Go To Account

Specify an Account:

Nurmber Hame
[10002 Il | |
Suz30

I GaTa l l Cancel I

FIGURE 9-14. The Go To Account dialog that takes you directly from one AR account to
another.

This dialog also uses the convention that if you add a trailing blank space to the
name of the account you’re searching for, then 4th Quarter will search for an
account with exactly the name given (after the blank space is removed). If you do
not end your account name with a blank, then 4th Quarter will locate all accounts
whose names begin with the string you've typed.

You can also press the next record (>) or previous record (<)buttons. These bring
the next or previous account in the list into view.

The Go To Account function will only take you to another account on the same
journal as the account you are starting from. To reach accounts on other journals
you must open those journals in their own Payable Accounts screen.
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Since the Allocation screen does not have a Cancel button, you must make your
changes carefully. The only way to undo all your changes to restore each value
manually to the value it had before you changed it.

]
Reports
Payable Accounts The following reports are available from the AR list by pressing the Reports... but-
List ton. The report will include all accounts in the current selection, unless the report

specifies otherwise.

Account Summaries
The summary report prints the information displayed on-screen for each
account in the current selection.

Account List Thu, My 27, 1999 12:57 A
Sample Account Summary Repor‘t Page 1
Account N | GL Agcaunt |.-‘.ccnunt | Jourmal Motes Drebit Balanie

30001-35 Tz Pansable Emplower FUTA Panyable 3333
J00035-28 Shipping Fanyeable Shipton Cavalle & Ca., Ltd. Panyable -20.00
0007 -34 hanufacturing Pausable % S Babolak & Sons Panyable -175.00
00096 Shipping Fanyeable Hong Kong Carriers, Led Panyable -290.00
J0011-26 hanufacturing Pausable A Tive Retreads Panyable =3,946.00
S0009-1 Shipping Fanyeable Ship-O-Ramsa Panyable 424103
S0009-3 Shipping Fanyeable Gratlin Productions Panyable -1,000.00

FIGURE 9-15. An sample Account Summary report.

Account Details
The detail report prints account details for each account in the current selec-

tion. A new page is not started for each account. Account details do not include
transaction details. The information for each account in this report is shown
below:
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Aecoun M 30009-5 Diabl1 Balancs -140.00
L Mame Shipping Fayable noks created Tus, Dec 15, 1998
Acoouni Hong Kong Carrlers, Ltd ache & yarnal #
Journal Payable GlLaclwe aaanciakad wy wandor:Hong Kong Carrlara, Lid
no addraas
Laa1 Tranzacl (ail] Tue, AprE, 1999 M Cr $-595.0004 DG H999

Ananca % mon 10 LaaiCharge 000000 Eraca Parlodd

FIGURE 9-16. An account as it appears on the Account Details report.

Allocation Report

The allocation report lists debts or payments, or debts and payments, that have
been made to one or more payable accounts. This report is available from both the
Payable Accounts List screen and from the Payable Account Detail screen.

The report contains two types of items. The first are the primary items. These are
the items that meet your specification criteria. The report will display how these
items are allocated to one or more corresponding entries.

Below each primary item the report details corresponding entries that were allo-
cated to the primary items. These are called the secondary items. If no allocations
were made to or from a particular primary item, then no secondary items will
appear beneath it.

The report shows the primary items with a white background and the secondary
items with a grey background. The secondary items are listed below the primary
item to which they are related. Both primary and the secondary items listed below
them are related to the same account.

The amounts of each item are shown in the debit and the credit columns. The
report totals both the primary and secondary contributions.

Allocation Specifica- This report requests that you specify the date range for the primary items that are
tion Dialog to appear on the report. This date range can either apply to the effective date of
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the entries, or it can apply to the date at which the last allocation was made to the
entries.

Allocation Report Specifications

Print allocation reports for the IIl
accounts in the current selection.

rLimit report to:
@ allocations for each account made between the following dates:

) Transaction history between the following effective dates:
[z/04/00 | - | to [02/04/2000 | vl

rinclude in report:

® items paid ) payments ) payments & items paid

Sort by: [Allucatinn date v]

[] Locate and display components for selection before printing.

C_= ) e )

Sull2a

FIGURE 9-17. Allocation Report specification dialog requests information on both the
range of items, the way they are to be sorted, and whether you want to review them before
printing.

You can configure the report to include as primary items only debts, only pay-
ments, or both debts and payments.

* Only Debts: This option lists only debts found within the date range. Below
each debt is listed the payment transactions made toward these debts. The
report shows the amount from each payment that is allocated to cover the
debt.

* Only Payments: This option lists only the payments found within the date
range. Below each payment is listed the debts that received some funds from
the payment. The report shows the amount from each debt that is covered by
the payment.

e Debts and Payments: This option lists as primary items both debts and pay-
ments found within the date range. Below each debt is listed the payment
transactions made toward these debts. Below each payment is listed the debts
that received some funds from the payment.
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This report will show the same set of items two times. First, the debts will
appear as primary items with their associated payments listed below. Second
the payments will appear as primary items with their associated debt items
below.

If you check the “Locate and display components for selection before printing”
check box, then the system will first show you a list of all the primary components
that will appear on the report. You will then need to highlight and select those
items that you want to include on the report. The allocation report will be limited
to the items you select.

Allocation Beport Sal. 5 {Feht2000 0025 Page 1
30011-26 Acme Tire Fetreads
YourHesuding Gioes Here
ArtnFif N [ Effect.  JHotes  [hem Debits Cradits
Account 30010-40 Marty Howe
15 al13i98 P 17639
1126098 43 .83
13 11198 Ihvwoice 10413, code 13 66 .28
11199 te st 66 .28
13 1181198 F 77.08
1126098 77 .98
Subtotal for harty Howe 25437
Allocation Subtotal 25437
Account 30011-26  Acme Tire Feteads
204499 1,000 00
C| 299 Wikhdrawal 25.00
Subtatal For Acine Tike Retreads 1,000.00
Allzcation Subtatal 83.00
ACCOUNT TOTAL 000 1,254,237

FIGURE 9-18. Allocation report shows primary items in white, and the secondary items
allocated to them with a grey background.
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Running Balance
A running balance report is printed for each of the accounts in the current
selection. The items included on the report are those that match the criteria in
the Allocation Report Specification dialog, shown below.

Allocation Report Specifications

Print reperts for the @ 10
accomnis im the current selectien and .

3 Mt onily braraction that represnt poymens
Tl Tl o] el e bl gl Tl cddiriad

o Tiat ach acaunt s Tull iranssciban history fram

[Eo/momn |- Ih:l N Iﬂri

by @ effective (Jeniry  dete

Sal 0

Frint | Cancel |

FIGURE 9-19. Account item specification dialog used for both Running Balance and
Payable Statements.

You can include transactions entered within a date range according to the
effective or the, or only outstanding items.

Flunning Balance Fle.port Thu, My 27,1939 1:01 AW Fage 1
From: 00{00M00 to; 2799
Sample Bunning Balance Report
30007-34 Fief. 4 hotes
¥ 5 Babolat £ Sons
Account of: Wendor: ¥ 5 Babolak & Sons
Starting Dr Bal. Dr. Change Ending Dr Bal._
000 + -175.00 = -175.00
arth (Doc. MNE Code Effact. [ Motes ! Title Crebit Cradit Furning Dr
] 2 11i19s 1116198 PO D48, code B 2.0 2.30
] 2 1ias 111698 P48, code B 23.00 -22.50
a 2 11i69g oooion | PO 8 dizcount untaken. 2.0 -25.00
4/3/99 4/8r99 P! Pavable Purchase 150.00 -175.00
TOTALS 250 177.50 -175.00

FIGURE 9-20. A sample running balance report.
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Payable Statement
This report uses the same Allocation Report Specification dialog shown in
Figure 9-19. A new page is started for each account’s payable statement. The
report will only those items that match your specifications.

If you want to use different specifications for different accounts, then locate
each set of accounts in a separate selection and print the reports in separate

batches.
Payable Statement Thia, May 27, 1999 T184M  Page 1
From 00/00M00 to; 527949
Sarnple Payable Statement
30007-34 Fef. #
5 Babolat & Sons
Account of  Yendor ¥ 5 Babolat & Sons Temns: PrePaid
Crwed beforeiterns Changein Period  Ending Balance
.00+ 175.00 = 175.00
Doc. M2 [Tran.Ref | Effect, Due Title Paid| Awailable Oweed | Cutstanding | Bunning Tokal
§ § 111198 P.CID#E, code & 2.50 2.50 -2.50
& & 11198 P.OD#E, code 8 25.00 22.50 22.50
[ [ 116195 PO 8 discount untaken. 2.50 2.50 25.00
415199 Payable Purchase 150.00 150.00 175.00
Pleaze send correspondanc e bo: TOTAL 2 EQ 2 EQ 177.50 175.00
Ending Balance Owed: 175.00
Thark Yau
FIGURE 9-21. A sample Payable Statement.
|
Aging Report Selecting Aging Report... opens a 4 page specifications dialog. Separate print

specifications are saved for each journal. Aging reports for accounts on different
journals must be printed from the Payable Accounts area for that journal.

Pressing the Enter key will take you through the sequence of pages until you
reach the last page. Pressing the Enter key when you’re on the last page, the Print
page, will print the report. You can return to any previous page using the tabs at
the top of the screen.

When the again report is printed, the report settings are saved to disk. A separate
set of report settings is saved for each journal.
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Date Range Page

Accounts Page

Here you specify the aging criteria (aging based on due, entry, or effective date),
the starting date, and the aging range in each of the reports four aging periods.

The report also includes a popup with the options of including both outstanding
payable items and items already paid, or only outstanding payable items.

If you're aging a Receivables Journal, for example, then the Receivable Only
option shows the aging of unpaid receivables. If you choose Receivable & Received
the report shows all components effecting the chosen accounts in the aging peri-
ods. This second option results in a report that shows all sales made in each of the
aging periods, not just those awaiting payment.

N===e=esesesesms————— Aging S5etup =— nl| =|
Date Range IAttnunts |Transactions |[printing | Jriga (2]
Settings for Payable Journal Aging Report J””_"_'E]._%

4

Do aqing according to dates starting
at [10/05/95 B and including the following day ranges:

1st period Znd period

rard period th period

0 to | 31t | 61 o 91| days and beyond.

Do aging of outstanding amounts

payable and paid. -
I J

includes Cr & Dr transactions

| Mext Page ]

Cancal

FIGURE 9-22. Date Range page of the Aging Setup dialog.

Unlike the other reports available from the Allocation List screen, the aging report
either includes those accounts in the current selection, all accounts on the jour-
nal, or all accounts related to a particular profit center. This is set using the radio
buttons in the Report On area
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= AmgingSetuyp ="c———————1H
Date Range | Accounts ITransactinns HPrinting driob %)
Settings for Payable Journal Aging Report Journal 1D

rDisplay aging details for
() only GL accounts
{2 GL & all accounts
® accounts as specified in each GL account!

[ Include only active GL Accounts

rReport on
i al ) currently selected  accounts of this journal, or ..
(O Limit to profitetr: | =

FIGURE 9-23. Accounts page of the Aging Setup dialog.

The three radio button settings in the Display aging details for area determine
the amount of detail to include on the aging report.

* Only GL account:
aging totals are only give for the totals of each GL account. That is, the report’s
rows list only GL accounts.

e GL & all accounts:

aging totals are displayed for each account. These are then grouped and subto-
taled for each GL account.

* Accounts as specified in each GL account:
the account details for some GL accounts are displayed, and for others only the
GL account totals are displayed. Which GL accounts are shown with account
details and which are not is determined according to the “List accounts related
to this GL account” setting in the GL account entry screen (see section entitled
“Journal Reports” on page 63).

Transactions Page The aging report can include or exclude transaction details. That is, you can dis-
play only the outstanding balances in each period, or you can also display the out-
standing balances and the transactions that contribute to each.
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e Mmingetip ===—"———————HH
[Date Range |Accounts | Transactions IPrintim_:|| Jri0e
Settings for Receivable Journal Aging Report Journal [T

7

Include in Report

® o
2 do

actions

4

[ Include only posted transactions

FIGURE 9-24. Transaction page of the Aging Setup dialog.

If you choose to include the transaction details, then you can also set the “include
only posted transactions” check box to further limit the details that will be
included in the aging criteria.

Printing Page The aging reports, like all other reports, can be printed to paper and/or disk. Its
report heading is entered here on the Printing page of the specification screen.

The “Show and sort by profit center names” check box will group the GL account
that appear on the report by profit center, and display each group alphabetically
according to the name of the profit center.

The display format for the numbers on the report is set in the “display format”
area. Refer to the section titled “Numeric Formats” on page a.196 of the Adminis-
trator’s Manual for details on the codes used for display formats.
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O s e ans pging Setup  Sosisssmenmnamn s O 5

[Date Range |Accounts [Transactions | Printing Jri0d
Settings for Receivable Journal Aging Report Journal 1D
7

[
] *wirite copy to disk

AQing report heading:

1 5how and sart by profit center names.

number display format

[#=# #*n.00 |E]

: Cancel !

FIGURE 9-25. Printing page of the Aging Setup dialog.

Because of the flexibility in configuring the Aging Report we cannot give examples
of each report that can be produced. The following two examples both show a
report covering a selection of accounts in which account aging details are shown.
In the first report transaction information is suppressed. In the second transaction
information is displayed.

Payable Aging Report 615199 50 Ph

Sarmple Payable Aging Report [no transactions] Page 1
Aging on Due dates from Sun, Oct 5, 1997 of outstanding pawable [Credits]  Summaryincludes both postedand Tallies shown Forselected active and inactive
and paid armounts [Debits). unposted transactions. Pavable bype accounts,
Aged: Oko 30 31 ta B0 61 ko 90 beyond 90 dags
Account H* L Account Ancount Mare TF{t)arjig?r:uaT%r] 100517 bo WSAT | 9407 ko BI6MTT | BISMOF ta FIVIOT | TIEMIT and older al ';I'::iaolds
30010 40 Sales Rep Payable Mty Howe 0.0n 0.o0 0.00 0.00 0.on 0.0
Sales Fiep Payable Totals: 0.00 0.00 0.00 0.0 0.00 0.00
20004 1 |Shipping Payable Ship-O-Rama 51.51 0.00 0.00 0.00 51.51 51.51
Shipping Payable Totals: 31.51 0.00 0.00 0.00 51.51 3151
20013 14 |Manufacturing Payahle Wilzon Tennis Co. -2,440.00 0.00 0.00 0.00 -2,440.00 -2,440.00
Mlanufacturing Payable Totals: -2,440.00 0.00 0.00 0.00 -2,440.00 -2,440.00
Grand Totals 2,388 .49 0.00 0.00 0.00 -2,388.49 2,088 .49

FIGURE 9-26. Sample Aging report without transaction details.
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Payable Aging Report
Sample Payable Aging Report

Aging on Due dates from Sun, Oct 3, 1997 of outstanding pauyable [(Credits] and paid

Summsary includes both posted and unposted

Tue, Jun 3, 1999

3:52 PM

Fage 1

Tallies shown for selected active and inactive

amnounts [[ebits]. transactions. Pansable type accounts.
Aged:0 o 30 g GO G110 90 beyond 90 days
Account N GL Account Account Name Total Cwed 100597 ko QISM97 | 19T bo BIBMT | BIS09T ta AAIOT | FIRI9T and Totzl
3 [Fief Code Effective  |Due [Prior Title [Cviginal ©r) older All Perinds
30010-40 Sales Rep Payable Mty Howe 0.00 0.o0 0.00 0.00 0.00 0.00
Sales Rep Payable Totals: 0.00 0.o0 0.00 0.00 0.00 0.00
an013-14 Marufacturing Payable Wilzon Tennis Co. =2,440.00 o000 0.0n 0.00 -2,440.00 -2,440.00
177 09/031992 oofanoo \Withdrawal -2,300.00) 0.00 0.00 0.00 -2,300.00
51 R- 08{10/1992 ] Fiaturi:Make Payment 60.00) 0.00 0.00 0.00 £0.00
Manufactuting Payable Totals: -2,440.00 0.o0 0.00 0.00 -2,440.00 -2,440.00
Grand Totals -2,440.00 0.o0 0.00 0.00 -2,440.00 -2,440.00

Allocation Screen

FIGURE 9-27. Sample Aging report with transaction details.

The following reports are available from within the Payable Allocation screen:

Components Shown
A list of the components displayed. Use the search criteria in the Allocation

screen to locate the items you want included on the report.

Selected Transactions Report Tue, Jun g, 1999 3:38 P Page 1
Sample Cornponents Report
Addresz: Acc'tM B0D13-14 Ref. H Maotes
Mame Wilson Tennis Co.
Jourmal Payable
Lirked to ¥endor: Wilzoh Tennis Co.
Descrip.
Balance -2,400.00
Doc. N* Fef. N Effect. | Attn | ltem Paid Owed Cutstanding
W398 2,500.00 2,500.00
Fp3 G009 |ef 40.00 40.00
551 a1 (d 40.00 40.00
450 [P 40.00 40.00
R- G198 G0.00 50.00
456 Gl 119G 40.00 #0.00
TOTALS 2,500.00 220.00 2,760.00

FIGURE 9-28. Sample Component Report

Running Balance (described above)

A running balance report is printed for the current account between the dates
you specify, or including only outstanding items.
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Payable Statement (described above)
Account statement is printed for the current within the date range you specify,
or including only outstanding items.
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CHAPTER 10 General Ledger

This chapter describes the report printing options of the
program’s General Ledger area.

General Ledger Data

All areas of 4th Quarter provide means for producing reports. However the Gen-
eral Ledger (GL), Financial Report, and Journal areas of the program provide the
most flexible tools for account auditing and oversight. In this section we will con-
sider the structure of the General Ledger, the role of posting, and the means for
generating reports.

Flow of Data All transaction entries affect journal accounts. These entries are created as
unposted transactions. Their debits and credits only update general ledger account
balances when transactions are posted. You cannot directly debit or credit general
ledger accounts.

Posting is a batch process. You specify the transactions you want to post and the
program systematically marks these transactions as posted and updates the bal-
ances of the general ledger accounts to which they point.
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In addition to marking transactions as posted, the posting process also creates
summary records. A summary record is created for each period and for each GL
account whose balance is affected by transactions posted in the current batch.

The summary will reflect a large or small number of transactions depending on:

* the frequency with which you run the batch posting process,
* the number of accounts linked to each GL account,
* the number of transactions entered.

Summary records store the net change in the GL account’s balance due to all
transactions in the batch. They are marked with the date of the posting
period.Posting summary records provide the system with a break-down of the total
balance by period. Summaries enable the system to quickly generate financial
reports based on posting periods.

Once transactions are posted they cannot be modified. The posting records cre-
ated in the posting process also cannot be modified. In this fashion the balances in
the GL accounts have a fixed audit trail: once a transaction contributes to a GL
account it cannot be changed. However, you can post to previous periods by creat-
ing post-dated transactions and including them in subsequent batches for posting.
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GL Accounts Summaries Transactions
Period #1 Posting Period #1

Total for #1

Payable Purchase

i
1l

Total for #2 0

Period #2

Receivable Total for #2 | Period #2
1~ Total for #3 Sale

Sale

Reports Functions Invoice
Financ.| |Trial ° Invoice
Report | [Balance

FIGURE 10-1. The flow of GL account information from transactions to summary records
to GL account balances.

]
General Ledger The General Ledger is known as a “journal of final entry.” It presents a summation
Accounts of unmodifiable transactions. The General Ledger consists of records of amounts

posted to GL accounts. The amounts posted summarize the transactions affecting
these accounts over a period that you define. Posting records stores the total deb-
its and credits to GL accounts

Transactions do not affect the associated GL accounts until the transactions are
posted. When a transaction is posted it contributes a new GL posting record,
which collects all transaction components directed to a given GL account. Once
posted, transactions can no longer be modified.

Only the balances, or changes in balances, of GL accounts appear on financial
statements. GL account balances are affected only by the posting of transactions;
you cannot post records directly.
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General Ledger

MNew Posting...
Posting Entry Range...

Year End Close...

General Ledger Posting List

Access the list of the values posted to the General Ledger by selecting GL Entries
List in the General Ledger pop-up menu from the Control screen. This displays
the posting summary records. The buttons at the bottom of the screen provide
4Q’s familiar data management options.

| General Ledger Postings: 81 =
attn| Effect. Date |Account [ Journal Dehits [Credits -
1/31/99 10002 Client Receivable Receivable 35.00 =
1/31/99 80031 Sales Rep Purchazes Expense 35.00
331799 30009 Shipping Payable Payable 100.00
AF31/99 80003 Shipping Purchases Expense 100.00
4/30/99 30009 Shipping Payable Payable 525.00
4/30/99 300035 Shipping Purchases Expense 540,00
4730/99 30007 Manufacturing Payable Payable 150.00
4/30/99 0007 General Inventory Expe Expense 15.00
4/30/99 0025 Manufacturing Purchase Expense 150.00
1/31/99 10002 Client Receivable Receivable 325.00
1731799 60001 Client Sales Income 325.00
2528799 10002 Client Receivable Receivable 192.00
(Effect. | | o 16,612.76|  18,482.76
Gp4o To post use NEVW POSTING item an the GL menu.
[Search.. [w | [ sort || Detsiz=  |[setcLaten || Report. |
e <)== ) -
4 vz

Searching

General Criteria...

Showe Al

Last Posted Date
Fizcal Year Previous
Fizcal Year Current

ch

FIGURE 10-2. General Ledger Postings list shows amounts posted to GL accounts over a
given period.

In the General Ledger Postings screen, the Search popup offers various choices
for locating posting records.

The General Criteria... item opens the dialog below. This dialog has two search
criteria areas: the GL account area above, and the Posting Date area below.
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GL Posting Search
Search for posting entries meeting the following criteria:
-] GL Account
T : [ attention [ ] use"@" aswildeard value
account: L ]
and..
(2 account type [Current Asset | [ Debit [ | prefix number
) department [ - | d with "+ or <" to
' and... indicate greater
(3 profit center [ - | [ credit [ or less than
2 journal | Expense - |
and__.
—[_] Posting Dates
00700700 ()t [0070o/00 (=)
by @ Effective
() Sustern Date
rSearch and
® Peplace ) Add to ) Pemove from  previous selection
Search in selection
o

To search on a criteria specified in the upper area place a check mark in the GL
Account check box. Locate a single GL account by typing its account number in
the entry area next to the Account radio button, or press the GL Search button to
locate multiple GL account.

If you want to locate posting entries by account type, department, profit center or
journal, then select the criteria using the radio buttons and specify the corre-
sponding value using the popup menus.

You can specify additional criteria to limit the located posting records by their
attention values, debit or credit amounts. To indicate these additional criteria
select the corresponding check box or boxes on the right side of the screen and
enter a search value. To locate posting items whose debit or credit amounts are
greater or less then a particular value you should proceed the value with the char-
acter “>” or “<” to find values greater or less than the number that follows.
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Show All, Last Posted,
Previous & Current FY
items

Posting

General Ledger

Mew Posting...
Posting Entry Range...

¥Year End Close...

If you need to locate posting items according to account rather than GL account,
then you can do this through the Posted Components screen that is discussed in
the section entitled “Posted Components List” on page 269.

Posting Date Search

To locate items posted within a certain period check the Posting Date check box
and enter a date range. Select the “System Date” radio button to indicate that you
are interested in items posted on a particular date, or the “Effective” radio button
to indicate you are interested in items posted fo a particular date.

Remember, these are the dates assigned to the posting summary item, not the
dates of the items that the entries summarize. Normally you would post items that
were entered in a period to the date at the end of that period. However you also
have the option of posting to past or future periods.

These search options, available directly from the Search... popup in the GL Post-
ings list screen, locate items with requiring further specification. The Fiscal Year
criteria use the effective posting date and the currently assigned Fiscal Year.

Updating GL Balances

Posting transactions summarize the effect of transactions on GL accounts. Each
posting record summarizes the contributions to a particular GL account of all
transactions entered within a particular period.

The process of posting transactions is the process of summarizing and recording
the effects of transactions on GL accounts. A separate posting record is created for
each GL account in each period for which items affect that account.

Posting is performed manually by selecting the New Posting... item on the Gen-
eral Ledger menu accessible from the General Ledger List. The posting screen is
shown in Figure 10-3 on page 266.
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When posting is performed, the system locates unposted transactions in the indi-
cated date range. The contributions that these transactions make to each GL
account is calculated and stored in a posting summary record. The system then
marks the transactions as having been “posted”. Once transactions have been
posted they cannot be modified or deleted.

Posting entries themselves cannot be modified or deleted. However, additional
posting entries with the same effective date can be added in order to correct
errors or omissions.

Every posting entry has an effective posting date, a system posting date (given by
the system clock), a GL account, a total of all the credits and a total of all the debits
summarized by the posting. Both the debit and credit totals are recorded.

A transaction involves at least two components and, as a result, posting a single
transaction will affect at least two GL accounts. Transactions must be balanced
before they can be posted (the credits must equal the debits), and because of this,
posting always creates an equal amount of credits and debits. Consequently, the
General Ledger, and any Trial Balance obtained from it, is always in balance.

Posting with Periods or Fixed Dates

You control the transactions to be posted by specifying all unposted transactions,
or a range of dates. This transaction date range can either refer to the date on
which the transaction was entered, as recorded by the system, or the effective
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transaction date, as recorded by the user. The system totals all unposted debit and
credit contributions in this date range and creates a series of posting entries.

Postings Specifications

Current date is Tuesday, May 11, 1999
If this date is incorrect press CAMNCEL |
*General Ledger entries can not be changed*

rPeriod
Effective posting date{s):

& create postings by period &) azsign the date

Accumulate accaounts by calandar manths 5711499 E]

according to effective date. Assign the last day to all postings.
of the period to the posting records.

rTransactions to be posted

Transactions in range of

} dates :[1/1/98 | = Jte:[5711/99 || »

{date ranges are inclusive)
() Selected Transactions |No transactions selected.

{2 &11 Unposted Transactions in &1lowed Range

Gplo

FIGURE 10-3. The New Posting screen requests options for what transactions are to be
posted.

To assign a specific date to all the posting entries, select the radio button labeled
Assign the date <date> to all postings. If you specify a posting range in the
lower part of the screen, then the assigned date must be within the posting range.
When you specify posting in this manner, the GL posting entries that are cre-
ated— summarizing the debits and credits in the posting period — are all assigned
the same specified date.

The other option is to select the “Create Postings by Period” radio button. This
instructs the system to create posting entries that summarize each period. The
unposted transactions in the range are segregated by period (as specified in the GL
area of the Maintenance screen). Their contributions are summed within each
period. A posting entry is created for each period and it’s assigned the date at the
end of the period. Refer to the section entitled “GL Accounts” on page a.47 of the
Administrator’s Manual for information on how to set GL posting periods.
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Example

Transactions to be
Posted

Transactions that Will
Not Post

Suppose you are posting transactions with effective dates between November 1st
and December 31st, and you are using calendar months as your GL periods. When
you press the Post button the system locates all unposted transactions dated
November 1st through November 30th, totals the debits and credits from these
transactions, creates a November posting entry summarizing these totals, and
assigns this entry the date November 30th. The system will then locate all
unposted transactions dated December 1st through December 31st, perform the
same operation, and create posting entries dated December 31st.

You can select the transactions that you want to post according to the dates when
the transactions were entered, or you can manually select transactions using any
criteria at all. This is determined by which if the following radio buttons you
select:

Effective date range: specify the first and last effective date that is included in the
posting range. Only unposted transactions will be located.

Entry date range: specify the first and last transaction entry date that is included in
the posting range. Recall that the entry date is the actual system date on which
each transaction was entered. Only unposted transactions will be located.

Selected transactions: this option opens a transaction list screen in which you can
perform a variety of searching and sorting operations to locate the transactions you
would like to post. Once you’ve located the transactions you’re looking for, high-
light them and press the Select button to return to the Posting Specifications
screen.

If you've selected this option, located transactions to post, and then need to
change the transactions you selected, press the “Selected Transactions” radio but-
ton again to reopen the Transaction List screen.

After you've fully specified the transactions to be posted, press the Post button to
begin the posting process. The system processes the selected transactions one day
at a time beginning at the first day in the posting period. The system displays the
date being considered and the accounts that are affected as posting progresses.

The system will not post transactions if they:

* do not balance
* involve the Suspense account
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Mew Posting...

Posting Entry Range...

| Year End Close...

* are marked as Do Not Post
* do not meet the posting criteria
* have been previously posted

You can abort the posting process by pressing the usual Control+. (Windows) or
Command+. (Mac) key combination. In the event that you do cancel posting the
system will halt any further posting operations but it will not undo whatever post-
ing operations it has already completed.

Lock-out Dates

The lockout dates are the earliest and latest dates that can be assigned to new GL
items. Setting the earliest date allows closing earlier periods because it prevents
transactions from being posted to them. Setting the latest date prevents transac-
tions from being posted to periods in the future.

Posting Entry Range

Set date limits of earliest date:
|: ) current system date

@ fixed date of [01701798 | %)

and 1atest date of postable transaction:

[chrrentsustem date ]

| IS— |

O fixced date of [05/1171999 | ¥ ]

These are the earliest and latest posting dates
that can be assigned to new GL entries. Set
these limits to prevent posting outside this

period.
Set I I Cancel l
Gpa0d

FIGURE 10-4. The Posting Lockout Date screen allows you to prevent entries to past or
future periods.

If there are unposted transactions with an effective date that is earlier than the
Lockout Date, then these transactions will not post. If you have somehow failed to
post transactions that affect an earlier closed period, then you'll have to tempo-
rarily lower the GL Lockout date in order to post them.
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If you do post to a previously closed period, remember to raise the Lockout Date
when you're finished. Also remember to regenerate financial reports for that
period since the new postings may make the previous reports incorrect.

]
Posted Components Each posting record summarizes the effects of one or more transactions on a par-
List ticular GL account in a specified time period. The number of transactions summa-

rized depends on the accounts activity and how frequently you post.

You can trace the history of a posting by examining the transaction components
that it’s composed of. Highlight a posting record and press the Details button to
look at its components.

[0 =——"-"-——"<———— Posted Components: ' =———————— 0 B
Accaunt attn |Ref. N2 |Effect. | Motes | Debit/Credit |a
1000212 Grundwald Construction 4417799 P S00.00
1000217 Bob Cross 4117499 P 50.00
10002 16 iMapoli Asso. {to print} 4/9/90 p 25.00
1000212 Grundwald Construction 476,99 P 14.45
10002 67 Croswell Enterprizes {to print} 475799 P 127.00
1000212 Grundwald Construction 445,99 P 191.00
1000212 Grundwald Construction 4/5/99 P 155.20
10o0z12 Grundwald Canstruction 475799 P 1,843.00
10002 16 DiMapoli Assoc, 4/1/99 P S00.00
Components of 1 GL entries, relating to 1 GL Ref. W2 vl Effect. vl or
Teon accounts. |—|=

-
i

FIGURE 10-5. The Posted Components screen shows components of several GL posting
entries. Each row refers to a transaction component.
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Searching The Posted Components screen enables you to search through all posted compo-
nents, not just those associated with the chosen entry. Select “Account...” from
the Search popup menu to open the Component Search criteria dialog.

Component Search

@) GL Aot NE

L 1
() GL Acct. Mame I:l
) Account MName I:l
) dccount N2 I:l without suffiz
) Tranz. Attention I:l
GLAttention [ ]
Entering User I:l
Debitamount [ |
Credit Amaunt |:|
Posted from oosoo/s00 @

to 00s00/00

{Append @ symbol as a wildcard. 3

and that are:

:|13t 10 letters

(SESESEONS

Search and.__ Tet o

{® Feplace ) Add to l

() Remove from  previous selection
Cancel

() Search in selection

FIGURE 10-6. The Components Search dialog.

This criteria screen enables you to locate components of posted transactions on
the basis of the account, amount, entering user, or posting date. To extend a
search on a string of characters append the “at” symbol (@) at the end of your
search criteria. To locate items that end in a group of characters place the “at”
symbol at the beginning of your search string.

As is the case in all 4th Quarter search dialogs, you can search for items that meet
multiple criteria by performing multiple search operations. For this you use the
Replace, Add to, Remove From, and Search in Selection radio buttons at the bot-
tom of the screen to apply additional criteria to those items already located.
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Posted Component

Details

To view the complete, posted transaction highlight a component and press the
View button. This will open the transaction to which the indicated component is
attached. Since the transaction is posted it can not be modified. It will be dis-
played in a display-only screen.

Even though transaction have been posted you can still make limited changes that
do not affect the transfer or allocation of assets. These changes can be made to the
title, attention and memo fields. You will find these fields to be enterable on the
Transaction Display Only screen.

0 =——————Transaction Display Only: 1of | =—————EIH
Transaction ICDmpunentsl Tr200a @
Posted entries cannot be modifed. Pasted Trans. [0 Entered Entered by

| 4/30/99 || 241 || 4/5/99 || Designer |

Title [Invaice 60291 | Correcting Transactions

Date |04/05/1999 Status| Unverified viewold | 1ID#[_ none
Ref. # Type [ Wi Wenr ] |D#I nnne|

. [ Do not post

[rue 000000 Dizcount Due |O0/00/00
Credit 191.00 Terms | |
Debit 191.00 Autoallocate| to MO acconnt - |

At

Merna f I*—I

S5/12/99: Tomn Damask claims their 15% discount was not included in the bill.

FIGURE 10-7. The Transaction page of the Transaction Display Only screen allows limited
modifications.

The purpose of allowing this limited entry is to enable you to better audit and
manage your entries. If you need to research entries that have been posted you
can use these still modifiable fields to store your comments and annotations.
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Access from
Components List

Archived Transactions

Transactions are archived through a process that’s initiated by the administrator.

Refer to “Transaction Archiving” on page a.108 of the Administrator’s Manual for
more details. When transactions are archived they are removed from the datafile

and a brief archive record is created in their place.

The original transaction information is written to a separate file that is no longer
part of the 4th Quarter datafile. This original information can be restored from 4th
Quarter’s Restore Archived Transactions area using this archived data file. Refer to
“Restoring a Transaction Archive” on page a.112 of the Administrator’s Manual.

If the original transaction has been archived, its components will not be displayed
in the Posted Components List screen. If there are archived transactions associ-
ated with the posting summary records, the label on the lower right-hand side of
the Posted Components list screen will say “<n> related archive records,” where
<n> is the actual number of transactions archived.

If there is no mention of archive records in this area, then there is no archive
information for the entries you are viewing. This means all the transaction infor-
mation related to the selected posting records is available on-line.

Components of 10 6L entries,
relating to 6 6L accounts.
3 related archive records.

Components of 3 6L entries,
relating to 3 6L accounts.

FIGURE 10-8. Labels in the GL Posted Components screen indicating no archived
transaction records and 3 archived records, respectively.

Archive Transaction List

When the screen says there are related archive records, as shown below, you can
press the View Archive button.

This displays the Archived Transaction List screen. This shows archived records
that summarize transactions contributing to the postings you're viewing, but
whose original details have been removed from the database.
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O Archived Transactions: 4 B
Rstr TrandD| Effective Archived| Tuype 15t Account M2 Debit | 3rd Account M2 Debit
Ref. N2 Pasted Doc W Feomp | 2nd Account N2 Debit | &th Account N2 Debit
- 91 §/28/98 ZA11/99  GHRL 80009.00 -51.51 0.00
slipd §/31/98 45 2 g000&.00 21.51 0.00
- 90 §/28/98 3411799 GHRL 80015.00 -4,477.50 0.00
s1ip3 G/531/958 45 2 10003.00 4,477.50 0.00
- §7 5/28/98 3411799 GHRL S0009.00 -51.51 0.00
slipd 8/31/98 45 2 80005.00 51.51 0.00
- g6 5/28/98 3411799 GHRL S0015.00 -4,477.50 0.00
s1ip3 §/31/98 45 2 10003.00 4,477.50 0.00
Double click on an archived recard for more detail. Scroll to the right to see additional colu Trac20
fos ] ==

-

£

Searching

Accounts Search

FIGURE 10-9. The archived transaction screen showing the information that remains after
a posted transaction has been removed from the data file.

From the Archived Transaction List screen you can search, sort, and print reports.
Any search performed here will apply to all archived transactions, not just those
that apply to the posting item you were viewing.

Press the Search button on to open the archive transaction search screen. The
first page of this screen enables you to locate archived transactions by account.
Press the GL Account or the Account buttons to open either the GL Account List
or the Account List screens.

If you only specify one or more GL accounts, then the system will search for
archived transactions related to the selected GL accounts. If you specify one or
more accounts the system will look for archive records relating to these accounts.
Specifying accounts results in a narrower search than if you only specify GL
accounts.
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Archive Transaction Search

Accounts ITransactiunsl

Search for archived transactions associated with:

.
effective between
I |l | AND

.. |oosaos00
0
[ |-l 1|5 accounts selected. | O+ [675799

r3earch and.___

® Replace ) Add ta i) Remove fram previous selection
{2 Search in selection |

Tracdla

FIGURE 10-10. The Accounts page of the Archive Transaction Search screen.

Transactions Search On the Transaction page of the Search screen specify the aspects of the original
transaction whose archive record you want to locate. The values that you specify
here pertain to the original transaction, not the archived record.

Since archive transaction records do not retain the full information of the original
transaction records the system is only able to locate archive records using the lim-
ited set of properties displayed here.

In addition to the transaction ID, date, and reference number you can also specify
whether the archive records are for transactions that have or have not been
restored.

Archive records relate to transactions that have not been restored when the origi-
nal transaction data is no longer in the datafile. If the transactions were archived
once and later restored, then the system will still have archive records for them,
but these records will be flagged as pertaining to transactions that have been
restored.

If you do not select either the Restored or the Not Restored radio buttons, then the
search will locate archive records without regard to this property.
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Archive Transaction Search

Accounts | Transactions |

Search for archived transactions associated with:

{2 Transaction 1D | 0] to | |
() Effective Dates [oo/00/00 | to Jo5s05/1999 |
@) Pozted Dates [oo/00/00 | to JO5/01/1995 |
) Trans. Ref. W2 | | to | |

MNOTE: use the wildcard character "&@" to extend searching.

(2 Restored (J Mot Restored

rSearch and. ..
) Add to ) Remove fram previous selection

® Replace

() Search in selection

Tracd0 b

FIGURE 10-11. The Transactions page of the Archive Transaction Search screen.

Archive Transaction The archive records do not contain the full information stored with the original
Display transaction, but if you double-click on an archive record you will see the basic
accounting information associated with the transaction. Notice that while the
transaction code, dates, and components are stored with the archive record, the
transaction title, comment, and other nonessential information is not retained

with the archive record.
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Archive Transaction summary: 4 of4 =——————

S =]

f==————————
Archived records are nonmodifiable.

Effective |B/28/98 Code 51ip3

[ Restored

Posted (5531795 Trans. Type [GMEL

Archived (3711799

archive file

Mame of dizk  |ScratchZ:thQuarter v6.0:4rchiva30311_3411/99_18.45.41

Archived doc't Current Account Mame

Dr &rnount

S0015.000-100 Component Purchase Yalue
10003.000-100 Camponent Assets

-4,477.50
4,477.50

Carmnpanents Total of Debits 4,477.50

Tranz ID

TraciO

[ reurn ]

FIGURE 10-12. The Archive Transaction Summary screen displays the basic accounting

effects of the transaction that has since been moved off-line.

If you need to the complete transaction information, then the archived transac-
tions will have to b e loaded back into the 4Q datafile from their archive disk files.
Once this is done the full, original information is again available.

The Archive Transaction Summary record includes the folder path and name of
the file in which the original transaction information was saved. This information
will help you locate this information should you need to locate the archive file.

For more information on archiving and restoring transactions refer to the section
entitled “Archiving Functions in 4th Quarter” on page a.108 of the Administra-

tor’s Manual.

Archived transactions can also be accessed through hypertext reports (see
page 358 in Chapter 12) and through the Administrator’s Maintenance screen
(see page a.108 of the Administrator’s Manual)
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Year End Closing

General Ledger
New Posting...

Posting Entry Range...

Year End Close...

Period Closing

to assign to the closing transaction.

Periods are closed through the Year End Close... item under the General Ledger.
Selecting this item opens the Generate Closing Transactions dialog, shown below,
where you specify the date of closing, the journals to close, and the title and code

When a period is closed a transaction is created that zeros out the balances of

accounts on income and/or expense journals. The balance on these accounts is
transferred to the designated equity account. This is usually one or several

accounts used to track retained earnings.

The date you set is both the date assigned to the closing transaction and the date
up through which the indicated accounts are “closed”.

Generate Closing Transactions

rClosing Date

Close account balances as of effective closing date: |12/31799 E]

&l cantributions to Income andfor Expense accounts
on of before this date will be transfered to equity
accounts.

rTransaction

Each closing transaction will be marked with the current date
and an effective date equal to the effective closing date set above.

IMark each closing transaction with the
following:

Transaction title [some title here

Tranzaction code |:|
Attention field: [ |

Effective date:  |Fri, Dec 31, 1999 | {from abowe)

[#¥] Generate Closing Transaction Log
LOG.Period_Close_12/31/39

Setlogfile Use defaultfile

rJournals

Click to check the journals you
want to close.

- Expense &

{Income and Expense journals)

Close Accounts

Cancel

Trao

FIGURE 10-13. The Closing Transaction dialog for specifying what accounts will be closed
and what values should be assigned to the closing transactions.
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Retained Earnings The balance of every income or expense account is transferred to the equity

Accounts account that’s associated with the parent GL account. Every GL account can spec-
ify a different equity account, the same equity account, or any combination of
equity accounts. For example, all national sales accounts could be closed to a
National Retained Earnings account while International Sales account could close
to an International Retained Earnings account.

The equity account used to receive any account’s balance upon year-end closing is
listed in the account’s GL parent account. Equity accounts can be reassigned to
existing accounts on the Options page of the GL account entry screen, shown
below. Making a change through the GL account entry only affects accounts
related to this particular GL account.

Basic Info | Options IAI:I:uunts [Budget |

[Client Sales

Default Account ¥alues
Yalues assigned to new accounts.

Link to  equity account
|50001-100 : Retained Earnings, Retained Incorm |
Apply to (@ new (O new & current ) accounts

FIGURE 10-14. Equity accounts can be assigned or reassigned through the Options page of
the GL account entry screen.

Equity accounts can also be reassigned to existing accounts on the Journal entry
screen. A change made here will affect the equity accounts listed for all accounts
and all GL accounts that are linked to the journal.

That is, if you change the equity account listed on the Journal entry screen, a por-
tion of which is shown in below Figure10-15, then it will also be changed for
every GL account linked to that journal. This means that the next time you open a
GL account linked to that journal you will see the new equity account link dis-
played in that portion of the screen shown above in Figure 10-14.

iLink journal's accounts to equituy;
|50001-100 : Retained [ncome |

[ new (O new & current ) accounts

FIGURE 10-15. Equity accounts can be assigned or reassigned through the Journal entry
screen.
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Example The indicated accounts are to be “closed” as of the end of December. The system
then calculates the balances for these accounts are calculated as of the indicated
date. Then a closing transaction is created that contains a component that reverses
each of the accounts’ balances as of this date. These reversals are balanced by an
entry to the appropriate equity account.

Note that once you close the accounts the new accounts’ balances becomes zero
as of the indicated date. There may still be subsequent entries that change the
accounts’ balance as of some later date. If you were to re-close the same accounts
as of the same day, then the system would find all accounts to have zero balances
as of that date and there would be nothing to close. As a result no new closing
transaction would be created.

Note also that you can perform this closing operation at any time, not just at the
end of the year. The scope of the closing entries is determined solely by the clos-
ing date that you specify in the Generate Closing Transactions screen.

Reports

GL Postings There are three GL reports accessed from the General Ledger Posting screen:

e Line Summary
* Account Summary
e Trial Balance

These are accessed through the Reports... button on the Postings list. The Trial
Balance and Account Summary are also available as items on the General Ledger
pop-up menu on the Control screen.

Line Summary

The Line Summary simply prints the information displayed on screen for the list of
General Ledger Posting records in the current selection.
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Account Summary

Since you can locate records that represent only parts of transactions, the total
amounts debited and the total credited by all items are usually not equal for a line
summary report.

Entries Posted to the General Ledger Thy, May 19,1954

- Add Your Own Report Title Here - Page

attn| GLID | PostDate [Account Gomments Dr. Gr.
70 (14530003 [74404 Purhases 2,548.95
68 [11/3003 11104 Gash 45.95 325.65
67  |2/30/03  |7401 Purchases 110.00 118.95
65 |9/0/03  |edd0d Saks =0
62 |om0m3 12104 Invertary 845.50 465.00
57 |7tz (12104 I ory ’ 262 45

TOTAL 3,550.40 1,172.55

FIGURE 10-16. Section of a line summary report listing GL posting items.

The Account Summary prints the total amounts posted to the GL for specified
Accounts and periods. It reports the total amounts debited and credited to each
account in two, three, or four periods.

The Account Summary can be printed through the Reports... button on the Gen-
eral Ledger Postings List screen, and through the General Ledger pop-up menu on
the control screen.

The Account Summary Specifications screen, which appears before the Account
Summary is printed, prompts you for formatting information and stores your set-
tings in the database. Settings assigned though this screen are network-wide —

changes in specifications affect all users printing a trial balance.
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Rows & Formatting

Page

[0 =—————Printing Summary Specification E =
Rows & Formatting l(_‘ulumns thDa
Rows:

Base report on
() posting summaries {FASTER)
Tranzactions that are
2 posted
® unposted {FASTER]
() posted & unposted

Accurulate totals based on
(0 effective

transaction dates
W system

Print summaries far
() all active GL accounts
{® only accounts with transactions

Subtotal by
i

[J Limit report to profit center

[

-

rFormat and Hedia:

number dispay |[* ¥, *<¥0.00

[¥] 5end to printer

[J*rite acopytoa
text file on dizk.

Cancel

i

FIGURE 10-17. Account Summary specification screen.

* Base reports on...

The Rows & Formatting page allows for the following specifications:

The trial balance can be printed based on posting summaries, or posted trans-
actions, unposted transactions, or posted and unposted transactions.

— posting summaries: date and balance information is drawn from summaries.

— posted and/or unposted transactions: dates are drawn from transactions, bal-
ances are calculated from transaction totals.

Reports based on posting summaries and reports based on posted transactions
may show different account activity. This is because transactions can be cre-

ated in one period that are posted to another period.

Reports based on posting summaries will print much more quickly than reports

based on the original transaction data.

e Accumulate totals based on ...
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The Columns Page

Here is where you determine whether the trial balance is based on the effec-
tive dates or the date of entry (system date). If you're basing the report on post-
ing summaries, then this specification applies to the effective or system date of
the posting summary record. If your basing the report on unposted transac-
tions, then it applies to the transaction dates.

e Print summaries for ...

These two options determine whether the report will include GL accounts that
have no contributions for the period. If you select the “only accounts with
transactions” radio button, then a line item will appear for accounts with activ-
ity in any of the reporting periods.

Additional check boxes on this screen allow you to limit the accounts that appear
on the report to the accounts of a particular profit center. You can also configure
the report to break out subtotals by account category and profit center.

These two checkboxes are interdependent. If you select the Account Category
box, then you can check the additional Profit Center box. If you do not select the
Account Category, then you cannot select the Profit Center box.

In the Format and Media area you specify how the numerical account totals will
be formatted and the output media. If you check the Send to Printer and the Send
a Copy to a Text File check boxes, then the system will both print and save the
report. Reports saved to disk are stored in tab delimited format with carriage
returns after each line.

Be attentive to your selection of a number display format. If you specify a format
that is too small to fits any or all of your total values, then these values will appear
on your report replaced by the symbols “<<<<<<<<“. This indicates that the
number has more figures than can be fit in the format specified. Should this occur
you’ll need to respecify the format. The codes used in specifying the various for-
mats are discussed in the section “Numeric Formats” on page a.196 of the 4Q
Administrator’s Manual.

On the Columns page of the Summary Specifications dialog you specify the num-
ber of periods to be displayed, and the duration and ending dates of these periods.
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[0 =————"Printing Summary Specification >=r————0 H
[Rows & Formatting | Columns | Gt1OB[Z)

Colurnns print debits and credits going by:

.. f
(2 month rom Specify a date in the final manth and ysar.
() quarter 0&/01/99 % Quarters qo by maonth, give a date in the final
& year manth of the Tast quarter you want reported.
The number of Dr & Cr column pairs in repart:

-z

23

4

SavetPrint

Cancel

FIGURE 10-18. The Column specification page of the Account Summary Specification
dialog.

The date entered indicates the final month of the final reporting period.

* If you're reporting by year, then each year-end balances is calculated up to the
month of the specified date.

» If you're reporting by quarter, then the consecutive quarter-end balances are
calculated based on quarter that ends in the month of the date specified.

» If you're reporting by month, then the consecutive month-end balances are cal-
culated base on a final period month that ends at the end of the month speci-
fied.

In each of these cases only the month and year portion of the specified date are
used.

When you press the Save+Print button a report is created and printed according
to your specifications. If you press the Save button your settings are saved, but the
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Trial Balance

report is not printed. If you press Cancel then any changes you’ve made to the set-
tings are discarded and no report is created.

Posting Summary Page 1
Gurrentdae 549/94 11:18 AM Postings summed by quarer
Includes postings upto. 12/31/93 and grouped by effective date at posting
Account TH 3 - 930093 104 A3 - 1203156
debits. credits debits credits
Asset
11404 Gash 0.00 0.00 0.25 1000
12104 I ntony 11 00 6346 0.00 0.00
13104 Gustormer Receivable 116.87| 0.00 0.00 0.00
Total Asset 127.87) 63.46] Q.25 10.00]
Liability
31404 Vendor Payzble 0.00 1078 0.00 12.50
Total Liability 0.00] 10.78 Q.00 12.50]
Revenue
61104 Saks 0.00 3.85 0.00 0.00
62101 Inventory Sakes 0.00 4000 0.00 0.00
64000 Salkes 0.00 7366 0.00 0.00
Total lncome Q.00 116.99 Q.00 Q.00
Cost 7
71404 Irventory Experee 6350 1122 0.00 0.00
7404 Purchases 11 00 0.00 2250 0.25
Total Expense 74.50 1122 2250 Q.25
Grand Tora) 202.37| 20237 2275 2275

FIGURE 10-19. Sample Posting Summary report.

The Trial Balance displays GL account balances at the end of two, three, or four
periods, using a number of possible formats. The GL Trial Balance Specifications
screen, which appears before the Trial Balance is printed, prompts you for format-
ting information and stores your settings in the database. These settings are net-
work-wide — changes in specifications affect all users printing a trial balance.

The Trial Balance can be printed through the Reports... button on the General
Ledger Postings List screen, and through the General Ledger pop-up menu on the
control screen.
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=——————————— Gl Trial Balance Report =>"—"————H H
Data & Formatting ICqumns | GtZ0a @
Rows:
Report will 3how Subtotal by

() posted end-of- period balances
{within period report)
() unposted transactions

Account cateqory
[ Profit center

&) posted transactions [ Limit report to profit center:

() posted & unposted transactions [ |il
Accumulate totals based an

® erfective transaction dates

] sypstem

Print summaries for
(2 all active GL accounts
- only accounts with transactions

~Format and Media:
Mumber dispay
I###,###,##D.UU I vi
A Send to printer Sexz
L wirite a copy to a text file on disk

FIGURE 10-20. Trial balance specification screen.

Rows & Formatting The Rows & Formatting page allows for the following specifications:
Page * Report will show...
The trial balance can be printed as an end-of-period report, or as a within-
period report. When printing it as an end-of-period report the values on the
report will be based on the posting summary records that contribute to the bal-
ances of all GL accounts.

If you base the report on within-period activity, then you have three choices as
to how the figures are calculated:

— unposted transactions: that do not contribute to GL account balances.
— posted transactions: that do contributed to GL account balances.
— posted and unposted transactions

When printing a within-period report the trail balance will be based on the
posting dates when handling posted transactions, and the assigned dates (effec-
tive or system) when handling unposted transactions.
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Note that when printing a report that includes unposted entries, the figures
displayed on the report will generally not match the balances in the GL
accounts.

e Accumulate totals based on ...

Here is where you determine whether the trial balance is based on the effec-
tive dates or the date of entry (system date). If you're basing the report on post-
ing summaries, then this specification applies to the effective or system date of
the posting summary record. If your basing the report on unposted transac-
tions, then it applies to the transaction dates.

¢ Print summaries for ...

These two options determine whether the trial balance report will include GL
accounts that have no contributions for the period. If you select the “only
accounts with transactions” radio button, then a line item will appear for
accounts with activity in any of the reporting periods.

Additional check boxes on this screen allow you to limit the accounts that appear
on the trail balance to the accounts of a particular profit center. You can also con-
figure the report to break out subtotals by account category and profit center.

These two checkboxes are interdependent. If you select the Account Category
box, then you can check the additional Profit Center box. If you do not select the
Account Category, then you cannot select the Profit Center box.

In the Format and Media area you specify how the numerical account totals will
be formatted and the output media. If you check the Send to Printer and the Send
a Copy to a Text File check boxes, then the system will both print and save the
report. Reports saved to disk are stored in tab delimited format with carriage
returns after each line.

Be attentive to your selection of a number display format. If you specify a format
that is too small to fits any or all of your total values, then these values will appear
on your report replaced by the symbols “<<<<<<<<“. This indicates that the
number has more figures than can be fit in the format specified. Should this occur
you’ll need to respecify the format. The codes used in specifying the various for-
mats are discussed in the section “Numeric Formats” on page a.196 of the 4Q
Administrator’s Manual.
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The Columns Page On the Columns page of the GL Trial Balances Specifications dialog you specify
the number of periods to be displayed, and the duration and ending dates of these
periods.
[[] =———"————— 0L Trial Balance Specification "bo"—0"—————=01 8
[Ruws&Furmatting |CD|U"’IHS Gtz0b (7

Columns print debits and credits going bu:

ol
(2 month o Specify a date in the final month and year .
E'quarter 01/14/99 B Quarters go by month, give a date in the final
() ysar manth of the 1ast quarter you want reported.

The nurber of Dr & Cr column pairs in report:

® 2
Q@3
24

FIGURE 10-21. The Columns page of the Trial Balance specification screen.

The date entered indicates the final month of the final reporting period.

* If you're reporting by year, then each year-end balances is calculated up to the
month of the specified date.

» If you’re reporting by quarter, then the consecutive quarter-end balances are
calculated based on quarter that ends in the month of the date specified.

» If you're reporting by month, then the consecutive month-end balances are cal-
culated base on a final period month that ends at the end of the month speci-
fied.

In each of these cases only the month and year portion of the specified date are
used.

When you press the Save+Print button a report is created and printed according
to your specifications. If you press the Save button your settings are saved, but the
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Posted Components

report is not printed. If you press Cancel then any changes you’ve made to the set-

tings are discarded and no report is created.

Trial Balance Page 1
Gurentdae 54994 11:25 AM Postings repored by year
Includes postings up to 1431 92 acording © effective date atposting
Account Period Ending 1/31/H Period Ending 1/31/92
debits credits debits credits
Asset
11000 Petty Gash 20000.00 20000.00]
11104 Gash 497.50 497.50]
12004 Banks 1,720.00] 1,735.00]
12104 Iz rtony 250.00 250.00]
13104 Gustomer Receivzble 100.00 100.00]
Total Asset 22,567.50 2258256
Liability
30000 Accounts Payable 1000
31101 Vendor Payable
31102 Tax Payable 2.50 2.90
Total Liability 2.50 12.56
Equity
S0000 Retained Earning 10p20.00 10043.45
51400 Partners Gontributions. 2,000.00] 2,043.45
Total Equity 12,020.06 12,086.96
Revenue
61101 Saks
62104 Inventory Sakes
64000 Salks 9,950.00| 9,975.00|
Total lncome 8,950.00 2,975.00]
Cost
81000 Operating Experees £00.00 500.00|
81104 Inve ntory Expense
83101 T=x Bpense
84000 Food and Lodging 1,100.00] 1,063.40
24104 Pumchzses
Total Expense 1,100.00 s00.00|  4,08340 500.00
Grand Tota) 23,070.00( 23070.00| 23,095.00| 25,095.00

FIGURE 10-22. A sample 2-period Trial Balance report.

Pressing the Reports... button in the Posted Components List screen enables you
to print a list of the displayed components. The Posted Components List screen is
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accessed from the GL Posting List screen by selecting a group of posting records
and pressing the Details button.

Summary

80018-100 Component Purchase Yalue Tue, Jun g, 1999 15:39 Page 1
Incame Jaumal
Sample Posted Camponents Summary

ttn] Fref. W2 [ Etfect. [Wotes  [kem [ Debits [Credits
Account Client Sales
8125195 P 15.00
8125198 P 15.00
slip4 8125198 P 151
slip4 812595 P 5151
slip4 812595 P 5151
slip4 8125195 P 51.51
T3 slips Bl25098 P anotheritem described. 4,477.50
T3 slipd 8128195 P 4,477.50
T3 slip3 8128195 P 4,477.50
Subtokal for Client Sales 9,058.02 451052
DR TOTAL 444750 = 905802 461052

FIGURE 10-23. Sample Posting Components Summary report.
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CHAPTER 11 Journals

E This chapter describes the audit, data entry, and printing
E options of the program’s Journals areas.

Journals

Journals are a means of groups together accounts of similar type for easier audit
and review. Journals provide a means of viewing transaction and account history
that is different from the views afforded by the account and transaction lists.

In 4th Quarter you can create an unlimited number of journals and you can open a
separate user area for each journal. You can view entries related to a single or mul-
tiple accounts on the journal.

Journal user-areas support audit reports that provide details of the transactions
affecting particular accounts, plus a summary of the offsets to each accounts.
Aging reports can be created for payable and receivable-type journals.

Structure

Traditional Journal 4th Quarter uses journals in a manner that is different from traditional paper-
Structure based accounting systems and, consequently, from most other computer based
systems as well.
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Journals are traditionally used as single-line entry ledgers. The single-line entries
made in these journals are broken out into several columns. Each column is asso-
ciated with a different offset account. This is illustrated in for a hypothetical sales

journal.
Sales Journal (traditional style)
Date Item Sale Total Cash Rec’ble | Tax Pay’ble | P
3/15/99 Invoice #5699 137.50 0 125.00 12.50
3/15/99 Invoice #5700 460.00 100.00 345.00 15.00
3/15/99 Cash Sale 86.77 78.88 0 7.89
3/16/99 Invoice #5701 215.00 50.00 150.00 15.00

FIGURE 11-1. A traditional journal records entries on single lines, broken out to accounts
listed in a fixed set of columns.

This spreadsheet type of journal is well-suited for manual ledger systems. It is easy
to read and manage, as long as the number of columns fits on the page, and has a
small degree of extensibility through the use of additional columns to the right.

A business based on traditional journals will have several such ledgers, such as a
cash, sales, and purchase journal. These different journals will typically contain
some columns that relate to the same accounts. The cash account, for example,
will appear on most journals.

The information on these disparate journals is periodically consolidated to a cen-
tral ledger, the General Ledger. The traditional journal will have one column used
to record posting. This column, labeled “P” in Figure 11-1, is given a posting num-
ber or a check mark when the journal entry is copied to the general ledger.

This traditional journal structure has several major drawbacks:
* They are unreadable and unmanageable when the number of columns exceeds
the size of the page.

* They decentralize information by recording entries to cash, and possibly other
accounts, on different journals.

* They don’t accommodate exceptions or revisions of the account structure.
e They are ill suited to database management systems.
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[
4Q’s Journal In 4th Quarter a journal is not a form for entering a particular type of transaction.
Structure Instead, 4th Quarter journals are a means to review account activity. The 4Q sys-
tem overcomes the limitations of conventional journals using the following fea-
tures:

* Journals are independent from any particular transaction format.

* Transactions are not associated with a unique journal, but instead, appear on
all the journals that are related to the transaction’s components.

* This system provides a real-time, multi-user view of all entries affecting all
accounts.

* Every account is attached to a journal, so journal present a comprehensive pic-
ture.

e This system provides a complete business picture that complements the Gen-
eral Ledger. 4th Quarter’s unique journal system makes journals simpler and
more powerful.

Journal List — popup on Control Screen
Account List — access to all accounts on a journal

Component List — access to all components of
one or more journal accounts.

FIGURE 11-2. A view of the hierarchy of journals, accounts, and transaction components
illustrates the flexibility that allows elements to be added at any level.

Example #1 A traditional sales journal records a sales transaction on each row and has columns
for sales, receivable, tax payable, and other accounts.

In contrast, 4th Quarter’s Income Journal lists only income accounts. By selecting
income accounts singly or in groups you can display, total, and report on the deb-
its and credits entered for those accounts.
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4Q’s Audit Report (see “Audit Report” on page 308) which is available for all jour-
nals, provides a way to list both the entries made to the journal’s accounts and the
offsetting entries to all other accounts.

Each 4Q journal consists of two screens, one lists accounts and the other lists
entries to those accounts. Figure 11-3 shows the first of these two lists in which
three income accounts have been highlighted.

Income Accounts: 9 =—— L H

Notes ) Cr Balance| |

Client Sales _

Operating Sales .
G0005-200 Client Sales Client Taxable Sales 0.0
60005-300 Client Sales Client Motax Sales 0.00
TOoo0i-100 Interest Incame Interest [ncame 0.0
F0002-400 Shipping Income Shipping Incorme 113.00
@H;HEIF;F_ a a2 = I& a = I I I = EII - P - ==

Only accounts associated with the Income journal are displayed. SUm
Components

fr 05/0171999 search..  |w ||  sort | Report.. | Select
to 0541241999

Wiews

Sul60a

1]

[Fucus v] [ Sets ]
[»

K

FIGURE 11-3. The first part of the Income Journal area is the income account’s list.

The second part of the Journal Area displays entries to the indicated accounts for
the indicated date range. Figure 11-4 shows the entries made between 5/1/99
and 5/12/99 to the three accounts highlighted in Figure 11-3.
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0 =—-——-———— Ilournal Components: 1 =———————————0H0 H
fccount [attn[Ref. M2 | Effect. [ HMotes [Meme price |-
G000&-100 Licensing | ncome 541/99 25001
&0005-100 Consulting 5/1/99 405.00
&0005-100 Conzulting 5/3,/99 405,00
60005-100 Consulting 5/3,99 450,00
&000S-100 Consulting S/5/99 97.00
&0005-100 Conzulting 5/6/99 §7.00
GO0006-100 Licensing Income 547499 550.00
6000S-100 Consulting S5¢7/99 450.00
%) [Ref. N2 | w |[Effect. | w | Debits Credits [sum ]
Te70 Components of 3 accounts. | 2,469.00= | 2,4659.00| - | 0.00|
Applhyto Fepart.,

FIGURE 11-4. The second part of the Income Journal lists entries to selected income
accounts.

Example #2 Each row of a traditional cash journal records a cash deposit or withdrawal. The
columns of the cash journal correspond to various cash accounts.

4Q’s Receipts & Disbursements Journal lists only Receipts & Disbursements
accounts. All entries that affect Receipts & Disbursements accounts, no matter
where or how they’re entered, can be located, displayed, and reported from the
Receipts & Disbursements journal.

Sales and Purchase The Full 4th Quarter application does have Sales and Purchase areas where you
Areas enter transactions of a limited form. The structure of these areas is close to that of
a traditional journal. However,

* Sales and Purchase areas are not referred to as journals.
* They only support data entry in a set of fixed formats.
* Sales and Purchase areas are not supported by the 4Q Core product.

Sales areas are discussed in Chapter 14 on page 389. Purchase areas are discussed
in Chapter 16 on page 471.
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Flow of Data

Types of Journals

The Journal Account List screen only displays account balances. Journals do not
display GL accounts. However, each GL account is associated with exactly one
journal and all accounts related to any GL account will appear on the journal
referred to by that GL account. As a consequence, all accounts that are linked to a
particular GL account will appear on the same journal.

When transactions are entered they immediately update their related account bal-
ances. Since journal reports are comprised of these account balances, journal
reports are always up to date.

The journals do not store cumulative balances. However, by printing a report that
includes all the accounts on the journal you can effectively obtain such a balance.

Since journals are composed of accounts, and account balances are determined by
both posted and unposted transactions, the information on each journal is subject
to modification and revision. Journal reports are less definitive than GL-based
reports whose values are composed entirely of posted information.

Transactions Journals Reports

N
Audit

<

—
; N Audit
[
: <=
Agin
etc. Journal ging

FIGURE 11-5. Accumulation of journal-based information through transactions and
accounts.

4th Quarter enables you to create your own journals. These must be of one of the
seven following types. 4th Quarter automatically supplies one journal of each type
when a new datafile is created. You can create as many instances of each type of
journal as you wish.
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General All accounts that do not appear on other journals
Income Income and revenue type accounts.
Expense Cost and expense type accounts.
Payable Liability accounts.
Receipt/Disbursement Cash accounts.
Receivable Credit accounts.
Pass Through A repository for all non-asset type accounts.

Each type of journal has its own restrictions about what kinds of accounts it can
include. For instance, Income and Expense type journals can include only Reve-
nue and Income, and Cost and Expense Accounts, respectively.

This means, for example, that these Income Journals can contain only accounts
related to a revenue or income GL account. Restrictions of this sort apply to the
accounts appearing on other journals.

Journals provide a means of grouping accounts. They provide functions for report-
ing, auditing, reviewing, and summarizing the accounts associated with them.
There are two big differences between journals and the General Ledger:

* Journals contain accounts, while the GL contains accounts.

* Journals report account balances affected by posted and unposted transactions,
while the GL reports GL account balances affected only by posted, unmodifi-
able transactions.

In addition to these minor differences:

* The GL contains all types of accounts. Most journals are limited to one type of
account.

* Journal entries can be modified until they are posted. GL summary records are
represent the contribution of posted transactions. They cannot be modified.
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Access to Journals

Accounts & Relate
GL Accounts
#dd Account

v

Related Items
Modify:

Departments
Profit Centers
Journals

On-Line Auditing

The database is normally set to prevent anyone from making changes to the jour-
nals or adding new journals. In order to access the journal’s list you must go to the
“Journals, Allocation” page of the Maintenance screen. There you'll see the “Add,
modify or delete Journals” setting that you can set to “Yes, until next user logs
on.” You must then press the Accept All button to effect this change.

’VJournals: @

Add, modify or (® Ves untilnext () No

delete Journals: user logs on

FIGURE 11-6. The maintenance screen setting that allows journals to be modified.

The Journal Editor can be accessed only when set to be modifiable in the Mainte-
nance screen. When modification is allowed, the journals are accessed through
the Accounts List item on the Control screen’s Chart of Accounts pop-up menu.
Once you are at the Accounts List screen, choose the Journals item from the
Related Items associated menu.

Journals are assigned to GL accounts through the GL account’s entry screen. The
journal associated with a GL account is inherited by all its accounts. The relation-
ship of accounts to journals is totally automatic once the GL accounts are defined.

To access journals from the control screen, choose the Account List item on the
Chart of Accounts pop-up. From this screen choose the Journals item from the
Related Items menu associated with this list screen.

If you have unlocked the journals, you’ll see the Journals List screen shown below.
If you have not gone to the maintenance screen to unlock the journals, you’ll
receive the message “The data base has been set so that the journals cannot be
modified”.
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O0=——————————— loumillist I ==———————————"FHH
Type 1D N2 Marme # of GL accounts
Expense 3 Expense 33
General 1 General g
| ni:o e 2 Incarme 10
Pazs Through 5 Pass Through u]
Payable 4 Payable 19
Recei pt/Disbursement 6 Receipt/Disbursement z
Receivable 7 Receivable &

7 Double click onoa journal to rodify name or type.

FIGURE 11-7. Journal List screen for adding, modifying, or deleting journals.

Double click on a journal to modify it through the entry screen shown in Figure
11-8. You can modify the journal name, and the change will appear on your com-
puter as soon as it is entered. However, other users will be unaffected unless they
log on after you've made the changes. If there are GL accounts assigned to the
journal, you will not be able to delete the journal or modify the journal’s type.

Press the Add button to create a new journal, or double click on a journal record
to modify it. A journal’s type can be modified as long as no GL accounts are
assigned to it. Journals that are not associated with any GL account can also be
deleted.

Equity Account Assignment

Equity accounts can be assigned to journals and these equity accounts are used to
receive accumulated income and expenses when the year (or period) is closed.
These equity accounts are usually but not necessarily given the name “Retained
Earnings”. A different equity account can be assigned to every journal.

The equity account assigned to a journal is the default equity account used by any
GL account linked to this journal. However, you can assign different equity
accounts to GL accounts thereby overriding default set for the journal.
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E =——— lournal Entry: Jofi "M E
J 11D
MNarme (I ncome | (] Link journal’s accounts to equity: uur;a
Type [Income | '50001-100 : Retained Earnings, Retained | ncome
| new () new & current J accounts
Assigned to GL &ccounts
Hurnber Marne Jaurnal -~
Toaoi Interest Incame Incame
Joooz Shipping Incame Ineame
&Goa0i Client Jales Incame
Go0oz Finizhed Goods Inventory Income
GO003 Companent | nventory Ineome
so0o04 Operating Inventory Ineome
aooo? Instruction Inventary Sales Incame
40005 Client Jales Incame
Joo0o incame Incame
GO0006& Client Jales Incame
-
FIGURE 11-8. The Journal Entry screen from which equity accounts can be assigned
globally.
Example An National Income Journal can be assigned a National Retained Earnings equity

account. The journal may have the Chemical Sales and the Glassware Sales GL
accounts related to it. When the journal is closed all chemical and glassware
accounts on that journal will close to the National Retained Earnings account.

At some later time you could decide you wanted to separately track the retained
earnings for Chemical Sales and the Glassware Sales. At this time you go to the
Chemical Sales GL account and change the equity account to one named Chemical
Retained Earnings. You go to the Glassware Sales GL account and change its
equity account to one named Glassware Retained Earnings.

When you next close your accounts, Chemical and Glassware retained earnings
will flow to these different retained earnings accounts.
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Journal Accounts Select the Journal... item from Accounting menu or choose a journal directly
from the Journal pop-up menu on the Control Screen.

Journals

Select a Journal.

Expense A
General

| neame

Pazs Through

Payable
Receipt/Disbursement
Receivable

-

D180

I Select l Cancel l

FIGURE 11-9. The Journal List dialog opened by selecting Journals... from the
Accounting menu.

Selecting a journal opens a journal accounts list. Only accounts that are associated
with this journal are displayed in this list. Searching for accounts from a list of
accounts associated with a particular journal will only locate accounts that are
listed on that journal.

Journal Accounts List Screen

Accounts listed on the Expense Journal are shown in Figure 11-10. This is the first
of the two main list screens that give you access to the accounting information
available through any journal. From here you can print journal reports or examine
the components of a journal.
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Expense Accounts: 46 HE
Accaunt
Tax Expense
S0004-5 wages M. Dixon
goo04-10 Wages Karl Hollander
g0004-15 ‘Wages FICA
g§0004-25 Wages SUTA
g0004-30 Wages S01-K
BO00 500 | ages  JPayrol | |
s0005-100 Financial Operations Bank Expenses
go00s-200 Shipping Expense Shipping Expense
@-;_u;-—auv- “all.iv_ = . _auv
Only accounts associated with the Expensze journal are displayed. sum
Components —————
e | fr 01/01/1998| [Search.. | w|[  sort [ Report. | Select
to 0541371999
o (Facus v [ s ) o
Sul60a -
1] >z

Journal
Components List

Components of Many
Accounts

FIGURE 11-10. Accounts on the Expense Journal.

To examine the journal entries you can either first specify a date range, or first

view the account components and then limit them to a date range. It is less work
for the program, and therefore the program will perform more quickly, if you first
specify a range of dates. Do this by pressing the In Range button at the bottom of

the account list. This opens a dialog in which you can specify the starting and end-
ing dates in your range of interest.

Next, highlight the accounts whose components you want to view and press the
View button. This brings you to the Journal Components screen. This is the sec-
ond of the two list screens that provide access to journal information and is shown
in Figure 11-11. The caption at the bottom of the screen, just above the Sort but-
ton, informs you that you’re viewing the components of two accounts.
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Components of One

Account

[0 =———"—"——Journal Components: 7 EE
Account [attn|Ref. M2 | Effect. |[Motes |Memo Dr/Cr
80004-9001 Payrall 4/21499 Z60.00
80004-2001 Payrall [to print} = 4721799 25.00
80004-9001 Payrall PR-1/20  4/20/99 %  Wages 2586-2656 395.95
80004-2001 Payrall PR-1/20  4/20/9% % Wages 2586- 2656 T05.98
goooi-100 Sales Comrmission 31 3417499 * 4.60
80004-2001 Payrall PR-1/20  1/2049% P ‘Wages 2586- 2656 T05.08
80004-2001 Payrall ET-1/2 1/2/98 expense 58368
[Ref N2 w |[Effect. | w | Debits Credits [sum
Te?0 Components of 2 accounts. | 1,219.26(=| 1,640.24 - | 420.98
[raturn

FIGURE 11-11. Components of multiple selected accounts on the Expense Journal.

If you select only a single account before pressing the View button, then a slightly

different component list screen will appear, as shown in Figure 11-12. This screen
shows the accounts name, balance, year-to-date balance, and other information in
addition to the list of requested components. If the screen displays these details

for a particular account, then you know you’re looking at the components of a sin-
gle account.

[0 =——————"——"— Fxpense Components: 5 HE
dcc't|50004-9001 ||Payroll ||Expense | 470 || active|
Baln 1,214.66 | ¥TD 630.98 | Ref. 2
attn| Ref. N2 [Effect. Motes | Item Debits Credits

{to print} 4721799 25.00
PR-1/20 4/20439 ‘Wages 2586- 2656 395.93
PR-1/20 420439 Wages 2556- 2656 39598
PR-1/20 1420099 ‘Wages 2556- 2656 395.95
ET-1/2 1/2/98 B PENSE 58368
[7) [Ref. b2 |« |[Effect. || sum || as466/=]  1,37564- 420,98
Sort b odify
v | [ view |

FIGURE 11-12. Components of a single Expense Journal account.
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Just as these two list screens are different, so to do the single and the multiple
account screens provide different reports. Decide which reporting functions you
need before deciding how to view the component information.
]
Searching Both component list screens enable you to search for compo- T
nents that meeting new criteria, but the components located dccount...

Transaction Search

Account Search

will be limited to the accounts you are viewing.

Show A1

The “Show All” option will either show you all components on
the current journal or all components related to the currently displayed account.

* [t locates all components of the current journal if you are selecting it from Fig-
ure 11-11 that displays data for multiple accounts.

* It locates all components associated with the current account if you are select-
ing it from Figure 11-12 that displays data for a single account.

Select the “Transaction...” to locate components using Transaction search screen.
This is the same search screen that was discussed in Chapter 5 on page 106. How-
ever, this search performs differently depending on whether you are looking at the
components of many accounts, or the components of a single account.

* If you are looking at the components of many accounts, then components will
be viewed through the list screen shown in Figure 11-11. The transaction
search performed from this location will only locate components that appear
on the current journal’s accounts.

* If you are looking at the components of one account, then components will be
viewed through the list screen shown in Figure 11-12. The transaction search
performed from this location will only locate components that are associate
with the current account.

This is in contrast to the way the same search performed in Chapter 5. In that
case there was no limitation of the items found being related to the current jour-
nal or the current account.

Selecting the “Account...” search criteria from the Search popup opens the
Accounts screen that was discussed in Chapter 5 on page 107. However, just like
the transaction search, this search also performs differently depending on whether

304

Journals 4th Quarter User’s Manual



Reports

you are looking at the components of many accounts, or the components of a sin-
gle account.

* Ifyou are looking at the components of many accounts, then components will
be viewed through the list screen shown in Figure 11-11. The account search
performed from this location will only locate components that appear on the
current journal’s accounts.

* If you are looking at the components of one account, then components will be
viewed through the list screen shown in Figure 11-12. The account search per-
formed from this location will only locate components that are associate with
the current account.

Example If you are viewing the components of one account and you perform a search for all
components in the previous year, then you will find all previous year’s compo-
nents for that one account.

If you are viewing the components of 10 accounts and you perform a search for all
components in the previous year, then you will find all the previous year’s compo-
nents for those 10 accounts.

Reports

Component List If you are viewing the components of multiple accounts and press the Report...
button you can print the list of components that is displayed on-screen either with
or without subtotals for each account. A section of this report that provides
account subtotals is shown in Figure 11-13.

4th Quarter User’s Manual Journals 305



Journals

Account List

Thid, ey 13, 1999 Page 1
Expenze Joumnal
Acount
Art] o de | Tron.IC# | Effective [Entered  [Mokes] Title = | Debits | Credits
20001-100 Sales Commission Expetise
| jeck] 31499 4f22099 * o Invoice IDH31, code 3 460
Ab asdfasdfa 237 4499 4499 P gegwequequege 5 pallettes 150100
20001-100 Sales Commission Expense Total 4.60 150,00
2000490071 Payrall
ET-1i2 408 1293 51699 Checkhiark Payroll  expense 583 .68
FR-1i20 291 1120099 4112199 P CheckbMark Payroll  Wages 2586-265 39595
FR-1i20 326 420099 4f20099 *  CheckMark Payroll  Wages 2586-265 395 .93
FR-1i20 331 420099 4{22199 *  CheckMark Payroll  Wages 2586-265 395 .93
329 421199 4/21/99 Ceposit 260.00
fto print} 330 421199 4/21/99 Withdrameal 25.00
2000490071 Pasoll Total 1,635 6 420098

FIGURE 11-13. The components of multiple accounts printed with subtotals for each
account.

If you are viewing the components of a single account and press the Report... but-
ton you can print a Component, Transaction, or Running Balance report. These
reports include information about the current condition of the target account. The
component report is shown in.

80001 100 Sales Commission Expense Thu, Ray 15, 1995 0144 Page |

Expen=e Joumsl

ttn] Fef | Effect.  [uotes  [rtem Debits Credits
21 31099 . 460
Ad azdiasdis 4i4/99 P Spallettes 150000
DR TOTAL -145.40 = 480 150,00

FIGURE 11-14. The Component report for a single account.

Journals offer a wide variety of reporting options: account summaries, running bal-
ance reports, audit reports with different levels of transaction detail, and aging
reports for Payable or Receivable Journals. These reports are accessed through the
Reports... button on the journal Account List screens.

The reports available will depend on the type of journal you are looking at. Payable
and Receivable type journals support Statements and Aging Reports. These reports
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are not available on other types of journals. The different Report and Medium dia-

logs are shown in Figure 11-15.

=—— Report and Medium

Report and Medium =c—

Standard ICustum |

Click on a report

dccount summaries
Account details
Running Balance Reports
Audit Report...

Print to {printzin Portrait mode 3}

®Papert  ® 70T [Dclimiter | field| O |

Standard Ic“stuml

Click on & report

dccount summaries
sccount details

Running Balance Reports
Receivable Statements

{printsin Portrait mode 3

@) TEXT field| 9 |

D-Disk" (2 DIF record | 13 | 2 DIF record | 13 |
2 SYLE 2 SYLE
[ Print ] [ Cancel ] I Print ] [ Cancel ]
Di140a Df140a

FIGURE 11-15. List of reports available for General, income, Expense, and Cash journals
on the left. The list of reports available for Receivable and Payable journals on the right.

Account Summary

A single-line summary of the accounts in the current selection. See Chapter 4,

page 94 for an example.

Account Detail

A full description of the accounts in the current selection without transaction
details. See Chapter 4, page 95 for an example.

Running Balance

The running balance over any specified time period. See Chapter 4, page 95 for an
example.
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Payable/Receivable Statements

A statement of account that is available only for accounts on Payable or Receivable
journals. For Payable accounts see Chapter 9 page page 251 for an example. For
Receivable accounts see Chapter 8 page 210 for an example.

Audit Report, Aging Report

Audit and Aging reports are particularly rich in printing options. Aging Reports are
only available for Payable Journals and Receivable Journals. These reports are
described in detail in the following sections.

Audit Report An audit report is available for all journals. The audit report can be configured to
print account summaries or detailed transaction lists. When printing a summary
the audit report shows the total amounts debited and credited to a selection of
accounts. When printing a detailed transaction history, the audit report displays
account totals, breaks this down by transaction, and can list all the balancing
accounts involved in each transaction.

Expense Journal Sat, May 21, 1934
Page 1
Summary of ransactons Indudes only posted Listing dr, cr, and reversing Tallies shown for ACTIVE and
from posted date transactions. transactions from the Expense INACTIVE Expense type GL
000000 to 1213183 joumal. acoounts.
Account N2 GL Account | Subacount Debits Gredits
710001410 Operating Expenses Accounting Expenses 252.62 0.00
711014100 Inventory Expense Cost of Goods Sold 1.8 11.00
711041-200 Inventory Expense Spoilage 5,000.00 S5,000.00
Report Total 5,253.80 5,011.00

FIGURE 11-16. An example summary version of the audit report.
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Date Range

Expense Journal Sat, May 21, 1994
Page 1

Summary of transactions Includes only posted tansactons. Listhg dr, cr, and reversing ransactons Tallies shown for ACTIVE and INACTIVE

from posted date from the Expense joumnal. Expense type GL accounts.
000000 to 1213183
Account N2 IGL Account Account Expense Offsatting Componznts
Debits. Credits. Debits. Credits_|
81000 110 Operating Exp A ing E: 252 62| 0.00
{ta print} 9/14/92 Withdraval 250.00;
318793 Withdraval 1.29
318793 Withdraval 1.33
11101 102 Gash 1=t Rhinebeck 0.00] 1.3
11101 110 GCash General Cash U.lIII 251.29]
Accounting S CHisatting 0.00] 252,64
81101 100 Inventory Expense Cost of Goods Sold 1.18 11.00
|1 9/14/93  Invoice 1.18
4 9/14/93 Purchase Order 11.00
12101 100 Irnve rtory Irnve rtory 11 DU] 148
13101 18 m Gustorer Recenzble Bill Gates. 3.2|| 0.00
31101 28 Verdor Payzble Helmuth's Salvage o.ool 1078
61101 100 Saks ImicSales El.lIll 2.0
61101 300 Sakes Shipping Income 0.00| 1.25
81101 400 Imve ntory Expense Discount Sales 0.04| 0.2z
84101 100 Pumhases Purchzses 14 DOl 0.00
Cost of Geoos Sold Cfsatting Subrtals 2528 l 1543
81101 200 Inventory Expense Spoilage S5,000.00 $,000.00
6/25/92 a big expense 5,000.00
6/25/92 Close the period H 5,000.00
11000 100 Petty Gash General Gash 5,000.00] 0.00
50000 Retzined Earning from Income U.lIll 5,033.45)
84000 Food and Lodaing - 3345 0.00
Spoilge Offsatting Subtotzls 5,033.45 5,033.45
Towls | 10,507.60 10,022.00 s5,058.70] s,301.50

FIGURE 11-17. An example of the detailed version of the audit report.

To configure the audit report press the Report... button located at the bottom the
journal accounts list. Select Audit Report... from the list of reports displayed. This
brings you to the first page of the audit report setup screen that is shown in Figure
11-18.

4th Quarter stores audit report settings for each separate journal. These settings
are part of the central data file and are accessible to all users. The values set in the
Audit Report Setup dialog are retained until they’re changed by any user.The val-
ues displayed in this dialog can be set differently for each journal.

The date range setting determines what transactions are printed or summarized
on the report. Specify both the starting and ending date and which of the three
transactions date this range is to apply: effective, entry, or posted date. If you
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select the “posted” option, then only posted transactions will appear on the
report.
O=————————————— Income AuditReportSetup=————— B B
Date Range IAccnunts | Transactions |Printing Jrz2os (%)
Settings for Income Journal Audit Peport Journal 1D
2 |
Include transactions with_. o
(D effective  (Dentry @ dates
fram [ooraaron ]
up to and including
Core
FIGURE 11-18. The Date Range page of the Audit Report Setup screen. Different settings
can be established for each journal.
Account Range On the second page of the specification screen you indicate the range of accounts

that are to appear on the report. There are two types of account ranges that need
to be specified.

The first is the range of the origination accounts. These are the journal accounts to
which the transactions were entered. Set the report to include all of the journal’s
accounts, those currently selected, or limit the selection to the profit center that
you indicate using the popup menu.

You can also use the “Include only active...” check box to exclude those accounts
that are inactive.

The second is the range of balancing accounts. These are the accounts that bal-
anced the journal entry in the located transactions. Balancing accounts may or
may not be on the same journal as the origination accounts.

When displayed on the report balancing accounts appear as a list of offsets below
each origination account. You can display these offsets summarized by GL
account, detailed by account, or as indicated in the origination GL account (allow-
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ing for a different amount of detail for each origination account). In addition, you
can suppress the display of balancing accounts entirely. Indicate the configuration
by selecting one of the four radio buttons in the Balancing Accounts area.

@) currently selected accounts of this journal,

[ v e sy |n e Audit Report Setup ————————[HH
Date Range | Accounts lTransactiuns | Printing | Jrzob %)
Settings for Income Journal Audit Report Journal |D

Z
rReport on:
® a1,

() Limit to profit center: |

[#] Include only active origination GL and accounts.,

rBalancing accounts:
breakout destination subtotals for...
@] only GL accounts,
) GL & all accounts,
® ccounts as specified in each GL account, or}

MextFage

{3 don't display any destination accounts. § Faster)

Example #1

Example #2

FIGURE 11-19. The Account Range page of the Audit Report Setup screen.

If you are examining entries made in transactions on an income journal, then
credits to sales accounts are likely balanced with entries to cash, receivables, and
tax payable. In this case the origination accounts are the sales accounts located on
the income journal. The balancing accounts are the cash, receivables, and tax pay-
able none of which are on the income journal.

If you are examining entries made in transactions on an expense journal, then
debits to expense accounts are likely balanced with entries to cash, payables, and
asset accounts. However, it’s likely that expenses are split across multiple expense
account.

In a transaction containing two expense accounts, call them Expense#1 and
Expense#2, the balancing accounts for Expense#1 include cash, payables, asset
and Expense#2 accounts. The balancing accounts for Expense#2 include cash,
payables, asset and Expense#1 accounts. In this case some of the balancing
accounts are on the same journal, the expense journal, as the origination accounts.
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As a consequence, when you configure the Audit Report to print both the origina-
tion and the balancing components for selected accounts and transactions, you
may find that origination entries for one expense account are also balancing
entries for other expense accounts.

Transactions The transactions included on the audit report are determined by your Date Range

setting and the options you choose on the Transaction page of the Setup screen.
The radio buttons labeled “print transaction list” and “don’t show any transac-
tions” determine the amount of transaction detail that appears on the report.
These two alternatives have no affect on what contributions are included in the
net balance contributions to the indicated accounts.

In contrast, the settings in the area labeled “To include in totals” does affect the
transactions that are included as part of the contributions to each account’s bal-
ance. The “Limit printed report to” popup has three options:

Credit Only entries that credit the origination accounts will be included on
the report. If you select this option for an Income journal, then the
report will only include items that represent a positive income to the
selected accounts.

Debit Only entries that debit the origination accounts will be included on
the report. If you select this option for an Expense journal, then the
report will only include items that represent costs related to the
selected accounts.

Dror Cr  The report will include all debits and credits to the selected account
in the indicated date range. If assigned to an Income journal this set-
ting will generate reports that include reversing and adjusting
entries.

The “Include only posted transactions” check box will exclude from the journal
report all unposted transactions.
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[ =———————————"Intome Audit Report Setup ="—"—"—————HI B
[Date Range [Accounts | Transactions |printing | Jrzoc (%)
Settings for Income Journal Audit Report Journal 1D
rTo print on the report———
®; i

{3 don't show any transactions

rTo include in totals
Lirmit printed report to

[DrorCr B3

{& reversing transactions)

MextPage |1

Include only posted transactions

Cancel

FIGURE 11-20. The Transaction Range page of the Audit Report Setup screen.

Print Settings The “Send to Printer” and “Write to disk” check boxes enable you to print the
report directly, archive it to a disk file, or both. If you print the report you will be
able to preview it on-screen.

The Audit Report Heading area is where you enter a value that is printed at the
top of the report.

The format number determines the numerical format used in the report. This
determines how zero and negative values are presented, and how decimals are
formatted. The format setting will never actually change the value of a number,
but it can make the report more readable.
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[J=——————— Income AuditReport Setip=>——ek————————— 0B
[Date Range ||Accounts |[Transactions | Printing Jrz0d
Settings for Income Journal Audit Report Journal 1D
2
ESE

[ write copy to disk

Audit report heading:

[] shaow and sort by profit center names.

Mumber Dispay Format

|xa#}xsg_gg |E]

FIGURE 11-21. The Printing page of the Audit Report Setup screen.

Because of the flexibility in configuring the Audit Report we cannot give examples
of each report that can be produced. We give you three examples:

Example #1 Only the origination accounts are shown.

Income Journal tled, Jun g, 1999
12:51 Phd Fage 1
Sample Audit Report (no balancing accounts)

Summmary of transactions Includes both posted and - Listing dr, o, ahd reversing Tallies shown For active and inactive

from effective  dare unposted transactions. trahsactions fram the Income jourmal. Income jourssl bype GL accaunts .
00i00/00  to BIEM0D

Account N GL Acoount Account Lrabits Credits
GO005-100 Clizht Sales Clignt Sales A60.00 21.23
GO001-100 Clignt Sales Client Sales 2,092 50 136,776.93
T0001-100 Inkerast [hzame Interest Ihiome 10.00 25.00
FO002-400 Shipping Ihcome Shipping Income 0.00 45.95
Report Total 2,562 50 13686921

FIGURE 11-22. Audit report showing only origination accounts.

Example #2 Both origin and destination accounts appear.
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Income Jeurnal

Sample Audit Report {balancing accounts, no transactions)
Summary of transactions Includes bath posted and unposted

Listing dr, or, and reversing transactions from the

Wed, Jund, 1999 1:08 PM
Page 1

Tallies shown for active and inactive Income jourmal

from effective date transactions . Ircane journial. pype GL accounts.
DOVO0MN ro BIEMY
Account N |GL Aocaunt Account Incame Offzetting Accounts
Code | Date Title hdemo Drebit=s Credits Crzbits Cradits

T 100 Inkerast Income Interest Iheome 10.00 25.00

10001 100 |Cash |Gener9] Cash 25.00 10.00
rterest fncome Offsetting Suttotals 25.00 10,00

Toonz <00 Shipping Ihzome |Shipping Incomne 0.0a 4545

10002 2 |Client Feceivable | Perfommance | 1,175.35] 0.00]

10003 100 | Irventory |Component Azzets | 0.00] 5?9.15|

10005 100 ||nventor,.r |Opera!:ing Assets | 16,65 U.uu|

10100 b |Client Receivable |Westem Aurodial | 61 .33| D.IZIIZI|

20010 a0 |Sales Fep Paysble |r-.-‘lart\,-' Howe | 66,23 254 37|

B0 100 |Client Sales |Client Sales | 0.00| 1,1?n.nn|

BO005 100 |Client Sales |Client Sales | 0.00] 2133

20001 30 |Sales Commission Expense |Cnmmission Expehse | 254.3?| -3} .28|

S0017 100 |Imﬂentow¢ost of Good Sold |Compnnent Cost of Goods | 5?9.15| D.IZIIZI|

20023 100 |Inventory¢ost of Giood Sold |Operaxing Cost of Goods 0.00 16.65
Shipping ncome Offsetting Sott ot als 2,153.73 2,107.75

Tnms| 10.uu| 700,45 217873 2 117.78
FIGURE 11-23. Audit report showing origin and destination accounts.
Example #3 Origin and destination accounts plus transaction histories are shown.
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Income Journal
Sample 4udit Report (balancing accounts with transactions)

Surnmiaky of transactiohs

Iniludes both posted and unposted

Lizting dr, cr, and rewversing transactions from the

Wed, Jun g, 1999 1:14 Fiv
Page 1

Tallie=s shown for active and inactive Ihcome joumal

From effective date transactions. Income joumal. bype GL accounts.
00/0000 to BS99
Account M |GL Account Account Irconre Offgetting Accounts
[ Code [Date Title hitamo Debits Credits Debits Credits
yoon 100 Inkerest Inoome Interest Ihoame 10.00 25.00
06031999 Dreposit 25.00
{to pHink} 151999 Withdrawsal 10.00
10001 100 |Cash Gieheral Cash 25.00 10.00
rterast Incomea Offsatting Suttofals 25.00 10.00
yoooz 400 Shipping Iheome Shipping Ihcome 0.00 45.93
13 1100111998 Irovoice (D413, code 1 40.00
15 081319928 Ihvoice 10415, code 1 5.95
10002 z |Client Fiacaivabla Fatfommance | 1,175.05| u.uu|
10003 100 |Inm=_-ntory |Component Assets | 0.00| 574.15|
10005 100 |Inm=_-ntory |Oper9.ting Assets | 16,65 2.00]
10100 “ |Client Fieceivable |Westem Autodisd | i1 .33| III.EIIII|
30010 an |Ss]es Fep Paysble |rv1art'3,-'Howe | 66.28 254.3?|
B0 100 |Client Seles |Client Seles | 0.00| 1,1?n.un|
B0005 100 |Client Sales |Client Sales | 0.00| 21.33]
20001 30 |Sa]es Commission Expense |Cnmmission Expense | 254.3?‘| 66.28|
20017 100 |Im-entory Cost of Good Sold |Compnnent Cost of Goods | 5?9.15| III.EIIII|
S0023 100 | Inwektory Cost of Good Sold |Opemxing Costof Goods 0.00 16.65
Shippng ncomea Offsatting Suttofals 2,153.73 2,107.78
Torals | 1n.nu| 700 45 2 17873 211778

Aging Report

FIGURE 11-24. Audit report showing origin and destination accounts and transactions.

(for Payable or Receivable Journals)

An aging report is available for payable journals and receivable journals. It prints
the amounts outstanding in a six-column format. The first column shows the total
amount of the payable or receivable. The second through fourth columns show the
amounts due from each of three consecutive aging date ranges. The fifth column
shows the total of amounts due beyond the last period. The last column shows the
total amount due from all periods.

For example, if the aging periods are 30, 60, and 90 days of being due, the six
rows will have the following contents:
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Column 1 Original receivable or payable amount
Column 2 Receivable or payable from 0 to 30 days overdue
Column 3 Receivable or payable from 31to 60 days overdue
Column 4 Receivable or payable from 61 to 90 days overdue
Column 5 Receivable or payable overdue by 91 days or more
Column 6 Total currently overdue

The aging report can be configured to print account summaries or detailed transac-
tion lists. When printing a summary, the aging report shows the total amounts
debited and credited to a selection of accounts. When printing a detailed transac-
tion history the report displays account totals and breaks this down by transaction.
The aging report does not list the balancing accounts involved in each transaction.

A separate Aging Report setup is stored with each receivable- or payable-type jour-
nal. As with the Audit Report discussed above, Aging Report configurations are
stored in the datafile and are available to all users. Changing the report configura-
tion for any journal change the configuration information that is accessed by all
other users of the database.

The Aging Report Setup dialog has four pages of settings that determine what
items to include, how to display the details, and what constitute the aging periods.
For a detailed explanation of each setting of the receivables Aging Setup dialog see
Chapter 8, “Aging Report” on page 211. For an explanation in the context of the
payables see Chapter 11, “Aging Report” on page 251.
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CHAPTER 12 Financial Reports

This chapter describes the Financial Reports area. This
FEE includes the creation and printing of Balance Sheets,
Reports Income Statements, and other report templates.

Generating Reports

Overview Templates

Financial reports are reports whose information is drawn strictly from entries to
GL accounts. Account level detail is not shown. Each financial report is created
when it’s printed according to the instructions on a financial report template.
Financial report templates are accessed though the Report Editor user area.

The Report Editor enables you to create and to edit templates. Each template dis-
plays the rows and columns that you want to see on your financial reports. Each
row can display information drawn from a single GL account, or a “roll-up” of mul-
tiple GL accounts.

Each template, and consequently each printed financial report, can have up to 4
columns of figures. Each column can present actual or budget figures all drawn
from the same period or from different periods. A column can also be specified to
display a percentage breakdown of the numbers that appeared in the previous col-
umn.

4th Quarter User’s Manual 319



Financial Reports

You can create as many financial report templates as you like. Each can be custom-
ized to display a different selection of GL accounts. The system will also create
financial report templates for you automatically, or verify the rows on a particular
template according to various criteria.

The report templates do not store any financial information, such as account bal-
ances. They store only the format of the report which that is generated from them.
This format information includes:

* Report style (Change Within Period or Position Statement)

* GL accounts that are to appear on each row.

» Text labels and subtotals.

e Number of columns of the report.

* Data displayed in each columns (balance, budget or percent).
* Time period summarized in each column.

Financial reports are build “on the fly” according to the structure of the template.
Since they only include financial information taken from GL Posting Summary
records they only display information that has been posted to General Ledger
accounts.

Hypertext Reports

Financial report templates can be used to create “hypertext” on-screen reports.
These are interactive reports that allow you double-click on particular rows to
obtain more detailed information. From the summary data on a hypertext financial
report you can follow the audit trail back to the original transactions.

The hypertext on-screen reports can be used as a data exploration tool. You can
perform new search, sort and report operations as you drill into the information
shown on the report. While viewing a report on-screen you can print other reports
that contain information which, in accordance with your search criteria, may or
may not even appear on the original report. Hypertext reports are discussed in
more detail on page 353.
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Flow of Data

Manual Template Creation

The accounts that are included on templates is not determined automatically. The
names that you assign to templates are completely arbitrary. You can design your
own templates to contain any set of accounts. The template editor will:

* help you create Balance Sheet and Income Statement templates using the Auto-
mate function,

* help ensure that the templates you create are complete using the Verify func-
tion,

» prevent you from specifying any account on more than one line in any particu-
lar report.

* allow you to change the names of existing GL accounts without having to
update the template.

* give accurate financial reports according to the template’s specifications,

However, there are some important things that the template editor will not do.
The template editor:

* will not require any particular accounts to appear on any template,
* will not ensure templates generate reports that accurately reflect their title,

* will not prevent you from generating misleading reports when the accounts
listed on the template are not what you intend.

The point to remember is this: if you create a Balance Sheet or Income Statement
template and then change your General Ledger by adding or deleting an account,
then your templates will not automatically update.

While templates are not affected by changes in the names of accounts, they will
not automatically add or remove accounts when you change the structure of your
General Ledger.

Figure 12-1 shows the relatively simple relation of data between templates and
posting summaries. The financial report templates, shown in the ovals, generate
the actual financial reports, shown under the heading “Financial Reports.” These
reports draw on information stored in the Posting Summary file. The Posting Sum-
mary file also contributes to Account Summary, Trial Balance, and other reports
which are not generated from templates.
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Financial Report

Templates

Balance Sheet

Income Stmt.

Custom

etc.

Posting
Summaries

(GL acc’t#1, period#l)

(GL acc’t#1, period#Z)

(GL acc’t#2, period#l)

etc.

7/ Funcﬁony N 7 Financial Reports™ </ Reports N

Verify
Template

Auto Create
Template

Balance
Sheet

Income
Statement

Account
Summary

Trial
Balance

—
Custom Payable
etc. Statement

etc.

FIGURE 12-1. Flow of data from transaction components into AP accounts, and from AP

accounts to reports.

Printing Reports The financial reports are assembled from information posted to the GL according
to report templates. The report templates store the form of the reports — what
items appear on what rows and columns — and a default range of dates or periods.
You can redefine the date range of a report at the time you create it. Financial
reports can be printed to disk, paper, or viewed on-screen.

Financial reports can be formatted to print up to four columns of information.
Each column can display the actual or budget values of GL accounts. A column can
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alternatively display a percent analysis or figures that appeared in the previous col-

umn. These alternatives are illustrated below.

Sales Breakdown 1/1/97 to | 4/1/97to | 7/1/97 to | 11/1/97 to
3/31/97 6/30/97 10/31/97 | 12/31/97

Dealer Sales 9,665.00 | 14,680.00 | 18,115.00 4,916.00

Retail Sales 6,894.00 6,224.00 | 13,580.00 25,050.00

FIGURE 12-2. A four-column report showing actual figures in each of four periods.

Sales Breakdown 1/1/97 to percent | 7/1/97 to percent
3/31/97 10/31/97

Dealer Sales 9,665.00 58.4 | 18,115.00 57.2

Retail Sales 6,894.00 41.6 | 13,580.00 42.8

FIGURE 12-3. A four-column report displaying two periods and a percent analysis of each.

To print a financial report, choose Print Reports... from the Financials pop-up
menu in the Control Screen. This opens the Batch Report Printing dialog that lists
financial report templates. Click on a report to mark it for printing. All reports

with a check mark next to them will be printed in sequence when you press the
Print button.

Fepart Editor |

Batch Report Printing

-
=

oo

=

Report Template

Income Statement -
Balance Sheet
Marketing by Quarter
Expenses by Year

-
Click on report to mark for printing.
{reports will print using default dates)

I Frint l Cancal I

FIGURE 12-4. Print several reports at once from the Batch Report Printing screen.

Reports printed from this Batch Report screen use the default dates ranges saved

with the report templates. To print the reports with different dates you must print
them from within the Financial Report Editor.
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Hypertext

Print Reparts... I

When printed in batch reports can only be sent to the printer or to disk. To view
on-screen hypertext reports you must go to the Financial Report Editor. There you
must highlight a report, press the Report button to open the Specification screen,
then press the View button.

There are two basic kind of reports: Position Statements and Changes in Position.
Position Statements give account ending GL account balances at up to four points
in time. Change in Position reports give the changes in the GL account balances
over a set of time periods. They can display up to four periods.

To view a financial report as a hypertext document, enter the Financial Report
Editor by selecting the Report Editor item from the Control screen’s Financials
pop-up menu. Then highlight a report template and press the Print Report but-
ton. Fill in the necessary specs and press the View button.

Once the report is prepared, it is displayed on-screen just as it would appear on
paper. However, the on-screen report has hypertext capabilities. If you click on a
row it will highlight. If you double-click on an item the screen will change to show
you more detail.

In particular, if you double-click on an account you’ll see all the posted items that
are summarized by the single line item. You can navigate through the rows and
columns of the financial report from within the layout shown in Figure 12-5 on
page 325. Double-click on one of the posted items to see the transactions that con-
tributed to the posting.

The cell you're examining is specified at the top of the General Ledger Posting
screen. The number of the row and column are given. To their right are the head-
ings of these rows and columns. These headings appear in popup menus. If you
click on one of these popup menus you’ll see the full list of row titles, or the full
list of column headings. Select an item from either of these lists to move to that
particular cell.

In the footer area at the bottom of the screen you will see 4 arrows pointing in up,
down, left and right. Clicking these buttons will move you one cell in the indi-
cated direction.

On the left side of the screen there are Do Search, Sort, Details and Print but-
tons. The Do Search button locates items for the particular account or accounts
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viewed in the date range you specify. The Details button shows the transaction
details that contribute to the item you highlight. Only one item can be highlighted

at a time.
[ ==———— General Ledger Postings: 3 =>=——————[HI B
Incame Statement Raw 2[ 60001 Client Sales - ]
Colurmn | 1 [Actual: 151798 to 12/31/98 - ]
attn Post Date dccount Debit Credits |a
12431498 10001 Sales 32.50 81.00|=
8/31/498 10001 Sales B870.25
/31498 10001 Sales 956.25 §35.00

-

for related postings in range: [01/01/98 |« Jto[12/31/1998 |3 988.75 1,769.25
Fr0c

[Dc\Search][ Details ] IZ‘

[ sart | [ Print | ElIEl |///

FIGURE 12-5. The posting details of column 3, row 2 of a sample financial report.

Templates List A list of Financial Report Templates is accessed through the Report Editor item in

the Financial Reports pop-up menu. This takes you to the following screen.

[ =———— Finanrial Report Templates:3=—8———— HE
|D |Template Mame |Tl,|pe |Tiﬂe Active |~ |
5 Income Statement ® 1 Change within Period Management | ncorme S| =
1 Balance Sheet Change within Period Balance Sheet S|
4 Income Statement * 2 Position Statement Sales Income S|
@ Frd0 Double click on a report set-up recard to view or modify.
[Search.. w|[ sort || add | [autocCreste | [ Modify ]| PrintList |
Focuz - l Delete ] [ Werify ] [ Duplicate ] [ Feport ] 1
1] D

FIGURE 12-6. The Financial Report Template list screen.
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This screen provides you with functions to help you create your Financial Reports.
* Add: Presents a blank template screen in which you specify the individual line
items that are to appear on the Financial Report.

* Auto Create: Asks you to specify a type of report according to various criteria
and then creates the template for you.

* Duplicate: Creates a duplicate of an existing Financial Report which you can
then modify.

* Verify...: Asks you to specify a type of report and then checks the highlighted
report template to determine if it complies with these specifications.

These functions are described further in the next section.

Opening report template in the Template Editor allows you to add four types o
rows:

Item rows: one or more GL accounts individually specified.

Range rows: one or more GL accounts specified by number range.

Sum rows: rows that sum account contributions.

Text rows: for comments.

You can rearrange the order of the rows and change the style of the text printed in
the row. By defining groups of rows you can compute percentage contributions
from each row to the group in relation to the total of the group.

Each report template specifies between one four columns of financial information.
These columns can be set independently and they display either of the following
four types of account balance or balance change information.

* actual

* budget #1

* budget #2

e percent (of previously displayed column)

326 Financial Reports 4th Quarter User’s Manual



Template Related Functions

Template Related Functions

Each report template can be customized. You can create new report templates that
include any combination of accounts. Only users in the Financial Reports Group
can access financial report templates or print financial reports. Each individual
report can also be given a separate password in order to prevent unauthorized or
inadvertent changes.

In order for financial reports to present a complete picture, they must include all
the required GL accounts. For example, the income statement for a particular
profit center must include all of the income and expense accounts for that profit
center.

In order to help you ensure completeness, 4th Quarter has three special report
functions: automatic report template creation, report template duplication, and
report template verification.

Automatic Creation Press the Create button to enter the specification window for automatic report
template creation. In this window you specify the type and extent of the report
you want. When you press the Create button the system will assemble and save a
new report template according to your specifications.

Since it is easier to modify an existing, complete report than it is to build a new
report from scratch, you should use this function whenever you need to create a
template that is close to one of the types generated automatically.
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Report Specifications

Fna0

Create a financial report template to meet the
following criteria:

Repart tupe: [Change within Period | |
(1 Limit to accounts of profit [ |LI
center:
Use Only Active Accounts
#35ign to rows the account [number and name ||

Report Template Name

Create Template l I Cancel l

FIGURE 12-7. The report template specification window for automatic creation of nhew
report templates.

The template specification screen offers the following choices:

* Report type: automatically created reports can be either balance sheets or
income statements. The resulting balance sheet or income statement will be
limited in scope according to your specifications.

* Report Template Title: the title distinguishes this from other templates. It is
not printed on the report itself.

* Profit Center: you can specify a particular profit center from the profit center
pop-up menu; if you don’t want to specify a particular profit center, uncheck
the profit center check box.

* Use Only Active Accounts: GL accounts are either active or inactive. If you
want your report to include only active accounts check this box.

Templates created automatically are configured to display a single column of infor-
mation. The number of columns and the content of the columns can be changed
from within the report entry screen.

No default dates are assigned to automatically created templates. You must assign
a date or date range before producing a report.
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Templates created automatically do not contain any range-type rows. All accounts
are individually specified and the accounts included in the report template are
based exclusively on the accounts that exist at the time the template is created.

This means that an automatically created template that lists all the correct
accounts when it was created may not list the correct accounts in the future if the
GL chart of accounts is changed. Automatically created templates must be kept up
to date with your chart of accounts. You do this by using the Verification function
(described below) and manually adding or removing accounts from the template as
needed.

Templates defined using range-type rows are less prone to require updating. As
long as the changes to the chart of accounts conform to the ranges specified in the
templates the template will continue to generate reports based on the accounts
that lie within the ranges. However, range-type reports are not generated automat-
ically.

Duplication The template duplication function acts on the highlighted report template. It cre-
ates a duplicate template with all the same specifications but with a different tem-
plate title. The duplicate template will produce the same financial report unless it
is modified.

Use this duplication function when you want to create a new report template
whose specifications are close to an existing template. Once the existing template
has been duplicated, use the template editor to perform final modifications.

Verification The verification option acts on the highlighted template and verifies that the tem-
plate satisfies the specified criteria. When you click on the Verify button, the sys-
tem presents the Template Verification window where you specify criteria with
which you want the selected record to be consistent.

The financial report that any template produces is completely determined by the
accounts indicated on the template. Just because a template is named “Income
Statement” or “Balance Sheet” does not mean that it will produce an income
statement or balance sheet. And even if it does, they may be incomplete.
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Templates defined using item-type rows can become out of date if a new account
is added to the chart of accounts. Templates defined using range-type rows can
become out of date should if new accounts are added outside of the range speci-
fied.

In contrast, templates defined using item-type rows are unaffected by changes in
GL account numbers. Item-type rows identify accounts independently from the
name and number. Templates defined using range-type rows automatically include
new accounts that are assigned numbers within the specified range. Whether this
generates the report that you expect is another matter.

If a template is assigned an incomplete set of accounts, if additional accounts have
been added, or if you have changed the numbering scheme used on your chart of
accounts, then the template will produce a report that is probably not what was
originally intended. In particular, it will be missing certain accounts.

The only constraint that is imposed on all templates is that they never include the
same GL account more than once. This integrity constraint applies to accounts
listed on separate row, accounts included in a roll-up, accounts specified item-type
or range-type rows. The template editor prevents the entry of duplicate account
references. In this way it ensures that no financial report is generated that con-
tains the same account listed on any line or included in any subtotal more than
once.

This constraint will not prevent you from creating a template that includes
accounts that should not appear, nor omitting accounts that should appear. In
order for a assessment of the completeness of any report you must use the Verify
button.

When you press the Verify button the system constructs a temporary template of
the type you’ve specified, and compares it with the highlighted template. The sys-
tem notes any account that should not be on existing reports as well as any neces-
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sary GL accounts that are missing. The results are displayed on screen and can be
printed.

Report 5pecifications

¥Yerify that the financial report Income
Statement* 2 15 set up to meet the following

criteria:
Report type: [Change within Period | w |
(] Limited to accounts of [ =]

profit center:

Uses Only Active Accounts

Werify Template I I Cancel l

FIGURE 12-8. The template verification window.

Fne0

Verification only checks the accounts included on the report, it does not involve
the column or date settings. Verification will tell you if a report is missing an
account or has erroneous accounts, but it is indifferent to whether the report dis-
plays actual or budget information, and current or historical values.

Configuring Templates

Overview The financial report editor allows you to add rows to, or remove rows from, finan-
cial report templates. You can also create rows that present a summary of multiple
accounts, change the headings, the type face, the number format, and the row
labels. Columns are specified separately, as is discussed in the section titled “Col-
umns” on page 349.

To modify a report template shown in the list screen, either double click on the
template record or highlight a template and press the Modify button. This will
bring you to the Line Items page of the template editor screen.
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[l = ————Financial ReportTemplate:40f4 =—————FHIH
Rows lCqumns ][Optiunsl Fr3ta  [7)
Active [ Report [D
Public -4
Type |Position Statement % |Mumber Format =
Narne [Incorme Statement [ e a0 ittt 01— | (£ ][ Report Rows
Heading:#1 [Income Statement - Show 10005 [ Inzert I
=2 | K3 Print Line*"s ] at bottam
#3 | [+ Mano Space Font []| @0 Item
- - Range
%|Line| Caption Value| Level of Sum | % [ty gﬁurr?
1 Operating Incame B |=
2 £0001.000 Client Sales #cr E(1) Q Text
3 G0002.000 Finished Goods | nventory #ir E(1]
4 &0003.000 Component Inventory #or AR D)
5 60004 Operating Inventary #rr Ei1)
5] 60005.000Client Sales Frr FEnd
7 Total Operating |ncome . .Cr 5]
g
9 Operating Expenses 5] Mot Row
10 20001.000 Sales Commission Expense *dr BL2)
11 80002.000 Tax Expensze *dr FL2)
12 30003.000 Payroll Tax *dr T2
13 0004000 Wages #dr %(2)
14 30005.000 Financial Operations #dr E(Z2)
15 G0006.000 Shipping Expense #r E(z2y ]
16 280007.000 General Inventory Expense *qr TL2) -
17 E0005.000 Shipping Purchases *dr EB(2) [+ f?
e

FIGURE 12-9. The report template editor screen.

The top of the screen displays the template’s type, title, and three lines that are
printed at the beginning of each report. To the right of each line is a pop-up menu
that you use to set the text style for each line.

Template Type

A template is either of Position Statement type or of Change in Period type. This
type applies to all of the columns that appear on the report. The type determines
how date are used when a report is created. It does not affect any other feature of
the report.

Position Statement templates use a single date in extracting the information that
appears in each column of the report. The report will show the balances of the
accounts as they were as of the date used for each column.
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Change in Period templates use a beginning and an ending date to compute a
change in balance for each report column. The report then shows the change in
the balances of the accounts that took place between the dates assigned to each
column.

Rows Specify the individual line items that will appear on the report in the lower half of
the screen. The Insert, Modify, and Delete buttons on the right apply to the line
items contained in the report.

Each row can be one of three types:

* [tem: present the balance or change in balance associated with one or a group
of GL accounts individually specified from the current charge of accounts.

* Range: present the balance or change in balance associated with one or a group
of GL accounts specified by a range of account number. The specified range
may or may not contain any accounts at the time the template is created.

e Sum: performs the summation of the items at one of the four levels. An item’s
level can be read from the entries in the “Level of Sum” columns.

» Text: offers simple annotation.

When you add a new column you must specify whether it is to be an account,
summary or text item. When you click on an item the appropriate item type is
selected. Press the Modify button to redefine the selected item, or press the
Delete button to remove it.

You can also delete multiple rows at once by marking a group of rows and then
pressing Delete. Rows are marked by clicking on the left-most column. See
“Marked Rows” on page 334.

Item-Type Rows

When you select a row the text below the Insert button says “above row,” indi-
cating that if you press Insert a new row will be placed above the selected row. If
you scroll to the last line item and click below it — that is, click where there are
no line items — then the message below the Insert button reads “at bottom” to
indicate the new row will be added at the end.
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Marked Rows

Single-Account Rows

Roll-up Rows

To insert a row, select the row below which you want the new row to appear.
Click on the radio button corresponding to the type of row you want to create, and
then click the Insert button.

The Roll-up, Unroll, and Delete buttons act on marked item-type rows. You
mark a row by clicking on a row’s left-most column, the column labeled "X".
When a row is marked an "X" appears. To unmark, click on that column again.

If the “item” radio button is selected, the Insert button will present a list of GL
accounts using the standard GL account list screen. Locate the GL account to
appear in the report’s row, highlight it, and press the Select button.

A roll-up is a row on the report that represents the sum of multiple accounts. This
represents a summation of the balances of two or more GL accounts in which the
individual accounts are not broken out.

A roll-up row is created in the same way as a row that represents a single account.
The only difference is that when selecting the account that’s to appear on the row
you highlight multiple accounts instead of just one account.

O0=———————¢GlAttunts. I == [0 5§
GL 2 | Hame | Journal #fcc'ts | Posted Dr Bal | =
10001 Caszh Receipt/Disbursement 1 27,662.75] =
1000z Client Receivable Receivable 13
10003 [Inventary 4
004 im ]

110005 [Inventory ]

10091 Cazh-2 Receipt/Disbursement 1
10102 Instruction Inventory Assets General 1
[1]& Qo = o O o O
! raz0s Click onone or more GL accounts and press SELECT. zum
& Replace selection () Add to selection [Search... ‘-H sort | [ Report.. |[ setect |

dccounts of type... - -
| | e (e ] -
1] [z

FIGURE 12-10. The GL Account list with three accounts selected to appear as a roll-up on
one row of the template.
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When you select accounts to appear in a roll-up the system applies two criteria:

* All accounts appearing in a roll-up must be of the same type. For example, a
roll-up can several asset accounts or several non-asset accounts, but it cannot
contain a combination of asset and non-asset accounts.

* A roll-up cannot contain accounts that already appear on other rows of the tem-
plate. To prevent duplication of this sort the system checks all others accounts
listed on the template, both on single-account rows and on other roll-up rows.

Once you have selected the accounts to appear on the row the Item Row dialog
appears. Here you give the caption for this row as it will appear on the template
and on the printed report.

If you have selected only one account, then this caption will default to the name of
the account. If you’ve selected multiple accounts the default caption will give the
number of accounts. in either case you can edit the caption.

=—————— Item Row

FnS0c
Caption for the Client Sales account:

tab I

[60006 Client Sales |

Use style:

(Credit balance will be displayed for this item.)

o JC o ]

FIGURE 12-11. The Item Row dialog specifying how account entries will appear.

To insert a tab, place your cursor at any location in the text and press the Tab but-
ton. Use the style pop-up below the entry area to set the style for the whole line.
Press the Enter key to create the row and return to the report entry screen.

The contribution from an item-type rows appears as a debit or credit. The code
“#dr” or “#cr” appears in the column labeled “Value”. The debit or credit mark
indicates which type of balance will be displayed as a positive number. If, for
example, the actual balance should be a credit when the column shows debits as a
positive number, then the credit balance will appear as a negative number.
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The values of item-type rows are assigned to the zeroth summation level, as
described below.

Reliability of Item- Templates defined using item-type rows are the susceptible to becoming out of

Rows date should there be a change in the chart of accounts. A new expense account,
for example, will not appear on a financial report generated from a template if that
template was created before the new account was added and if that template is
defined using only item-type rows.

Templates defined using item-type rows are not affected by changes in GL account
numbers. Item-type rows identify accounts independently from the name and
number assigned to them. As a result item-type template rows will locate and
include the same accounts when creating financial reports after the accounts are
renamed or renumbered.

Roll-up Button This button will roll-up all marked item-type rows into a new, single item-type
row. If your selection of marked rows contains rows that already represent
account roll-ups, then accounts represented by these rows will be consolidated in
the new roll-up that will be created.

You can marked a discontinuous selection of rows for roll-up. All the marked
accounts will be rolled-up and placed at the position of the first marked row. All
subsequent marked rows will be removed.

Note that the system will only roll-up marked rows if the marked rows meet the
following requirements:

e All marked rows must be of item type. That is, they must represent individu-
ally specified accounts, not account ranges and not sum or text lines.

* The accounts represented by all marked rows must either be of asset or non-
asset type. The system cannot create a roll-up consisting of a mixture of asset
and non-asset accounts.

e All marked rows must not have any percent group associated with them. That
is, the % column of all marked rows must be blank.

If any of these conditions are not met the system will not create the roll-up.
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Unroll Button This button will unroll all marked item-type rows that currently represent roll-ups.
If your selection of marked rows contains rows that are not roll-ups, then these
rows will not be affected.

You can marked a discontinuous selection of rows for unrolling. Each marked row
that is a roll-up will be unrolled. The unroll button has no affect on range-type
rows.

When a row is unrolled it is replaced with a new set of rows beginning at the line
where the roll-up occurred. Every account in the roll-up is given a separate line.
The unrolled accounts are ordered by their GL account number. All subsequent
rows are moved down to accommodate the new rows.

Note that the system will only unroll marked rows if the marked rows meet the
following requirements:

* All marked rows must be of item-type. That is, they must represent individu-
ally specified accounts, not ranges of accounts and not sum or text lines.

* All marked rows must NOT have any percent group associated with them. That
is, the % column of all marked rows must be blank.

If any of these conditions are not met the system will not unroll the marked rows.

Range Rows

A range row displays accounts specified only by the starting and ending values of
their GL account numbers. A range-type row will include those accounts whose
numbers matches the starting and ending numbers, or fall within the range of
these numbers.

When you set the Range radio button and press Insert you're presented with a
GL Account Range screen. Type in the starting and ending number of the range
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using the leading 5-character GL account numbers. Press the GL Account buttons
to search through lists of GL Accounts.

[ ==————— 6l Account Range =c—"~—_0I 8

Specify a range of GL Accounts by number.

Include GL Accounts whose leading S-charater number ...

Starts at GL Account ”30001

Endsat [ GLaccount |[—— |
[ Limit to Department [ [
[ Limit ta Profit Center [ 3

Use Only Active Accounts

& Roll Up &ccounts in Range
() List Each fccount on Separate Ling

Cancel

FIGURE 12-12. The GL Account Range screen in which you enter a range of accounts in
terms of account numbers.

FnS5a

To limit accounts to particular department and/or profit centers use the Depart-
ment and the Profit Center popup menus. If no department and/or profit center is
specified, then all accounts within the range will be included.

The numbers you specify for the starting and ending range need not correspond to
existing account. Nor does the range need to include any accounts. The accounts
summarized on the actual report will be those that fall within the specified range
at the time the report is printed. A blank line will appear on the final report if no
accounts are found.

Specify whether only active accounts should be included in those accounts within
the range.

Range-type Rollup Use the radio buttons to indicate whether the range row should appear as a roll-up
summary of all specified accounts, or whether each account in the range should be
broken out to appear on a separate line on the printed report.
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If the accounts are rolled up, then you can enter the caption that you want to
appear on this line on the financial report.

Range Row
Fn50e
Caption to describe the range:
tab I

Je0001 through 65000 |

Display in terms of ® Credit Balance
(2 Debit Balance

i Enter l Canceal I

FIGURE 12-13. You can specify the caption that is used when printing a range-type roll-up
line.

Range-type Captions If the accounts are not rolled up but are instead broken out, then you will not be
able to specify the captions that will appear for each of the separate lines. Instead,
each line will be captioned with the number and name of the account being dis-
played. The instructions in the Range Row dialog alert you to this situation.

Range Row

FnS0e

Each row is captioned with account #* and name and prefixed
with the number of spaces placed to the |eft of the following

range description.
tab I

[ < 31000 through 36000 > |

Display in terms of ® Credit Balance
(2 Debit Balance

i Enter I Cancel I

FIGURE 12-14. While the specified caption does not print, the number of blank spaces to
the left of the caption are carried over to the financial report.
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Reliability of Range-
Rows

The label you provide in the Range Row dialog will appear on this row in the tem-
plate, but it will not be assigned to the accounts that will be broken out when a
financial report is generated

The number blank spaces that you place to the left of the label will be used as
“padding” on the left side of the number and names printed for each of the broken
out accounts. In this way you can affect the alignment of the labels for this type of
item.

The sum of all balances of the selected accounts will be displayed on the range line
as either a debit or credit, according to your specifications.

When you press the Enter button the system will check that the accounts you’ve
specified do not appear on any other line in the template. If one or more of the
accounts do appear on some other line, then the system will alert you to this con-
flict. Both item- and range-type rows are tested to determine if they specify dupli-
cates at the time these rows are created. The system will prevent you from
entering any template rows that refer to accounts already referenced on some
other row.

Templates defined using range-type rows can become out of date should if new
accounts are mistakenly added outside of the range specified. They can also
become out of date if you renumber your accounts such that the previously
assigned ranges are no longer correct.

In contrast, templates defined using range-type rows automatically include new
accounts assigned numbers within the specified range. This means that any
accounts that you add having numbers that falls within the specified range will
automatically appear on financial reports generated by this range-type item.

For example, if all of your expense accounts are given numbers between 83000
and 88000, then any new expense accounts added within this range will be
included in the report that’s generated by range-type item that spans the range of
accounts from 83000 to 83000.

By assigning an existing account a new number that falls outside the specified
range you will cause the account to be excluded from the set of accounts located
by that range-type item.
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Differences between A range line will either present a summary of the indicated accounts on a single
Range-type and ltem- row of the printed report, or it will breakout all of the accounts onto separate lines
type Rows of the report. This behavior is determined by the radio button settings chosen in

the range item entry screen. In either case, however, only a single range-type line
will appear on the financial report template.

The difference between an item- and a range-type line is that item-type lines will
display only those accounts indicated at the time you created the line as part of the
report template. Range-type lines will include whatever accounts lie within the
range at the time you print the report.

Another difference is that accounts must exist in order for them to be included in
the accounts reported on an item-type row. In contrast, you can specify a range-
type line using any range of account numbers whether any accounts lie within
that range or not.

The Rollup and Unroll buttons apply only to item-type rows. They have no affect
on range-type rows.

Both item- and range-type rows can represent account roll-ups. That is to say a
roll-up can be specified using either an item-type row or a range-type row. The
two ways of specifying the roll-up differ in how they locate accounts according to
the behavior or these two types of rows.

When you specify individual accounts using item-type rows each account will
appear on the template as a separate row. You can assigh whatever caption you
like to each account.

In contrast, when you specify a range of individual accounts using a range-type
row, only one range-type row will appear on the template. That is, even though
the generated report may list tens of accounts the template locates these many
accounts through a single range-type row. The accounts are only broken out when
the report is printed.

Also, when a range-type row specifies individual accounts you cannot assign your
own captions when these accounts are listed on the final report. In this case the
final report will always list the accounts in the range according to their GL account
number and name.
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The only power you have regarding the captions of these lines is to insert spaces
to the left of the GL account number and name. Specify these spaces through the
Range Row dialog by adding leading spaces to the left of the indicated range.

Automatic Template Creation (page 327) generates templates that do not contain
any range-type rows. All accounts in templates created in this manner are of item-
type. However the Verification function can be applied to templates that contain
any mix of item- and range-type rows.

[tem- and range-type rows both have their strengths and weaknesses in the way
they react to changes in your chart of accounts. The reports they generate will
only reflect the indications contained in the financial report template. Whether
this generates the report that you expect is something that you must consider.

Summation Rows

Sum-type rows display totals calculated for each of the columns that appear on the
report (except for percent columns). Sums are assigned two values: the level of the
rows being summed, and the level at which their sum is displayed. This range is
shown graphically across the columns labeled “Value” and “Level of Sum”. You
can define up to three levels of summations.

All account values are indicated in the “Value” column of the template entry
screen. They have a sum level of zero, meaning they are not sums. This is true
even for those rows defined as a “roll-up” of multiple GL accounts. Rows that have
values displayed at the zero level can be included in subtotals that are displayed at
levels one, two, or three.

For example, if the sum is designated to appear at the second level, then it will
appear on the screen as a “) ” (the Greek letter sigma) in the Value column, and a
“Cr” in the second Level of Sum column.

Level of Sum

Caption Yalue

iOperating Incorme :

POB1101 Sales

62201 Inventory Sales
Total Operating Incomne
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Specifying a Summa-
tion Row

Subtotals at level two can be included as elements in further subtotals. The next
summary total would be displayed at level three.

To do this, add a sum-type row after the last of the level two sum items. In the
sum row entry screen indicate the row is to calculate the sum of all preceding
level two items and display this total at the third level. This is done in the sum
row entry screen as is described below. The template screen then displays a “>”
in the second Level of Sum column, and a “Cr” in the third column, as shown
below.

Met Monoperating Incamne . L...LcCr

Met Income

The “Level of Sum” columns enable you to clearly see how your subtotals are
arranged. The subtotals on the actual report are calculated for each column and
are all displayed in the column to which they apply. The printed report does not
display the subtotals staggered to the right in the way they are displayed on the
template entry screen. On the final report all totals and subtotals appear in the
same column as the figures from which they are composed.

Create a sum-type row by selecting the Sum radio button and pressing Insert.
This opens the Summation Row dialog where you specify the row’s text, the level
to sum, and the level assigned to the result.

Summation Row

Row caption: tab I Fns0d

| Tatal Dperating |neome |

Use st

Click on the level whose values you want surmmed.

‘ Lewel 1 || Level 2 H Lewel 3 |

Display in terms of - @) Credit Balance
() Debit Balance

FIGURE 12-15. The Summation Row dialog.
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The row’s text is entered in the Row Caption area. This text can be formatted
using the Style pop-up menu. Indicate which level you want summed by clicking
on one of the boxes labeled Level 1, Level 2, or Level 3.

Click on the Tewel to the right where you want the summed
value to appear.

2o ez || Level 3 || Leveld |

FIGURE 12-16. The column settings as they initially appear.

Once you've selected the summation level the “}...” symbol appears in the corre-
sponding box, and the box becomes inactive. The boxes to the left, if there are
any, become inactive, while those to the right become active. This symbol indi-
cates that the template will add all values at this level up to the row where previ-
ous ) ... symbol appears. If there is no} ... symbols on previous rows, then all
values are added up to the first row of the template.

Click a second time in one of the active boxes to set the level given to the subto-
tal. The symbol “...=" appears in the box for the corresponding level. This is
called the totals level. Press the Reset button if you make a mistake and want to
respecify the levels. Once both the summation and the total levels are selected,
the Enter button becomes active.

Press EMTER to add this row or RESET to redefine it.

FIGURE 12-17. The column settings as they appear after the summation is fully specified.

Select either the Credit Balance or the Debit Balance radio button to indicate

which of these balances should be displayed as a positive number. If, for example,
you indicate that the credit balance should be displayed and the total of figures in
the summation yields a net debit, then the subtotal will appear as a negative value.

Text-Type Rows

Rows of text type are simply labels. They are not linked to account data or to other
rows on the report. Use text lines for captions or to insert blank lines.
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Add a text line by selecting the Text radio button and pressing Insert. Type the
text you want to appear in the entry area, set the format, and press Enter.

Text Row
FnS0b
Caption to use far this row:
tab I

Fperating Income |

Use style:

I Enter l Cancel I

FIGURE 12-18. The Text Row entry screen used for inserting labels and blank lines.

Moving rows

You can move rows up or down by pressing the up-arrow or down-arrow buttons
that appear below the Move Row caption at the bottom of the template entry
screen. The template editor does not allow you to cut and paste rows in the way
that you cut and paste rows of text. You can also move a row by deleting and rein-
serting it at a new location.

Computing percentages

Financial reports can be configured to analyze the percent contributions of each
row. You must define percentage groups in order to determine the total to which a
given row contributes. Percentage groups consist of a contiguous series of item-
type rows. You can define as many percentage groups as you want.

The percentage group of a set of items is identified by the number that appears in
the “%” column. For example, all items marked with “%(3)” are elements in the

third percentage group. When printed, the contribution each items in this group

makes to the group’s total will appear in the column specified to display percent-

ages.
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When you establish percent groups, these groups apply to the rows. For the pur-
poses of computing percentages a group is a group, independent of whatever you
choose to display actual account or budget balances.

On actual report every row’s percent contribution is calculated with respect to the
total of all row values in the group. Percents are calculated separately for each col-
umn in which percentages are displayed.

For example, if you have a group of accounts labeled “Assets”, then the report will
display the percent contribution of each asset row to the asset total. To define the
asset group you click on the first item-type row above the asset group. This defines
a percentage group that stops before the first asset row. Then you click on the last
item-type row in the asset group. This identifies the percent group starting on the
first and ending on the last asset row.

Let’s follow another example in more detail. We want to define the range of sev-
eral percent groups. We do this by clicking on various rows in the % column.

To mark the last row in a percentage group, click on that row inside the bounds of
the heavily outlined box that spans the full height of the scrollable area of rows.
The system senses which row you’ve clicked on. If the % area is empty and you
click on the fifth line, it will display a column of numbers in parentheses, as
shown in Figure 12-19(a).

% (2) % (2 % (2 % (2)
(1) 561 %6(1) (1)
B(1) (1) %(1) B(1)
(1) %61 %6(1) (1)

%End %End BEnd
B (2) %(2)
BEnd

B(3) B(2)

Eng

(a) (b) (c) (d)

FIGURE 12-19. The values displayed in the % column indicate the range of each
percentage group. See text for explanation.

The %-column shows the extent of the first percentage group by displaying a %
sign on each item row, which it follows with the number of the percentage group
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in parentheses. The last row of every percentage group is marked by the code
“%END.”

To define the range of the second percentage group, click in the rectangular % col-
umn on a row that is further down the report. A second percent group results
from clicking in the % column on row ten. This is shown in Figure 12-19(b). A
third group is defined by clicking on line 15, as shown in Figure 12-19(c).

To remove any percentage group, click on the last item in that group. This row is
always marked with the %End symbol. This will cause all the items for that group
to be merged with the percentage group below it. If there is no other percentage
group below the %End symbol, then the group will be erased. This means that the
“%(n)” symbols in the % column will disappear.

For example, clicking on line 10 after the three groups have been established
erases the middle group and causes lines 9 through 15 to form a single percentage
group. This is shown in Figure 12-19(d).

Percentage groups are always composed of a group of contiguous item-type rows.
Only item-type values are used in calculating percentages. You cannot define per-
centages for subtotals. Even if a percent group spans a subtotal, the subtotal value
is excluded from the percentage calculations.

Be careful when defining percentage groups. Make sure that all items within a
given percent group are displaying either all debit totals or all credit totals.

Percentages will be computed using the absolute value (i.e. negative values will be
interpreted as positive) of the values in the percentage group. That is to say an
items will be shown to have to same percentage of the total regardless of whether
the items in the groups have positive or negative values.

However, if an item in a percent group does display a negative value, then the per-
cent associated with that item is displayed within a parenthesis. Refer to the
example in the following figure.

Assets Balance on12/31/97 %
Inventory 45,000.00 66.1
Receivables 2,000.00 2.9
Investments 15,000.00 22.1
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Other Settings

Cash 5,000.00 7.4
Goodwill -1,000.00  (1.5)

FIGURE 12-20. Negative value are interpreted as positive values for the purpose of
calculating percent. Their contribution appears in parenthesis.

Template names are independent of the report headings. The template name is
not printed on the actual report. The first three lines in the report’s heading are
specified on the lines labeled Heading #1, #2, and #3.

The number format specification you assign applies to all numbers appearing on
the report. When checked, the Print Line check-box instructs the system to print
the line numbers that appear in the left-most column of the template editor.
Numeric formatting codes are explained in “Numeric Formats” on page A-196.

The Active and the Public check-boxes determine whether or not templates
appear in the list of report templates shown in the Batch Report Printing window.
This window is accessed from the control screen by selecting the Print Reports...
item on the Financials pop-up. Templates that are either inactive or private can
only be accessed through the Financial Report Editor.

Check the “Show 1000’s” check box indicates that all values should be shown as
thousands. The effect of this option is to move the decimal place three places to
the left for all displayed values. Values are not rounded because the decimal places
are not lost. In this mode values in the hundreds range will appear to the right of
the decimal point according to the number format you have chosen. Selecting this
option will ensure that numeric values fit within the width of each column.

Template passwords and template security

Financial reports play a crucial role and often require careful design and specifica-
tions. Once you have specified a report template you can assign a password to it.
This will assure that the report can only be modified by users who know the pass-
word. To set a password for a report, move to the Options page, by clicking on the
tab labeled Options., and type a value in to the Password field.
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[0 = —————————"~Financial Report Template: 4 of 4 ="—"—————0 B
[RDWS "Cnlumns Options I 112001-02:12 by Desigher  Fr30d @
Report [D
Pass Word
User

Autornatical ly created income report template.

Includes only active accounts,

Limited to accounts with profit center test profit center
Generated on 8712798

FIGURE 12-21. The password screen for a report template. Each template can be assigned
a different password.

Once you have assigned a password, anyone who opens the template will be asked
to enter this password before they reach the template entry screen. Without the
password they cannot view or modify the template.

If you forget the password you can use the system’s master password. The master
password is set by the administrator and applies to all report templates.

Templates also store the name of the user who created them. Templates can be
searched and sorted by user name.

Columns Templates specify what appears in each of the four columns, as well as default
dates for each of these columns. The information displayed in each column
(actual, budget, or percent) is set in the template and can only be changed from
within the template editor. The default date range for each column stored the tem-
plate editor can be changed “on the fly” before generating a report from a tem-
plate.
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Columns are specified independently from rows. Click on the Columns tab to dis-
play the column page of the template screen. Here you specify the type of values
to appear in each of the four columns, and you assign default dates that determine
what portion of the General Ledger is reflected in each column.

Column Types
Each column can display one of four different types of values:

e Actual: values taken from actual General Ledger entries.

* Budget#1: values taken from the 1st budget series assigned to GL accounts.
* Budget#2: values taken from the 2nd budget series assigned to GL accounts.
e Percent: values computed with respect to entries in the previous column.

In addition to these types you may set up to three columns as blank columns.
When a blank type is assigned the corresponding column will not appear on the
report. Columns set as blank must all lie to the right of other columns.

When a column is set to display percentages, the percentages are calculated
according to the percent groups set on the Rows page of the entry screen. These
percent groups apply to all columns set to display percents.

In order to display percentages on a financial report you must both assign percent
groups on the Rows page and assign a least one percent-type column on the Col-
umns page.
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O

Financial Report Template: 1 of 3

HHE

Rows | Columns |options

Fn30b

]

Default Period

Last Modifed Report 1D

5/14/99 5
Tupe [Change within Period - |
Mame [Income Statement # 1 |
Change within period ]Pnsitiun Statement |
Colurn il Fe #E FE
ay 9 <) e 3o
Dizplayed

Eudget* 1

Eudget# 2
% Prev.Column

Fram [01701798 (B3 I EEEER |

00/00/00 || « |[ oo/o0/00 || -

To | 12/3141998 || = ||| 12/31/1999 |« 00/00/00 ||| o0OO/00/00 | »

FIGURE 12-22. The columns page of the template entry screen showing the default dates
appropriate to “change within period” type reports.

The first column must be set to display actual, budget#1, or budget#2 values. A
percent value can not be assigned here because percents are derived from the val-
ues that appear in the column to their left.

You cannot assign two adjacent columns to be of percent-type. This is because a
percent-type column always gets the values used in calculating percentages from
the column to its left. If you had two adjacent percent-type columns, then the per-
centages appearing in one would be calculated from percentages appearing in the
other.

In a new template only the first column type is assigned. You must assign the
other columns by hand. Assign types to the other columns progressing from left to
right.

The system requires that to assign a type to a column you must first assign a type
to the column to its left. If you assign a blank type to a given column, then all col-
umns to the right of this will also be assigned a blank type.
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The above rules are just meant to orient you but you do not need to memorize
them. The entry screen automatically enforces these rules. The system will inform
and correct you if you make an error.

Default Dates

Each template stores default dates for each column. The template stores either a
single date or a range of dates depending on whether the report is of “Position” or
“Change Within Period” type. Different date entry fields will appear depending on
the type of the report.

A Position-type report only requires an ending date for each column. This type of
report displays the running balance of accounts as of the ending date. This applies
to all the rows of the report. For budget columns the ending date is used to accu-
mulate budget values for the indicated account from the beginning of the year up
to the ending date.

A Change Within Period-type report requires a starting and ending date for each
column. This type of report displays the net contribution to the indicated accounts
over the period.

The “All Use Date #1” button next to the default date fields will copy the dates
specified for the first column to all other columns. Date values are not used for
percent-type columns.

When you print financial reports in batch from the control screen the system uses
the default dates assigned to the multiple report templates.

=—— Batch Report Printing

-
=

oo

=

Report Editor
_D Report Template

@ Income Statement* 1 -
Balance Sheet

& Income Statement* 2

Click on repart to mark for printing.
{reports will print using default dates)

[ print ]| [ concer |

FIGURE 12-23. The batch report printing dialog accessed from the control screen.
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When you print a financial report directly from the Financial Report Templates
area you can override the default dates. You cannot override the type of informa-
tion displayed in each column.

Changes in Period Specifications

Line Items | Report Periods | Fn110b

[Income Statement # 1 |

|¢\ utomatically created income report template. |

Col.#1 Actual Col.#2 Actual
From |01/01/98 From 01401741999
To 12/31/1998 To 12/31/1999
Col.#3 <blank > Col.#4d <blank:
Fram oo/00/00 From 00/00/00
Ta oo/00/00 Ta ao/00/00
[ UUze Col. # 1 Dates ] [Restnre Default Dates]

View I I Frint I Cancel I

FIGURE 12-24. The report specification screen accessed from the Report... button on the
template list screen.

Viewing Hypertext 4th Quarter’s hypertext reports are interactive documents from which you can
obtain additional details. In contrast to a regular report that presents a static sum-
mary, a hypertext report is a graphical interface to underlying information.

Hypertext documents are viewed on-screen and look identical to their printed
counterparts. The difference is that each row of the hypertext report is actually an
active record that can be opened to explore the data behind it.

Hypertext financial reports can only be generated from the Financial Report Editor
screen. To generate a hypertext report, go to the Financial Report Editor by select-
ing the Report Editor item from the Financial Reports menu on the Control
Screen. You can also select the Financial Reports Editor item from the Account-
ing menu.
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In the report editor locate a report template you want to use, highlight it, and
press the Report... button. This opens a specification screen where you set the
heading, number format, and time periods for the report.

Changes in Period Specifications

Line Items |Report Periods Fnii0a

[Income Statement# 1 |

|ﬁutu matically created income report template. |

Generate report with: [CIPrint Line #'s
Heading # 1 [Management | ncome
#2

= II#J###*##D'DD

Wigwr I I Frint l Cancel I

FIGURE 12-25. Financial Report Specification screen used to view or print a financial
report from the report editor screen.

Pressing the View button on the Specification screen instructs the system to pre-
pare the report and display it in hypertext format. The hypertext report can still be
printed in hard copy form after it has been assembled. Pressing the Print button
instructs the system to prepare the report and send it directly to the printer with-
out displaying its hypertext form. Once created, the report is displayed in the cur-
rent window.
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O=——————————————Income Statement¥ ——— | H
Management Income Fri, May 14, 1999 |&|

Far Period: 171795 /1499

to 12/431/95 to 12/31/99

Operating | ncome 4,061.45 6,155.00

60001 Client Sales 247.96 4,066.30

60002 Finished Goods Inventory 0.00 0.00

60003 Cormpangnt Inventary 0.00 0.00

60004 0perating | nventary .00 0.00

60005 Client Sales #2 §,554.50 12,558.98

60006 Client Sales #3 450.00 279.50

60007 Instruction 0.00 0.00

Total Operating Incame 13,643 91 23,059.78

Scroll right to see the full report; double click a row to see GL postings.

FIGURE 12-26. A sample section of a hypertext income report.

Exploring Hypertext

The rows of the report displayed in Figure 12-26 are actually records in the data-
base that are linked to the data they summarize. By double clicking on these rows,
you can see what took place in the business that generated these numbers. This
process of tunneling does not just give access to the general ledger, but gives com-
plete access to all transaction data. This includes individual transaction compo-
nents as well as summaries of transactions that may be archived off-line.

The description that follows leads you down through successive layers of the
hypertext report. We’ll do this by examining a single item in each of the lower
level screens. We won’t bother to perform searches for other items or to print
reports at these lower levels, which can also be done.

General Ledger Postings Screen

Hypertext rows summarize a particular GL account or group of accounts. Double
click on a row to open the General Ledger Postings screen. This shows the posting
items contributing to the summary. From this screen you can search for other
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postings related to the same account, print the displayed components, or explore
their origins.

D - @ == GEnEraI I_Edger Pustings: '| - @ @——— E E
Incame Statement# 1 R '-"[ 60006 Client Sales - ]
Column | 1)[Actual: 1/1/98 to 12/51/98 - |
attn Post Date Account Debit Credits |
3/31/95 60006 Client Sales I2.50 %
3/30/93 60006 Client Sales G570.25
I/27/95 60006 Client Sales G35.00
/27495 60006 Client Sales 256.50
3/25/98 60006 Client Sales 166.00
3/24/98 60006 Client Sales 78.50
2/19/93 60006 Client Sales 455.75
I/18/95 60006 Client Sales 1,220.00
312495 60006 Client Sales 205.95
|
32.50 4,093 95
for related postings in range: [01/01/1998 || » |ta[12/31/98 | -
Fr70c
[ Oo Search ] I Details ] IZ‘
— Creom )
[ Sort ] I Print ] .IillEl 7z

FIGURE 12-27. General Ledger Postings screen displaying the posting items that have
contributed to a particular cell on the hypertext report.

This screen has four arrows in the lower right hand corner that allow you to navi-
gate around the report in any direction. Some cells do not refer to GL history.
These cells simply show the value that appears on the report. As you navigate
around the report the display changes to display the history of the cell you've
selected. Press the Return button to return to the top level of the hypertext
report.

Posted components screen

For a list of the transaction components behind the posting item, highlight that
item and press the Details button to open the Posted Components screen. This
shows a list of the transaction components that contributed to the GL account’s
posting entry.

To see the complete transaction details associated with a particular component,
highlight that component and press the View button. This shows all components
of the posted transaction.
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It is possible that some of the original transaction information has been archived
so that some contributing components will not appear in the Posted Components
list.

When transactions are archived they are removed off-line and stored in a separate
file. They are not available for examination from within 4th Quarter until the

archive is restored. However, a brief archive record is kept in the database and is
accessible from the Posted Components screen through the View Archive button.

The system knows when transactions contributing to current posting have been
archived and the Posted Components screen will indicate in the lower right- hand
caption area the number of archived records related to this posting. In the exam-
ple below there is 1 related archive record.

O Posted Components: 2 =
Account attn [Ref. N2 [Effect. [ Motes | Debit/Credit [a
60006 100 Licensing | neome 47 %/15/98 P# 400.00(S
0006 100 Licensing | ncome 54 317495 p* 350,00
@ Components of 1 GL entries, relating to 1 GL [REf. M2 - ][Effect. - ] Or [ Sum ] B
er D -1,350.00/= 0.00/ - 1,350.00
[Search v] [ Miews ] [ Sart ] l Applyto ] [ Report.., ]

[FDC_LIS v] [ViewAr‘chive] B=
4] V|2

FIGURE 12-28. Posting Components screen displaying the transaction components that
are summarized by a posting item.

From the Posting Components screen you can use the following functions:

* Search: This search will locate components contributing to other periods,
other posting items, and other GL accounts.

* View: This displays the complete transaction showing the balancing compo-
nents and other transaction information.

* View Archive: If transactions relating to this posting have been archived, this
will be indicated by a caption in the Posted Components screen telling you the
number of related archive records. A list of brief archive records containing
basic transaction information can be seen by pressing this button.
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The archive transactions are not related to the transaction components dis-
played in the Posted Components window. The items appearing in the Posted
Components window are from transactions that are not archived and are still
on-line.

Archive Transaction List

The View Archive button takes you to the Archive Transactions list. This display
shows the archived transaction’s dates, type, ID, and its first two components.
The second component is described in the columns that are outside the window
to the right. Scroll to the right to view the second archive summary.

| Archived Transactions: I =—————— 0 H

Rstr  Tran.lD | Effective Archived | Type 15t Account M2 Debit | 3rd Account W Debit | =]

Ref.N2 Posted Doc W2 #comp | 2nd Account N2 Debit | dth Account N2 Debit | =
- 91 B/2E/98  3/11/99  GNRL &0009.00 -51.51 0.00
slipd 8/31/98 45 Z  §0008.00 5151 0.00
- 90 §/28¢/95 3411799  GMRL 8001800  -o,477.50 0.00
s1ip3 8/31/98 45 Z  10003.00 4,477.50 0.00
- 87 ©/28/9%  3/11/99  GMRL £0009.00 -51.51 0.00
slipd 8/31/98 45 2 §0008.00 5151 0.00
- 86 §/28/9%  3/11/99  GMRL 8001800  -<,477.50 0.00
slip3 8/31/98 45 2 10003.00 4,477.50 0.00
- 84 5/25/9%  3/11/99  GNRL 10002.00 15.00 0.00
8/31/98 45 2 60001.00 -15.00 0.00
- 85 B/28/98  3/11/99  GNRL 10005.00 1,000.00 0.00
test slip1 8/31/98 45 Z  §00Z4.00  -1,000.00 0.00
Double click on an archived record for more detail. Scroll to the right to see additional colu Trac20

[ Search ] [ Sart ] [FDC_LIS v] [ Report., ] —

4] | |

FIGURE 12-29. The Archived Transaction Summaries list screen showing the summary
records of two archived transactions, one of which has been restored. Information extends
beyond the right edge of the window.

This screen supports the following functions:

* Search: This affords a complete search over archived records on the basis of
transaction or account. All archive summary records meeting the search crite-
ria will be displayed.

* Report...:.The report prints the full summary information in all records in the
current selection.
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Configuring Templates

* Summary Details: If there are more than two components to the archived
transaction, they cannot be seen from the list window. Double click on a par-
ticular summary record to see the other component accounts. This opens the
Archive Transaction Summary screen shown below.

[0 =————— Archive Transaction Summary: 2 of Il ="rcr0—"n——FHI B
: . Tranz ID
Archived records are nonmodifiable.
Effective |6/25/95 Code [ Restored
Posted |5/31/98 Trans. Type GMREL
Archived (3411799
Mame of dizk  |Scratch2:dthQuarter 6. 0:Archiv990311_3/11/99_158.45. 41
archive file
Archived Acct Current Account Mame ['r Amount -
S0015.000-100 Component Purchase Yalue -4,477.50(=
10003.000-100 Companent Assets 4,477.50
TraciO
-]
Companents Total of Debits 4,477.50

FIGURE 12-30. The Archive Transaction Summary screen displaying all the information
retained by 4th Quarter once a transaction has been archived.

The archive summary record shows the effective, posted, and archive date of the
transaction. The code shown is the code assigned by the user assigned, such as the
sales ticket or check number. The transaction type, shown below the code, is
assigned by the system and indicates relations between the transaction and other
files in the data base.

The Restored check box indicates whether the transaction’s information has
been restored to the data file. If unchecked, the original transaction record, with
all its details, is not part of the data file. If the Restored box is checked, the origi-
nal transaction was archived and then reloaded into the data file where it is cur-
rently accessible from 4th Quarter. Archive summary records are not deleted
when the archived information is reloaded.

Additional transaction information, such as comments or titles, are not kept with
the archive summary record. These details were written to the archive file named
in the summary screen and then deleted from the data file. If the archive file’s
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name was changed after it was created, then the name shown in the summary
record will be incorrect. It is your responsibility to keep track of your archive files,
and to be able to relocate it when necessary.

Archived transactions can also be accessed through GL Postings List screen (see
page 272 in Chapter 10) and through the Administrator’s Maintenance screen
(see page a.108 of the Administrator’s Manual).
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CHAPTER 13

D0

Customer

4Q Full

Customers

This chapter describes the Customers area and the man-
agement of customers and customer accounts.

Customers are supported in the Full version of 4th Quar-
ter.

Flow of Data

Customer Data

Customers are stored in their own file. Customer records contain business-specific
information but not accounting information. Accounting information, such as
receivable balances and account history, is stored in the customer’s receivable and
sales accounts.

When you enter a customer record, the system creates the customer’s receivable
account. Once created, this account can be found with all other accounts in the
Chart of Accounts list.

There are also customer sales accounts related to each customer record. A default
sales account is assigned to all new customers according to their type. There is
also a taxable sales and a non-tax sales account for each type of customer.

Customer reports are available in various areas. The customer area itself supports
reports detailing the customer but not their account history. The customer’s
account history reports can be accessed from the accounts area. A report of sales
or invoices to particular customers can be printed from the sales, transaction, or
invoice areas.
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Customers

Sales Transactions Accounts
Sale AR Journal
Coe % @‘@@
N
e o o etc. Customers Sales Journal

A
7/ Reports

N
Transaction|

Sony
IBM

;
g
oo

Summary ]  —1
- Reports
ales
—
Report / AN
p etc Reports é&fr?rlﬁralﬁy
——
Customer Aging
Summary Rgport
etc.
Customer
Statement
etc.

FIGURE 13-1. Flow of data from customers, through sales, to customer accounts.

Customer List Select the Customer List item on the Customers pop-up menu in the Control

screen. The Customers List appears with the standard function buttons at the bot-
ddd Custo mEH tom of the screen.
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O0=—————————— tustomerlist i =————————FH H
ﬁttn|Cude |Tl,|pe |Name |Cumpanu |ﬁddress |Wk.F‘h0ne acty [ a
z Client Krip Alberty Retrograde Motorcars Quill N¥ {805y 454-8778 L1 =]
24 Client Greg Alexander Chatham Township Co westerly P& (606) 788-5546 L]
38 Client John Barkealey Western Autodial Eradly W (808) 677-9002 L]
z Client Drake McCarthy Mammies And Babies San Pedro CéA L]
16 Client Anne Ruth Quest Corp High Falls NY {91y 222-3333 -
a o a o a o= & a7
- Double click an a customer to modify. Cuzio
[Search.. |w | [ sort | [ Add | [ Modity | [ Report.. |
(Focws v | [ se= | [ Detete | Cream ) 1
4 1>
FIGURE 13-1. Customer List screen.
]

Searching Various search functions can be accessed from the Search... pop-up. The items
Example.. above the line on this menu all open screens in which you specify search criteria.
Attention..

Address.. Below the line appear each of the types of customer that are defined for your sys-
411 Active tem. Customers are located by type as soon as you select the item from the pop-up
Prospect list.

Client

Example Search

The Example... search opens a screen in which you specify some combination of
the criteria shown in Figure 13-2. Mark the check boxes on the left side of the
screen adjacent to each criteria that you want to match. Use the pop-up menus
next to the entry fields to specify the type of search you want performed. Refer to
the section entitled “Search Screens” on page 49 for a description of how to spec-
ify search criteria.

The “any” or “all” radio buttons on the lower right determine how your search
criteria are applied. The radio buttons in the “Search and...” area at the bottom of
the screen determine how the items found affect the items previously displayed in
the customer list.
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Customer Search
O I 3 =| | And display only ARE ARE EITHER
] FirstMame {1st 10 chars) 3 = | thoze that: NaT
¥ Last Mame {15t 10chars) 3 = |[5mithe | dctive (O O (]
] Company {1st 10 charsy 3 = | |
[ Code 3 = |
[ Pricing Code B = |
] Attention 3 = |
[ Billing State ~ = |
] Billing Zip 3 = |
#[] ‘woark Phone #1 B = |
=[] Department 3 = |
] Receivable Acc't 1D 3 = |
0 Tupe 3 = |
Status 3 = |[Credit | rHMatch
[ Receivable Balance - |l = | @ any Oall
i Searching on these criteria can be wery slow!l) criteria
Search and.__.
Q Replace ; . {2} Remove From previous selection.
nost o]
(2 Searchin selection T m

FIGURE 13-2. The customer Search by Example screen.
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Attention Search

The Attention... search dialog, shown in Figure 13-3, is designed specifically for
locating customer records according the values you've assigned to their “atten-

tion” fields.

Attention Search for Customers

ATTENTION search criteria:

Search using (@ | attention codes equal to: #nd are
op  |MVC_Jer[W¥D Jor[  Jor[ | ® sctive
] any attention codes at all. (D Inactive

Search and._.

i Replace () add to (2 Remove fram |
. : prewious selection Fea—

() Search in selection Cubl

FIGURE 13-3. The customer Search by Attention screen.

Address Search

The Address... search screen locates customers according to their related geo-
graphical or electronic address information. Since customers can have multiple
addresses, this search will locate customers any of whose addresses match the

specified criteria.

Address Search

Find Customer Records

with ICitu v] equal to

[Crimson Corners |
Add a final blank space to search for literal values.

* Searching on these criteria can be wery slow!! adan
SEARCH and

©fwe Owio | ([ ]
) Rernove from previous selection .
() Search in selection

FIGURE 13-4. The customer address search screen.
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Company
Information

The address search locates all address records that have values that start with the
criteria you specify. For example, if you enter “Oak” as a city, then search will
locate the cities “Oakwood”, “Oakdale”, “Oakmont”. If you want to locate a literal
value such as a city whose name is exactly “Oak”, then add a space at the end of
your search specifier.

Customer Entry

To reach the Customer Entry screen, either double-click an existing customer
record or press the Add or Modify button. At the top of the screen appear tabs
that take you to the different pages of the entry screen. Each of the fields in the
customer entry screen will be described below.

Basic Info Page

Information on the Basic Info page includes names, addresses and phone numbers
as shown in Figure 13-5. To enter a customer you must supply either a last name
or a company name and you must indicate a customer type. Additional informa-
tion can be added at a later time.

Each type of customer is linked to a different sales account. The exception is any
customer assigned the type of “prospect”. These customers are not setup for sales
and have no accounts linked to them. The administrator can change the list of cus-
tomer types through List Manager screen. Refer to page page a.28 in the Adminis-
trator’s Manual for complete details.
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O=———————————— Customerkntry:30fsS=——————E|H
Basic Info | Details |[Notes |[Accounts | Cutla (7]
Cust. I Modify Date
Code / Type [38 |[Crient | attention [ | 5T 5{,36,99
Salutation ] _ e [ | [Phones
Neme [John [Garkeaiey | wh.1 [(§08) 677-29002 | Active [
Company [western Autodial | wle | |
Dept. [Telecommuting | sms | |
Fax [914-677-9003 |
rBilling @ primary Shipping
Addr. [125 Persons Dr | | Addr. [Same |
| | | |
| | | | [ Enter l
City [Bradly || Citu] |
State [ia | Zip [12481 ]+ | | State] | zip | | +] |
Country [Usa | Country | |
A | | e
Cancel
$[¢ URL] | | {7 URL] | 7

FIGURE 13-5. First page of the Customer Entry screen.

On the Basic Info page, the billing address can be copied to the primary shipping
address area by clicking the arrow button (labeled “>”). Clicking the little yellow
clipboard icons copies the address to the computer clipboard. Once on the clip-
board the address can be pasted into documents opened in other applications.

Details Page

The discount, terms, ship via, and other values that are entered here are used as
default values when an invoice is created for this customer.

The pricing code relates assigned to the customer relates to the pricing codes that
identify different price schedules for inventory items. When items are ordered for
this customer the price of the items is recalled from the item’s pricing tables
according to the customer’s pricing code. If the item has no price schedule for a
given customer’s price code, then the item’s default unit price is used.

The detail page of the customer entry screen enables you to specify additional
shipping addresses. This is discussed in detail on page 368.
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O0==———————————— Customerbntrv: l00f 33 =——"—~———— 0| H
@ Details antes |Accuunts | Cullb
John Barkraley western Autodial Status Cust. 1D Modify Date

91 5726799

0 — ] —
Pricing Code H [3 Expires
Discount [ 0 |® | ks W 675
Terms Credit Limit

shipvia [ ]

rShipping Addr

Sales Tax % 6.75

Add

[»

j

Femove

o) (o )(_Aae ) sdody ) _peist ]

Address City ST |Zip -
PO Box 9576 Eradly Yh (12481 (= |
® 125 Persons Dr Bradly Ya 112481

-]
2

1

Cancel

S

FIGURE 13-6. The Details page of the Customer Entry screen.

Shipping Addresses Each customer has a billing and a primary shipping address. Additional shipping
address can be added from the Details page of the customer entry screen.

On the Details page you will find the shipping address area. Press the Add, Mod-
ify, or Delete buttons to create new shipping addresses. Highlight one of the
addresses in the address list and press the Primary button to mark it as the cus-
tomer’s primary shipping address. The primary address will appear on the first
page of the entry screen and will be used on shipping labels.

Sales Tax In the Sales Tax area, press the Add or Remove button to add additional Taxes to
the customer. The Add buttons displays a Sales Tax List screen where you can
locate existing or add new Tax records. You may select multiple Tax records for
each customer.
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The customer’s total sales tax rate is the sum of its tax record components. This
total is recalculated from the original sales tax records whenever sales tax is
recomputed. Consequently, the tax rate on invoices and other sales will change as
the rate is changed in the component sales tax records.

Each sales tax record has a sales tax payable account associated with it. There can
be any number of sales tax payable accounts. When sales taxes are generated each
sales tax payable account is credited by the appropriate amount.

The sales taxes listed in the customer’s record are used by default when entering a
customer invoice. They can be modified through the invoice entry screen.

Payment Terms The payment terms are set on the second page of the customer entry screen
through the Terms pop-up menu. Payment terms are assigned each customer
through the customer entry screen. These terms apply to the customer’s receiv-
able account, and are used for new sales to this customer.

Terms are specified according to the format:
(% discount)/(days for discount) Type (Days until due)

The quantities shown in parentheses are optional. For example, terms where the
net balance is due within 30 days are written “Net 30." If a 3% sales discount is
also offered for payments within 10 days from shipping goods, the payment terms
are given as “3/10 Net 30."

Modifying Payment Terms

Terms records are managed from the Modify Terms screen. Access this screen by
choosing the Other... item from any payment terms pop-up menu. These menus
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are located in sales and purchase entry screens. Selecting this item will bring up
the following list and entry screen:

O =———Termsofsale:6=—=HH
Defau]t|[)iscount% Daus|Tupe | Days o
cop =
Rec'ble MET 0
MET &0
MET Eln
10 5 Met 5
Payable PrePaid
Tmz0d
[ pemut | [  asa [ sert ][ setest |
[ Modity | [ Delete ] —
1] [+ [z

FIGURE 13-7. The Modify Terms list and entry screen, where the management of term
records is performed.

To enter a new record, assign its properties in the entry fields in the Terms Modi-
fication screen and press the Add button. These fields are:

Discount%: The discount percent.

w/in Days: The number of days for which this discount is extended.

Type: The type of payment term.

w/in Days: The number of days from entry or shipping until payment is due.

To modify an existing record, highlight it and press the Modify button. The term
will be removed from the list and its values will appear in the entry areas. Make
changes in the entry areas and press the Add button. Terms marked as defaults
cannot be modified.

To reset the records used as the default terms, highlight the term record that you
want to set as either the payable or receivable default. Press the Default button.
In the dialog that appears indicate whether you want the record to be the payable
or receivable default. The record will be marked with a “P,” “R,” or “PR” in the
Default column.
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Attaching Notes

To save your changes to the term records press Enter; to discard all changes press
Cancel. When you return to the term’s pop-up menu, its items will reflect any
changes you have made.

Notes Page

Notes can be attached to customers through the Notes page. Notes can be created,
modified, deleted or printed. To display notes of a particular type use the Types
popup that appears above the list of notes.

To print a note first mark it with an “X” by clicking on the note you want in the
left hand column. You can mark any number of notes. The click the Print-X but-

ton.

0 =—————————— customer Entry: 15 ofII=—————— 0 H
[Basic Info |[Details | Notes IAccnunts | Cutlc (7]
|Eil || Brixton |Graham Group | Cust. ID Modify Date

&7 || 5izasee |
&7 #dd || Modify || Detete |[ Mark || Frint-x|[Memo] EE
Place the cursor in the enterable area -
P = o O s e ﬁ” Tupes bl |
%[ Type | status [ ihen [ Memo -
Call Not Done Q000500 2/8/590-Wants ad =
IMeeting Mot Done 0000700 Firstinquiry fror
|+ |

-

Changes are saved as they are entered,

FIGURE 13-8. The Notes page of the Customer Entry screen.

The notes “When” and “Memo” fields can be edited directly from this page of the
Customer Entry screen. To modify other notes fields place your cursor in the
When or Memo field of the note you want to modify and press the Modify button.
This will open the note in the Note Entry screen shown below.
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D = Note : | Df2§g
Type [Appointment | when [05/25/1999 |[1:00FH | created w | & |
Status [Tn Progress ~ | Until [05/28/1999 |[z:00PH |[o57z8/1999 [iT:08PM |
—_— M
Femo | B © User [MarH |
2/8/99-wants additional details an multi-user licensing. | [] Marked
FIGURE 13-9. The Note entry screen.
Entering Time Values
Use military time when entering time value in the When and Until areas. That is,
if you want to enter 1:30 pm, then type in the value 13:30. When you tab out of
the field it will convert the value from military time to standard time with the
“AM” or “PM” sulffix.
|
Accounts Customer information consists of accounting and non-accounting information.

The customer account information relates to how you want to handle sales and
receivable for the customer. In this section we’ll consider customer accounts:
what these are, how they’re assighed, and what functions they serve.

Certain types of customer records are set up to make sales. For these types the sys-
tem creates a receivable account for that customer when the customer record is
entered.

There is also a general sales account, a taxable sales account, and a non-tax sales
account related that tracks sales to each of the different customer types. An admin-
istrator setting determines whether sales are credited to the general sales account,
or distributed to tax and non-tax accounts according to the type of sale.
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Receivable Account

Press the Accounts tab to the Accounts page of the Customer Entry screen.

[Basic Info |[Details |[Notes | Accounts | cutod (7
John Barkcaley ‘Western Autodial Cust. 1D Modify Date
91 5/26/99

Sales Accounts:
Cr Balance
¢ |60005-100 Consulting -2,586.41
() Taxable sales  |60005-200 Client Taxable Sales 0.00
() Montax sales &0005-300 Client Notax Sales 0.00
[ Info ” Feazsign ]
Dr Balance
Receivable Account 10100-91 ‘Western dutodial 17312

rDdistribution Accounts:
[ ss ) eemows |

Account N Narne -

H

=

‘

&

FIGURE 13-10. The Accounts page of the Customer Entry screen.

The system will create a new receivable account for each new Customer record if
that record is one of a certain type. The types of customers for which the system
creates receivable accounts are set on the Customer page of the Maintenance
screen. Sales can only be made to those types of customers that have receivable
and sales accounts. The creation of receivable accounts for different types of cus-
tomers is discussed on page 376.

Once a receivable account has been created it can not be removed short of delet-
ing the customer. If you return a customer from type “Client” to type “Prospect”
the receivable account will remain attached to the customer.

You can override the system’s default rule for creating an account. To do this, go
to the customer accounts page, shown in Figure 13-10, and press the Modify but-
ton. If the customer is of a type that for which the system does not create an
account, then when you press this button the system will ask you if you want to
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create one. If you say OK, then a specification screen will open. The receivable
account will be created when the customer is entered.

On the other hand, if the system normally creates an account for this type of cus-
tomer and you want it not to, then when you press the Modify button the system
will ask you if you still want to create one. If tell it to cancel, then the account will
not be created when then new customer is saved.

The receivable account is not created until the customer is saved. This means that
as long as the customer has not been saved you can press the Modify button again
if you change your mind. However once the customer has been entered and the
account created you will not be able to remove it.

For additional information on changing a customer’s type see “Receivable
Account” on page 376.

Sales Account

The Accounts page displays the sales accounts assighed to the customer. New cus-
tomers are assigned three default sales accounts. These default settings are dis-
cussed on page 375. You can assign different accounts by pressing the Reassign
button. Linking to a new account will affect only entries made in the future. Past
sales recorded with the previous sales account are still recorded with that account.

Customer sales are credited either to the general sales account for that type of cus-
tomer, or the amount of the sale is divided into a taxable and untaxed portion and
credited to the Taxable/Nontaxable Sales Accounts. There is a pair of taxable and
non-tax sales account for each customer type.

The administrator sets which of the two methods of sales accounting the system
uses by default when a new invoice is entered. The setting is either to use the
general sales account of the taxable and non-tax sales accounts. This is set from
the Customer page of the Maintenance screen.

In the case of invoices, the user can redirect the system to record income to either
the general sales account, or the tax and non-tax sales accounts.
Distribution Accounts

Distribution Accounts can be associated with each customer. Add income or reve-
nue-type accounts to the Distribution List by pressing the Add button. Accounts
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are added from the list of currently existing accounts. The Remove button only
removes an account from the Distribution List, it does not delete the account
itself.

The distribution accounts linked to the customer will appear on the distribution
page of the Sales Transaction entry and the Invoice entry screens. See “Sales
Entry” on page 393. When entering a sales transaction through one of these
screens you’ll be able to distribute the sales to these accounts. You can distribute
to other accounts at that time but the accounts listed in the customer’s record will
appear by default.

Default Accounts Customer records do not store accounting information. Instead, customers are
related to receivable and sales accounts. This allows for greater flexibility in deter-
mining the most appropriate accounting system for any particular business.

Sales Accounts

New customers are initially assigned the default accounts for general sales, taxable
sales, and nontaxable sales. To see the accounts assigned to each customer for this
purpose, press the Sales Acts button on the customer’s entry screen.

Sales Accounts: Cr Balance
& T : [60005- 100 Consulting -2,586.41
(0 Taxable sales |60005-200 Client Taxable Sales 0.00
() Wontax sales  |GO00S-300 Client Motax Sales 0.00
[ Infa ]l Reassign ]

FIGURE 13-11. The sales account specifications shown on the customer entry screen.

The accounts assigned for these purposes are the default accounts assigned to all
customers. You can set new defaults from the Default Account’s page of the sys-
tem Maintenance screen. The accounts appear in the default accounts list with the
following labels:

* SALES: income through direct & invoiced sales.
* SALES: taxable income through direct & invoiced sales.
* SALES: nontaxable income through direct & invoiced sales.
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To change the default account, highlight the sales row and press the Reassign but-
ton located above the default account list. You can reassign the default to any
account of an income journal.

Default Accounts: -
ipti Account

Description

COSTOF GOODS SOLD: expense account. 81101100 Inventory Expense: Cost of Goods Sold
SPOILAGE: expense account. ! Inventory Expense: Spoilage
i Purcha. ral Purchase
SHIPPING EXPENSE: from puwhase order shlpplng cosi84101 200 Purchases: Shipping Expense
EXPENSE: from purchases of inventory, linked to items . :35101 100 Inventory Purchase: General Inventory
EXPENSE: discounts taken on purchase orders. 231 101 400 Inventory Expense: Discount Sales

FIGURE 13-12. The default purchase account (highlighted) seen on the defaults accounts
page of the Maintenance screen.

Receivable Account

A new receivable account may be created for each new customer depending on
the type of customer. On the Customer page of the Maintenance screen the
Administrator indicates which types of customers are created with receivable
accounts and which types are not. Selecting items from the Customer Type popup
alternately places and removes a bullet in front of the names of each type.

Receivable accounts are automatically created for all types whose names are pre-
ceded with a bullet. Also located on this screen is the entry area for setting the
account suffix assigned to each new customer receivable account. This value can
contain up to 3 alpha or numeric characters.

Crefault custormer type: |l:11'ent
Create Rec'bl ace'ts (all tupes w/ bullets):

preee
When a new CUSTOMER RECEIV ABLE acoountrr

created azsign it to the following GL account?:

113301 Custorner Receivable i
and as=zign to it the following suffix :I_

Azsign new customers to these SALES accounts:

generalémﬂ General Invoice Sales

taxable {200 Tawable Sales

nontax (Z00 Montax Sales

FIGURE 13-13. The Customers page of the Maintenance screen where you set the types of
customer given their own receivable accounts.

The administrator can declare four types customers: Operating, Prospect, Ref-
erence, and Client. You can configure the system so that a receivable account
is only created for customers of Operating and Client types. The system will
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not create receivable accounts for Prospect or Reference-type customers. How-
ever, if you modify an existing Prospect by assigning it the type “Client”, then
the system will create an account for the record.

When you create a customer you must assign it a Customer Type. It is this type
that determines whether or not a receivable account is created for the customer. If
a receivable account is not created for a particular customer you will not be able to
enter an invoice for that customer or enter a credit sale.

Changing a Customer’s Type

You can change the type associated with a customer at any time through the cus-
tomer entry screen. If you change the type from one that does not have a receiv-
able account to one that does, then the system will create a new receivable
account for the customer. If you change the type from one which has a receivable
account to one which normally does not, the system will not remove any associ-
ated receivable account.

When a receivable account is created it is assigned the customer’s first and last
name, or if no name is given, the company name. The account number will be the
customer’s ID number and a default suffix that is set by the administrator. These
values can be modified by pressing the Modify button in the receivable specifica-
tion area on the customer entry screen. It is also possible to modify the customer’s
account from the account entry screen after the customer has been entered.

['r Balance
Receivable Account 10100-91 ‘Western Autodial 17312

Modify Finance 0| &/ rmon

FIGURE 13-14. The receivable account specifications shown on the customer entry
screen.

Changing the System’s Default Account

The customer accounts are tied to the default receivable general ledger account
that is set for the entire system. To change this default account go to the Default
Account page of the Maintenance screen. Locate the account labeled RECEIV-
ABLE GL in the Default GL Accounts list and press the Reassign button located
above the default GL account list. You can reassign the default to any account on a
receivables journal. For more information on managing the system’s default
accounts refer to the section entitled “Default Accounts” on page a.53 of the
Administrator’s Manual.
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GL Account References IAccuunt References |

[ Reaszign ] [ Print Accounts ] [i.
Description a v|Sustem Code o v|ﬁccuunt

Checking and savings accounts. Cazh 10091 Cazh-2

Receivable GL account for Client-type customers. Client_CR 10101 Client Receivables

Incorme from Client-type sales. Client_CS 60006 Client Sales

Asset GL account for Component items. Component_IYas 10003 [nventary

Cost of Component goods sold. Component_IYcs 50017 Inventory Cost of Good Sold

Spoilage and Toss of Companent items. Cormponent_IYex 50018 Inventory Expense

Purchase of Camponent imventory. Comnnnent 1Yoy AN A Camrnnent Trventorn Purchase

FIGURE 13-15. The default Client Receivable GL account on the defaults accounts page of
the Maintenance screen.

Finance Charges You can generate finance charges for a customer’s account from Finance Charges
screen, shown in Figure 13-16. This is accessed through the Receivable Account
List screen that is displayed when you choose Receivable Accounts from the
Control Screen’s Sales pop-up menu. Once in the Receivable Accounts List
screen, go to the Special Items menu and choose the Generate Finance
Charges item.
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Finance Charges

#ssess finance charges for overdue debts
inthe 22 sglected accounts

Mote: once charges have been assessed for an account
for a given period they can not be assessed again!

@ Finance at the monthly rates stored
with each accaunt.

i) Finance overdue receivables at the rate

of: Fdmon

@ Use grace perind stored with each account
() &pply grace period of days.

Generate finance charges Trom due dates to
® current date

() date in the past: 05/26/99 B
5u150a

[ Azsaezs Charges I [I Cancel l]

FIGURE 13-16. Finance Charges screen for automating the creation of new finance
charges for receivable accounts.

Finance charges are only assessed on those accounts that are part of the current
selection. By limiting the current selection you limit those accounts that will be
assessed charges.

Finance Rate

Finance charges can either be assessed at the rate stored with that account or at a
rate specified in the Finance Charges screen. This means that if each of the
accounts in the current selection has a different finance rate stored with it, then
the finance charges you assess will each be computed on a different percentage
basis. On the other hand, if you want to use the same percentage for all accounts
in the current selection without regard to the rate that has been stored with them,
then specify this rate in the Finance Charges window.

The rate you type in will only be used in calculating the current finance charges.
The rates stored with each account are not changed, although they are overridden
in this case.
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Sales Discounts

Finance charges for any given period are determined by the daily rate. The speci-
fied monthly rate is multiplied by 12 to get an annual rate, which in turn is
divided by 365 to get a daily rate. This daily rate is applied to each overdue item
according to the number of days since the item was due, or since finance charges
were last assessed on that account, whichever is more recent.

Finance Dates

The last date up to which charges were levied is stored with each account. This
date is used to ensure that the finance charges are not levied twice for the same
period. Since finance charges are only assessed at your instruction, they com-
pound at whatever intervals you choose. Charges are computed up to the current
date, or another date you specify.

No Effect on Accounts with Undistributed Funds

Finance charges will only be assessed on an account if it has no unallocated cred-
its. These are payments you’ve received that have not been allocated to cover
receivables in any particular account. When such receipts are present, the system
will not assess any finance charges on that account no matter how large the debt.
If you assess finance charges on a group of accounts, those with unallocated
receipts will be skipped.

To correctly assess finance charges you should first apply all receipts to debts using
the Apply Payments item located on the Special Items menu. This ensures that
all receipts have been applied, meaning that there are no unallocated credits.
Finance charges may then be assessed on whatever debts remain.

Sales discounts are discounts offered for payments made before a specified date in
order to encourage early payment. For example, a discount specified as “5/10”
means a 5% discount is offered on the item total if payment is received within 10
days.

When invoices with a sales discount are journalized, 4th Quarter assumes that the
discount will be taken. The discount is used to compute the actual receivable
amount. In the event that payment is not received within the discount period, the
transaction's sales discount must be removed or reversed to reflect the fact that
the full, undiscounted amount is now due.
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Removing Untaken Discounts when Journalizing in Batch

When invoices are journalized, the journal entries are assigned the date the
invoiced items were shipped. If the invoice is not fully paid and the sales discount
has expired, the program will either journalize the invoice with the discount or
remove the discount before journalizing. The action taken depends on which
option is set in the invoice area of the maintenance screen.

E Rermove expired zales dizcounts before
journalizing.

FIGURE 13-17. The check-box that determines how expired sales discounts are handled
when invoices are journalized.

The sales discount will be removed automatically at the time the invoice is jour-
nalized if the following conditions are met:

* The administrator has set the above option.
* Some amount remains receivable on the invoice.
* The invoice entry date is later than the last day of the sales discount.

When these conditions are met, the discount amount is removed and added to the
amount receivable. The modified invoice is saved and the journal entry reflects
the increased receivable amount.

If this option is not checked or one of these conditions is not met, then the pro-
gram journalizes the discount, however it appears on the invoice.

Removing Untaken Sales Discounts

To remove untaken sales discounts go to the Receivable Accounts list accessed
from the Control Screen. Select the Remove Untaken Discounts item from the
Special Items menu. You are given two options in the Untaken Sales Discounts
dialog:

e Remove Discounts from Selected Accounts
¢ Remove Discounts from All Accounts
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If you choose the first option, 4th Quarter looks only at those invoices written to
the receivable accounts in the current selection. If you choose the second option,
4th Quarter reviews all receivable accounts looking for untaken sales discounts.

Untaken Sales Discounts

Range of Accounts:

Examine:
()} gthe 22 selected Receivable §

i) all Receivable

l Femove Discounts ] [[ Cancel ]I

searching for untaken discounts as far back as

0170141999 vl

Triz0o

FIGURE 13-18. Dialog controlling how expired sales discounts can be removed from
existing entries.

4Q searches for invoices that are not fully paid and whose sales discounts have
expired. Invoices may be found in any of the following three stages of processing;
4th Quarter will handle each of these cases differently:

Unjournalized invoices:

These are invoices for which there are no transactions, either because they
have not been shipped or because they're being batch processed. When this
option is checked 4Q simply modifies the invoice by setting the discount to
zero.

Journalized, unposted invoices:

These are invoices that have been journalized but not yet posted to the general
ledger, either because they're marked “Do Not Post,” or because they are not
yet fully shipped. When this option is checked 4th Quarter reduces to zero the
discount shown on the invoice and increases receivables by the previous dis-
count amount. In this case both the invoice and the journalized transaction are
modified.

Journalized, posted invoices:

These are invoices that have been journalized, shipped, and posted to the gen-
eral ledger. In this case the invoices and their transactions cannot be changed.
In order to reverse the discount, 4th Quarter creates an adjusting entry that
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increases receivables and credits the invoice discounts account. These new
transactions will appear in the customer’s receivable accounts and on future
customer account statements.

In addition to these actions on a selection of accounts, you can also delete or
reverse untaken sales discounts from individual accounts from within their
Receivable Allocation screens. The Receivable Allocation screens are accessed by
selecting an account in the Receivable Accounts list.

To reverse untaken discounts while working with a particular account, select the
Sales Discounts Untaken item under the Transactions menu.

| Transaction |

Mark Item

Receive Marked Items
Customer Entry
General Cash Entry
General Entry

Modify

Delete

Sales Discounts Not Taken

FIGURE 13-19. The Transactions menu located above the receivable account allocation
screen.

Selecting this item displays a dialog asking you to indicate the date range in which
sales discounts are to be removed. For a transaction to be a candidate for having a
sales discount reversed it must:

* Dbe recognized as containing a discount entry,
* contain a receivable entry that has not been paid in full,
* Dbe assigned a discount date that has passed.

Transactions that meet these requirements and which lie in the specified date
range will have their sales discount reversed. This is done by the creation of a new
transaction that reverses the sales discount. In addition, the sales discount date on
the entry that contained the expired discount is reset to the date “00/00/00”.
This is done so that the system knows that this discount is no longer in effect.
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Customer List

This method of removing untaken discounts does not have any effect on the con-
tents of invoices that have not yet been journalized.

S5et Dates =rc———

Dates
from[Q0/00/00 | vltu|l:|5.-f26f1999| vl

s Qe

Specify the range of dug dates for which you
want to remove expired sales discounts.

Df190

( ok Il [ Cancel |

FIGURE 13-20. The date range dialog used for specifying sales discounts from within the
Receivables Account screen.

Reports

The following reports are available by pressing the Reports button in the Cus-
tomer List screen.

Summary

A simple list of the currently selected customers.

Cuskomer Lisk June 3, 1999 928 AM
Sarnple Surnrary Report Page 1
Atth. |Code | Marne Company Eilling Address ok Phohe Home Phone
17 Riichard Aketboom
2 KHp Alberty Retrograde Motorcars T8 Broadway Hildegard A [458] 939-3845
mike T2 Frad Beckey Seartle Mountaineers Circle Terrace D Palomar WA 1[855) 4846598 [914] 444-3555
73 Eill Brizton Giraham Group Transametia Bldg, San Francis [404] 889-1548 [914] 4445553
mike 26 Fieed Cundiff Summit Technologies, Lt & Street High Falls NY 12345 [914) 222-3333 [914) 4445553

FIGURE 13-21. Sample Customer Summary report.
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Full Detail

The details of the selected customers excluding account histories.

Customer Delails
Sarnple Dretail Report

Juke 3, 1999 1042 A
Page 1

Cammpary Graham Group Phone Ative Cust. Type Client
Code 73 Altention wh 1 [404] 589-1548 Ship ¥ia Arbome
Contact 10002-67 , Braided bMatix wic 2 [914] 3354444 Tenns MET 30
Title Manager harne [914] 444-5555 C.Card MC
Dept. IMDept. EAX CoCardg 111155556666 7777
Account 10002-67, Braided bMatrix Dr 139.65 Expires 101000
Eillirng Primnary Shipping Total Tax 02
Transameria Bldg, #3405 Transameria Bldg, #3405 Tax M2 999939
Price Code &
San Francisco San Francisco Discaunt 1717 %
CA o SE995 LISA, CA o 58998 LI5a
Gen.Sales G0001-100, Client Sales 4,256.00
Taxable Sales 60001-200, Client Taxable Sales n.oa
Momntax Sales G0001-300, Client Matax Sales o.on

FIGURE 13-22. Sample customers Detail report.

Detail + Notes

This is the same as the Full Detail report except that all of the customer notes are

included.
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Logo Printing

Customer Details

June 3, 1999 10045 Ah

Sample Detail + Mates Page 1
Cotnpaty Gratamm Group Fhane Ative Cust. Type Client
Code 73 Altention whe 1 [404) G59-1545 Ship Yia Alrbotne
Contact 10002-57 , Braided hatrix whe 2 [914) 3334444 Tenns MET 30
Title hanager home [914] 444-5555 C.Card MC
Dept. IMDept. B C.Card# 11115555 BEEG 7777
Account 10002-67, Braided baktix Dr 139.65 Expires 111100
rBillirg Pritnary Shipping Tokal Tax 0%
Tranzameria Bldg, #3408 Transarneria Bldg, #3408 Taxh? 999999
Price Code A,
San Francisco San Francisco Discount 1717 %
CaA 55995 LUSA CA 55998 LISA
Gen. Sales GO001-100, Client Sales 4,256.00
Taxable Sales G0001-200, Client Taxable Sales 000
Montax Sales B0001-300, Client Maotax Sales 0.0o

Type Appointment Created 5/26/39 Titne 11:08 Phd Muote D B
StatusIn Progress When Fri,baw 28, 1999 100 PM Lser hdark ] Marked
Merna Until Fri, kdaye 26, 1999 2:00 P
218198-Wants additional details on rmulti-userlicensing.

TypeMeeting Created 3/18/99 Titne 11:09 Phd MatelD 7
Status Mot Done When 0000/00 12:00 244 User Designet ] Matked
Merna Until 00d00do0 12:00 &k
First inquiry from Bill Saddell

FIGURE 13-23. Sample Customer Detail + Notes report.

Receivable Statements...

This report can be printed as either a complete listing of the account’s activity, or
a summary of outstanding debts for the current selection of accounts. The alloca-
tion specification dialog, Figure 13-24, is displayed before printing. A separate
report is printed for each account. Each report starts on a new page.

You can place your own logo at the top of the receivable statement. The logo that
is used on this report is stored in 4th Quarter’s Picture Library accessible by the
Administrator through the Maintenance screen, see the Administrator’s Manual
page a.33. Pictures in the picture library are identified by their codes, and the pic-
ture that’s placed atop the receivable statement has the code “4QRcbi1”.

The logo graphic is placed at the top of the statement in an area 1.25” high and
5.5” wide. The graphic is printed at actual size. A sample receivable statement

report is shown in Figure 8-22 on page 211.

386

Customers

4th Quarter User’s Manual



Reports

Billing Labels...

Selecting this option first opens a sort screen for arranging the current selection of
customers. You then enter 4th Dimension’s Label Wizard for creating billing
labels associated with the current customers.

Receivable Account The following reports are available by pressing the Reports button in the Receiv-
List able Accounts list:

Account Summaries

One-line summary of each account in the current selection. A sample Account
Details report appear in Figure 8-16 on page 205.

Account Details

Detailed report of the state of the accounts in the current selection. This does not
include a transaction history. A sample Account Details report appear in Figure 8-
17 on page 206.

Running Balance Reports

This prints a chronological list of entries affecting the balances of the currently
selected accounts. You can specify whether this report includes all items in a
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given range of dates, or whether it includes only items that are not fully allocated.
This is indicated on the Allocation Report Specifications screen.

=———— Allocation Report Specifications ="0——

Print reports for the 22

accounts in the current selection and ..

) list only transactions that represent pauments
not Tully used and debts not fully covered.

® Tist each account's full transaction history from

[00/00/00 | | to[05/26/93 | |

by @ effective dentru  date.

Su100a

C = o= )

FIGURE 13-24. The receivable account specification dialog shown when printing either
running balance or account summary reports.

A separate report is printed for each account. A sample running balance report is
shown in Figure 8-21 on page 210.

Receivable Statements

This is the same report discussed above on page 388 and shown on page 210.

Aging Reports

This complex, configurable report is described in detail in the section entitled
“Aging Report” on page 211.
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Sales

4Q Full

Sales

This chapter describes the sales and invoice transaction
entry, list and reporting, as well as the Sales People area,
and Sales Tax Rates area.

Sales functions are supported in the Full version of 4th
Quarter.

Flow of Data

Sales Data

There are two types of sales events: sales with line items and sales without line
items. Sales with line items are handled through the invoice area discussed on
page 397. Sales that do not have line items are discussed in this section.

Sales that do not include line item details draw on the data stored in the customer,
terms, and sales tax tables. Sales events create an accounting transaction which
affects the balances of customer and other accounts.

The Sales List shows sales transactions entered through sales entry screens. These
screens support six types of sales entries including cash sale, credit sale, refund,
and others. Each type is discussed on page 393.

Sales made on credit require further processing because of the payment expected
in the future. These sales involve customer receivable accounts. When payment is
received it can automatically be applied to open items, or it can be allocated man-
ually. The management of receivable accounts is done through the AR area dis-
cussed in Chapter “Accounts Receivable” on page 175.
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Sales or refunds made in cash require no further actions, besides their eventual
posting to the general ledger.
The flow of data between the customer, tax, terms, and account tables is shown in
Figure 14-1. This illustrates the role that sales transactions play in drawing on
information stored in the customer, sales tax, and payment terms tables. This
information is considered in the context of the sales information provided by the
user in order to correctly update accounts.
Customers Accounts
AR Journal
|
Sales Transactions
Sales Tax
<
TX tax% 7
( catx% )— Refund W
o o o efc. oo o efc.
Payment Terms
Net 30/15
COD
o o o efc.
FIGURE 14-1. Flow of data from customers, through sales, to customer accounts.
]
Accessing Sales Sales functions are divided among four different list screens:

Information * List of Sales,

* List of Invoices,
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» List of Receivable Accounts (AR),
* Receivable Account Allocation.

The List of Sales is accessed from the Sales pop-up menu on the control screen.
This lists all transactions entered through the Sales Entry screen. The Sales Entry
screen can be accessed either from the control screen, using the Sales pop-up, or
from the List of Sales screen.

Sales entered through these screens are limited the non-inventory sales — they do
not list inventory and they do not include invoice-related sales. Inventory-related
sales are handled through the Invoice pop-up.

The List of Invoices is accessed from the Invoices pop-up menu on the control
screen. This lists all transactions entered through the Invoice Entry screen. The
Invoice Entry screen can be accessed either from the control screen, using the
Invoice pop-up, or from the List of Invoices screen. Invoices handle inventory or
line-item sales and are discussed on page 397.

AR accounts are accessed through the AR & AP pop-up menus. This opens a win-
dow with a list of receivable accounts.

The Receivable Account Allocation screen is accessed by selecting a particular
account from the list of receivable accounts. Refer to “Accounts Receivable” on
page 175 for further details.

Sales List Choose the Sales item from the Control screen’s Sales pop-up menu. The same
area is also accessed by choosing the Sales item on the Sales menu that appears

[ ] above the control screen.

Sale thru' Receivable

Receive Payment The List of Sales screen only displays sales transactions entered through the Sales
53ue Credit area. Sales entered as invoices and sales entered through the general or cash trans-
Cash Sale action entry screen are not displayed in this list.

Sales Refund

Receivable Advance Sales entered through the Sales Entry screen are those paid in cash or through

credit. They involve income and revenue accounts. They may also involve sales
tax payable accounts as well. They do not involve inventory and inventory-related
accounts.
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O

S5ales Transactions: 5

HE

attn|Ref. N2

Effect. [hote]

Type | Account

Mema

Amaunt

0441141999 P
04/06/1999 P
0470641999 P
04/01/1999 P
0142141999 P-+F

Receivable sale Bob Cross

Cash sale General Cash

Sales refund General Cash

Receive paymen Braided Matrix
Receiwvable sale Grundwald Construction

50.00
15.00
10.00
S00.00
180.00

[Ret. b2

w ||| Effect.

]

-

drzum I

Tri40

&11 sales transactions are accessible.

[Search

Sort Add

| [ zeptyto | [ Report.. |

[Fncus

Sets

J
J

Delete | [ Modify |

1

S

Searching

Transaction...
fccount..
Customer ...

Showe &11

FIGURE 14-2. The Sales Transaction screen.

The List of Sales screen provides three search dialogs accessed through the
Search... pop-up menu. It provides several reports through the Reports... button,
and enables global modifications through the Apply to... button. To view a sale or
to modify it, double-click on its row. The system will display the sale using the
appropriate Sales entry screen.

The transaction search opens a dialog in which you specify general transaction cri-
teria. When you press the Search button the system will locate purchase transac-
tions satisfying the criteria you indicate, but only transactions entered through the
Sales Entry screen will be displayed. This search is discussed in the section
“Transaction Search” on page 106.

The account search opens a dialog in which you specify the accounts that are
affected by transactions. When you press the Search button the system will locate
sales transactions satisfying these criteria you indicate but will only those entered
through the Sales Entry screen. This search is discussed in the section “Accounts
Search” on page 107.

The customer search opens the Customer List screen. Use this screen’s search and
sort functions to locate the customers whose sales you would like to view. High-
light the customers you’re interested in and press Select. The system will locate
all sales entered through the Sales Entry screen that involve these customers. The
Customer List screen is discussed on page 362.
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Sales Entry

4th Quarter supports a number of different entry screens with the following titles:

Sale thru® Receivable
Receive Payment
Iszue Credit

Cazh Sale

Sales Refund
Receivable Advance

Create a sales entry by choosing one of these titles from the Sales pop-up menu.
Once in the entry screen you can change to any other type of entry by selecting
from the titles that appear on the Sales Action menu, or by selecting another type
from the pop-up menu that appear in the upper left hand corner of the entry

screen.
Ij =—————————————— Sales Transaction Entryv: 10l =—"————— E
Paszted Entered by Trans. D
Posted: entry cannot be modifed. | 4/30/99 || Designer || 280 |
Ref. N2 Status Date
[Sale thru® Receivable || || Unverified [apr 11, 1999
Code Mame First Last Carnpany
Customer |[17 ||Richard ||fskerboam Il |
Terms | MET 30 - I Due 5/11/99 Sale
Title: Tax [other.. [+ .00 o® |
|Receivable Sale | - Discount | 0.00) 0% |11 paid by
Memo Tatal 50.00 =/11/99
| ] Tr130b

Distribute
e J

FIGURE 14-3. Sales Transaction Entry screen that charges to the Customer’s Receivable
Account.
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All sales require that you specify a customer account in one of four ways:
¢ Press the Customer button for a list of customer to select from,
¢ Enter all or the first part of a customer Code,
¢ Enter all or the first part of the customer Last Name, or
¢ Enter all or the first part of the Company Name.
These last three options involve clairvoyant fields. In each case the system will
search for matching customer records.
Once you've entered a sales transaction, it appears as one of the Items in the List
of Sales. Since all sales involve customers, all sales transactions can also appear in
lists of the customer’s transactions. If the transaction involves a deposit or with-
drawal, it will also appear under the appropriate cash account.
Each sales entry screen has the same basic format but differs slightly in the infor-
mation required. Each requires you specify a customer. Some allow you to specify
a set of distribution accounts, as described on page 396.
|
Types of Sales The areas in the center of these screens that displays different fields are shown

below.

e Sale Through Receivables: Handles sales and tax amounts. Supports distribu-
tion accounts. Creates a debit to receivables and a credit to sales and to taxes

payable.
Ref. W2 Status Date

[Sale thru® Receivable v] Unverified Apr 11, 1999

Code Marme First Last Company
17 Richard #kerboom
Terms | MET 30 w | Due 5/11/99 Sale 50.00
Title: Tax 0.00f 0%
Receivable Sale - Discount 0.00 0% If paid by

Taotal 50.00 SA1193

e Cash Sale: Sales and tax amounts and the cash account. Supports distribution
accounts. Credits sales and taxes payable and debits the cash account.

394 Sales 4th Quarter User’s Manual



Sales Entry

Ref. N2 Status Date

[Eash Sale ] Unverified 06/0141999
Code Name First Cormpany
Customer |17 Richard |Akerhunm Il |
Deposit in |General Cash - | Sale TE0 00
Title Tax |other ... - I 1463 2.75%
[Cash sale | Total 164.63
® Receivable Advance: Sales and tax credit amounts. Debits receivables and
credits the cash account.:
Ref. W2 Status Date
[Receivahle Advance v] Unverified 0&/01/1999
Code Marne First Campany
Customer |[17 Richard |Akerhnum Il |
Draw from [General Cash ] Autoallocate [to ALL accounts - |
Title
[Feceivable advance | Receivable 45 00
]
Credits and Refunds * Receive Payment: Specify payment amount and cash account. Set the pay-
ment priority. Debits the cash account and credits receivables.
Ref. K2 Status Date
[Receive Payment - ] Unverified 06/01/1999
Code Mame First Company
Customer |[17 Richard |Akerhoum Il |
Depositin [General Cash - | Autoallocate [to ALL accounts |

Title
[Feceived payment |

Peceived 150.00

e [ssue Credit: Sales and tax credit amounts. Supports distribution accounts.
Debits sales and taxes payable and credits receivables.
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Ref. H2 Status [ate

[133ue Credit - | Unverified 06/01/1999
Code: Marne First Last Company

Customer |[17 Richard [fikerboorm I |

Autollocate [fo AL accounts | | Sales Credit 150.00
Title Tax |other... - | 1463 9.75%

[lz5ued credit | Tatal 164.63

e Cash Refund: Specify sales and tax refund amounts and cash account. Refund
checks can be printed from the Cash Accounts area. Supports distribution
accounts. Debits sales and taxes payable and credits the cash account.

Ref. W2 Status [rate

[Sales Refund v] Unverified 06/01/1999

Code Mame First Last Carmpany

Customer |7 | Richard [fiker boom II |

Draw fram [General Cash | — =250
Title Tawx |other... YI 7.61]9.75%

|Sales refund | Total B5.61

Distribution Some of the above screens enable you to specify a list of distribution accounts. Use

Accounts distribution accounts when you want the balancing accounting entry to appear on
accounts other than the customer’s sales account. Press the Distribute button to
go to the Sales Distribution page.

Example For example, suppose you bill a customer $550 for a combination of services.
Rather than having the whole sale appear on the Training Revenue account,
which is established as the customer’s sales account, you’d like $250 to appear in
the Consulting Revenue Account.

To do this you go to the Distribution page and press the Add button to select the
Consulting Revenue Account. This account will appear in the list of distribution
accounts. Enter $250 in the Amount entry field, highlight the account, and press
the Apply to Item button. When the sale is entered $300 will be credited to the
Training Revenue account and $250 to the Consulting Revenue account
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Distribution Accounts List
Distribute to customer account 6&0005-50 Training Revenue Total 550.00
Press the 4dd button to add distribution accounts. Remaining z00.00
Merma Armaunt
T Applytoaccount ] | | | D|
&0005-100 Consulting 250.00) - |

rhistribution dccounts ———————————

weo ) (Lnamens ) |3 Ce

FIGURE 14-4. The Distribution page of the Sales Transaction Entry screen.

Su130a

Invoice Data

Flow of Data Invoice sales can involve a large number of tables including account, transaction,
inventory, customer, sales tax, sales people, address, shipping history, and others.

An invoice that had sales terms, sales tax, a sales person, and a partial cash receipt
would refer to information stored in these tables in order to implement all the
rules to which the invoice is subject. Even without any terms, tax or sales person
an invoice will still draw on information stored in the customer and inventory
tables.

Invoicing typically proceeds through some or all of the following stages:

* A quote or order is taken.

* Items are shipped, some may be back ordered,

* Customer is billed, sales taxes & commissions are payable.
* Back ordered items ship.
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* Payment is received and allocated.

¢ Jtems are scheduled for return.

* Return items are received, credit or refund is issued.
* Sales taxes & commissions are paid.

4th Quarter’s Virtual Invoice form enables you to track all aspects of the quote,
order, shipment, back order, and return phases of this process. Receivable and
payable entries are created automatically as items are shipped or returns received.

The receipt of payment and the payment of obligations associated with the invoice
are be done separately through the AR and AP areas. Refer to “Accounts Receiv-
able” on page 175 and “Accounts Payable” on page 219.

4th Quarter’s Sales People table support a variety of methods of calculating sales
commissions for invoice sales. Sales commissions are only supported on invoices,
not on the Sales Entry screen discussed above. The Sales People area is discussed
on the page 431.
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Customer Transactions Accounts

Receipt #1 General
Journal
Receipt #2

Sale tax

Yonkers tax%

Net 30/10

Income
Sale Person Transactions [ @ Journal
Shipment#1

Expense
Journal

Smothers

1

Shipment#2

Inventory

N

Paper cups
Plastic forks

Transactions

Tax Payment

Commission

FIGURE 14-5. Flow of data through a single invoice. The case shown involves the largest
number of tables.

Virtual Invoices An invoice is a record of an order from a customer for goods or services. 4th Quar-
ter supports a “virtual invoice” which, like the virtual purchase order, tracks the
ordering process from being a quote, to and order, to the delivery of the goods or
services.

The virtual invoice is the dynamic extension of the static, piece of paper. 4th
Quarter’s virtual invoice tracks the ongoing history of the order. The same invoice
tracks changes, partial shipments (back orders), and returns; additional forms are
unnecessary.
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Invoice List

&dd |nvoice
Ship ltems

When 4th Quarter prints a virtual invoice, it prints a snap-shot of the order at that
time. When we speak of a invoice we will mean a virtual invoice. When we want
to refer to the printed document we’ll refer to a printed invoice, invoice form or
invoice document.

Invoices may create an obligation to you, they may be paid directly, or they can
involve a combination of debt and payment. They all accounting for sales, tax pay-
able, shipping, as credits for items returned. New transactions are created as
needed. An invoice record can be changed at any time — it is not constrained by
the process of posting to the General Ledger.

Select the Invoice List item from the Invoices pop-up menu on the Control
screen. The list screen provides buttons for searching for invoices, sorting, print-
ing, and reporting.

= Invoice List: 3 =]
attn| Invoice W& [ Ordered [ Customer [Memo Status| Terms Total |«
3 47247958 Mike Cross R MET 30 11.25]| =
31 4/21/99  Performance Motorcars Sales discount of Met 5 1045 46.00
37 /30799 wWestern Autodial MNet 5 10/5 43.79
[Z) [1rvoice e w |[Ordered | | & e = 8
esp =9 = 8 = Double click on an invaice to modify. @
[Search.. |w|[ sort ][ add ][ Modity ][ Report. |
Eom ) oee ) o ) zems ] = |
4 >z

FIGURE 14-6. Invoice List screen.

The Report... button opens the Select Report and Media dialog that prints the cur-
rent selection of invoices according to the report option selected. You can print a
line or detailed summary, invoice forms, packing slips, or billing labels.

If the report details the quantities shipped you have the option of include items
shipped most recently or all items shipped. To print reports that include combina-
tions of previous shipments you must print the report from within the invoice
where more options are available. For more details see “The Special Items menu
enables you to perform special actions on invoices that are either less common, or
should be restricted to certain users. This includes printing various order history
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reports, changing payment priority, and determining how sales will be handled.”
on page 410.

Back Orders

Back orders are partially shipped invoices. You do not need to create a separate
invoice to track back ordered items. If you specify a partial shipment on an
invoice, then only the amount shipped will be journalized using the “ship date”
value. When additional shipments are made update the “quantity shipped” field
for the newly shipped line items and additional journal entries will be made.

Batch processing

The Special Items menu offers batch processing control. When batch processing
is in effect, new invoices are entered but not journalized. Batched invoices do not
update the balances of the various invoice accounts (such as sales, receivable, or
cash disbursement accounts). Because batched invoices are not entered on the
Journals, the debts they can generate will not appear as Receivables. Batch pro-
cessing defers journalizing to speed up the invoice entry process.

Invoices are entered either in batched mode or in real-time mode. In real-time
mode, new invoices update both Inventory and Accounts as they are entered. Of
course, if nothing has been shipped or received then there will not be anything to
journalize.

Invoices update inventory as soon as invoices are entered. For example, if 100 fly-
ing carpets are ordered and 50 are shipped, then 100 flying carpets are immedi-
ately removed from available Inventory and 50 are removed from Inventory on
hand. Inventory updating proceeds whether or not the invoice is batch processed.
The exception to this is when an invoice is marked as a quote, as described below.

Turn batch processing on or off by selecting the Invoice Batch Processing item.
A check mark appears next to this item when batch processing is in effect. Once
turned on (or off), batch processing remains on (or off) for subsequent entries at
that user’s station. The batch process setting does not affect other users. The
default batch processing mode is restored the next time the user logs on to the sys-
tem. Invoice batch processing is independent of purchase order batch processing.

When invoices have been entered in batch processing mode, you will need to pro-
cess the batch in order to journalize the transactions. Do this by selecting the
Process Batched Invoices... item on the Special Items menu. 4th Quarter
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locates all approved invoices and creates a separate accounting transaction for

each of them. Account balances are updated as transactions are created. The

invoices remain modifiable even after their transactions are posted to the General

Ledger. Subsequent invoice modifications will create additional transactions.

]

Searching The Search... pop-up menu on the Invoice List screen provides access to immedi-
B, ate location criteria, those on the lower half of the pop-up below the line, and
e — additional specification screens.

Farmula...

The Invoice Search by Example... options opens the Invoice Search screen. Here
a';ns‘;iige q you check the boxes of the items you want included in the search and enter
Unreturned search values in the corresponding entry fields. Use the pop-up menus to indicate
Duotes how the entry values are to be used in the search. (See “Search Screens” on

Example Search

page 49.)

Select the “any” or the “all” radio buttons to locate items that meet any of the
marked criteria, or to find only items that match all the indicated criteria.

Select the Replace, Add to, Remove From, or Search in Selection radio buttons.
Then press Search.
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Invoice Search
O Invoice ID B - |:| 4&nd display only &RE ARE EITHER
O Lesthame {1stachry |xJ=[___ ] those that: nT
O company (1st10chey | J=[___ ] Invaice Printed 3 (O @
Customer Code B = [[ACe A1 Shipped O3 O (]
O Invoice Code =)= ] a1 Returned () O ®
DEECustomer FO B = ] Journglized () (O (L]
(¥ Total Amount R4 K Qute (3 (O @
[0 #Amount Reveivable B = ]
[ Order Date B = |:|
03 ship Dat 2 ) —
O oue Dete ol ——
[0 Discount Date == ]
[ Cancel Date B = ]
0 soy I
O Tu £ [ — Hateh
O Attention = ] ®any Oal
criteria

Search and.___

@ Replace () édd Ta ) Remove From  Previous selection |

) Search in selection lcE0a

FIGURE 14-7. The invoice Search by Example screen.

Reference Search The invoice Search by Reference... screen opens to the Inventory page. This
enables you to locate invoices according to the inventory item or items listed on
the invoice.

Press the Find Items button to open the Inventory List screen. Locate items in
this screen using the Search and Sort options, highlight the ones you want to find
on invoices. Then press Select.

Alternately, set one of the other radio buttons to locate invoices that include items
that fall within a range of item codes, item names, bin numbers, or item attention
field values. Enter the range of items you are interested. Press Search to see the
invoices that include the specified items.
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Search by Reference Criteria

Inventory IAttnunts |

Search for invoices associated with:

(1] 4 items selected

Associated with inventary in the following range:

Dgljg_m_gqg:_l_gé 2 Mame (2 Bin Number () &ttention
from:| | from:| | from:| | from:| |
to| | to: | | to: | | to: | |
rSearch and._..

® Peplace i) Add to ) Remowve from previous selection
() Searchin selection |

|lc80a

FIGURE 14-8. The inventory page of the invoice Search by Reference screen.

The Accounts page of the invoice Search by Reference screen enables you to
locate invoices whose transactions affect specified accounts.

For invoices to be located according to account-related criteria they must first have
been journalized since transactions are only created for journalized invoices.
Invoices that are batched and have not yet been journalized cannot be located by
this method.

On the Accounts page, you can enter a GL or account number directly in the areas
labeled by the “Number” caption. Using this method you will only be able to
locate a single account

If you only want to locate a single GL account or account, then If you want to
locate multiple accounts, then press the GL Account or the Account buttons. This
will take you to the GL Account list or the Account list screens.

Use the Search and Sort buttons in these screens to locate GL accounts or the
accounts. Highlight the items you’re interested in and press Select.

Once you have specified the accounts press the Search button.
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Search by Reference Criteria

Inventory | Accounts |

Search for invoices azsociated with:
Humber:

GLAccount I

Humber:

Account I -

rSearch and._._

® Replace ) Aidd to ) Remove from previous selection
() Search in selection |

l1cd0 b

FIGURE 14-9. The accounts page of the invoice Search by Reference screen.

Formula Search Select the Formula ... item from the invoice search pop-up to opens the search by
formula screen shown in Figure 14-10. This screen enables you to locate invoices
that have a range of cancel dates, tracking codes, or R.A. numbers. Since each
invoice can related to multiple shipments and returns, each invoice can therefore
related to multiple tracking codes or R.A. numbers.

You can also locate invoices that are within a specified number of days of a partic-
ular cancellation date. The cancellation date is the latest date on which the invoice
can be filled.
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Search by Formula Criteria

rIN¥OICE search criteria:

@ Lancel Datess  from [06/01/1999 | to [07/001/1999 |

() Cancel Dates within days of

() RA. Murmbers | | to | |

) Tracking Codes | | to [ |

Search and...

® Replace ) ddd To ) Remove From  Previous selection |
(2 Search in selection 1670
FIGURE 14-10. The invoice Search by Formula screen.
|
Invoice Entry
Customer Page
Press the Add button in the footer of the Invoice List to add a new invoice. Specify
the invoice and customer particulars on the first page of the entry screen and the
Line Items on the second page. The status area below the title bar shows you
whether or not batch processing is in effect and whether the invoice has been
journalized.
Quotes The Quote checkbox appears at the upper left. The Quote status prevents you

from shipping or returning any items. Setting an invoice to “quote” means:

* Available inventory will not be drawn down when the quote is entered.
* [tems cannot be shipped.
* Accounting transactions are not created (quotes cannot be journalized).
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To use an invoice as a quote, check the Quote box. You can change an invoice
from a quote to an active invoice by simply unchecking the quote check box.

Once this is done the ordered quantities will lower the quantity of inventory avail-
able and you will be able to ship items. Once an invoice has been journalized, it
can no longer be marked as a quote.

As long as no items are shipped on an invoice you can change an active invoice
back to a quote. When an active invoice is returned to being a quote the items
sold are returned to available inventory.

If there is some reason why you want to “undo” a shipment and return an invoice
to being a quote, then you must first change all shipped quantities to zero and

enter the invoice. This returns shipped items to inventory. Then you can reenter
the invoice and, as long as there are no shipped items, change it to being a quote.

Dates Also at the top of the first page are various date fields described below.

Each invoice stores a number of important dates that include the date the invoice
was ordered, shipped, due, and the deadline for special discount offers.

- Ordered: the date the invoice is first entered. The Order Date is initialized to the
current date.

- Last Shipped: the last date on which items where shipped. This date is displayed
on the Shipping Page. The Last Ship date is set automatically when items are
shipped.

- Due: when full payment from the client is due. This is determined from the
terms of sale and the date shipped, though it can be overridden.

- Pay by: relevant only when the customer is offered a sales discount as part of
their payment terms. The Discount Date is the last date at which the sales dis-
count will be honored. Payments received after the discount date are applied to an
undiscounted invoice total.

The Due and Discount Dates are set automatically according to the terms of sale
when all [tems are shipped or delivered. If they are left unspecified, 4th Quarter
will assign these dates automatically as “00/00/00”. However, 4th Quarter will
not change any date that you set yourself.
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- Cancel: the latest date at which the order can be satisfied. Orders delivered after
this date may not be accepted by the customer.

- Request by: the date on which the customer would like to receive delivery.

- Last Printed: the date when some for of the invoice was printed. Refer to the
Line Item Printing History page for details on when each line item was last
printed. Access this page from the History Printing... popup located on the line
Items page.

- Last Modified: at the lower left hand side of the Customer page of the invoice
there appears the date, time and user who entered the last modification.

Sales Person The Sold By pop-up menu lists all active names in the Sales Person table. Selecting
a sales person from this pop-up will automatically generate sales commissions for
that person according to that person’s commission specifications. Refer to the sec-
tion entitled “Sales People” on page 431 for information on specifying sales com-
missions.
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[0 =————stock Invoice Entry: 3osf3I=—"—————"[H
Customer ILine ltems "Shipping “REturns| ledna @
Clowte [ Batch Process Pay'mt Priority Inve. ID

1:General 40
Ordered|1272 772000 nld by Ivvaice o[ 0]ad
Request by [00/00/00 attn [ Customer PONS[ |

Pay by®[01/26/2001 Dizcnt by®(00/00/00
i Terms | MET 30 S
Cancel (00700700 Last Printed |00/00/00 >

—E.Jnurnalized

C * Drakes set according to ket ketms and dake of last shipment.
ustomer: Code Name Company
[ List || Modity |35 |[ohn Barkeley |[western Adutodial |
i . Billed 55.60
Eill to: 4>t| l Change ] Ship tn;d}ﬁ” Other ” Change ] i _
id|  0.00
John Barkcley John Barkcley al
western Autodial western dutodial rCurrent Order
125 Persons Dr Same Paid[ 0.0
Shokan NY 12481 Balance 55 G0
Lsa
cc| | oo | Expire[00/0000] Total 85.60
Note T & [ Print on Entry

a8

4]

Podified 12(27M00-01:15 by Designer

Customer

Shipping Address

FIGURE 14-11. First page of the Invoice Entry screen.

Specify a customer for each invoice by entering the customer’s Code, Last Name,
or Company. These fields are clairvoyant, as indicated by the italic labels above
the entry fields. This means that 4th Quarter will use whatever partial value you
enter to search for a customer of that description. Append a blank space to the
value you enter to indicate to 4th Quarter that you want to use a customer associ-
ated with the exact value specified. If several customers meet your description,
choose one from the list of alternatives.

To search through all customers, press the List button.

Once you specify a customer, the Address, Term, and Credit Card fields are auto-
matically filled in from the customer record.

Press the Other... button in the Ship To area to select from a list of the customer’s
other Shipping Addresses.
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Print on Entry The Print on Entry check box is above the entry screen control panel. When
Print on Entry is selected, an invoice is automatically sent to the printer when the
record is entered. The invoice that’s printed in this manner will only display the
most recently shipped items. To print an invoice form that includes additional
shipments used the Print Forms item under the Special Items menu, as
described below.

Print Forms The Special Items menu enables you to perform special actions on invoices that
are either less common, or should be restricted to certain users. This includes
printing various order history reports, changing payment priority, and determin-
ing how sales will be handled.

F

Print Form...

Priority of Payment...
Invoice Type: StockhService
Credit 5ales Account...

The Print Forms item prints invoice information in a variety of formats. You can
print the a list of all items shipped, or combinations of past shipments.

Invoice Forms =——

Click the form to use to print
previous shipment.

Invaice -
Packing Slip
Returns List

Df1&0

I Selack ] l Cancel ]

FIGURE 14-12. The list of forms accessible from within the Invoice Entry screen.
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After you select the Print Forms item a list of possible forms appears.If there has
only been one shipment, then the printed form will include this information and
will print immediately.

—— Shipment Dates

Indicate the shipment dates

to include on the form,
I£150

& Mon, Jul &, 1995 4
® Thu, Jul 4, 1996 |
Sun, Jun 31, 1996

=

FIGURE 14-13. List of past shipments made on the current invoice.

If multiple shipments have been received, then a list of shipments is displayed.
Click on each date that you want included on the printed report.

Payment Priority The Priority of Payment item on the Special Items menu in the Invoice Entry
screen allows you set the payment priority associated with this invoice. The prior-
ity assigned to an invoice, along with the invoice date, determines the order in
which it will be paid.

When you make a single lump sum payment for several invoices, they will be paid
off first in order payment priority and then according to date. PO's with the high-
est priority are paid first. When several have the same priority the older ones are
paid before the more recent ones. Funds are distributed to debts on the consecu-
tively lower levels until either all debts are covered, or all funds are allocated.

You can assign a different “priority level” to each invoice using the Special Items
menu in the invoice entry screen.

When you assign various priority levels the system knows that it should pay off all
the debts in higher priority levels before paying off debts in lower priority levels.
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Invoice Type

Stock-type

Service-type

Within each priority level funds are used to pay off older debts first. 4th Quarter
performs this automatic allocation of funds separately for each account.

Payment Priority

Click on anitem to select it

2:High
A:Top
-
Df1 S0
I Selact ] I Cancel ]

FIGURE 14-14. Payment priority dialog.

The priority levels can be changed through the List Manager on the System Param-
eters page of the Maintenance screen. The number of levels can be changed and
their names modified. However, all payment priority options are either blank, or
start with a number from 1 to 9. The number determines the priority from low (1)
to high (9). A blank payment priority behaves like a priority of zero, which is the
lowest that can be created.

The Invoice Type item on the Special Items menu in the Invoice Entry screen
determines the way line items are displayed and printed. Both Stock and Service
types of invoices are available. The line items that are display for a Service-type
invoice provide more space for comments.

By choosing this menu item you can toggle from one type of screen to the other.

Code [Lothz [ 1tem Name [Ordered  [Shipped  [Per Unit  [ltem Total |1
1-144 tennis racquet 0 0 195.00 0.00
Order | Deliver |F‘er Unit |D:u:|e |Item Hame  Comments |T>c | Itemn Total

0 0 195.00 1-144 tennis racquet | 0.00

Add comments here, This space is for additional comments.

FIGURE 14-15. Comparison of the Stock-type line item with the Service-type line item.
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The invoice is associated with which ever type is set when you save the record. It
will display line items in the appropriate format when the entry screen is next
open to display this invoice.

Sales Accounts The Credit sales account... item on the Special Items menu in the Invoice
Entry screen opens a dialog in which you determine how the invoice sales are to

be credited when the invoice is journalized. The four options are shown in
m_ Figure 14-16,
Print Form...

Priority of Payment.. | The jnyoice amount can either be credited to sales in either of four ways:
Invoice Type: Stock\5ervice

Credit Sales Account... * to the customer's general sales account,
* to the customer’s taxable and nontaxable sales accounts,
* to the individual inventory item sales accounts,
* to any combination of revenue and income accounts.

The way the system is set up will determine which method is used by default.

General Sales Account

Each customer is linked to a sales account. There are different sales accounts for
each type of customer, and customers can also be assigned individual sales
accounts. Customer sales accounts are set through the Customer entry screen.

When this option is chosen, the sales income from the currently delivered items is
credited to the customer's sales account. Additional deliveries further credit this
account.

Taxable and Nontaxable Sales Account

Each customer is linked to a taxable sales and a nontaxable sales account. There
are different taxable sales and nontaxable sales accounts for each type of cus-
tomer, and customers can also be assigned individual taxable and nontaxable
accounts. These accounts are set through the Customer entry screen

When this option is chosen, the taxable sales and the nontaxable sales income
from the currently delivered items is credited to the customer's sales account.
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Whether an item generates taxable or nontax sales income is determined by the
setting of the Taxable check box that appears in the list if line items. Miscella-
neous income entered on the invoice below the line items is considered nontax-
able.

The total expense or income amount is displayed in the Total field at the top of the
screen along with the remaining amount to be offset to purchase or sales.

Inventory Sales Accounts

When you choose the Inventory option the sales of each line item is credited to
the sales account linked to the inventory item specified on that line. Miscella-
neous charges are still credited to the customer's sales account.

There is a different sales account for each type of inventory item. The sales
accounts associated with items can also be tailored individually through the inven-
tory entry screen. (For more information see “Accounts” on page 541).

Be aware that should you credit sales to the customer accounts in some cases and
to the inventory accounts in other cases, then some sales will be recorded on cus-
tomer accounts and others in inventory accounts.

Custom Sales Accounts

Here you specify any income or revenue type accounts to be used as sales
accounts. Whatever sales amount that's generated that exceeds the allocation you
indicate for the specified accounts is credited to the customer's General Sales
account.

When you choose the Custom Distribution option, the Total field shows the
amount of the total expected sale. This is the total of all items listed for delivery.
You specify distribution accounts and amounts in the Account list. The system
credits these accounts only when items are delivered.

Credits are entered for the accounts in the order of their appearance. The order of
the sales accounts can be changed using the up and down arrow buttons at the
bottom of the screen.

If the current total sale is less than the specified distribution amount, then only
the current total is credited. If the current total sale exceeds one of the specified
distribution amounts, then the overflow is credited to the next specified account.
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The amount by which the current total sale exceeds the total distributed to all
specified accounts, the overflow is credited to the customer's General Sales

account.
0 =———Choose Sales Account =——————0 B
Sales account{s) to credit when

entering the invoice:
() General Customer Sales
() Taxable & Nontaxable Sales
] Inventory Sales

- @ Custom Distribution

Press the Add button to add distribution accounts, Total 450.00
Account | Applytosceount | Credittodcoount [ |
60002-101 Special Accounts 200.00) =

||
Customer sales account Balance
[60005- 100 Client Sales | 250.00
rListribution Accaunts
[ Add ]l Remove ][Eustomer‘ﬁcc'h] |§| [ Ok I [ Cancel I
lc30

FIGURE 14-16. The Choose Sales Account dialog opened from the Invoice Entry screen’s
Special Items menu.

Default Sales Accounts

By selecting one of these items the processing switches from general customer
sales, to taxable and nontaxable customer sales, to inventory sales accounts.

There is a default option that is set through the Invoice area on the Maintenance
screen. This option is applied to all new invoices.

Sales account to credit by default: @
Custorner general sales

Customer tax/nontax sales
Inventory sales accountis)

FIGURE 14-17. The default sales account processing option set through the Maintenance
screen.
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Invoice discounts account

An invoice discounts account is stored with each invoice. This account was
recorded at the time the invoice was entered, according to whatever account was
set as the default invoice discounts account at that time.

Line Items Press the Line Items tab to move to the Line Items page. When you move to the
second page of a new invoice, the cursor is already in the Code area of the first
Line Item. Both the Code area and the Item Name area are clairvoyant fields: if
you type in the leading characters of an Item’s Code or Name, 4th Quarter will
locate the Item and enter it on that line. Alternatively, press the Items button to
select an Item from a full list of Inventory.
You can also entry text line items. You can enter anything in the item name or
item comment fields, located on the Service Invoice page, and this text will appear
on the printed invoice. If you create a text line you can not specify a price or quan-
tity.

[0 ==———————"—— Stock Invoice Entry:3of 3 =]
Cystomer | Line Items IShipping Hﬂeturns lESiE @
[ Duate Pay'mt Friority Inve. 1D
EE |[Jobn Barkealey |[estern Autadial | kil g

e b2
[ items || Anshipped || Add || Detete | [ sort. | ®# [ Totat || infon. || History.. |
Code [Lothz | Item Name [Ordered  [Shipped  [Per Unit [1tern Total |1
1. grammets - tennis racquet 25 25 1.75 43.'."5|j:
Z2-25 tennis bag 1 0 40.00 cas 40.00 )=
1-456 tennis racquet overgrips 4 u] 3.95 15.80[]
T Subtotal 9955 [ Print on Entry
t'i' FDiscount | 10.0]] -0.9¢
Latest Delivery|03/15/1995 Tatal Shipping 19.00
Terms |[Met 5 10/5 - Hartax Mise. 0.00
Paid by Paid | 0.00] + Balne. 105.59 = Tot. 105.59 (ErneE] |-';//
FIGURE 14-18. Second page for entering Line Items on the Stock Invoice Entry page of the
Invoice screen.
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If you are entering Service Items instead of Stock Items, choose the Invoice Type:
Stock/Service Item on the Special Items menu. This toggles the Line Items dis-
play from a Stock Item format to a Service Item format. Each time you select this
Item, the format switches from one from to the other. 4th Quarter remembers this
format and uses the appropriate format when printing the invoice.

Line Item Buttons

The panel of buttons above the Line Items offers functions related to the line
items.

Add
Creates a new, unspecified line item.

Delete
Removes the Item where the cursor is currently located.

Sort
Enables you to reorder the items. The up arrow and down arrow buttons move
the item where the cursor appears up or down relative to the other lines.

Total
Tallies the Total Cost of all [tems along with tax, and it enters these values in
the fields below the item list. The

All Shipped
Resets the quantities in the Shipped column for all items to be equal to the
quantities in the Ordered column.

History...
This button is described below.

Fill in the Quantity Ordered and Quantity Shipped. You can modify the Per Unit
Price, the Total Price, and whether or not the sale of this Item is subject to sales
tax.

The Subtotal area shows all charges for line items. You can change the customer’s
discount, sales tax, and terms. The total shipping amount displayed is that entered
through the Shipping page. Enter the cash amount paid in the Paid field and the
remainder automatically becomes the receivable amount.

Line Item Entry Double-clicking in a line item opens the Line Item Entry screen. In this screen you
Screen can make the same changes you could make in the line items list, and you have
additional controls to make other changes.
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This entry screen provides a popup for you to select alternative ordering units, if
this item supports alternative units (See “Other Units” on page 532.)

D ————————— Stock Invoice Entryl 1 ofd =—"r—1r———\——— E
165
Item 1-144 |[Head 109 tennis racquet | Tax A Ordered 1
Comrment #1 | Last year's stock, sold at discount. | Shipped u]
] Unit Tl case
2 S kmesUnit 6

Unit Price &00.00
Comnrnent #2 Tatal &00.00

Lot Tracki
Carmment #3 ? [ rae |]ng

Lot Date (00700400

Ser# [Af-145 |

Last Printed |00/00/00

o

“

FIGURE 14-19. Line Item Entry screen accessed by double-clicking on an invoice line
item.

The Line Item Detail screen shows all the information stored with the line item.
The comments fields shown above are displayed in Line Item list of the service-
type of invoice, but not in Line Item list for the stock-type invoice.

The shipping units can be changed by selecting units from the Unit popup. The
units available are those set in the item’s entry screen. The Items/Unit quantities
are also drawn from the settings in the item’s entry screen, however this value
can be over written.

When you specify alternate units the system uses its knowledge of the number of
items in the unit, the customer code, the quantity pricing structure, and the total
number of units ordered to calculate a price for the item.

If lot tracking is enabled for the item, then the Lot # button will be enabled.
Pressing this button opens the same dialog for selecting lots as will be opened
when you specify a quantity shipped value in the Shipped field.
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Specifying Quantities Shipped

Entering an invoice that specifies items as not yet having been shipped decreases
quantities available. If more items are listed than are available, then the available
quantities of the affected items will become negative.

The system will not let item quantities in stock become negative. The system will
prevent you from entering an invoice that specifies the shipment of more items
than are not in stock.

An exception is the shipping of assembled items. Assembled items can be assem-
bled automatically as they’re shipped. This action can be set for each user inde-
pendently. It is set on the Invoice page of each user’s Preference screen.

If this option is turned on, and if there are insufficient quantities of assembled
items in inventory to satisfy the amount shipped, then the system will create the
necessary number of assembled items from the item’s B.O.M. If, in the course of
automatically assembling items, the system finds that quantities of components in
stock are too low to complete the assembly, then the invoice entry will be halted.
The user will be informed and will have to modify the invoice.

Lot number tracking

4th Quarter supports the tracking of items by lot. This feature is activate only for
those inventory items that are specifically set to be tracked by lot. This is set by
checking the “Track by Lot N°” check box on the Description page of the Inven-
tory Item entry screen (See “Description page” on page 529.)

The tracking of lots for sold items only comes into play when items are shipped or
delivered. When a shipped amount is entered for an item that is subject to lot
tracking, 4th Quarter will open Lot Number selection screen. In this screen the
user must specify one originating lot.
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If there are not enough items in any given lot to satisfy the shipment, then the
user must add another line item. Each line item subject to lot tracking can only
draw from one lot because each line item on records one lot number.

S5elect From Lots

Code Name o[ 59

[3-10 |[Burtan Snowhoard - 145 cm
InSteck [ 5000  |OnOrder| 0.000 | Avail.[ 4000 |
Ordered 1]

~Click on a different lot to draw items from it.
{Each line may draw from only one lot.}
Lat Mumber Shipped

[ 101 | |

#| Toshipped || Tolet e

Lot Numnhber Lot Date | Avail. to Draw | Drawn from Lot
101 02s/03/1999 El 1
104 0d4s14/1999 1a a

|~
Total [ 19

C=13 C[—=_

Iv125a

FIGURE 14-20. Select From Lots dialog accessed either from the line item detail screen, or
by entering a quantity shipped directly into the line item.

The Select From Lots dialog is displayed whenever you enter or change the quan-
tity shipped for a line item that is being tracked by lot. In this screen you specify
which lot to draw the items from.

If you are shipping items for this line item the first time, then column labeled
“Available to Draw” shows items still in stock. If you are modifying the quantity
shipped for a line item that was already partially shipped, then the quantities in
the “Available to Draw” column are a combination of items previously shipped
plus those that are in stock and available for shipment. If you change the lot from
which items are being shipped, then the items that were previously shipped are
returned to inventory.

When you first specify some shipment for a lot tracked item the Select From Lots
screen attempts to satisfy the quantity to be shipped with the first available lot.
The first available lot is that lot which has sufficient quantity to satisfy the ship-
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ment and which has priority according to the LIFO or FIFO inventory costing strat-
egy specified in your data base.

Item History List

The History... button displays the history of items that have been shipped. It lists
the item, the quantity shipped, and the specifics of the shipment. These records
are handled automatically by the system, you can not modify them directly. The
shipping information that’s related to these items can be modified through the
Shipping page, described below.

D = |ltem Shipment HiStDI’Y: ==s— E
Invoice N2 37 |~ |
Stock Code MName Carrier | Ship Date |Trackingcude Priority Quantity =

1.3grommets - tennis racqdirborne 03/15/98 Standard 25
2-251ennis bag Airbarne 03715498 12-54684 Standard 1

120

[ son ) [Crerer ] Crer 1
2|
1 >z

FIGURE 14-21. Item Shipment dialog accessed from the History... button on the Invoice
Entry screen.

When items are shipped, either from the Virtual Invoice or from the Shipping
User Area, the date, time and name of the user who made the entry is recorded
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with the shipping record. This is displayed at the bottom of the record that’s dis-
played when you double-click on the shipment
record.

O=———— Invoicte kem History: 1 0sf 2 =—"————— 0| H
Invoice N* 40
~ltem

Code [3-186 |
Mame [Motrin
Quantity Out [5 |
Serial N°'s
~Shippment
< blank >, 12/27/00 - 12:48 AM 2]
Date [12/27/00 |
Time [12:48 &M | 30
Carrier | |
o |
Tracking M® | |
[ 7
FIGURE 14-22. Ttem history detail screen accessed from the History... button on the
Invoice Entry screen.
]
Shipping Items Click the Shipping tab to go to the page where new shipments are entered and

past shipments records.

Every time items are shipped a shipping record is created and attached to the
invoice. You specify the shipping details for present and past shipments through
the Shipping page.

This screen is both an entry and a list screen. The fields at the top of the page,
next to the Current Shipment label, are for entering the details of the current
shipment. The fields below this, next to the Past Shipments label, list previous
shipments of items listed on this invoice.
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Past shipment records can only be created through the action of shipping items.
Once past shipments have been created they will appear on this page and will be
modifiable.

The Latest Ship Date field indicates the date of the current and most recent ship-
ment. This value is copied to the shipping record created when shipment is indi-
cated and the invoice is entered. The Latest Ship Date field will display the latest
ship date when you reenter the invoice.

The Carrier, Priority, Tracking, and Amount fields also apply to the current ship-
ment. When items are shipped these values, like the Latest Ship Date, are stored
with the shipping record and are displayed in the Past Shipment area.

Unlike the Latest Ship Date value the Carrier, Priority, Tracking, and Amount val-
ues are not stored with the invoice. That means that when the invoice is reen-
tered at a later time, the Carrier, Tracking, Priority and Amount fields will be
blank. These values will be displayed in the list of past shipments.

Modifying Past Shipments

Items in the list of past shipments can be modified. If your looking at an invoice
that has been shipped, then shipment records will appear in the Past Shipments
area. Click on one of the shipments displayed in this area and its values will be
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copied to the fields just above the scrolling area. These are the fields that appear
below the Apply, Clear Entry, and Receive as Previous but-

tons.
[=————————stock Invnice Entrv;: 30l 1 =—"———— 0| H
[customer | Line Items | Shipping Iﬁeturns | LSt )
e, 1D
Current Shippment Enter if items shipped.
Latest Ship Date Carrier [ | Tracking ]

03/15/98 Today | Priority [ |  Amount[ 000

Past Shippments - .
: . . Apply ¥ Clear Entr Shipas Noted
Shipprment records created when inwoice is entered. SR — LU P2 ol

| no/ 00700 (=] (B3] I 0.00]

Uze| Date [ carrier [ Priority [ Tracking N2 | Amount |
03/19/1993 Airborne Standard 12-54684 15.00] =~
03/1571995 Airbaorne Standard 2.00

-

(Note | = 7 -« 7 - 7 a ¥ Current+Past Total

=

l

7,

“

FIGURE 14-23. The Shipping page of the Invoice Entry screen.

The copied values can then be edited. To assign the edited values to the historical
record press the Apply button.

To remove a previous shipping record entirely, highlight it and press the Delete
button. Use this option with caution.

To clear the entry fields press the Clear Entry button.

424 Sales 4th Quarter User’s Manual



Invoice Entry

Using Previous Shipment

In some cases there is a modification of the quantities shipped that is to be associ-
ated with a previous shipment. This is probably because there was an error in pre-
viously entered description. In this case you don’t want to create a new shipping
record but instead want the changes to be related to one of the past shipments.

To indicate that current changes apply to a past shipment, click on the past ship-
ment record to highlight it. Press the Receive as Noted button. The shipment will
be marked with a bullet (®) in the Use column. Any entered values in the Current
Received fields will be erased. When marked in this manner, and changes in quan-
tities shipped will be associated with this past shipment.

Below each of the columns in the Past Shipments area appear 4th Quarter’s small
mini-sort buttons. Clicking on the upward arrow button sorts the shipment
records in ascending order according to the values in the corresponding column.
Clicking on the downward button sorts the items in descending order.

Returned Items Press the Returns tab to move to the returns page. Here you can assign return
codes (or “return authorization” codes) to items scheduled for return. Items are
specified in the entry fields, located above the display area’s column titles.

The Item Code and the Item Name column titles are underlined to indicate that
they are clairvoyant entry fields. If you type in the leading characters of an Item’s
Code or Name, 4th Quarter will locate the Item and enter it on that line. Alterna-
tively, press the Items button to select an Item from a full list of Inventory.

19 19
Feturn Code
New BR_A. N2
19 T
19 FS-50

FIGURE 14-24. The Return Code popup allows you to assigh a new code, or any of the
codes already assigned to items on this invoice.

Return Code

You must specify a Return Code before you can add an item to the list. Return
Codes are assigned by the system in sequence using the popup menu in the
Return Code column. The popup allows you to assigh a new code, or to assign any
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of the codes previously assigned lines on this page. Return codes can not be typed
in directly, but the administrator can specify a return code prefix through the
Invoice page of the Maintenance Screen.

Once you have fully specified the item to be returned press the Add button. This
creates a new row in the display area which will have the values you specified.

Journal entries are only created when items are received, as specified in this
screen or on the returns page of the Invoice Shipping screen. Journal entries are
given the Received Date specified at the top if the page. Update this date when
new items are received.

To modify a listed item, click on the row to highlight it. This copies the values in
the row to the entry areas. The values can then be modified and reassigned to the
highlighted row by pressing the Apply button.

0=—"-—-——————Stock Invoice Entry: 2 0ef 31=———-——FH
[Custumer"LinE Items "Shipping | Returns | [l
Inve. 1D

Last Received |00/00/00 Today I
Apply Delate Miew Detailz Clear Entry I

I (= I I | I I |
Return Code |Item Code |Name | [ty | Received | Price |T0ta] |T><
19 2-25 tennis bag 1 n.oo 40.00 40,00 |=]
Ed
Note | & Subtotal 40.00
=1 Tax| 0.00] |

Tatal

FIGURE 14-25. The Returns page of the Invoice Entry screen.
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Shipping User Area

| nvaices
&dd |nvoice

Ship ltems

4th Quarter has an Invoice Shipping List area that facilitates shipping Items that
appear on invoices. Access the Invoice Shipping List screen through the Ship
Items element on the Invoices pop-up menu on the control screen. This screen
lists invoices and provides search and report functions.

When you modify an invoice, either by double-clicking or by pressing the Modify
button, you enter the Ship Invoice Items screen. This is a limited entry screen that
allows modification only to shipping information; it does not allow changes to the
client, terms, payments, or line items.

The Ship Invoice Items screen supports a second page where you can record the
receipt of items scheduled for return. This page only allows the changes to the
quantity received and the lot numbers.

This screen is designed to be used by people who are responsible for packing and
shipping but who are not authorized to create or modify invoices.

= =——————————————S5hip Invoice ltems =]
Line Items IShipments "Heturnsl Ic110a
Invoice N2 Ordered Sald by Imvoice |0
Cade MNamg Campany 37 4/30/99 37
38 John Bar keale Western Autodial
%] (oo ] =
o
Ship 1o 2] Cancel [00700700
John Barkeley ]
western Autodial E
Same .
~ [ anshipped || iteminfo. || History |
Code | Itemn | Ordered | Shipped
1.3 grommets - tennis racquet 25 25
2-25 tennis bag 11
[ Print on Entry
Note: | F &9
-
= Cancel I_-L
| <
FIGURE 14-26. The Invoice Shipping screen.
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Sales Tax Area

Sales tax records track tax payments due from customer sales. The records have
fields that identify the tax, the tax rate, and the tax payable account. Sales that are
subject to multiple sales taxes are handled by assignhing to them multiple sales tax
records.

The system stores a default set of sales tax records. These can be applied to
invoices or sales transactions through the Sales Tax pop-up menus that appear in
those entry screens.

Customers are linked to sales tax records through the Customer Entry screen.
Each customer can be assigned his own set of sales tax records, and these are used
to compute the sales tax once a customer has been specified on an invoice or sales
transaction.

Tax Rate List Select the Tax Rate List item from the Sales Related pop-up menu on the Control
screen. This opens a window containing sales tax rates. Sales tax entries store the
tax jurisdiction, a sales tax code, state, zip or postal code, and the sales tax rate.

Sales People

Sales Tax Rates
fidd Tax Rate

Each row in this list is a separate sales tax linked to a tax payable account. Each
sales tax record may be linked to its own tax payable account. When you assign a
sales tax rate to a customer, the customer becomes linked to both the tax rate and
the tax payable account.
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[0 =———Sales Tax Selection: i =—c—"—= 1 B
Code | Jurisdiction  |State | Zip  [Link |Tax Rate [«
Uster MY 12484 456 T.75|=
Syracuse WY 13207 1.5
NYC NY 10012 9.75
456 Mass State [y 00445 1.5
789 Columbia MY 12344 789 5.25
WS H L L 12344 u]

B Double click a record to modify. [E

[Search |w ]|  Add || FrintList |

[Focus | w ] [  Modity | [ Assignzip | o
(st J[_peicte J Cream
1] D7

FIGURE 14-27. Sales Tax Selection screen for selecting applicable sales tax rates.

The left-most column is the record’s Code. The Code value is for linking several
tax records. Each tax record has both the Code assigned to it and a Code referenc-
ing other tax records. One tax record can link to one or more other records
through their tax codes.

For example, suppose you create a state-wide tax record for New York State and
you give it the Code NYS. Counties in New York also have their own county tax
rates, and each of these could be entered as a separate county tax record. When
you specify “NYS” in the Link To field in each County’s record, the County
records are linked to the State record. Linked records can then be located quickly
using the Find Linked button.

Find Linked Tax Records

The Find Linked button operates on the highlighted selection. It locates all the tax
records that are linked to the current selection and adds these to the current selec-
tion. If there is a chain of tax records linked to each other, then the portion of the
chain from the selected records on down will be located and displayed.

For example, say the City of Yonkers tax record is linked to the New York City tax
record, and this is in turn linked to the New York State tax record. If you locate
the Yonkers record, highlight it, and press the Find Linked button, 4th Quarter
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will locate the City and State tax records and display them along with the Yonkers
record. This is a quick way of locating all the tax records that apply to a given cus-
tomer or locality.

Assign Tax Records by Zip

The Assign Zip button enables you to link all customers in a given zip code area to
sales tax records sharing that zip code. Use this function when you’ve imported
customer records that have zip codes and you want to assign tax records to these
new customer records. The Assign Zip function does the assighments for you so
that you do not have to go through each customer individually.

The Assign Zip button operates on the highlighted tax records. These tax records

must have a zip code assigned to them. The Assign Zip function locates all custom-
ers with zip codes that match one of the highlighted tax records. It assigns to each
customer the tax record or records that share their zip code. It also assigns to the

customer any tax rates linked to the tax record with the matching zip code.

For example, suppose you’ve given zip or postal codes to local tax rates and linked
the local tax rates to a state tax rate. The state tax rate has no zip code assigned to
it. The Assign Zip function will automatically assign both Local and state tax
records to those customers with zip codes matching the highlighted local tax zip
code records.

Sales Tax Entry Press the Add button to create a new sales tax record. The Sales Tax Entry screen
shows the Payable Account associated with the tax record. You can change the
assigned Payable Account by pressing the Reset button. This presents you with a
list of Accounts to choose from.
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[ =——7=—1salesTaxEntry: 6of i =———"-H H
SalesTax Rate

Payable ace't | 30002 100 Sales Tax |
Cade
Jurisdiction [BC |
State
ZIP
Linkta| ]
Tax Rate 3

FIGURE 14-28. Sales Tax Entry screen.

Type in the code, jurisdiction, state, zip code, code of any “linked to” records, and
the tax rate in the form of a percent. You are required to enter a value only in the
Jurisdiction field; the other values are optional.

|
Sales People
Sales People Data This table records the details of commissioned sales people. It provides various
methods for computing commission rates that can be assigned differently to each
Sales Tax Rates | sales person.
Aidd Tax Rate
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Sales People List

The Sales People area is accessed by selecting the Sales People item from the Sales
Related pop-up on the control screen. This opens the Sales People List screen.

= Sales People List: 1 B
ID | Hame [Title [Firm [ Phone1 | & Rate Payahle |«
3 Adrian Cook Sales West Excalibur (508 899-9867 20 -4.60 E
4 ¥ing Kwan Sales South Execalibur {808} 899-9559 20 350.00
5 Alistair Cowles Sales NE Excalibur (808) 899-9125 20 875.00
SDSEI - - a a o & 7
[Search.. w ]| Sort || Ads |
Focus Sets b o dif: Delet —
| S T | T Cream i
4 >z

FIGURE 14-29. The Sales People List screen, accessed from the control screen.
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Searching Example Search

The search pop-up supports the options to search by “Example” or to show all.
The search by example screen presents the now familiar search interface for locat-
ing Sales People records.

Sales Person Search
O 1o = | a&nd display
D' First Name 3 - | | only those that: ARE :E-E EITHER
[ Last Name 3 = | [Hillegard |
O Firm 3 = | Active () (O ()]
[0 % Rate 3 = |
[ work Phone #1 3 =] |
[ ‘work Phone #2 3 =] | Match
[0 Payable Acc't 1D 3 =] | ®any (Oall
[  Payable Balance 3 » |[0.00 | criteria
Search and._.
® Replace () Add To {2 Remove From previous selection. |
i) Search in selection, Sp6is

FIGURE 14-30. The Sales People Search screen.

Sales People Entry The Sales People entry screen consists of 3 pages. The first for personal details,
the second for the commission formula, and the third for related accounts.
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Basic Info Page

All sales people who are marked as “active” will appear on the Sales Rep. pop-up
menu in the invoice entry screens.

£ B
Basic Info |commission |[Accounts | Ipall
Mame [Mr ][alistair Il |[Eawies | ]
Title [Gales NE | fctive [X] Balance | |
Firm [Excalibur | Commission & El

rPhones email

w1 [L805) §99-9125 || [peowles @escalibur com |

w2 | e
cell | | Employed
Fax | | Released
Hm | || Birthday

(e mo |0 &

Enter & Me:dt

FIGURE 14-31. The Basic Info page of the Sales Person entry screen.
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Commission Page

The Commission page offers various formulas for computing the sales persons
commission rate. The formulas consist of specifying a flat percentage of sales, and
then indicating when this formula should be applied.

OD=—————_[H
Basic Info | Commission |accounts | Sp40b
e ving || [wan ol 4

Commission &

rCalculation Formula

Comrnission is calculated on the invoice sale on item

total and before ar after the following charges.
Befare qrafter

% Discaunt

Sales Tax
Shipping Charges
Mizcel. Charges

C@®0
®C0®

FIGURE 14-32. The Commission page of the Sales Person entry screen.

Accounts Page

Press the Accounts tab to view the accounts linked to the sales person. A payable
account is created for each sales person assigned a nonzero commission. If the
commission is zero, then no payable account is created.

Each sales person assigned a payable account must also be assighed an Expense
account. This account is initial set according to the system’s default Sales Rep.
Expense account. The expense account can be changed for individual sales people
by pressing the Reassign button.
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E e —————————————— E
[Basic Info |[commission | Accounts | 3pale
M |ving I [Kowan | w4
Payable Account | I0013-10)  Balance | 0
rExpense Account
|§0001-100 Sales Commission Expense |
or Batonce
FIGURE 14-33. The Accounts page of the Sales Person entry screen.
|
Reports
Sales The following reports are available by pressing the Reports button in the Sales
list:
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Transaction Summary
A summary of each sales transaction listing each component.

Transactioms List MM, Jun T, 1999 2035 AP

Sarnple Transaction Sunmary Fage 1
Attn| Rief . N* I 4 |Entr\; Tope | Db | Mokes | Title |C0mment
Account | I | Diebit Credit
| 281 [Receivablessle  [4M2199 | P [Receivable Ssle [ales discount of 10.00 dated 4°22
GO006-100 Client Sales 40.00
2000z-100 Sales Tax 2.0
S0007-200 Discounts on Sales 10.00
10101-26 Surnmit Technolagies, Lid 3210
219 Receivable sale 2120199 P Fie ceivable Sale 'Sales discount of 15.00 daked 2/2¢
60006100 Client Sales 150.00
20007-200 Dizscounts ok Sales 13.00
10101-26 Surnmit Technologies, Led 13500
Report Total 19210 19210

FIGURE 14-34. Sample Transaction Summary report.

Transaction Details
Details of each sales transaction listing all components.

Transaction Details hdan, Jun 7, 1099 2:08 PR

Jarnple Transaction Detail Report Page 1
Title Receivable Sale Motes P
Bef N2 Effective 0412199 Entry bype Posted 430099
Crog. b2 Entry 0412194 Status Wrrverified Check

D# 281 Afth Autoallocate ALL Entered by Designer
e Sales discount of 10,00 dated 302 2/99 rernoved Ehrough transaction 10 = 351 by Designer on 4030099 ot 12:58
Ahd. Discount date resetbo 00fO0MD.

Acegunt Jaurnal D& bit Credit
EO00G-100 Client Sales Incorme 40.00
30002-100 Sales Tax Payable 210
Gooor-200 Discounts on Sales Expense 10,00
10101-26 Surarnit Technologies, Lbd Receivable 3210

Report Total 42.10 4210

FIGURE 14-35. Sample Transaction Detail report.
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A list if the currently displayed sales items.

Sales List
Sample Sales List Report

hdon, Jun 7, 1999 2:10 PR
Page 1

Fef Me Tille | Entry Type

Account ME Marme ! Comment

Arnount

Receivable zale
Receivable Sale

26 Summit Technologies, Ltd
Sales dizcaunt of 10.00 dated 412 2/99 remove

3204

Receivable zale
Receivable Sale

50,004

Receivable sale
Receivable Sale

12: Grundwald Construction

585.00d

Receivable sale
Receivable Sale

26 Surmtnit Technalogies, Lbd
Sales dizcaunt of 15.00 dated 3 2/99 removed

135.004d

FIGURE 14-36. Sample Sales List report.

The following reports are available by pressing the Reports button in the Invoice

list:

Line Summary

One-line summary of each invoice in the current selection.

Invoice List

Tue, Jun 1, 1999 516 PM

Sample lbvoice Line Summary Page 1
tn| Invoice |Ordered | Shipped Due Tatal
5 424095 |9H14a7 11.25 11.25
135 G295 |a1295 Westem Autadial G987 85.13
44 10949 31198 24 .95 40.91
3 421199 |38 Perforrnance kot arcars 0.oa 45
37 H30/99 |3 1595 westerm Autadial 107.76 103.74
35 4130/99  |3030199 Westerm Autadial 5334 53.34

FIGURE 14-37. Sample Invoice Summary report.
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Detailed Summary

Detailed summary of each invoice in the current selection, not including line

items.

Invoice Details Tus, Jun 1, 1282 5:1% PR

Sample Detail Report Page 1

Iprwicee M* Crdered [ Customer Code Ship ta Jourrslized |Last Ship Tatal

Cust PO M | Shipped  [Comparey bz Chhold  Priority Paid

Attn Due Sold by Shipped  Track Code Dige
Cancel  |Terms Printed |Fihanoe

13 ai12r9s |38 John BafkcleyWestern Autodial's .00 85.13
2098 [Westem Autodial C|3rd dawy 15.26
11198 [|ad=d 6287

NET 30 [ 1]

FIGURE 14-38. Sample Invoice Detail report.

Invoice Form

Since invoices store all shipment history you must specify which shipments you
want to appear on the printed invoice. When you choose Invoice Form from the
Reports... list you are given two options. Either print an invoice listing only the
most recently shipped items, or to print an invoice listing all items shipped.

Decide

Invoices track all shipments for each order.
' ‘which shipments do wou want to appear on the form?
& Consolidation of all delivered items.
& [Most recently delivered items.
m # (Juote based an all ordered items.

0
a

( All ltams | [ Quote ]
- I tozt Recent ] [[ Cancel ]]

FIGURE 14-39. Dialog offering choices for including items when printing invoice forms
from the Invoice List screen.

If you want to pick and chose which individual shipments to include on the
invoice, then you must open the invoice in the Invoice Entry screen and select the
Print Form item from the Special Items menu. This will enable you to select the
individual shipments that will be included on the printed invoice.
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Quotes

Logo on Form

Quotes for any number of virtual invoices by selecting Invoice Forms... from the
Report and Media dialog. Press the Quote button in the Decide dialog.

You can place your own company graphic or logo in the header of the printed
invoice. The graphics used for this form are stored in 4th Quarter’s Picture Library
accessible by the Administrator through the Maintenance screen, see the Admin-
istrator’s Manual page a.33.

Pictures in the picture library are identified by their codes. The picture placed
atop the service-type invoice has code “4QICSrvc”. The picture placed atop the
stock-type invoice has code “4QICStck”. The graphic is placed at the top of the
statement in an area 1.25” high and 5.5” wide. The graphic is printed at actual

size.

Unlike the Summary and Detail reports, the printed invoices include line items.
Also, one invoice form is printed per page. A sample invoice form is shown below.

Invoice # 13 Page |
R COrder 812195
Samnple invoice Ship 812198
Soldto: Johh Bakcley Due 911098
Code: 38 P Canecel
Bill ba: Shiptao: Sold by
John Barkecley John Barkcley Paid by
Westem Autodial ‘Westem Aut o dial Tenrs MET 30
125 Persons Dr Same o
Shokan MY 124581 Ship via
US A Priarity
Track Code
Code [T Ordered Shipped PerLnit Tax|  Extension
Aa=-1Z1 tennis stings 10 ] 370 30,00
A5-198 dottin 4 3120 1245
Please Remit Pawnent o Camrments: Subtatal 4245
% Discount  15.00 -6.37
% Sales Tax  1.50
Ship Tokal 40.00
izcel
Tatal TE.11
(oo Expire 00/00/00 Paid 0.00
CCH Fec'bl TE.11

Shipping Details:
G20 Srd dayadsd
RF3S Cwemight

FIGURE 14-40. Sample invoice form.
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Packing Slip

Itemized shipping record — one form for each invoice in the current selection.
You are asked to make the same choice of shipments as was requested when print-
ing the invoice form. This form shows the quantities ordered and shipped but
does not show prices.

A graphic specific to the packing slip may be printed at the top of this form. The
graphic used for this form is stored in 4th Quarter’s Picture Library and has code
“4QICPkng”. The graphic is placed at the top of the statement in an area 1.25”
high and 5.5” wide. The graphic is printed at actual size.

Packing Slip # 13 Page |1

Sample Packing Slip Order date 8/ 12/98

Soldto: John Barkeley Sh|!:| 2095

Code: 38 Ship via

Eill ta: Shipto: Priarity

John Barkcley John Barkcley Track Code

WWestem Autodial WWestem Autodial Sold by

125 Persons Dy Samne

Shokan WY 12451

=1

Code Itetn Crdered Shipped
A-131 tennis stings 10 a
AS5-198 kdatrin 5 4
Farfurtherinformation cantact: Comrments:

FIGURE 14-41. Sample packing slip.

Billing Labels (3 up)

Sheet of billing addresses associated with selected invoices in 3-up form.

John Barkcley Dick Scheider John Barkcley
Westem Autodial Perf ormarnc e Westet &ubodial
125 Persons Cr 2123 East Aletneda 125 Persons Dr
Berkeley CA 48233 Berkeley CA 43233

FIGURE 14-42. One line of a sample 3-up Billing Label report.

Shipping Labels (3 up)

Sheet of shipping addresses associated with selected invoices in 3-up form. Prints
using the same format as the Billing Labels.
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Sales Report...

The invoice analysis reports show sales totals by item. The information on the
reports is drawn from purchase order records. The analysis of purchase orders is
performed according to the criteria set on the following screen.

O=—-—F——————— InvnitcrAnalyss=——— N H

Analyze period starting (0000700
andending [5/27/99

Reporton [ (33 in the tap [ ]
inwventory items (2} in the bottam |:|

@ selected  |No items selected.

® griered
) received

according to date

Intermsof [ ® quantity sold

() quantity shipped
i) walue sold
| 2 walue shipped

Send report to [ @ printer
| O disk {text only}

Walue Format: [## = ==000 ~ |[F==,#=000 | |
i - R N EoE
Quantity Format: | ,*#0.00 ~ || ##0.00 |

FIGURE 14-43. Analysis specifications dialog for invoice reports.

This report prints a list of inventory items that are analyzed according to the crite-
ria described below. The report lists the inventory items code, hame, quantity

sold, quantity shipped, total value of the amount sold, and the total value of the
amount shipped:

* Analyze period dates...

These two dates determine the range over which invoices will be examined.
The date range will include invoices dated on or after the starting date and on
or before the ending date. Screening is done on either the date the invoices
were entered (the order date) or the date the invoices were fully shipped (the
ship date).

* Report on inventory items...
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This option allows you to choose to view only the top or bottom items on the
invoice report. For example, you can look at only the top 10 items in terms of
sales value or the bottom 5 items in terms of quantity shipped.

If you click the Selected option an inventory item list opens, allowing you to
chose one or more items. The report will then focus on the invoices listing
these items within the specified period.

* In terms of...

You must specify what sorting criteria you're interested in. Your options
include:

- Quantity sold

- Quantity shipped

- Value of amount sold

- Value of amount shipped

This is essential if you've chosen to view only a partial list of the top or bottom
items. The criteria you specify determine the ranking that is used. The final
report will sort the displayed items using these criteria.

* Send report to...
Like all 4th Quarter reports, you can send this either to the printer or to a file
on disk.

* Value and quantity number formats...

These codes specify the format used to print numbers representing mone-
tary values and inventory quantities. Refer to on-line help, accessed
through the Help button, for information on how to use these codes. See
also “Numeric Formats” on page al96.

Inventory item sales June 2, 1999 12:42 AM
Page 1
Analysis for petiod staring 101199 and ending 62139 according to date ordered.

Rank | Code Marne Qby Sold Qby Shipped Yalue Sald Yalue
1 [1-25 tennis racquet-Head | 43 43 255,85 255,85
2 |1456 tennis racquel overgrips 35 31 138.25 12245
3 [1-325 grarnkn ets -tennis racqu et 25 25 43.75 43.75
4 [1-146 tentiz balls [can of 3) 20 15 EER: 5955
5 [2-25 tennis bag 4 3 160 120
B [3-558 sweat bands 1] 1] 1] 1]
Tatal 127 17 E77.ES G01.9

FIGURE 14-44. Sample Inventory item Sales report.
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Sales People

Summary

The following reports are available through Report... button on the Sales Person
List screen.

A simple list of the current selection of sales people.

Sales People List JureZ, 1999 1:43PM
Sarnple Surtnary Fe port Page 1
0] Marmne Title Firm Phonet1 % Rate Payahble
3| Adiian Cook Sales West Exralibur [B08] 899-9567 10 -4.B0
5| Alistair Cowdes SaleshE Exzalibur [808] §99-9125 1] - A ount -
4|¥ing Kwan Sales South Excalibur [G0%5) 599-9654 20 0.0n

FIGURE 14-45. A sample sales person summary report.

Full Detail

The personal details and commission formula for the current selection of sales people. Sales
history is not included.

Sales People Details duneZ, 1999 1:43 PM
Sarnple Full Detall Report Page 1
o 3 Phones Active (X S5#

Marne Adrian Cook w1 [B08] 899-9867 Bithdate 02091966

Tille Sales West k.2 Ernploy 010111388

Firm Excalibur horme Beleaze 00/00/00

Ermnail muabil

Calculation Formula Fax
’VFtaxe 10 %, calculated After % Discount ; After Sales Tax; After Shipping Charges ; After Miscelaneous Charges.

Payable § 4,60

Account 30013-5 Adhan Caok
hetna:

FIGURE 14-46. A sample sales person full detail report.

Sales by Order Date...

This report requires a range of sales dates. It prints all sales assigned to the current
selection of sales people, made within the indicated date range.
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List OF Sales June 2,1999  2:06 Phd

Sarnple Fepart Page 1
o] | Marne Title Fittn % Rate| OrderTotal
3 Addan Cook Sales West Ecalibur 10 4386.00
Ordered  Last Ship  Inwe. Code Custormer Status Tenns Order Ak
042101999 0301119949 i 25 Performanc e botorcars Met 51005 2546.00
05/091999 05/20M19949 105 414 Acrne Tire Specialists Cob 1540.00

FIGURE 14-47. A sample Sales by Order Date report.

Payable Statement...

This is a standard payable account report for the sales people in the current selec-
tion. It requires you to specify whether the report should include items within a

date range, or all unallocated items.

Allocation Report 5pecifications

The 2 Sales People record(s) are related to 2 account(s).

Print reports for the 2

accounts in the current selection and ..

() Tist only transactions that represent payments
not Tully used and debts not fully covered.

@ list each account's full transaction history from

[@/01798 | »]to[06/02/93 | ]

by @ effective () entry date.

Su100a

C o Cew )

FIGURE 14-48. The allocation report specification screen that applies to all Sale People
Payable Statements.
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Payable Statement filed, Jun 2, 1999 233PM Page 1
Fromn 1/1/38 bo: Bl2099

300135 Fef. ¥

Adrian Coaok

Aecount of SalesPeople: Adrian Cook

Owed beforeitems  Changein Period  Ending Balance

000+ 2546.00 = 2546_00
PO Doc M2 |Tran Ref | Effect,  |Due Title Paid| Awailable Owed | Qutstanding | Runninig Takal
31 3199 Irwoice ID#31, code 31 2546.00 2546.00 2546.00

FIGURE 14-49. A sample sales person payable statement.

Sales Tax Summary Report

This report is a simple list of sales tax data. Go to the individual accounts, or to the
Payables Journal, for tax account information.

Sales Tax Rates Wan, Jun 7, 1999 1:57 PM
Sample Sale Tax Summary Page 1
Account Code purisdiction Ftate| Zip Link: to | Sales Tawc %

100 Sales Tasx Ul=ter WY | 12484 | 456 775
100 Sales Tax Sracuse NY | 13207 1.50
100 Sales Ta MW C MY | 10012 .75
100 Sales Tasx 456 |Mass State b [ 99448 1.50
100 Sales Tax 729 |Columbiza MY | 12344 | 789 5.25

FIGURE 14-50. Sample Sales Tax Summary report.
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CHAPTER 15
oo

Wendor

4Q Full

Vendors

This chapter describes the Vendors areas and the manage-
ment of vendors and vendor accounts.

Vendors are supported in the Full version of 4th Quarter.

Flow of Data

Vendor Data

Vendors are stored in their own file. Vendor records contain business-specific
information but not accounting information. Accounting information, such as pay-
able balances and account history, is stored in the vendor’s payable and purchase
accounts.

When you enter a vendor record, the system creates the vendot’s payable
account. Once created, this account can be found with all other accounts in the
Chart of Accounts list.

There is also a vendor purchase account related to each vendor record. A default
purchase account is assigned to all new vendors according to their type. The sys-
tem maintain separate accounts, each linked to separate GL accounts, for each
type of vendor.

Vendor reports are available in various areas. The vendor area itself supports
reports detailing the vendors but not their account history. The vendor’s account
history reports can be accessed from the accounts area. A report of purchases or
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Vendors
PO’s to particular vendors can be printed from the purchase, transaction, or PO
areas.
Purchase Transactions Accounts
( Purchase }‘ - AP Journal
(Cpucnase )5 @@
e 0 o efc.
Vendors @
J
Reports Purchase Journal
e
Transaction
v
o o o etc.
Purch Reports
urchase
—
Report S\
P etc. Reports é&;ﬁlﬁgt
ry
Vendor .
Aging
Summary Report
etc.
Vendor
Statement
etc.
FIGURE 15-1. Flow of data from vendor records, though purchases, into vendor accounts.
]
Vendor List Select the Vendor List item on the Vendors pop-up menu in the Control screen.

The Vendor List appears with the standard function buttons at the bottom of the
screen.

Yendors
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D =———  ¥endorlisth =——————— E
Attn |Code |Tl,|pe |Name | Cornpany | Address |Wk.Phone acty [ a
5 Manufacturing Kosan Brantise Kozan Enterprises .=
51 Manufacturing EBlanche Du Bois  wilson Tennis Ca. Syracuse NY 315-4835-9320 =
1 Shipping Dick Murphy Ship-0-Rama Pray City Ak (458) 546-5584 »
53 Manufacturing John Omarra W 5 Babolat & Sons Mew York Cit {212) S88-6598 =
ok 4 Shipping ‘whan ‘wWaong Hong Kong Carriers, Ltd  Pay®1 PayC (800} 494-3996 =
B a a2 a Qe a a9 a o e
- Double click ana Yendor to madify. Ynoo
[Search.. [w || sort ][ Add || Modify || Report |
[ Focus v |[ sets || Delete | | —
1] D
FIGURE 15-2. The Vendor List screen.
[ |
Searching Various search functions can be accessed from the Search... pop-up. The items
Erample above the line on this menu all open screens in which you specify search criteria.
Attention... . .
Related... Below the line appear each of the types of vendors that are defined for your sys-
Add ress.. tem. Vendors are located by type as soon as you select the item from the pop-up
; list.
A11 Active
Licensar . . . L
Manufacturing The Example... search opens a screen in which you specify some combination of
Sales Rep the criteria shown in Figure 15-3. Mark the check boxes on the left side of the
Shipping screen adjacent to each criteria that you want to match. Use the pop-up menus

next to the entry fields to specify the type of search you want performed. Refer to
the section entitled “Search Screens” on page 49 for a description of how to spec-
ify search criteria.

Example Search

The “any” or “all” radio buttons on the lower right determine how your search
criteria are applied. The radio buttons in the “Search and...” area at the bottom of
the screen determine how the vendors found affect the items previously displayed
in the vendor list.
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Yendor Search
O o =1 | and display
OO FirstName (13t 10chars) | w | = || | only those that: ,or  upE EITHER
NOT
[0 Last Name {1st 10 chars) 3 =] |
Company {13t 10 chars) 3 = | |acmes | Active O O ®
[ Code 3 =] |
[ Attention 3 =] |
[ Eilling State 3 =l |
Billing Zip > > |[z4 |
=[] el Shons = == |
] fegmriment 3 =] |
[0 Pausbleécc't (D ~ )= |
O Tupe =1 |
[ Status 3 =] |
[0 Payable Balance 3 =] | Match
E(Searching on these criteria can be wery slow !}
Search and...
) Replace () dd Ta (O Remove From  Previous selection, |
® Searchin selection,
ndla
FIGURE 15-3. The vendor Search by Example screen.
Attention Search
The Attention... search dialog, shown in Figure 15-4, is designed specifically for
locating vendors records according the values you’ve assigned to their “attention”
fields.
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Attention Search for Yendors

ATTENTION zearch criteria:

i [#] And are
Search using () attention codes equal to: ; _
or | [EHP or[MOSH Jor | Jor | | Active
) Inactive
] any attention codes at all.
Search and.___ ¥nal

() Search in selection ARG Cancel

{®) Replace ) Add to () Remove from |

FIGURE 15-4. The vendor Search by Attention screen.

Related Search

The Related... search screen provides a means to locate vendors that are related to
other records in the datafile. At present this is used to locate vendors associated
with particular items in inventory. In the future other related search criteria will
be added.

Search for Yendors Related to...

3 items selected

Search and._ .. ¥n35

()] () tadd o () Rernove from previous selection |
C)Searchin selection

FIGURE 15-5. The vendor related search screen.

Address Search

The Address... search screen locates customers according to their related address
information. Since customers can have multiple addresses, this search will locate
customers any of whose addresses match the specified criteria.
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Address Search

Find ¥Yendor Eecords

with [State + | equal to

4 |

&dd a final blank space to search for literal walues.

* Searching on these criteria can be very slow!!
SEARCH and

@ Replace (0 Add to |

Ad50

() Remove from previous selection
Cancel

() Searchin selection

FIGURE 15-6. The vendor address search screen.

The address search locates all address records that have values that start with the
criteria you specify. For example, if you enter “Oak” as a city, then search will
locate the cities “Oakwood”, “Oakdale”, “Oakmont”. If you want to locate a literal
value such as a city whose name is exactly “Oak”, then add a space at the end of
your search specifier.

Vendor Entry

Company To reach the Vendor Entry screen, either double-click an existing vendor record
Information or press the Add or Modify button. At the bottom of the screen appear tabs that
take you to the different pages of the entry screen.

Basic Info Page

The Basic Info page of the Vendor Entry screen provides access to names, phone
numbers, and primary addresses as shown in Figure 15-7. To enter a vendor
record you must supply either a name or company, and you must assign the ven-
dor a type. Additional information can be added at a later time.
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Each type of vendor is linked to a different purchase account. The exception is any
vendor assigned the type of “prospect”. These vendors are not setup for purchas-
ing and have no accounts linked to them. The administrator can change the list of
vendor types through List Manager screen. Refer to page page a.28 in the Admin-
istrator’s Manual for further details.

O==—————VendorEntry:30sf5=——"—————"0H
Basic Info IDetaiIs | Notes |[Accounts | EL= I

D Modify Date
Code / Type [S8 J[5hipping | attention [ i St

; Phones
Salutation Title
[ 453) 546-5554 )
Mame [Dick [Furphy | wk.1: Active
wk.2

Company [Ship-0-Rama
Dept. [Production

| home|
Fax [(455) 546-5585

rPay To: @ primary Shipping:
#ddr. [S556 Crimson Blvd. Addr.[5556 Crimson Blvd.

City [Pray City City [Pray City
State [AK | zip[15548  |+[006% State [ K | Zip[15548 |+[006%
Country [US4 Country [U54

Email |
(] URL |

Emiail |
S0 URL |

FIGURE 15-7. Basic Info page of the Vendor Entry screen.

On the Basic Info page, the primary Shipping address can be copied to the Pay To
address area by clicking the arrow button (labeled “<”). Clicking the little yellow
clipboard icons copies the address to the computer clipboard. Once on the clip-
board the address can be pasted into documents opened in other applications.

Details Page

The discount, terms, ship via, and other values that are entered here are used as
default values when a PO is created for this vendor.

The terms assigned here are used by default on purchase orders made to this ven-
dor. They determine the date payment is due, as well as the conditions of any
sales discount.
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The detail page of the vendor entry screen enables you to specify additional ship-
ping addresses.
O=————————————vVvendorintry:90f I3=————HIH
Basic Info | Details INutes |Accounts sl ]
Dick Murphy Ship-0-Rama L Modify Date
1 |loss27s1999
Dizcount %
Ship ¥ia
75 14+ (31795075 |
Status Faon/con |
rShipping Addresses:
o[ Brimary || add || modit || Delete | |
Address City 5T |Code -
759 Hilltop Place  |Gail Ak (15535 =
e 5556 Crimson Blvd, |Pray City Ak | 15548
-
/j;
FIGURE 15-8. The Details page of the Vendor Entry screen.
|
Vendor Addresses Each vendor has a “Pay To” and a primary shipping address. Additional shipping
address can be added from the Details page of the vendor entry screen.
On the Details page, press the Add, Modify, and Delete buttons to create new
Shipping Addresses. Highlight one of the addresses in the address list and press
the Primary button to mark it as the vendor’s primary Shipping Address. The pri-
mary address will appear on the first page of the entry screen and it will be used
on shipping labels.
|
Payment Terms Payment terms are assigned each vendor through the vendor entry screen. These

terms apply to your payable account, and they are usually assigned to you by the
vendor. Since they are not usually set at your discretion, the value you set only
acts as a reminder of the terms the vendor has extended to you.
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The payment terms are set on the second page of the vendor entry screen through
the Terms pop-up menu. For new vendors the system assigns the default payable
terms. The list of possible terms is stored in the main data file, and is available to
all users. Any change in terms is immediately available to other users.

Terms are specified according to the format:
(% discount)/(days for discount) Type (Days until due)

The quantities shown in parentheses are optional. For example, terms where the
net balance is due within 30 days are written “Net 30." If a 3% sales discount is
also offered for payments within 10 days from shipping goods, the payment terms
are given as “3/10 Net 30."

Modifying Payment Terms

Terms records are managed from the Modify Terms screen. Access this screen by
choosing the Other... item from any payment terms pop-up menu. This will dis-
play the same list of Terms of Sale as is displayed whenever you select the Other...
item from any payment terms pop-up menu.

The format of terms of sale items, and the means of adding, modifying and delet-
ing terms of sale items has been discussed in the section entitled “Payment
Terms” on page 369.

Attaching Notes Notes Page

Notes can be attached to vendors through the Notes page. Notes can be created,
modified, deleted or printed. To display notes of a particular type use the Types
popup that appears above the list of notes.

To print a note first mark it with an “X” by clicking on the note you want in the
left hand column. You can mark any number of notes. The click the Print-X but-
ton.
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=————Vendorbntrv: 10f 13— OB
[Basic Info || Details | Notes I.ﬂu:l:nunts | Vnene
\Dick [{Murphy ||ship-0-Rama | Yendor |0 Modify Date

[ 119 |[ossz7s1999]

7 add || Modity || Detete |[ mark || print-x |[Mema |EE

Place the cursor in the enterable area (a1 Types < ||3419/99-Mavis says account approved. =
a? adw a3 7 a O 3/14/99-5ubmitted application far apen account.  [=
%[ Tupe | status ['hen [ Mema a [|271/99-Requested catalog
Call Not Done 00/00/00 Quote an ferites.
Ed

Changes are saved as they are entered.

FIGURE 15-9. The Notes page of the Vendor Entry screen.

The notes “When” and “Memo” fields can be edited directly from this page of the
Vendor Entry screen. To modify other notes fields place your cursor in the When
or Memo field of the note you want to modify and press the Modify button. This
will open the note in the Note Entry screen shown below.

D m_ ———— Note ! | ung—E
Tupe [Appointment ¥ | wihen [05/28/1999 |[1:00 PM | Crested D | & |
Status [In Progress ~ | Until[05/28/1999 |[2:00 FH |[ossz871999 J11:068FPH |
i} Mar
Memo | & ser | H |
2/8/99-Wants additional details on multi-user licensing. 4] [] Marked
-]
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FIGURE 15-10. The Note entry screen.

Entering Time Values

Use military time when entering time value in the When and Until areas. That is,
if you want to enter 1:30 pm, then type in the value 13:30. When you tab out of
the field it will convert the value from military time to standard time with the
“AM” or “PM” suffix.

Accounts Every vendor is linked to a purchase account and (optionally) to a payable account.
Press the Accounts tab to customize the accounts associated with each vendor.

O=—"————————vendorkntrv: 30f5=————————H H
[Basic Info |[Details |[Notes | Accounts I ¥nald (7]
|Dick |[Murphy |[5hip-0- Rama | 0 IModify Date

| 1 |b5/27/1999]

rPurchase Account

|50005-100 Shipping Purchases |

[ Infa, ” Reaszign ]Dr Ealance

Payable Account |30009-1 Ship-0-Rama |

Finanee | 0] ®4man
Cr Balance 42408

rDistribution Accounts:
l Add ” Remove ]

Account N2 Marne -

FIGURE 15-11. The Accounts page of the Vendor Entry screen.

Purchase Account

The Accounts page also displays the Purchase account assigned to the vendor. The
system recognizes this as the account to be debited by default when you enter pur-
chases from this vendor.
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The system maintains separate purchase accounts for each vendor type, except for
the type named “prospect” which is not assighed any purchase account. Each of
these type-specific accounts links to a type-specific GL purchase account. This
means that purchases for each type of vendor are tracked separately on the GL and
can be reported separately on financial reports.

Because changing a vendor’s type will affect their accounting, the ability to assign
types can be restricted to just new vendors. Depending on the administration set-
tings you can or can not change the type of an existing vendor. If this restriction is
relaxed, then you can change vendor types at any time. The restriction is set on
the Vendor page of the Maintenance screen.

In the case of purchase orders you can direct the system to record the expense
either with the vendors purchase account, the account specified here, or to record
the expense with the purchase accounts for the actual items being purchased.
That is to say you can either tally expenses by vendor (the source), or by item (the
destination).

New vendors can be reassign to a different purchase account on an individual
basis. You do this by pressing the Reassign button that appears next to the pur-
chase account on the Accounts page. Linking to a new account will affect only
entries made in the future. Past purchases recorded with the previous purchase
account are still recorded with that account.

Vendor Payable Account

The system will create or not create a payable account for new vendors depending
on the vendotr’s type. The system is set to create new accounts for vendors of spe-
cific types through the Vendor page of the system Maintenance screen.

If you assign to a new vendor one of the type that gets a payable account, then
when the vendor is entered a payable account is created for them. Each vendor
will have their own payable account linked to a common general ledger payable
account. All payable entries to vendors of a given type post a common, type-spe-
cific GL account.

The creation of vendor payable accounts operates in much the same way as the
creation of customer receivable accounts. For vendors, as for customers, you can
modify the payable account that the system creates automatically.
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Distribution Accounts

Distribution accounts can be associated with each vendor. Add Cost or Expense-
type accounts to the Distribution list by pressing the Add button. Accounts are
added from the list of currently existing accounts. The Remove button only
removes an account from the Distribution list, it does not delete the account itself.

The distribution accounts linked to the vendor will appear on the distribution
page of the Purchase entry and Purchase Order entry screens. When entering a
purchase transaction through one of these screens you’ll be able to distribute the
expense to these accounts. You can distribute to other accounts at that time but
the accounts listed in the vendor’s record will appear by default.

Default Accounts Vendor records do not store accounting information. Instead, vendors are related
to payable and purchase accounts. Because vendors are related to accounts 4th
Quarter can be customized to support any number, type, or combination of
accounts for each vendor. This allows for great flexibility in determining the best
accounting system for your business.

Purchase Account

New vendors are initially assigned the default purchase account. This account is
used as the default for all users. You can reset the default from the Default
Account’s page of the system Maintenance screen. See “Default Accounts” on
page a.53 of the Administrator’s Manual.

Purchase Account
S0005-100 Shipping Purchases

l Infa, ” Reaszign ]Dr Balance 1,805.10

FIGURE 15-12. The purchase account specifications shown on the vendor entry screen.

Payable Account

New payable accounts may be created for each new vendor depending on the type
of vendor. On the Vendor page of the Maintenance screen the Administrator indi-
cates which types of vendors are created with payable accounts and which types
are not. This is discussed on page page a.77 of the Administrator’s Manual.

When you create a vendor you must assign it a vendor type. The type determines
whether or not a payable account is created for the vendor. If a payable account is
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Finance Charges

not created for a particular vendor, then you will not be able to enter a purchase
order or credit purchase for that vendor.

Changing a Vendor’s Type

You can change the type associated with a vendor at any time through the vendor
entry screen. If you change the type from one that does not have a payable
account to one that does, then the system will create a new payable account for
the vendor. If you change the type from one which has a payable account to one
which normally does not, the system will not remove any associated payable
account.

The payable account that’s created will be assigned the vendor’s first and last
name, or if no name is given, the company name. The account number will be the
vendor’s ID number and a default suffix that is set by the administrator. These val-
ues can be modified by pressing the Modify button in the payable specification
area on the vendor entry screen. It is also possible to modify the vendor’s account
from the account entry screen after the vendor has been entered.

Payable Account S0009-1 Ship-0-Fama

b dify Fimance 0 Eimon

Cr Balance 424.05

FIGURE 15-13. The payable account specifications shown on the vendor entry screen.

The vendor accounts are tied to a default payable general ledger account that is
used for all vendor payable accounts. To change this default account, go to the
Default Account page of the Maintenance screen. Changing default GL accounts is
discussed in the Administrator’s Manual on page a.53.

You can generate finance charges on your own payable accounts in accordance
with the terms set up for those accounts. You may not want to assess charges on
your own accounts since this is generally the lender’s responsibility, but 4th Quar-
ter can automate the task for you if necessary.

The Finance Charges screen, shown below, is accessed through the payables
account list screen that is displayed when you choose Payable Accounts from the
Control Screen’s Purchases pop-up menu. Once in the payables account list
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screen, go to the Special Items menu and choose the Generate Finance
Charges item.

Finance Charges

#ssess finance charges for overdue debts
inthe 22 sglected accounts

Mote: once charges have been assessed for an account
for a given period they can not be assessed again!

@ Finance at the monthly rates stored
with each accaunt.

i) Finance overdue receivables at the rate

of: Fdmon

@ Use grace perind stored with each account
() &pply grace period of days.

Generate finance charges Trom due dates to
® current date

() date in the past: 05/26/99 B
5u150a

[ Azsaezs Charges I [I Cancel l]

FIGURE 15-14. Finance Charges screen for automating the creation of new finance
charges for payable accounts.

Finance charges are only assessed on those accounts that are part of the current
selection. By limiting the current selection you limit those accounts that will be
assessed charges.

Finance rate

Finance charges can either be assessed at the rate stored with that account, or at a
rate specified in the Finance Charges screen. This means that if each of the
accounts in the current selection has a different finance rate stored with it, then
the finance charges you assess will each be computed on a different percentage
basis. On the other hand, if you want to use the same percentage for all accounts
in the current selection without regard to the rate that has been stored with them,
then specify this rate in the Finance Charges window.
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Sales Discounts

The rate you type in will only be used in calculating the current finance charges.
The rates stored with each account are not changed, although they are overridden
in this case.

Finance charges for any given period are determined by the daily rate. The speci-
fied monthly rate is multiplied by 12 to get an annual rate that is divided by 365 to
get a daily rate. This daily rate is applied to each overdue item according to the
number of days since the item was due, or since finance charges were last
assessed on that account, whichever is more recent.

Finance Dates

The last date up to which charges were levied is stored with each account. This
date is used to ensure that the finance charges are not levied twice for the same
period. Since finance charges are only assessed at your instruction, they com-
pound at whatever intervals you choose. Charges are computed up to the current
date, or another date that you specify.

No Effect on Accounts with Undistributed Funds

Finance charges will only be assessed on an account if it has no unallocated debits.
These are payments that you've made that have not been allocated to cover pay-
ables in any particular account. When such payments are present the system will
not assess any finance charges on that account, no matter how large the debt. If
you assess finance charges on a group of accounts, those with unallocated pay-
ments will be skipped.

To correctly assess finance charges, you should first apply all payments to debts
using the Allocation for Accounts item located on the Special Items menu. This
ensures that all payments have been applied, meaning there are no unallocated
debits. Finance charges may then be assessed on whatever debts remain.

Sales discounts are discounts offered for payments made before a specified date in
order to encourage early payment. For example, a discount specified as “5/10”
means a 5% discount is offered on the item total if payment is made within 10
days.
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When purchase orders with a sales discount are journalized, 4th Quarter assumes
that the discount will be taken. The discount is used to compute the actual pay-
able amount. In the event that payment is not made within the discount period,
the transaction's sales discount must be removed or reversed to reflect the fact
that the full, undiscounted amount should now be paid.

Removing Untaken Discounts When Journalizing in Batch

When purchase orders are journalized, the journal entries (the transactions) are
logged with the date the purchase order was entered. If the order was entered on
the 10th and journalized on the 20th, the journal entry will show an entry date of
the 10th, and this will determine what period it’s posted to. In particular, note
that the journal entry is not assigned the date the items were received.

If the purchase order is not fully paid and the sales discount has expired, the pro-
gram will either journalize the purchase order at the discounted amount, or
remove the discount before journalizing. The action taken depends on which
option is set in the purchase order area of the maintenance screen.

B Rernove expired sales discounts before
journalizing.

FIGURE 15-15. The check-box that determines how expired sales discounts are handled
when purchase order are journalized.

The sales discount will be automatically removed at the time the purchase order is
journalized if the following conditions are met:

e The administrator has set the above option.
* Some amount remains payable on the purchase order.
* The PO journal entry date is later than the last day of the sales discount.

When these conditions are met, the discount amount is removed and added to the
amount payable. The modified purchase order is saved and the journal entry
reflects the increased payable amount.

If this option is not checked, or one of these conditions is not met, then the pro-
gram journalizes the discount however it appears on the purchase order.
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Removing Untaken Sales Discounts

To remove untaken sales discounts, go to the Payable Accounts List accessed from
the Control Screen. Select the Remove Untaken Discounts item from the Special
Items menu. You are given two options in the Untaken Sales Discounts dialog:

¢ Remove Discounts from Selected Accounts
e Remove Discounts from All Accounts

If you choose the first option, 4th Quarter looks only at those purchase orders
written to the receivable accounts in the current selection. If you choose the sec-
ond option, 4th Quarter reviews all payable accounts in its search for untaken
sales discounts.

Untaken Sales Discounts

Range of Accounts:

Examine:;
’7!:, gthe 22 selected Receivatﬂe;

i) all Receivable

searching for untaken discounts as far back as

0140141999 vl

I Femove Discounts ] [[ Cancel ]I
Trizo

FIGURE 15-16. Dialog controlling how expired sales discounts can be removed from
existing entries.

4Q searches for purchase orders that are not fully paid and whose sales discounts
have expired. Purchase orders may be found in any of the following three stages of
processing, and 4th Quarter will handle each of these cases differently:

* Unjournalized purchase order:

These are purchase orders for which there are no transactions because they are
being batch processed or because they are not yet approved. When this option
is checked, 4Q simply modifies the purchase order by setting the discount to
zero.

* Journalized, Unposted purchase order:
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These are purchase orders that have been journalized but not yet posted to the
general ledger either because they're new or because they’re marked “Do Not
Post.” When this option is checked, 4th Quarter reduces to zero the discount
shown on the purchase order and increases payables by the previous discount
amount. In this case both the purchase order and the journalized transaction
are modified.

* Journalized, posted purchase order:

These are purchase orders that have been journalized and posted to the gen-
eral ledger. In this case the purchase orders and their transactions cannot be
changed. In order to reverse the discount, 4th Quarter creates an adjusting
entry that increases payables, and credits the purchase order discounts
account. These new transactions will appear in the customer’s receivable
accounts and on future customer account statements.

In addition to these actions on a selection of accounts, you can also delete or
reverse untaken sales discounts from individual accounts from within their Pay-
able Allocation screens. The Payable Allocation screens are accessed by selecting
an account in the Payable Accounts list.

To reverse untaken discounts while working with a particular account, select the
Sales Discounts Untaken item under the Transactions menu.

Add Account
Modify Account

Generate Finance Charges...
Sales Discounts Not Taken...

FIGURE 15-17. The Transactions menu in an account allocation screen.

Selecting this item displays a dialog asking you to indicate the date range in which
sales discounts are to be removed. For a transaction to be a candidate for having a
sales discount reversed it must:

* De recognized as containing a discount entry,
* contain a payable entry that has not been paid in full,
* Dbe assigned a discount date that has passed.

Transactions that meet these requirements and which lie in the specified date
range will have their sales discount reversed. This is done by the creation of a new
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Vendor List

transaction that reverses the sales discount. In addition, the sales discount date on
the entry that contained the expired discount is reset to the date “00/00/00”.
This is done so that the system knows that this discount is no longer in effect.

This method of removing untaken discounts does not have any effect on the con-
tents of purchase orders that have not been journalized.

5et Dates

Dates
frum|DDHDDx’DD | vltu|l2|5.-’26#1999| vl

Aeat>  Almde

Specity the range of dug dates for which you
want to remove expired sales discounts.

Df190

= J w7

FIGURE 15-18. The date range dialog used for specifying sales discounts from within the
Payables Account screen.

Purchase Order Discounts Account

A discounts account is stored with each purchase order. This account was
recorded at the time the purchase order was entered, according to whatever
account was set as the default purchase order discounts account at that time. This
account can be reset on the Default Accounts page of the Maintenance screen.

Reports

The following reports are available by pressing the Reports button in the Vendor
List screen.

Summary

A simple list of the currently selected vendors.
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Yendor List June 3, 1999 553 AM
Sample Surmmary Report Page 1
Attn. |Code MName Company Billing Address ‘work Phone Home Phone
54 WayFarer
5 Kozan Brantize Kosan Enterprises
22 Bart Conners wayFarer |1 1010 Alameda Rd. She|914-657-1000
51 Elanche Do Bois Wilzan Tenniz Co. 315-455-9320
5 Lalso Kradock Acrne Tire Retreads
FIGURE 15-19. Sample Vendor Summary report.
Full Detail
The details of the selected vendors excluding account histories.
Yendor Detalls Thu, Jun 3, 1999 557 &M
Page 1

Sarnple Detail Repor

Comparry "WayFarerll
Code 52 Attention
Contact kr Bart Conners
Title President
Dept. Trawvel

Phoke
w1
w2

home

Active

914-657-1000

Fa 914-657-1001

Account 30008 22 Licensor Payable, WayFarer|l

PayTo;
1010 Alameda Rd.
P.O. Box 412
Shokan

WY 12481 Usa

ShipTo:

Payable § 47.50
Wend. Type Licensor
Stabus
Ship Yia
Terns PrePaid
Dizc aunt
RS d#

0%

FIGURE 15-20. Sample Vendor Detail report.

Detail + Notes

This is the same as the Full Detail report except that all of the vendor notes are

included.
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Logo Printing

Yendor Details Thu, Juk 3, 1999 903 Ak
Page 1
Cormpany WavFarer Phone Active [  Pavable$ 0.00
Code 54 Aftention wh 1 Wend. Type Shipping
Caontact wh. 2 Status
Title: harme Ship Wia
Dept. Fax Termns PrePaid
Account 3000946 Shipping Payable, WayFarer Dizcount 0%
PayTa: ShipTa: RS 1d#
Type Follow Up Created 6/3/99 Tirne 9:01 Ak MatelD 13
Status Not Done When 00/00/00 12:00 &k Uszser Designer [ Marked
Mernno Linkil oodoodan 12:00 Ak

Group rate setat 32,199, Five are cotninitted. Three others possible. Deadline for commitments set 11015199, Bany will
handle contacts onthe otherside.

Type Call Created B399 Titne 9:00 44 HaotelD 11
Status Mot Done When Thu,Jun 3, 1999 12:00 Ak Lizer Desigher [ Marked
Mermno Until Thu, Jun 3, 1939 12:00 &k

Ciyoted travel plans to Barry, Estitnated $2,500 per person,

FIGURE 15-21. Sample Vendor Detail + Notes report.

Payable Statements...

This report can be printed as either a complete listing of the account’s activity, or
a summary of outstanding debts for the current selection of accounts. The alloca-

tion specification dialog, Figure 15-22, is displayed before printing. A separate

report is printed for each account. Each report starts on a new page.

You can place your own logo at the top of the payable statement. The logo that is

used on this report is stored in 4th Quarter’s Picture Library accessible by the
Administrator through the Maintenance screen, see the Administrator’s Manual

page a.33. Pictures in the picture library are identified by their codes, and the pic-

ture that’s placed atop the payable statement has the code “4QPybl1”.

The logo graphic is placed at the top of the statement in an area 1.25” high and

5.5” wide. The graphic is printed at actual size. A sample payable statement
report is shown in Figure 9-21 on page 251.
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Billing Labels...

Selecting this option first opens a sort screen for arranging the current selection of
vendors. You then enter 4th Dimension’s Label Wizard for creating billing labels
associated with the current vendors.

Payable Account List The following reports are available by pressing the Reports button in the Payable
Accounts list.

Account Summaries

One-line summary of each account in the current selection. A sample Account
Details report appear in Figure 9-15 on page 246.

Account Details

Detailed report of the state of the accounts in the current selection. This does not
include a transaction history. A sample Account Details report appear in Figure 9-
16 on page 247.

Running Balance Reports

This prints a chronological list of entries affecting the balances of the currently
selected accounts. You can specify whether this report includes all items in a
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given range of dates, or whether it includes only items that are not fully allocated.
This is indicated on the Allocation Report Specifications screen.

=———— Allocation Report Specifications ="0——

Print reports for the 22

accounts in the current selection and ..

) list only transactions that represent pauments
not Tully used and debts not fully covered.

® Tist each account's full transaction history from

[00/00/00 | | to[05/26/93 | |

by @ effective dentru  date.

Su100a

C = o= )

FIGURE 15-22. The payable account specification dialog shown when printing either
running balance or account summary reports.

A separate report is printed for each account. A sample running balance report is
shown in Figure 9-20 on page 250.

Payable Statements

This is the same report discussed above on page 468.

Aging Report

This complex, configurable report is described in detail in the section entitled
“Aging Report” on page 251.
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CHAPTER 16 Purchasing

4‘:“ This chapter describes the Purchase and Purchase Order
% transaction entry, list, and reporting.
Purchasze

Purchasing is supported in the Full version of 4th Quarter.

Purchasing Data

Flow of Data Purchase events are of two types: purchases with line items and purchases with-
out line items. All purchases with line items are handled through the purchase
Order (PO) area discussed on page 479. Purchases that do not have line items are
discussed in this section.

Purchases that don’t involve PO’s draw on the data stored in the vendor and terms
tables. Purchases of this sort are created through the purchase entry screens.
These purchases create accounting transactions which affects the balances of ven-
dor, cash and purchase accounts.

The Purchase List shows purchase transactions entered through purchase entry
screens. These screens support six types of purchase entries including cash pur-
chase, credit purchase, refund, and others. Each type is discussed in detail on
page 476.

Purchases made on credit do require further processing because of the payment
that needs to be made. These purchases involve vendor payable accounts. When
payment is made it can automatically be applied to open items, or it can be allo-
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cated manually. The management of payable accounts is done through the AP area
discussed in the Chapter “Accounts Payable” on page 219.
Figure 16-1 shows the relationship that non-inventory purchases have to the ven-
dor, payment terms, and accounts tables. These entries draw information from the
vendor and payment terms and use this information, along with the details pro-
vided by the user, to update accounts.
Vendors Accounts
AP Journal
Purchase
Transactions
e
Payment Terms
Net 30/15
o o o efc.
FIGURE 16-1. Flow of data from vendors, through purchases, to vendor accounts.
|
Accessing Purchase Purchase functions are divided among four different list screens:

Information * List of Purchases,

* List of Purchase Orders (PO’s),
» List of Payable Accounts (AP),
* Payable Account Allocation.

The List of Purchases is accessed from the Purchases pop-up menu on the control
screen. This lists all transactions entered through the Purchase Entry screen. The
Purchase Entry screen can be accessed either from the control screen, using the
Purchase pop-up, or from the List of Purchases screen.
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Purchases entered through these screens are limited the non-inventory purchases
— they do not list inventory and they do not include PO-related sales. Inventory-
related purchases are handled through the Purchase Order pop-up.

The List of PO’s is accessed from the Purchase Orders pop-up menu on the control
screen. This lists all transactions entered through the PO entry screen. The PO
entry screen can be accessed either from the control screen, using the Purchase
Order pop-up, or from the List of PO’s screen. PO’s handle inventory or line-item
purchases and are discussed on page 479.

AP accounts are accessed through the AR & AP pop-up menus. This opens a win-
dow with a list of payable accounts.

The Payable Account Allocation screen is accessed by selecting a particular
account from the list of payable accounts. Refer to “Accounts Payable” on
page 219 for further details.

Purchase List Choose the Purchases item from the control screen pop-up menu or from the Pur-
chases menu. The List of Purchases screen will show purchase transaction
entered through the Purchases Entry screen. These purchases do not affect inven-
tory. It will not show purchases entered through the general or the cash transac-
tion entry screens.

Furchases The List of Purchases screen provides three search dialogs accessed through the
Search... pop-up menu. It provides several reports through the Reports... button,
Purchase thru® Payable and it enables global modifications through the Apply to... button. To view a pur-

MMake Payment

Recetve Credit chase or to modify it, double-click on its row or press the Modify button. The sys-

tem will display the purchase using the appropriate Purchase Entry screen.

Cash Purchase
Purchaze Refund
Payable Advance
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[0 =-———Purchase Transactions: 5 =————~—————"FH
attn|Ref. h2 Effect. |Nute| Type |Accuunt |Memu Amnaunt | &
04/15/1999 Pe  Payable purcha Gratlin Productions 270,000
55 04/06/1999 P Payable purcha Hong Kong Carriers, Lid 345.00
0372071999 P Payable purcha Acme Tire Retreads Sales discount of 120.00
02/20/1999 P Payable purcha Gratlin Productions Sales discount of 180.00
0241941999 P Payable purcha Wilson Tennis Co. 200.00
[Ref.ue |+ |[Effect. || a = Total:cr |
Tr110 A1 purchase transactions are accessible. & W
[Search |» ]| sort || Add || Apelvto | [ Report. |
[Focus  w] [ sets | [ Detste ][ mtogiry | (=N =
1] D
FIGURE 16-2. Purchase transaction list screen.
[ ]
Searching The transaction search opens a dialog in which you specify general transaction cri-
teria. When you press the Search button the system will locate purchase transac-
1"‘3 "'Sﬂf:t“""--- tions satisfying the criteria you indicate, but only transactions entered through the
vﬁﬁﬂﬂ? Purchase Entry screen will be displayed. This search is discussed in the section
“Transaction Search” on page 106.
Show &11

The account search opens a dialog in which you specify the accounts that are
affected by transactions. When you press the Search button the system will locate
purchase transactions satisfying these criteria you indicate but will only those
entered through the Purchase Entry screen. This search is discussed in the section
“Accounts Search” on page 107.

The vendor search opens the Vendor List screen. Use this screen’s search and sort
functions to locate the vendors whose sales you would like to view. Highlight the
vendors you’re interested in and press Select. The system will locate all pur-
chases entered through the Purchase Entry screen that involve these vendors. The
Vendor List screen is discussed on page 448.
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Purchase Entry

4th Quarter supports a number of different entry screens with the following titles:

Purchase thru” Payable
Make Payment

Receive Credit

Cash Purchase
Purchasze Refund
Payable Advance

Create a purchase entry by choosing one of these titles from the Purchases pop-up
menu on the control screen. Once you’re in a Purchase Entry screen, you can
change to any other type of purchase by selecting from the titles that appear on
the Purchase Action menu.

D =———————————— Purchase TransactionEntrv: lof | =—"———— E
Pasted Entered by  Trans. |D
oo/s00/00 Designer 443
Ref. N2 Status Date
[Purchase thru® Payable | w || | Unverified 5/27/99
Code Mame First Last Cormpany
Dick |[Murphy |Eip-0-Fama |
Terms [NET 30 ~ | Dus[0672671995 | Fayable 16900
Title - Discount | 5. 45| 5%
[Payable Purchase | Total 179.55
[le: o
F
I Tr100b
=n
o

FIGURE 16-3. Purchase Transactions Entry screen that credits the vendor’s payable
account.

All purchases require that you specify a vendor account in one of four ways:

¢ Press the Vendor button for a list of vendors to select from,
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¢ Enter all or the first part of a vendor code,
¢ Enter all or the first part of the vendor last name, or
e Enter all or the first part of the company name.

These last three options involve clairvoyant fields. In each case the system will
search for matching vendor records.

Once you've entered a purchase transaction, it appears as one of the items in the
List of Purchases. Since all purchases involve vendors, all purchases transactions
can also be displayed in lists of the vendor’s transactions. If the transaction
involves a deposit or withdrawal, it will also appear under the appropriate cash
account.

Each purchase entry screen has the same basic format but differs slightly in the
information required. Each requires you specify a vendor. Some allow you to spec-
ify a set of distribution accounts, as described on page 478.

Types of Purchases The areas in the center of these screens that displays different fields are shown
below.

e Purchase through Payable: Handles purchase amounts. Supports distribution
accounts. Creates a debit to purchase and a credit to payable.

Ref. N2 Status Date
[Purchase thru' Payable |« || || Unverified B/2/99
Code Mame First ast Company
wan [wiong |[Hang Keng Carriers, Ltd |
Terms [Net 5 1045 w | Dug[06/07/1999 | Payable 2,500.00
. - Discount | 250,00 10%] If paid by
Title 6712499
[Payable Purchase | Total 2,250.00

e Cash Purchase: Specify purchase amount and the cash account. Credits cash
and debits purchase accounts.
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Ref. N2 Status Date
[Cash Purchase ~ [ | Unverified B6/2/99
Code Mame First Last Carmpany
vendor |[4_ |wan [*ang |[Hong Kong Carriers, Lid |
Draw from [General Cash v]
Title
[Cash purchase | Purchase

® Payable Advance: Specify amount advanced and the cash account. Credits the
payable account and debits the cash account.

Ref. N2 Status Date
[Payable Advance - | || Unwverified
Code Name First ast Cormpany
Yendor I nfan [wong |[Hong Kong Carriers, Lid |
Depositin: [Genera] Cash v]
Title:
[Payable advance Payable
]
Payments and ® Make Payment: Specify payment amount and cash account. Indicate whether
Credits the payment will be automatically applied to current debts. Credits the cash
account and debits payables.
Ref. M2 Status Date
[Make Payment - | || Unwerified
Code Narme First Last Carmpany
Yendor I fan [wang ||Hong Kong Carriers, Lid |
Draw from [General Cash v] Autoallocate |to ALL accounts | »
Title:
[Fake payment | Paid

¢ Receive Credit: Specify credit amount received. Indicate whether to automat-

ically apply the credit to exiting debts. Debits payable, credits purchase
account.
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Ref. N2 Status Date
[Receive Credit - || || Unverified
Code MNarne First ast Cormpany
an [wong |[Hang Keng Carriers, Ltd |
Autoallocate [tn ALL accaunts - ]
Title:
[Receive credit | Received
¢ Purchase Refund: Specify refund amount and cash account. Debits cash and
credits purchase accounts.
Ref. W2 Status Date
[Purchase Refund || | Unverified 6/2/99
Code Marne First 5t Corpany
Wendor I "wian [wrang |[Hong Kong Carriers, Lid |
Depositin [Genera] Cash v]
Title
[Purchase refund Refund
Distribution Some of the above screens enable you to specify a list of distribution accounts. Use
Accounts distribution accounts when you want the balancing accounting entry to appear on
accounts other than the vendor’s purchase account. Press the Distribute button to
go to the Purchase Distribution page.
Example For example, suppose you purchase $1,500 of machinery. $150 are to go for office

use and $1,350 are for manufacturing. The purchase should be split across two
expense accounts with 150 debited to Office Expense and 1,350 to Manufactur-
ing Expense.

To do this you go to the Distribution page and press the Add button to select an
office expense account. This account will appear in the list of distribution
accounts. Enter $150 in the Amount entry field, highlight the account, and press
the Apply to Item button.

You don’t need to specify the second account because the Manufacturing Expense
account is the account that’s specified as the default purchase account for this ven-
dor. When the purchase is entered $150 will be credited to the office account and
$1,350 to the manufacturing expense account.
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[0 =——Distribution Accounts List —=—""c0e0—————— 0 B

Distribute to vendor account 80012~ 100 Manufacturing Purchases Total 1,5I]I]_I]I]
Press the &4dd button to add distribution accounts. Remaining 1,350.00

[e o A mount
R Applyvio account ] | | |D |

S0025-100 Coop Expensze

rhistribution dccounts —————————

Remove e 1
[ Add ] [ Femove ] |§| - eturn

&

FIGURE 16-4. Distribution Accounts page of the Purchase Transactions Entry screen.

Purchase Order Data

Flow of Data PO purchases draw data from the sales terms, vendor, and inventory tables. PO’s
typically proceeds through some or all of the following stages:
e A pre-approved PO (a “voucher”) is entered.
* PO is approved for submission to the vendor.
* Items are received, at which time the system creates an amount payable.

* Additional items received, if some were back ordered. Additional amount
become payable.

* Payment is made and allocated.

4th Quarter’s Virtual Purchase Order form enables you to track all aspects of the
voucher, order, receipt of items, and back order of items. Payable entries are cre-
ated automatically as items are received. Payment of obligations associated with
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Virtual Purchase
Orders

the PO is done separately through the AP area. Refer to “Accounts Payable” on
page 219.

Vendor Transactions Accounts

Payment #1 General
Journal

AP
Journal

/ Expense

Transactions [—— Journal

Shipment#1 T
alue
of

Shipment#2 Goods

Payment #2

%,

Purchase Order

Terms

Net 60/30

Inventory

DAT Drives
Video Cards

FIGURE 16-5. Flow of data through a single PO. The case shown involves the largest
number of tables.

A purchase order is a record of an order from you to a vendor for goods or ser-
vices. 4th Quarter handles something we call a “virtual purchase order” since it
tracks the requisition, order, and receipt of goods or services.

The virtual PO is a dynamic extension of the static, printed report. Such a static
record is what most people associate with the notion of a purchase order. When
4th Quarter prints a “purchase order” form, it prints a snap-shot of the order at
that time. When we speak of a virtual purchase order we’ll call it a PO. When we
want to refer to a piece of paper used as an order document we’ll call it a PO form
or report.

When a virtual PO is first created a vendor and a list of items are specified. The
order still needs to be approved before items can be received and the PO becomes
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payable. Once approved items can be received, the order can be journalized, and
amounts will become due.

The virtual PO record tracks the receipt of all items. There are no additional docu-
ments tracking back ordered items. The PO tracks the total quantity ordered and
received, the carriers and dates of receipt.

Purchase orders may be credited to accounts payable or they may be paid in cash.
They can also involve a combination of debt and payment. The order only gener-
ates payable entries for items that have been received. The order can be changed
at any time — it is not constrained by the process General Ledger posting process.

Purchase Order List Select the Purchase Orders item from the Purchase Orders pop-up menu on the
a5 TS Control screen, or select Purchase Orders from the Purchase menu. The list
#dd Purchase Order screen provides buttons for searching for purchase orders and for sorting, printing,
Receive [tems and reporting.
O =——Purchase OrderlList 5i—"c——"————0 8
attn| PO Code Ordered | Yendor [ remo Status| Terms Tota]l |-~
13 576499  Ship-0-Rama Sales discount of 2 MNet 5 10¢5 34.50|=
7 Wilson Tennis Co. a-Sales discount of Het 5 1045 11.61
9 1258595 WayFarer [l a-Sales discountof I Net 5 1045 5537
14 576499 Acme Tire Retreads Sales discount of 1 HNet 5 10+5 180.00
g 12/7/98 V3Babolat a-Sales discount of U Net 5 1043 7337
@ a O 2 [Ordered vl a Q= aaw
PoS0 = Double click on a PO to modity. sum
[Search.. [w|[ Sort || Add | [ Modifu | [ Report. |
F Sets Dealet Applyt |
T e | | e
4 [» %

FIGURE 16-6. List of purchase orders.

The Report... button opens the Select Report and Media dialog that prints the cur-
rent selection of purchase orders according to the report option selected. You can
print a line or detailed summary, purchase order forms, or receiving slips.

If the report details the quantities received you have the option to include either
those items received most recently or all items received. To print reports that
include other shipments you must print the report from within the purchase order
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where more options are available. For more details see “Print Forms” on
page 486.

Batch processing

The Special Items menu offers batch processing control. When batch processing
is in effect, new purchase orders are entered but not journalized. Batched pur-
chase orders do not update the balances of the various PO accounts (such as the
purchase, payable, or cash disbursement accounts). Because batched purchase
orders are not entered on the journals, the debts they generate will not immedi-
ately appear as payables. Batch processing defers journalizing to speed up the
entry process.

Purchase orders are entered either in batched mode or in real-time mode. In real-
time mode, new, approved purchase orders update both Inventory and accounts as
they are entered. Setting the system to journalize purchase orders as they are
entered slows down the system but ensures that all accounts are always up to
date. For instance, if entering another PO would overextend your credit with the
vendor, you would notice it when you entered the order in real-time mode, since
the account would be updated at that time.

The items ordered on the purchase order have to be received in order to be jour-
nalized. Only the amounts associated with items received are journalized. If you
modify the quantities received on an existing PO accounts will be updated incre-
mentally. That is, the amounts associated with your changes will be entered as a
new transaction.

To keep a PO from being journalized assign it a non-approved status. This will pre-
vent unjournalized PO with received items from being journalized interactively or
in batch. Once a PO is journalized it can no longer be assigned non-approved sta-

tus.

Purchase orders update inventory when they are entered. For example, if 99 bot-
tles of beer are received, then 99 bottles of beer become immediately available.
However, these 99 bottles are not in stock until they are received. Inventory
updating proceeds whether or not the purchase orders are being batch processed.
Inventory updating proceeds even when the PO is assignhed a non-approved status.

Turn batch processing on or off by selecting the PO Batch Processing item. A
check mark appears next to this item when batch processing is in effect. Once
turned on or off, batch processing remains on (or off) for subsequent entries at
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that user’s station. The batch process setting does not affect other users. The
default batch processing mode is restored the next time the user logs on to the sys-
tem. Purchase order batch processing is independent from Invoice batch process-
ing.

When purchase orders have been entered in batch processing mode, you will
need to process the batch in order to journalize the transactions. Do this by select-
ing the Process Batched PO’s... item on the Special Items menu. 4th Quarter
locates all approved purchase orders and creates a separate accounting transaction
for each of them. Account balances are updated as transactions are created. Pur-
chase orders are always modifiable.

Approved Status

A purchase order will not generate any payable entries, and items listed on the PO
cannot be received until the PO’s status has been marked as “approved.” All new
PO’s are created as “unapproved” and they can only be approved by selecting the
Change Approval Status from one of the Special Item menus. You cannot un-
approved a PO on which items have already been received.

The Change Approval Status item available above the PO List screen enables you
to change the approval status on many PO’s at once. Do this by highlighting the
PO’s you want to change. Then select Change Approval Status from the Special
Item menu. This will flip the approval status from Unapproved to Approved, or
from Approved to Unapproved, for all the PO’s that are highlighted. If the system
is unable to change the approval status for some PO’s then it will alert you with a
message such as the one shown below. You can also change the approval status of
a PO from within the PO entry screen.

Alert

7] Approved for journalizing

. The following changes were made to O POs:
L] Placed on hold

== |5 POz could not be changed because:
e 1 have been journalized
2 1 currently in use
[ oK |
Df35

FIGURE 16-7. Dialog alerting you to the status of selected PO’s.
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Only users who are members of the “PO Approval Group” are able to select either
of these Change Approval Status menu items. Other users will not be able to
change the approval status of existing PO’s.

Purchase Order Entry

Vendor Specification = Vendor Page

Press the Add button in the footer of the Purchase Orders list to add a new pur-
chase order. Specify the PO and vendor particulars on the first page of the entry
screen and the Line Items on the second page. The status area below the title bar
shows you whether or not batch processing is in effect, whether the PO has been
approved, and whether the PO has been journalized.

O0=————————— stockPOEntry: 20f 5=——————— OB
Yendor ILinE ltems "Shipping | Fodla (7]
[#] Approved [ ] Batch Process Fay'mt Priority P.0.ID
1:General K
Ordered [12/30/93 ordered bw[  attn[_ | - =
oete Due (00000 Approved by Deniel Clar ke Yendor Inv.C.NE :l
*Dicnt by (00/00/00 Request By (00400700 )
Cancel [00/00/00 Last Printed (0341072000 Terms |Net 5 105 | =
¥endar: Code Mame Campany r [l Journatized
[ st ][ pdodify |[51 |[Elanche Du Bois  |[wilson Tennis Co, |
Ordered frnm:%ﬂ LChange I Shiptu:%ﬂ Other | Charged 14.47
M= Blanche Du Bois [ [[Eraided Matri - Paid 0.00
‘Wilson Tennis Co. PO Box 339 = =
20 &lame Dr = Shokan, MY 12481 = ':“;r_‘:l“t Order
' [ 004
Syracuze MY 13210 aid[ 0.0
LS4 Pay'bl 11.61
[~ ~ Tatal 11.61
Niote

a-Sales discount of 1.29 removed 5727995ales discount of 1.29 D PP 60 EIFT

removed 5/6/993ales dizcount of 1.29 removed 576799

i »

Cancel
Madified 1/2001-14:38 by Designer

1
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FIGURE 16-8. Vendor page of the Purchase Order Entry screen.

PO Dates At the top of the first page are various dates that are explained below.
- Ordered: the date the PO is first entered.

- Date Due: when full payment is due. This is determined from the terms of sale
and the date shipped.

- Discount by: the latest date at which the vendor is offering a sales discount. Pay-
ments received after this date may be subject to a higher charge due to the
removal of the discount.

This field is for informational purposes only. The system will not automatically
remove the sales discount of payment is not made before this date.

The Order Date is initialized to the current date, the Due and Discount dates are
set automatically according to the terms of sale once all items are received. 4th
Quarter will assign these dates automatically as “00/00/00” if they are left
unspecified. However, 4th Quarter will not change any date that you set yourself.

- Cancel: the latest date at which the order can be satisfied. It indicates to the ven-
dor that you will refuse to accept any order received after this date. This date is
printed on the PO is for the vendor’s information only.

- Request by: the latest date on which you want this order shipped. This date is
printed on the PO is for the vendor’s information only.

- Last Printed: the date when some form of the invoice was printed. Refer to the
Line Item Printing History page for details on when each line item was last
printed. Access this page from the History Printing... popup located on the Line
Items page of the PO.

- Last Modified: at the lower left hand side of the Vendor page of the PO there
appears the date, time and user who entered the last modification.

Specify a Vendor Specify a vendor for each purchase order by entering the vendor’s Code, Last
Name, or Company. These fields are clairvoyant, as indicated by their underlined
labels. This means that 4th Quarter will use whatever partial value you enter to
search for a vendor of that description. Append a blank space to the value you
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enter to indicate to 4th Quarter that you want to use a vendor associated with the
exact value specified. If several vendors meet your description, choose one from
the list of alternatives.

To search through all vendors, press the List button.

Once you specify a vendor, the Address and Terms fields are automatically filled in
from the vendor record.

Shipping Address Your default shipping address is automatically placed in the Ship To area. Press the
Other-... button to select from a list of other Shipping Addresses. The system sup-
ports an unlimited number of alternative shipping addresses that are defined
through Maintenance screen, located under the File menu appearing above 4th
Quarter’s Control Screen.

Print on Entry Below the screen’s control panel is the Print on Entry check box, which, when
selected, automatically prints the PO when the record is entered. The PO form
printed in this manner only includes those items received most recently. If there
items have been received in multiple shipments and you want the form to summa-
rize their contributions, then print the form manually using the Print Forms item
described below.

Print Forms The Special Items menu enables you to perform special actions on orders that are
either less common, or should be restricted to certain users. This includes print-
ing various order history reports, approving the order, and determining how it will

Print Form... be handled for the purposes of accounting.

Priority of payment...
POtype: Stocks Service
Change approval status
Debit purchase account:
Yendor
' Inventory
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Print Form...

The Print Forms item prints purchase order information in a variety of formats.
You can print the a list of all items shipped, or combinations of past shipments.

PO Forms

Click the farm to use to print
previous shipment.

Purchaze Order = |
Receiving Slip

|+

D180

I Select ] [ Cancel ]

FIGURE 16-9. The list of forms accessible from within the Purchase Order Entry screen.

After you select the Print Forms item a list of possible forms appears. If only one
shipment has been received, then the printed form will include this information
and will print immediately. If multiple shipments have been received, then a list
of shipments is displayed. Click on each date that you want included on the
printed report.

Shipment Dates

Indicate the shipment dates

to include on the form._
DE£1&E0

o Mo, JUTS, 1996 IR
® Thu, Jul 4, 1996 1

=
Select I

FIGURE 16-10. List with all past shipments received have been selected.

Change Approval Status

The Change Approval Status item changes the purchase order’s status back and
forth from Approved to Not Approved each time the item is chosen. Items can not
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Payment Priority

be received until the PO is approved. Once the items are received the PO can be
journalized causing an amount, equal to the cost of the received items, to become
payable.

You cannot un-approve a PO that has already received items.

The Priority of Payment item allows you set the payment priority associated with
this purchase order. The priority assigned to a PO, along with the PO date, deter-
mines the order in which it will be paid.

When you make a single lump sum payment for several PO's, they will be paid off
first in order payment priority and then according to date. PO's with the highest

priority are paid first. When several have the same priority the older ones are paid
before the more recent ones. Funds are distributed to debts on the consecutively
lower levels until either all debts are covered, or all funds are allocated.

You can assign a different “priority level” to each purchase order using the Spe-
cial Items menu in the purchase order entry screen.

Print Form... |

Priority of payment... #R

PO type: Stock ™ Service

Change approval status 3H

Debit purchase account:
Yendor

~  Inventory

FIGURE 16-11. Select the Priority of payment item to change payment options from within
the purchase order entry screen.

When you assign various priority levels the system knows that it should pay off all
the debts in higher priority levels before paying off debts in lower priority levels.
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Within each priority level funds are used to pay off older debts first. 4th Quarter
performs this automatic allocation of funds separately for each account.
=—— Payment Priority =——

Click on an item to select it.

1:General
Z2:High
Z:Tap
-
i1 50
I Select ] l Cancel ]

FIGURE 16-12. Payment priority dialog.

The priority levels can be changed through the List Manager on the System Param-
eters page of the Maintenance screen (See “List Manager” on page a.28 of the
Administrator’s Manual). The number of levels can be change and their names
modified.

All payment priority options are either blank, or start with a number from 1 to 9.
The number determines the priority from low (1) to high (9). A blank payment
priority behaves like a priority of zero, which is the lowest that can be created.

PO Type The PO Type item determines the way line items are displayed and printed.Both
Stock and Service types of purchase orders are available. The Line Items screen
allows more space for comments on a Service type PO.

Stock-type Code [Lot He [1tem Mame [Ordered  [Received | Per Unit |  Item Total
2-25 tennis bag a il 15.00 0.00
Service-type [aOrder [Rec'd  [Per Unit [Code [ ltem Name Comments [ 1tem Total
a u] 15.00 2-25 tennis bag 0.00
Add comments here. This space is for additional comments.

FIGURE 16-13. Comparison of the Stock-type line item with the Service-type line item.
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By choosing this menu item you can toggle from one type of screen to the other.
The PO is associated with which ever type is set when you save the record.
]
Purchase Accounts Purchase and Inventory Accounts
Purchase orders’ debit the amount purchased to one or more purchase accounts.
Select the Debit purchase account... item from the Special Menu to specify how
Print Form... distributions are made. The three purchase account distribution settings are
Priority of payment... shown in Figure 16-14.

PO type: Stock™ Service

Change approval status | The PO amount can either be debited to purchase accounts in either of three
Debit purchase account...

ways:

* to the vendor's general purchase account,

* to the individual inventory item purchase accounts,
* to any combination of cost and expense accounts.

General Vendor Purchase

Each vendor is linked to a purchase account. There are different purchase
accounts for each type of vendors, and vendors can also be assigned individual
purchase accounts. Vendor purchase accounts are set through the Vendor entry
screen.

When this option is chosen, the purchase expense from the currently delivered
items is debited to the vendor's purchase account. Additional deliveries further
debited this account.

Inventory Purchase

Each inventory items is linked to a purchase account. There are separate inven-
tory purchase accounts for each inventory accounting type. When the Inventory
Purchase option is chosen purchases are debited to the individual item purchase
accounts. Any additional purchase amount, such as from entries in the Nontax
Miscellaneous field, are debited to the Vendor's General Purchase account.
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Custom Distribution

Here you specify any cost or expense type accounts to be used as purchase
accounts. Whatever purchase amount that's generated that exceeds the allocation
you indicate for the specified accounts is debited to the vendor's General Purchase
account.

When you choose the Custom Distribution option, the Total field shows the
amount of the total expected purchase. This is the total of all items listed for deliv-
ery. You specify distribution accounts and amounts in the Account list. The system
debits these accounts only when items are shipped.

Debits are entered for the accounts in the order of their appearance. If the current
total purchase is less than the specified distribution amount, then only the current
total is debited.

If the current total purchase exceeds one of the specified distribution amounts,
then the overflow is debited to the next specified account. The amount by which
the current total purchase exceeds the total distributed to all specified accounts,
the overflow is debited to the vendor's General Purchase account.

The Remaining field shows the amount of the total that remains undistributed. As
you specify amounts to your list of accounts by pressing the Apply to Account but-
ton, the Remaining amount decreases.
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[ =-——=——"———=Choose Purthase Account ="rc—"~——"—0H
Purchase account{s} to debit when

entering the purchase order:

() General Yendor Purchase

@] Imventary Purchaze

- @
Press the Add button to add distribution accounts.  Total 450.00
Account [ Applyto account ] Debit to Account
go01e-101 Unique Purchase 125.00{=
s00z27-100 Sales Rep Purchases 150.00
Ed
Yendor purchase account Balance
[oo1z-100 Manufacturing Purchases | 175.00
rDistribution Accounts
[ Add ] I Remove I [ VandorAcc'ts I |§| [ Ok ] [ Cancel I
le 20

FIGURE 16-14. The purchase distribution screen accessed from the Special Items above
the PO entry screen.

Press Vendor Accounts button to replace the current list of distribution accounts
with a list of those accounts specified with the vendor. Pressing this will cause all
distributed amounts to be reset to zero.

The Up and Down arrows move the highlighted account up or down within the
list of accounts. The order in which the accounts appear determines the order in
which amounts are debited to accounts in the list. In the case of a partial ship-
ment, only the amount actually shipped will be distributed as expense to the indi-
cated accounts.
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Default Purchase Distribution

The Administrator sets a default purchase option, in effect for all users. This is set
through the Purchase Order area on the Maintenance screen.

Purchase account to debit by default:

Vendor purchasze account
Inventory purchase accountis)

FIGURE 16-15. The default purchase account processing option set through the
Maintenance screen.

Line Items Press the Line Items tab to move to the second page. In a new purchase order the
cursor appears in the Code area of the first line item. Both the Code area and the
Item Name area are clairvoyant fields: if you type in the leading characters of an
item’s Code or Name, 4th Quarter will locate the Item and enter it on that line.

You can respecify an Item by typing in a different Code or Name. However, you
cannot use a Code that is not associated with an Item. If you would rather select
an item from a full list of inventory, then press the Items button.

After you have specified and item fill in the quantity ordered and received. You
can modify the Per Unit Price and the Total Price.

Vendor Item Codes

You can display either your own item code on the PO or the item code used by the
vendor. To use a vendor’s item code you must have assigned the item a cost
schedule that is associated with the vendor. To use the vendor’s item code rather
than your item code check the “Use Vendor Codes” check box. Checking this
option has no effect on those items that do not have a code linked to this vendor.
Refer to page 537 in Chapter 17 for details on assigning vendor codes.

Text Lines

You can enter lines of text annotations. You can enter whatever description on
each line in the Item Name field, or in the comment fields that appear on the Ser-
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vice PO layouts. You can not enter quantities ordered, received, unit, or total
prices for text line items. Text lines are printed on the purchase

orders.
0=——-———StockP0Entry: 10f 5 ==—""r—"——————H 8
¥endor | Line ltems IShil-"lJi“'EII Padlb @
[#] approved [ Use Yendor Codes PO D
1 [[pick Murphy l5hip-0-Rama | P.0.H2

Iterm Mame Received Per Unit Iterm Total

1-112 tennis racquet (stringing machin 1 1895 595.00

1Ill']

-
Subtotal §95.00/ ] Print on Entru

I
? Fhiscount | 10.0] -§9.50]
i Tax
Total Shipping 12.00
< >
Terms [Net510/5 |« Mize.[ 0.00] (<) r
Paidbul _________ Jpaid| 0.00] +Pay'bl | 817.50] = Total B17.50 ///

FIGURE 16-16. Service Items page of the Purchase Order Entry screen.

If you are entering Service Items instead of Stock Items, choose the PO Type:
Stock/Service item on the Special Items menu. This toggles the Line Items dis-
play from a Stock Item format to a Service Item format. Each time you select this
menu item, the format switches from one to the other. 4th Quarter remembers
this format and uses the appropriate format when printing the purchase order.

Line Item Buttons

The panel of buttons above the Line Items offers functions related to Line Items.

Add
Button creates a new, unspecified Line Item.

Delete r
Removes the Item where the cursor is currently located.
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Sort

Allows you to reorder the Line Items. The up arrow and down arrows move the
line item on which the cursor is located up or down relative to the other line
items.

Total
Tallies the total cost of all Items along with tax, and it enters these values in the
fields below the Item list.

All Received
Resets the quantities in the Received column for all Items to be equal to the quan-
tities in the Ordered column.

History...
This button is described below.

The Subtotal area shows all charges for Line Items. You can change the vendor’s
Discount, Tax, Terms, Shipping Costs and Carrier. Enter the cash amount paid in
the Paid field; the remainder automatically becomes the amount payable.

Item History List

The History... button displays the history of the receipt of items. It lists the item,
the quantity received, and the specifics of the shipment. These records are han-
dled automatically by the system, you can not modify them directly. The shipping
information that’s related to the received items can be modified through the Ship-
ping page, described below.

D =——————————— [tem Receipt History: 1 E
PO M 13 =
Stock Code Wame |Carr1’er Ship Date [Tracking Code | Priority Quantity =

1.3 tennis racquet (string &irborne 01/01498 Surface 1

ljz0
[ sor ) oo ] Creem JE
’ -
{ DPZ

FIGURE 16-17. Item history dialog accessed from the History... button on the Purchase
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Order Entry screen.

When items are received, either from the Virtual Purchase Order or from the
Receiving User Area, the date, time and name of the user who made the entry is
recorded with the shipping record. This is displayed at the bottom of the record
that’s displayed when you double-click on the shipment record.

= Purchase Order Item History: 1 of 3 =]
PO N® &
rHem
Code [1-112 |
Mame | Tennis racquet
Quantity In |1 |
Serial N*'s
~Shippment
UPS, 1141798 - 11:45 PM ¢]
Date [11/1/95 |
Time [11:48 PM | 1j30a
Carrier [UPS |
i |
Tracking N° | |

()

Line Item Entry
Screen

FIGURE 16-18. Item history detail screen accessed from the History... button on the
Purchase Order Entry screen.

Double-clicking in a line item opens the Line Item Entry screen. In this screen you
can make the same changes you could make in the line items list, and you have
additional controls to make other changes.

This entry screen provides a popup for you to select alternative ordering units, if
this item supports alternative units (See “Other Units” on page 532.

FIGURE 16-19. The Line Item Detail screen shows all the information stored with
the line item. The comments fields shown above are displayed in Line Item list of
the service-type of invoice, but not in Line Item list for the stock-type invoice.
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O="—0—"—F—————5tockMIntry: l 4 =—"c———————H B
Poi38
ltem 1-146 [[tennis balls {can of 3} | ordered[10
Carnment #1 Received 10
Items/Unit
Unit Cost
Comment #2 Tatal 12.90
Lot * [ |
Lot Date|00/00/00
Comment #3 Last Printed[03/09/2000
&

FIGURE 16-20. Line Item Entry screen accessed by double-clicking on an PO line item.

The shipping units can be changed by selecting units from the Unit popup. The
units available are those set in the item’s entry screen. The Items/Unit quantities
are also drawn from the settings in the item’s entry screen, however this value
can be over written.

When you specify alternate units the system uses its knowledge of the number of
items in the unit, the vendors quantity price structure, and the total number of
units ordered to calculate a cost for the item.

If lot tracking is enabled for the item, then the Lot # button will be enabled.
Pressing this button opens the same dialog for selecting lots as will be opened
when you specify a quantity shipped value in the Shipped field.

Receiving Items Every time items are received a shipping record is created and attached to the pur-
chase order. You specify present and past shipping details through this page.

This screen is both an entry screen and a list screen. It has fields for entering the
details of the current shipment, next to the label Current Received, and it lists
past shipments in the scrollable area below this.
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The Latest Received value indicates the date of the current and most recent ship-
ment. This value copied to the shipping record, when one is created. When you
reenter the PO the Latest Received value is will reflect the date of the latest ship-
ment received.
The Carrier, Priority, Tracking, and Amount fields apply to the current shipment.
When items are received, these values are stored with a shipping record that indi-
cates how those particular items arrived. These values are stored with the ship-
ping record, not stored with the PO. This means that when you reenter the PO
the Carrier, Priority, Tracking, and Amount values displayed in the Current Ship-
ment area will be blank.
Modifying Past Shipments
Items in the list of past shipments can be modified. Click on one of the displayed
shipments and its values will be copied to the fields just above the list area. These
are the fields below the Apply, Clear Entry, and Receive as Previous buttons.
O==—————————————— stock PO Entry:30fs=o————————————————— =]
[vendor |[Line items | Shipping | Poand [z
[#] Approved PO 1D
Current Shippment Enter ifitems received. 7
Latest Received S — 1] —
[11/01/1998 | Todav] priority[ | &mount
Past Shippments ;
Shippment records are created when PO is entered. [ Arply ‘] [ felete ] [ ElearE"tm‘r] liﬁecemﬁs NDtEd]
1070771998 ||Federal Expr. [ = Jistandard [+ |pee-ses3-ess I3 |
Use| Date |Earr1’er |Pr1’or1’tu |Tra|:k1' ng HNe Total |
11401798 LPS 3rd da 12-546571 14.00] =
o 10707798 Federal Expr. e 356- 9H59- 558
’W‘I = - = = = - = i Current+Past Total
[a-Jales discount of 1.29 remaoved 572799 =
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FIGURE 16-21. The Shipping page of the Purchase Order Entry screen.

The copied values can then be edited. To assign the edited values to the historical
record press the Apply button.

Using Previous Shipment

In some cases there is a modification of the quantities received that is to be associ-
ated with a previous shipment. This is probably because there was an error in pre-
viously entered description In this case you don’t want to create a new shipping
record but instead want the changes to be related to one of the past shipments.
When marked in this manner, and changes in quantities received will be associ-
ated with this past shipment.

To indicate that current changes apply to a past shipment, click on the past ship-
ment record to highlight it. Press the Receive as Noted button. The shipment will
be marked with a bullet (®) in the Use column. Any entered values in the Current
Received fields will be erased.

Receiving User Area 4th Quarter has a Purchase Order Receiving area that facilitates receiving items
that appear on purchase orders. Access this area by selecting the Receive Items
:;';;Tf:hg;s%rfder item on the Purchase Orders pop-up menu on the Control screen. The PO
emane Tere Receiving screen lists purchase orders and provides the usual search and print
functions.

When you modify a purchase order, either by double-clicking or by pressing the
Modify button, you enter the Receive PO Items screen. This screen has a Line
Items and a Shipping page. This limited entry screen only allows modification to
the quantity received and the date and manner of shipment. It does not allow
changes to the vendor, terms, payments, or line items.
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= Receive PO ltems =]
Line Items lShipping' Pasla (7]
P.O.N2 Ordered Ordered by P.O.ID
Code Narme Company | 1355 |I5/6/99 Il |13 |
[15-4568 |Dick Murphy ||Ehina Palace | attn [ ]
(rder from:| > Cance] [00/00/00
Mr 'wack Mclure -
Pier 100 =
Hoboken, NJ 45409
-
Code Item Ordered Received
#PE 40 Plates 100100
APE4Z Coffee Mugs All Raceived
ARP700 Procelain Server, Large
[ Print on Entry
5
— e )
= Enter
=1 B
= %
FIGURE 16-22. The Purchase Order Receiving screen.
The PO Receiving screen is designed to be used by people who are responsible for
receiving and restocking but who are not authorized to create or modify purchase
orders.
]
Reports
Purchases The following reports are available by pressing the Reports button in the Pur-
chases list:
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Transaction Summary

A summary of each sales transaction listing each component.

Transactions List

Tue, Jun &, 1999 1:29 Ak

Sarnple Transaction Sumrmary Fep or Page 1
stn[ret.he [ID#  [EntryTupe [Date  [Mates  [Title [Carmment
Account [ Memo | Debit | Credit
| 275|Pavable purchase | #18/199 | P |Payable Purchase |
30007-34 ¥ 5 Babolat & Sons 150.00
g0028-100 hanufacturing Purchaz es 150.00
[55 2T0|Payable purchase | 699 | P |Payable Purchase |
30009-6 Haong Kang Camiers, Lkd 345.00
g000s-100 Shipping Purchases 345.00
| 242|Payable purchase | 599 | P |Payable Purchase |
30011-26 Acme Tire Retreads 155.00
goozz2-100 Manufacturing Pukchaz es 155.00
Report Total E50.00 ES0.00

FIGURE 16-23. Sample Transaction Summary report.

Transaction Details
Details of each sales transaction listing all components.

Transaction Details

Tue, Jun &, 1999 1:33 Pk

Sarnple Transaction Detail Report Page 1
Title Payahble Purchase hotes Pa
Fief e Effective 041594 Entry bype Posted 430099
Dioc b2 Entry 041598 Status Unwerified Check
D 300 At Autoallocate ALL Entered by Dresigner
hema
Account Joumal Dre bit Credit
a0009-5 Graklin Productions Payable 270.00
G0009-5 Gratlin Productions Pavable 30.00
aooor-3o00 Discounts on Purchas es Expenze 30.00
G000T-300 Discounts on Purchas es Expense 30,00
G0008-100 Shipping Purchases Expense 300,00
Report Total 330,00 330.00

FIGURE 16-24. Sample Transaction Detail report.

Purchases List

A list if the currently displayed purchase items.
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Purchases List

Tue, Jun &, 1999 1:27 Ph4

Sarnple Purchase Surnmary Fep ot Page !
alth | Fef M2 ! Title | Entry Tvpe Effective  |Due Ancount M2 Narne ! Cormment Arnount
Payable purchaze  4/15/49 320199 |8 Grablin Productions 270.00¢

Payable Purchase
Payable purchase 41599 41699 34.% 5 Babolat & Sons 150.00¢

Payable Purchase
55 Payable purchase /699 2015199 |6:Hong Kong Carriers, Lkd 345.00¢c

Payable Purchase
Pavable purchase 4/5/99 26 Acme Tire Retreads 155.00¢

Payable Purchase

FIGURE 16-25. Sample Purchases List report.

Purchase Orders

Purchase Order Line Summary

One-line summary of each purchase order in the current selection.

The following reports are available by pressing the Reports button in the Pur-
chase Order list:

Summary Purchase Order List Thu, Jurn 3, 1993 149 PK
Sample Summary Repatt Page 1
Artw | Pl ME O (Ordered hecei\.ﬂed |Due endar Pk i Ce Total
13 S99 119s 10698 Dic: k Muarphy 49.00 34.50
7 111198 1116198  [Elanche Du Bois 14.47 11.61
a 12igiag  208/98 2013198 [Bart Conhers 47 .50 53.37
14 SI6199  39/98 3114198 |Ralso Kradock 240000 180,00
13 G609 2MSME 220098 |Ralso Kradock 141.00 141.00
16 SI6199 Af98 2698 Ralzo Kradock 235.00 21z2.50
g 12iFmg  1101ee 111608 [John Omarrs 25.00 T3.37

FIGURE 16-26. Sample Purchase Order Summary report.

Detailed Summary

Detailed summary of each purchase order in the current selection, not including

line items.
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Detailed Purchaze Order List Thu, Jure 3, 1999 2:00PM

Samnple Detailed Summary Fage 1

P MY ordered  [Vendor Code Ship From Approved [Last Ship Taral

Yendor Inwe. |Received (Name hema Fesceived |Pricerity Faid

Abta Cie Crrdered by Joumslized |Track Code Pauysable

Termns Cancel Approed by

16 S99 [5 Z1z.50
211198 Lalso Kradock oaa
216193 Sales discaunt of 22 50 remaved 56099 21z.50

Met S 1043 Critiwhiity

FIGURE 16-27. Sample Purchase Order Detail report.

Purchase Order Form

Complete purchase order with line items — one for each P.O. in the current
selection.

Since PO’s store all shipment history you must specify which shipments you want
to appear on the printed PO form. When you choose PO Form from the Reports...
list you are given two options. Either print an PO listing only the most recently
received items, or to print a PO listing all items received.

Decide ="0=F————————

Imvoices track all shiprments for each order.
' ‘Which shipments do you want to appear an the form?

# Cansolidation of all delivered items.
m » [Most recently delivered items.

=

%)

O

(= ( All ltems ]

D10 [ ozt Recent ]“ Cancel "

FIGURE 16-28. Dialog offering two choices for including items when printing PO forms
from the PO List screen.

If you want to pick and chose which individual shipments to include on the PO,
then you must open the PO in the PO Entry screen and select the Print Form
item from the Special Items menu. This will enable you to select the individual
shipments that will be included on the printed PO form.
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Logo on Form You can place your own company graphic or logo in the header of the printed pur-
chase order. The graphics used for this form are stored in 4th Quarter’s Picture
Library accessible by the Administrator through the Maintenance screen, see the
Administrator’s Manual page a.33.

Pictures in the picture library are identified by their codes. The picture placed
atop the service-type purchase order has code “4QPOSrvc”. The picture placed
atop the stock-type purchase order has code “4QPOStck”. The graphic is placed at
the top of the statement in an area 1.25” high and 5.5” wide. The graphic is
printed at actual size.

Unlike the Summary and Detail reports, the printed PO’s include line items. Also,
one PO is printed per page. A sample PO form is shown below.

Purchase Order # 13 Page 1
Order 516199
Received Ship 101198
Crderedfrom: Dick bMurphy PR Du'ﬁ 16195
Code: 1 It Temns Met5 1005
Payta: Shiptao: Ordered b
tdr Wack Mclure Cash paid b
China Palac e
Pier4i0 Shippsia Airbome
Hoboken ME 45904 Priority Creemight
LISA Track Code
Code [ern [ Crdered | Received[ PerUnit  Tax] Exension
1.131 tennis stings (1 package) s00 400 1750 o000
1-146 tetitis balls [can of 3] 250 250 .29 322.50
Please Send lnvoiceto: C omnrnents: i St”'ftu':'toaé 1J?§§gg
i iscount 10. -102,
Sales discount of 2.50 removed 5699 seTax 0.00 595 00
Ship Tatal 12.00
isc el
Tatal 1,516.25
Paid n.0n
Payable 1,516.25
Shipping D etails:

FIGURE 16-29. Sample purchase order form.

Receiving Slip

Itemized receipt record — one form for each P.O. in the current selection. You
are asked to make the same choice of shipments as was requested when printing
the invoice form. This form shows the quantities ordered and shipped but does
not show prices.
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A graphic specific to the receiving slip may be printed at the top of this form. The
graphic used for this form is stored in 4th Quarter’s Picture Library and has code
“4QPORcvg”. The graphic is placed at the top of the statement in an area 1.25”
high and 5.5” wide. The graphic is printed at actual size.

Receiring Slip #13
Samnple Receirdng Report
Crderedfrom: Dick kdurphy
Code: 1

Page 1

Order date SI6/99
Received 101198

Fayto: Shipto: Ordered by
Shipwia Airbome
Priotity Cremmight

Code [ lkem ordered | Received

1.131 teninis stings [1 package) 500 400
1-146 terinis balls [can of 3) 250 250
Cormrments:

Shipping Details:

Billing Labels (3 up)

Sheet of billing addresses associated with selected P.O.’s in 3-up form.

Johr Barkeley Dick Scheider John Barkcley
West e Autadial Petformance ‘Westem Autodial
125 Persons Dr 2123 East Alemeda 125 Persons Dr
Berkeley CA 45233 Berkeley CA 45233

FIGURE 16-30. One line of a sample 3-up Billing Label report.

Shipping Labels (3 up)

Sheet of shipping addresses associated with selected P.O.’s in 3-up form.

Purchase Report...

The PO analysis reports show purchase totals by item. The information on the
reports is drawn from purchase order records. The analysis of purchase orders is
performed according to the criteria set on the following screen:
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=—————— Purchase Orderanalyss ="r————

Pol00

Analyze period starting [O0/S00/700 e 1 e |2
and ending [5/27/99 () received

Reporton | Qinthetop [ |
inventory {2 in the bottom |:|

it
Tems @ selected Mo items selected.

Interms of | @) quantity purchased
i) quantity received
i) walue purchased

| O value received

Send reportto [ @ printer
| O disk (textonly)
Walue Format: [ "“ |
Quantity Farmat: [ "“ |

CoJ

FIGURE 16-31. Analysis specifications dialog for purchase order reports.

This report prints a list of inventory items that are analyzed according to the crite-
ria described below. The report lists the inventory items code, name, quantity pur-
chased, quantity received, total value of the amount purchased, and the total value
of the amount received.

* Analyze period dates...

These two dates determine the range over which purchase orders will be
examined. The date range will include purchase orders dated on or after the
starting date, and on or before the ending date. Screening is done on either the
date the purchase orders were entered (the order date), or the date the pur-
chase orders were fully received (the receive date).

* Report on inventory items...

This option allows you to choose to view only the top or bottom items on the
purchase order report. For example, you can look at only the top 10 items in
terms of purchase value, or the bottom 5 items in terms or quantity received.
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If you click the “Selected” option, an inventory item list opens allowing you to
chose one or more items. The report will then focus on the purchase orders
listing these items within the specified period.

e In terms of...

You must specify what sorting criteria you're interested in. Your options
include:

- Quantity purchased

- Quantity received

- Value of amount purchased
- Value of amount received

This is essential if you've chosen to view only a partial list of the top or bottom
items. The criteria you specify determine the ranking that is used. The final
report will sort the displayed items using these criteria.

* Send report to...

Like all 4th Quarter reports, you can send this either to the printer or to a file
on disk.

e Value and quantity number formats

These codes specify the format used to print numbers representing mone-
tary values and inventory quantities. See the HELP button adjacent to
these items for information on how to use these codes. See also “Numeric
Formats” on page a196.

Inventory item purchases June 3, 1999 2:d3 PM
Sample Inventoryltern Report Page 1
Analysis for period statting 111198 and ending 6399 according to date ordered.

Rank | Code Marne Qby Purchased | GltvReceived |Yalue Purchase|Yalue Received
1 113 tennis stings [ 1 package) S00 400 875 Ton
2 [1-146 tenniz balls [can of 3) 350 350 451.5 451.5
3 1456 teninis racguet overgrips S0 1] a7.5 I]
4 |1-110 burnper guards -tennis rac quet 0l 0l 0l 1]

Tokal 1100 TEO 1464 1154

FIGURE 16-32. Sample Inventory item Purchase report.
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CHAPTER 17

AQ Full

Inventory

This chapter describes the creation and management of
stock and service type inventory items. This includes set-
ting price and cost levels, adjusting inventory levels,
assembling inventory items, and handling the bill of mate-
rials.

Inventory is supported in the Full version of 4th Quarter.

Flow of Data

Assemblies & Accounts

Inventory Data

We’ll consider the relationship of inventory to other data in the database in two
parts. First we’ll review the information stored with inventory items themselves.
This includes the way assembled items are related to each other and that way
items are related to accounts.

The system distinguishes three kinds of inventory: service, component, and
assembled items. Assembled items are those that carry a Bill of Materials (BOM).
The BOM can list components, service items, or subassemblies (other assembled
items). Both service and non-service items can have a BOM.

Inventory items are linked to a variety of accounts including asset, sales, purchase,
cost of goods, value of goods, and spoilage. 4th Quarter creates a separate set of
these accounts for each inventory accounting type. You can create an unlimited
number of inventory account types.

All the inventory of a given account type usually shares the same set of accounts.
This is in contrast to customers who share a sales account but have their own
receivable accounts. Items can also be configured to have their own accounts that
are specific to certain items or groups of items.
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Invoices and PO’s

Inventory Accounts
General Journal

Component-type
CPU Chip

—

Cables
BOM

Video Card

e
Subassembly
Assembly-type

Subassembly

I

Computer

-n etC-

FIGURE 17-1. The account and BOM relations of inventory items and item types.

Now we’ll consider the relation inventory items have with invoices and purchase
orders. These are relationships that develop as orders are placed and items are
shipped or received.

Inventory levels are affected through the sale or purchase of items, or through the
direct addition or removal of items. Sales and purchases of items are handled
through the creation of invoices and purchase orders. Direct additions and
removal of items is done through the Adjustment or the Assembly screens.
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When items are purchased or sold they are listed as a line item on an invoice or
PO. Each line item refers to one item in inventory and records it’s price or cost,
quantity ordered and quantity shipped or received.

Items carry a list of cost and price levels. A price level is a set of prices that apply
to different ordered quantities. Each price level is marked with a code and these
match codes that are assigned to customers. The price levels are used to set the

default prices that appear on invoice line items. Each item can have any number of
price levels.

A “cost level” is a set of costs, each cost being associated with a quantity or “price
break”. Each cost level is linked to a vendor. An item can have any number of lev-

els, each associated with a different vendor. These cost levels determine the
default cost that appears on PO’s.

Price Basis Invoice Line Items
( Printer Levels }‘ l(lnvoice#l-Line#l)

( CPU Levels !\‘ Inv01ce#2-L1ne#1>
== efC. [nventory Invoice#Z-Line#Z)

Cost Basis CPU

- s etc. PO Line Items

(CPU Levels-A V2 PO#1-Line#1 )

(cPU Levels-B )X ( PO#2-Line#1 )
| I | etc- | I | etc-

FIGURE 17-2. The relationship of inventory items to line items and price bases.

Inventory List To reach the Inventory Area select Inventory Items from the Inventory pop-up
menu on the control screen, or select Inventory Items from the Products menu.

4th Quarter User’s Manual Inventory 511



4Q Full

Inventory

The inventory search screen opens at which point you can either indicate which
items you want to be displayed, or press the Show All button. This search screen
is discussed on page 513.

The Inventory List screen appears once items have been located. The screen dis-
plays items and provides access to summary and detail reports as well as Bill of
Materials and Stock History reports. These reports are described on page 546.

There are several screens for handling inventory, including screens to enter items,
adjust levels, and assemble and disassemble items composed of other items.

The adjustment screen, described on page 520, facilitates raising and lowering
inventory for multiple preexisting items at one time. The assembly screen,
described on page 524, allows you to assemble multiple items according to their
predefined list of components. You can also change their constituent components
temporarily. The inventory entry screen, described on page 528, provides all of
these features for a single item.

O

Inventorylista =———————[H H

aittn | Code

|T|,||:ue |Catgru |Name Srveséamb| In Stock fvailable| Unit Price |~

1-456
1-144
1-146
1.131
1.3
2-25
1-110
1-112

Camponent STOCK tennis racquet overgr 69 &5 3.95]1=
Component STOCK tennis racquet 16 16 195.00
Camponent STOCK tennis balls (canof 3 295 290 3.99
Component STOCK tenniz strings (1 pac 36 34 375
Cornpone nt STOCK grommets - tennis ra 25 25 1.75
Finished Goods  STOCK tennis bag 47 46 40,00
Component STOCE bumper guards - ten 50 50 1.50
Camponent HWOSALE  tennis racquet (strin 3 3 0.00

ly60

a a w a Qe Auv[Name v]a.lilv Available vla.l:lv

& O & 0=
Double click anan item to modify. Click Adjust to change inventary levels,

[Search...

~|[ sort || add || Modity || Adust ][ Report.. |

[Fucus

v] I Sets ] I Delete ] I Applyta ] [ Assembly ] |

1]

S

[»

FIGURE 17-3. Inventory list screen.

The buttons labeled Add, Modify, and Delete buttons perform the usual func-
tions. The Report... button opens the Report and Media dialog in which you can
chose the report to be printed for the currently displayed records. These reports
are listed at the end of this chapter. See “Reports” on page 546.
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Searching

» Example...
Reference...
Quartity. ..

Meed to Reorder
Al Active
Operating
Cornponent
Finizhed Goods
Instruction

Apply to function

The Apply to button opens the Apply to dialog in which you can specify a global
change that will affect all the highlighted records in the current selection. The
popup menu in this dialog lists all the fields which support global changes. Differ-
ent fields support different kinds of changes depending on the type of data stored
in the field. For example, date values can only be replaced, while text values can
be either replaced or appended.

Apply to 1 Inventory Records

Field to Modify:
[Attentiun field

L1

& Attention field
Item code
Category code

1 Type

Description

Merno

® Replace ) weight

Unit of measure

Reorder level

[[ Make Changes ]” Cancel Reorder in quantity

Single Unit Price

Bin number

Service [tem

Active

Need to Reorder

Taxable

Track by Lot N®

‘web Category

‘web Subcategory

FIGURE 17-4. The Apply to dialog supports global changes to inventory records. It is
accessed from the list screen.

Various search functions can be accessed from the Search... pop-up. The items
above the line on this menu all open screens in which you specify search criteria.
You can locate items according to:

* item properties

* appearance on invoices

e appearance on PO’s

* relationship to vendors

* current stock levels
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Searching on these criteria is accomplished using the screens described below.

Listed below the horizontal line on the search pop-up are the inventory account
types defined for your system. Items are located by type as soon as you select a
type from the pop-up list.

You can also perform various searches to look for duplicate items. Duplicate
searching is handled through the inventory entry screen. Refer to page 529 for
further details.

Example Search

The Example... search opens a screen in which you specify some combination of
the criteria shown in Figure 17-5. Mark the check boxes on the left side of the
screen adjacent to each criteria that you want to match. Use the pop-up menus
next to the entry fields to specify the type of search you want performed. Refer to
the section entitled “Search Screens” on page 49 for a description of how to spec-
ify search criteria. Use the “@” sign as part of your search value as a wildcard
character.

Note the presence of a Keyword field on this search screen. Each item can be
assigned any number of keywords from a list of keywords setup by the Administra-
tor. A list of available keywords is displayed when you click in the Keyword field.
You can only search for one keyword at a time.

The “any” or “all” radio buttons on the lower right determine how your search
criteria are applied. The radio buttons in the “Search and...” area at the bottom of
the screen determine how the items found affect the items previously displayed in
the inventory items list.
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Inventory 5earch

0 o B = I:l #nd display only o0 ApE  EITHER

B Name {15t 10etters) [» ][ = those that: =

O Tpe 2 — ,

[0 Stock Code == ] dotive @ O O

O oty 1 Price B | To be Reordered (O3 (O (0]

O oty 1 Cost == ] dssembled (0 O @

[0 Reorder Level B =] Service ltems (O3 O -

[ Reorder Oty B = :| Lot Tracking 23 D ()]

0 e 23— e O O ®

O stentr 2] —

Category Code == ] wieight == 1
[0 #verage Cost =)= 1 @O unit == ]
L1 Gty In Stock == 1 Price Cade =k ]
L1 Oty dvailable =)= 1 O Keyword = 1]

SEARCH and

® Replace ) add To ) Remove From previous selection. |

[ showsan | [ cCancel |

D Search in selection.

ly&0a

FIGURE 17-5. The Example Search dialog accessed from the Search... pop-up.

Reference Search

The references search screen has three pages. The first is for specifying invoice
criteria. If you’re looking for items that are listed on invoices within a range of
order codes, order dates, customer codes, or invoice attention values, then enter
this range and set the adjacent radio button.

If you want to see the items listed on a particular set of invoices, then press the
Find Invoices button. This opens the Invoice List screen. Use the search and sort
functions in that screen to locate particular invoices. Highlight invoices in the
Invoice List screen and press Select. The number of invoices selected will be dis-
played in the search screen. Press Search to locate related inventory items.
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=—————————— Sparch by Reference Criteria =""————————————

Invoices IPurl:hase Orders "Vlandnrs

Search for inventory associated with:

()] 15 invoices selected

Associated with any invoice in the following range

) Order date () Customer Code (2 attention
fram: [0Q/00/00 fram: framm:
to: ao0s00400 to: to:

a
~SEARCH and ly100

® Replace ) Add to ) Pemove from  previous selection
() Search in selection |

FIGURE 17-6. The Invoices page of the Inventory Reference Search screen.

Move to the Purchase Orders page to locate items according to their appearance
on PO’s. Enter a range of PO codes, order dates, vendor codes, or PO attention
values.

If you want to see the items listed on a particular set of PO’s, then press the Find
PO’s button. This opens the PO List screen. Use the search and sort functions in
that screen to locate particular PO’s. Highlight PO’s in the PO screen and press
Select. The number of PO’s selected will be displayed in the search screen. Press
Search to locate related inventory items.
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Search by Reference Criteria

rSEARCH and
® Replace

Invoices | Purchase Orders IVendnrsl

Search for inventory associated with:

(L] 7 Orders selected

fzsociated with any PO, in the following range:

O PDC::u:I O Order date O Vendaor Code O Attention
from from{00/00/00 | from| | frum::'
to: to: [@0/00/00 | e | | o [

ly100b

() Add to () Pemnove from  previous selection

() Searchin selection

CoeJ

FIGURE 17-7. The Purchase Orders page of the Inventory Reference Search screen.

To locate inventory items according to the vendors that are related to them move
to the Vendors page of the search screen. Vendors are related to items through

item cost level records.

Press the Vendors button to open the Vendor List screen. Use the search and sort
functions to locate vendors, highlight one or more vendors and press Select. The
number of vendors selected will appear in the search screen. Press the Search
button to locate all inventory associated with the selected vendors.
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=—————————— |nventory Entry: 6 0of 33
Invoices "Purl:hase Orders | Yendors
Search for inventory associated with:
6 vendors selected
lyl0oc
Replacet (D é4ddto () Remowe from  prewious selection
() Searchin selection |
FIGURE 17-8. The Vendors page of the Inventory Reference Search screen.
Quantity Search
Monitoring Inventory The Search by Quantity screen enables you to locate items according to their stock
Level levels. You can specify a variety of ranges applied to a variety of levels.

On the upper left of the screen you specify the level’s range according to one of
the following options:
e Above
More items than the value specified.
* Below
Less items than the value specified.
* Above reorder level by X%

Level of items is above the reorder level by the percentage value specified. Use
this option to find items whose quantities are approaching the reorder levels.

* Below reorder level by X%

Level of items is below the reorder level by the percentage value specified. Use
this option to locate items that have recently fallen below the reorder levels.

» Insufficient to fill orders
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Use this option to locate items that have been sold but are not in stock. Check
the box on the right labeled “...on selected invoices” to locate particular
orders, such as those within a certain time period, to certain customers, or
scheduled to ship to certain locations.

To the right of the quantity values areas are a set of four radio buttons correspond-
ing to the four levels of inventory recorded for each item. These include:
* in stock

The quantity that is currently “on the shelf”. It is not adjusted downward by
the quantities that have been sold but are not yet shipped.

e on order

The quantity that is currently listed as having been ordered on PO’s but has
not yet been received.

* currently available

The quantity that is currently on the shelf and has not yet been already obli-
gated by listing on an invoice.

* currently available plus on order

The quantity currently available (above) plus the quantity on order and pend-
ing receipt.

Once you have specified the appropriate item level, press the Search button.
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Search by Quantity
Search inventory quantities (onlyapplies to active, stock items)
for items whose quantity is
Quove [ 1 st
® below Q on order
available, current
{2 above rearder 1evel by E % Or mare. Q {in stock - pending shippment)
(2 below reorder Tevel by Ij| % or less. () awvailable, pending
{in stock - pending shippment + on order)
) insufficient ta fill arders [ items on selected i nvoices
{quantity available is less than zero)
ly=0
SEARCH and
® Peplace () Add to (2 Remave Trom previous zelection
() Search inselection
FIGURE 17-9. The Inventory Quantity Search screen.
Need To Reorder Search
The search item labeled “Need to Reorder” locates all inventory items whose cur-
rent quantity in stock is below the reorder level specified in the item entry screen.
[
Adjustments
Inventory The Adjust button, located on the Inventory list screen, acts on the highlighted
Adjustment Screen items. It displays these items in a special screen where you can easily change the

level for any item.

Inventory level changes are saved only when you press the Enter button. At that
time all changes are written at once and a single accounting transaction is created
that records all changes of account balances. This is in contrast to the transaction
created when you change inventory levels from within an Inventory Entry screen.
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Every change in levels made through an Inventory Entry screen creates a separate
transaction.

0I=——— Inventory Adjustment =""——————— B
Item List ITransactiunl ly30a Z]
Madify & B Apply to List Details I
Code Lot W2 Narne Prev. Oty Change by Cost/1tem Extension Reason
1-144 tennis racquet 16.000 u] 1] of r
1-456 tennis racquet ove =] 0.00 &
i-144 —m“m
1-146 tennis balls (can 295 1] u} 0.0
1.131 tennis strings (1 36 1] u} 0.0
2-25 tennis bag 47 ] 1] 0.00
1-112 tennis racquet s 3 o i] 0.a0
Reasan for adjustment: {Use arrow keys to move through list.)
& Peceived () Shipped Transaction
() Restock {2 Sent back Title [|nventory adjustment |
@ Found O Lost Y [ enter |
ORepaired DBI’DKEH Date [05/27/1999
2 Gift () Given éway

FIGURE 17-10. Inventory Adjustment screen for quickly modifying the levels of multiple
items.

To modify the inventory level of an item, move it to the modification area. Do this
by highlighting the row and pressing the Modify button.

Specify changes and apply these to the item in list area by pressing the Apply to
List button. Remember to press the Apply to List button after you make changes
or else your specifications will be ignored.

To learn more about a particular item, highlight its row and press the Details but-
ton.

Different changes affect different inventory accounts. For example, if items are
lost, debit the spoilage account, while items shipped debit the sales account.
Table 5 on page 522 lists the accounting consequences of each type of adjustment.
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TABLE 5. Reasons for Changes and their Accounting Affects

Reason Debit Credit
Received Asset Purchase
Restock Asset Purchase
Found Asset Purchase
Repaired Asset Purchase
Gift Asset Purchase
Shipped Cost of Goods Sold Asset
Sent Back Cost of Goods Sold Asset
Lost Spoilage Asset
Broken Spoilage Asset
Given Away Spoilage Asset

In order to fully specify the transaction you must specify the reason for each
adjustment. Do this by selecting one of the options in the Reason for adjustment
area for each item that you adjust.

To make sure the system is performing the actions you intend, press the View
Transaction button. This button displays all the debits and credits to currently
affected accounts. This will show all the changes currently displayed in the inven-
tory adjustment screen. This transaction will change as you add or remove adjust-
ments.
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0 =————Inventory Adjustment Transaction.="i——=0H
ltem List | Transaction | Iy30h
Thiz is the transaction that will be generated by Title [Inventory adjustment |
entering the current inventory adjustments. Code [ | Date [0670471998 |

Account N | Hame Debit | Credit
10003-100 Cormponent Assets 750,00 =
10005%-100 Operating Assets 1,000.00
60002-100 Component Sales
50016-100 Companent Purchase
s0017-100 Component Cost of Goods
S0015-100 Component Purchase Walue 2,000.00
50015-200 Component Spoilage 1,250.00
g002z-100 Operating Purchase
g0023-100 Operating Cost of Goods 1,000.00
50024-100 Operating Purchase Value
50024-200 Operating Spoilage = |
Mermo |

|

4

FIGURE 17-11. The Transaction page that displays what the accounting consequences will
be for the currently specified adjustments.

The actual transaction, as well as the changes in inventory levels, in not entered
until the adjustment screen is entered. This is done by pressing the Enter button
on the [tem List page. If you cancel the adjustment, then the transaction is not cre-
ated and inventory levels are left intact.

Adjustments for Assembled Items

Raising or lowering the levels of assembled items through the adjustment screen
the does not affect the level of the inventory components. Changes made here do
not “assemble” items from or “disassemble” items to their components in the
manner that is done through the Assembly screen, discussed below. Instead,
changes in levels is assumed to be through the addition or removal of preassem-
bled items.
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Inventory Assembly
Screen

Assembly & Disassembly

The Assemble button, located on the Inventory List screen, acts on the high-
lighted assembled items. It displays these Items in a special screen where you can
easily add to the quantities of existing Assembled Items. You can also disassemble
items by going to the Disassembly page. Only items that have a Bill of Materials
attached to them can be assembled through this screen.

Items can also be assembled from the Assembly page of the Item Entry screen.
This requires that you open the entry screen for each item that you want to assem-
ble and is discussed on page 543.

Assembled items can also be assembled automatically as they’re shipped through
an invoice. This is the “automatic assembly” option that each user can set on the
Invoice page of their Preference screen. Refer to “Specifying Quantities Shipped”
on page 419 in Chapter 14 of this manual, and “Invoices” on page a.92 in Chap-
ter 5 of the Administrator’s Manual.

If this option is turned on, and if there are insufficient quantities of assembled

items in inventory to satisfy the amount shipped, then the system will create the
necessary number of assembled items from the item’s B.O.M.

Assembly Page
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O =——— Inventory Assembly Management =———FE H
Assembly IDisassemhly "Transactiun ly40a [Z]
ritems to assemble Components
#*#To dssemble Lot N2 #Components [ 1]

| | | [ Appiytoitem #] |  Detaiz |
[ Applyto ltem l-] [ Details ] [ Femaoyve ] l Add ]
#fsmbl. | Lot e | Code | Mare Code | Hame |*C0mp0ﬂ-
Candy-10 Chocolates 10 pe| - |[Cab Cabbage 1=
Candy-25 Chocolates 25 peo Cab-R Cabbage-Red z2
0 Donut dsrt __asaoried bonuts | (TS TS S
‘_ VeqBski- M Vegtable Basket Cau Cauliflower 1
Rut Ruttabaga 3
Spi Spinach 5]

[ Assemble ]” Cancel |

FIGURE 17-12. The Assembly page of the Assembly Management screen.

Specify the quantity of each item to be assembled by clicking the row on which
the assembled item appears. Enter the quantity to assemble in the “#To Assem-
ble” field and the lot number, if applicable. Then press the Apply to Item button.
Remember to apply your changes to the rows, otherwise they will have no effect.

Clicking on an assembled item in the area on the left displays its components in
the scrollable area on the right. To add components press the Add button. This
opens the Inventory List screen. Locate one or more additional components, high-
light them, and then press Select in the Inventory List screen. The items will be
added to the current Bill of Materials.

To remove a component highlight its row and press the Remove button.

These changes to the Bill Of Materials for each assembled item are only tempo-
rary. They do not affect the Bill Of Materials stored with the assembled item.
Changes made here will only be used for items assembled through the current
screen.

When an assembly is first selected from the list on the left, the system looks up
component quantities from the item’s permanent BOM and displays it on the
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right. You can temporarily change the quantities of each component in each
assembly. To do this, click on a component, change the number of components
displayed in the “# Components” area, then press the Apply to Item button.

The changes you make to each Bill of Material are remembered while you are in
the Assembly Management screen. If you change the BOM of one item and then
click on another item from the list on the left, you can return to the first item and
find that your changes are remembered.

Once you’ve made changes to the Bill Of Materials of each item and specified the
number of assemblies to create, press the Assemble button to update the inven-

tory levels. The available quantity of component items will be depleted while the
available quantity of assembled items will increase. If you press the Cancel button
no changes are made.

Disassembly Page

Previously assembled items can be disassembled from the Disassembly Page. This
page operates in much the same was as the Assembly page. Assembled items are
listed on the left, the Bill of Materials on the right. Click on an assembly to display
its BOM on the right. Changes made to the BOM are temporary. They persist
while you're in the Assembly Management screen but do not affect the BOM
stored with the items.

Remember to press the Apply to Item buttons to record your changes in the item
lists.

Once the items to be disassembled are fully specified press the Disassemble but-
ton. The system will prevent you from disassembling assemblies that do not exist
in inventory.
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[0 ==———-———"—-—— Inventory Assembly Management >"—~————=—_[FH B
Assembly | Disassembly ITransactiun' ly40b (7))
Items to di mble Components
#*To Dizaszemble

Lot M2 | | cost] 425 #components_ 1]

|-“Dlsasmhl| Code | Marne || Code Marne Lot M Cost #Compon.
0 Candy-10 Chocolates 4BC-2 Cabbage

10 Candy-25 Chocolates AEC Cabbage 5.95 z2

1} Dunut ﬁsrt dssorted D Car Carrot 4.25 5

i d Veqtable Ba Call Cauliflower 0.25 1

Rut Ruttabaga 4.25 3

Spi Spinach 4.25 5]

FIGURE 17-13. The Disassembly page of the Inventory Assembly Management screen.

When items are assembled or disassembled the system creates a single transaction
that records the movement of assets from the component to the assembled item
asset accounts.

Transaction Page

Additional transaction information can be specified on the Transactions page. This
page does not display a previous of the transaction that will be created. Instead it
offers a place to specify a title, comment, reference number, and date.
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0 =————Inventory Assembly Management >—"———0 B
[assembly |Disassembly | Transaction | ly40c (7
Yalues assigned to the accounting transaction.
Title [6/ 4/ 99- Disassembly |
Teme B Reference N2 |:| Effective Date
i
FIGURE 17-14. The Transactions page of the Assembly Management page.
[
Inventory Entry
Unusual Inventory The inventory table, like the account table, is handled in an unusual manner.
Record Handling Access to records in other tables in 4th Quarter is handled on a first-come, first-

served basis. That is, the first person to open the record in the entry screen has
complete access to the information. No other user can make changes to the record
until the first user completes their modifications.

This way of handling records is not practical for inventory because it could pre-
vent the entry of invoices and purchase orders since these related records need to
change the inventory when their line items are processed.

To support the concurrent access to inventory, 4th Quarter handles the inventory
using a technique called “optimistic record access.” This means, in effect, that the
many users can have access to the record at the same time and it is the changes
made last that are reflected in the data that is stored.
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As a result of this, one user can have an inventory record open in the entry screen
and, at the same time, other users can be entering invoices that draw down inven-
tory levels. This is it must be, and this presents no problems.

However, it is also possible to have the situation where two users open the inven-
tory record entry screen at the same time, on different computers. Both users will
think that they have access to the record but, in fact, both users are only working
with temporary copies of the record. In this case, the user who saves their entry
last is the user whose changes are stored in the datafile. This situation happens
rarely, and this is why this record handling technique is called “optimistic”.

Item Properties To reach the entry screen, double-click on an item in the Item List screen or press
the Add button. The Inventory Entry screen can also be accessed by the Add
Inventory item in the Inventory pop-up menu of the control screen.

The entry screen has six pages. The number of Items in stock, on order, and cur-
rently available, and the ID of the current item are displayed at the top of every

page.

Description page

The Description page displays item parameters that include name, code, account-
ing type, category, weight, to name a few. Here you specify whether an item is a
service item, an active item, an item that needs to be reordered, a taxable item, or
an item whose sales are tracked by lot number.

* Code: the alpha numeric locator code that you assign.

The system can be configured to automatically assign code according to the
item’s account type. If this option is turned on, then each new item will be
assigned a code that starts with a number indicating the type, followed by a
dash, and then a sequence number that is unique for items of that type. Refer
to “Stock Code Assignments” on page a.81 of the Administrator’s Manual for
more information.
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Next Code N° Button

If the automatic code assignment option is not being used, you can still request
the next number for items of the assigned type by pressing the Next N2 button.
The action of this button is to find the largest number assigned to item’s of this
type and to return the next higher value. This new value is prefixed with a
number that indicates the accounting type assigned to the item.

Account Type: Each item must be assigned an account type. The system keeps
a separate set of accounts for each inventory account type. When you assign an
item to an account the system will automatically track this item using the
default inventory asset, spoilage, cost of goods, value of purchase, sales and
purchase accounts that are created for items of this type.

The list of assighable accounting types can be modified by the Administrator
through the List Manager screen. See “List Manager” on page a.28 of the
Administrator’s Manual.

Category: Item categories are static tags that you can freely assign to items.
Category values have no affect on the sales, purchase or processing of inven-
tory. You can change the list of possible categories through the List Manager
discussed on page a.28 of the Administrator’s Manual.

Description: This field provides space for additional item description to com-
plement the item name. The description field is displayed with item informa-
tion in most places where the item name is shown, though it does not appear
on line items in PO’s or invoices.

Stock Units: This is the stocking unit quantity. That is to say, this is the units
which describes how items are tracked in inventory. Every item is drawn from
inventory represents a draw of one stock unit. Other units can be specified in
addition, but these other units only apply to how items are listed on invoices
and PO’s.

Default Stock Units button: Pressing this button sets the stock units as the
default units used when items are listed on invoices and PO’s. This can be
changed on the invoice or PO entry forms.

Unit Weight: The weight of one stock unit.

Quantity 1 Price: This is the base price for the sale on one stock unit. It is the
basis on which various quantity pricing formulas build.

Quantity 1 Cost: This is the base cost for the purchase of one stock unit. It is
the basis on which various quantity costing formulas build.

Average Cost: This value is maintained by the system and represents the aver-
age cost of items currently in stock. The average cost value changes as items
are received, or delivered.
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» Service Item: Items can be either stock or service items. The level of stock-type
items changes as items are received and delivered. Inventory levels for service-
type items do not change.

* Active: Items can be active or inactive. Lists of items shown to the user are
screened to show only active items, unless the user specifically asks to see
items that are inactive, or both active and inactive.

* Reorder: Items can be located on the basis of whether their Reorder box is
checked or unchecked. Items whose levels fall below their Reorder Level have
their quantities displayed in red on the list screen, and can be located by per-
forming a search. The Reorder check box can be turned on for multiple selec-
tions of items using the Apply To button on the list screen (see page 513.)

* Taxable: Items marked as Taxable will be set as such when added to invoices.
Taxes on the invoice are automatically computed on the basis of the customer’s
tax rate and the taxable settings for each of the listed items. Whether an items
is taxed or not can be turned on and off for particular line items.

» Track Sales by Lot N°: Turn this option on when you want the system to list
shipped items according to their lot number.

When lot tracking is turned on for an item, and that item is shipped on an
invoice, or received on a purchase order, the user will be prompted to specify
the precise lot from which, or to which, the shipment is being made.

When lot number tracking is turned off lot numbers are not recorded in the
shipment of items. Rather, items will be drawn automatically on a last in, or
first in basis, depending on the costing method set for your application. Even if
you assign lot numbers to the items in your inventory they will only be tracked
if this box is checked.

* Reorder Level: The level of the inventory in stock below which items need to
be reordered.

* Reorder Quantity: The quantity in which items should be reordered.

* Bin Number: This is a reference location number useful when storing items in
a warehouse.

* Cost Method: The LIFO, FIFO, or Average method of costing inventory is set
by the Administrator for all items in the data base.

Keywords Inventory items can also be assignhed key words to help in locating similar items.
Click the “+” button to add a keyword. When you place your cursor in the key-
word entry area a list of available keyword appears. You can select from this list or
type in keywords of your own.
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To delete a keyword place your cursor in the text of the keyword to be deleted and
press the garbage can icon.

Other Units Items can be sold and purchased in units other than the units in which they’re

stocked. For example, items could be stocked by the bottle but sold in 6-packs and
24-bottle cases. Any alternative units can be defined as long as there are no dupli-
cates, and as long as some number of items per unit is provided.

The Other Units area enables you to define alternative sales and purchase units
and to specify the number of items in these units. The value for the “items/unit”
is the number of Stock Units that are packaged in corresponding alternative unit.
This needs to be set on a per item basis since because the quantity of items in a
given “package” may differ from item to item. For example, not all cases have the
same number of bottles.

When items are first listed on the line item of an invoice or PO they will appear
specified in the default units. The ordering units can be changed at the time the
invoice or PO is entered by double-clicking the line item and respecifying the unit.
See “Line Item Entry Screen” on page 417.

When alternative units are specified, the system prices the quantity being ordered
on the basis of the actual quantity of the stock units involved in the shipment.
That is, the system converts the number of items in the listed units to a number of
stock units. Then it system looks up the price for the number of stock units being
ordered, uses this to figure the item cost, then converts back to get a price for the
specified unit.

For example, if bottles are priced at $1 each and you order for 5 ten-bottle cases,
the system will return a price of $10 per case, or $50 for five cases.

However, if there is a 10% discount for orders of more than 100 bottles and you
order 15 cases, then the system recognizes that this amounts to 150 bottles and
applies the 10% discount. This reduces the per-bottle price t0.90.

As a result, the system changes the per case price to $9. The new total price for
15 cases will then be listed on the invoice or PO as $135. This automatic pricing
mechanism can be overridden on a line-item by line-item basis when entering the
order.
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Any of the specified units can be set as the default. The default unit is used when
items are first listed on an invoice or PO. To set the Stock Unit as the default press
the Default button adjacent to the Stock Unit field.

To set any of the Other Unit values as the default, place
your cursor in one of the alternative unit fields and press
the Default (+) button that appears above the list of
Other Units. When an alternative unit is set as the
default a “+” sign will appear to the left of this unit.

Other Units [Defaulti+l]
Unit | HemssUnit [S
+  CASE 6.00

a

Only one default unit can be set for each item. If no default is set, then the system
uses the Stock Units as the default units.

0 =—————— Inventory Entry: 12 0f 42 [=]
Description IPI‘iEE Tahle "Custs "Histury Houantity "Accuunts "Assemhly "WEh Listing |
Mame |Head 109 tennis racquet | Oty In Stock Oty On Order Oty Awailable Inven.D

Code [1-144 | Nextne | L4 | o | -8 | S5 |
Account Type [Finished Goods | Attention [::::::]
Category m doe Cost | B9.000 | Key \'lc'nrds
Desc. [Entry level racquet designed for players under 150 [ Service ”'_3"“ | SF":"’J.“”'J Goods
Ibs. active [¢f [[Tennis
|~ | Reorder []
- Taxable [»f
Stock Units | ed|[ Default | Track Sales by Lot N []

Unitwieight [ 4 Rearder Level [ 10| Other Units [Default i+1]
Oty 1 Price Reorder Oty Unit | emssunit [[=
Oty 1 Cost Bin Number case 500

Pl o ] &4 Cost Method
Fy
-

=]

B

bodified 1201 7/00-16:47 by Designer

lwS0a

FIGURE 17-15. The description page of the inventory entry screen.

The entry screen also provides you with a search function to locate similar items
before making a modification or entering a new record. This enables you to locate
duplicates before you go to the trouble of assigning new values.
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Duplicate Checking To search for duplicates at you're entering records use the Check for Duplicates
item on the Inventory Items menu. This item opens the inventory entry screen

T — ihown in Figure 17-16. Here you specify which fields are used to distinguish
+ Check for Duplicates ttems.

The initial duplicate screening criteria are set according to system defaults. The
default criteria can be reset by the Administrator through the Maintenance
screen. By checking or unchecking fields in “Search for matching records” screen
you make a local change in which fields are compared when searching for dupli-
cates.

All subsequent duplicate checking, which is performed whenever a new record is
entered, will be done according to the indicated criteria. Your changes only affect
checking done on your machine. Default criteria, set by the administrator, are
reestablished when you next log on to the system. These settings do not affect
other users.

=—— 5earch for matching records =——
Search for other records with values that match
all of those in the following checked fields
[ it o [i-110 |
[[] Cateqary Code [5TOCK |
Narme [bumper quards - tennis]
[ Tupe [Camponent |

Df&0

I Search ] I Cancel I

FIGURE 17-16. The duplicates specification screen accessed from Inventory Items menu
above the inventory entry screen.

When you press the Search button the system immediately locates items that
match your specifications. These are displayed in the Duplicate Records screen.
This search is done before you attempt to enter the current record so you can
make changes accordingly.
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Duplicate Records oF—————————

The following records appear to be duplicates according to your specifications.

STOCK 2-25 Tennis Bag #1385
STOCK 2-35 Waffle lron, large
STOCK. 2-55 Pastrami Sandwich

il »

-

Df230a
T

The Duplicate Records screen opened from within the Item Entry screen.

In addition to this manual search the system will also automatically search for
duplicates when you enter a record. This automatic search will locate all preexist-
ing items whose field values match the fields checked in the “matching records”
screen. If you do not set the criteria in this screen, then duplicate checking will
still be done but will use the default criteria set by the administrator.

Pricing Prices Table Page

The Prices Table page enables you to set graduated price schedules. These sched-
ules are used automatically when you specify a quantity in an invoice. Each sched-
ule is assigned a code that can match the price code assigned to a customer. The
system uses the price table that is appropriate to each customer.

If there is no pricing schedule matching the customer’s price code, then no sched-
ule is used. In this case items are priced according to the flat single-item price
entered on the Description page of the Inventory Entry screen.

If you want to establish a default pricing schedule used for customers that have
not price code, then create price schedules with the price code set to blank. Since
a blank price code is assigned to all new customers by default, this will correspond
to the default price schedule unless you assign a different code to the customer.

4th Quarter User’s Manual Inventory 535



4Q Full

Inventory
Press Add to create a new schedule at the bottom of the list of price schedules.
Enter a single unit price in the first column. This is the default price assigned to
orders of less than the number of items specified in column #2 as the start of the
second price break.
The unit price entered in the second column applies to quantities greater than or
equal to that specified in the second column and less than the third price break in
column three.
In general, the value entered for the Price Per Unit applies to any quantity greater
than or equal to the corresponding units ordered and less than the next higher
quantity level.
This quantity price, automatically supplied in Invoices, can be overwritten in the
Invoice Entry screen.
0=——— InventoryEntry: 30fl =————————————————— B
Description | Price Table ICnsts | History | Quantity |Accounts | Assembly | Z)
Mare [tennis balls {can of 3) | Oty InStock Oty On Order Oty Available  Inven. D
Code |1-146 | | 295.000 || -100.000 || 290000 | 54 |
Base Unit Price Average oot
Multi Unit Price Structure: [ Add J [ pelete |
Prigs| LEvEl = 1-T" -2- -3- -4- -5- -6- -7- -B- -
F1%8)5ingle Unit| #*Unitss= | *Unitse= | #Units>= | #Unitss= | #Units>= | #Unitss= | *Unitss= [
Code | Prige/ Frices Price/ Frice/ Frice/ Price/ Price/ Price/ |[=
) 5 20 50 100 -- -- --
299 3.85 z.49 2.99 270 ] 0 ]
C 20 50 -- -- -- -- --
3.99 3.85 z.49 0 0 ] 0 ]
Iy5ahb
FIGURE 17-17. The Prices Table page of the Inventory Entry screen.
|
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Costing

Vendor Item Codes

Costs Page

Each item can have any number of vendor cost schedules associated with it. When
a quantity is specified on a purchase order, the system looks up the cost according
to the vendor listed on the PO and this vendor’s cost schedule stored with the
item. If the item has no cost schedule for the specified vendor, then the item’s
basic unit cost is used. The user can always overwrite the cost when entering the
PO.

On the Costs page of the Item Entry screen press the Add button to create a new
cost schedule. Specify a vendor by typing in the vendor’s code. If you don’t know
a vendor’s code you can type in as much as you remember and the system will
locate all vendors whose codes begin with the characters you’ve supplied. You can
also press the Assign Vendor button to search through vendors in the Vendor List
screen.

If a vendor has multiple cost schedules, then create multiple rows assigned to the
same vendor and assign different cost codes to each.

For each cost schedule you can specify a code that the vendor uses for this item.

You will be able display and print the PO using either your item code or the ven-
dor’s item code. This is option is set individually on the Line Items page of each

purchase order. See “Vendor Item Codes” on page 493.

Graduate costs are entered in the same way as graduated prices. First specify a sin-
gle unit cost. This will apply for quantities below the second cost break given in
column #2. The second cost level will be used for costing quantities less than the
third cost break in column #3.
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Item History

O=———— InventoryEntry:50f315=——~————[H| B
[Descriptiun "Pril:e Tahle | Costs IHisturyl[Quantity "Al:l:uunts "Assemhly
Mame |tennis racquet Oty In Stock Oty On Order 0ty Available Inven.D
Code [1-144 16.000 0.000 16.000 55
Base Unit Cost
Cost Structure by ¥Yendor ( Add | [ Delste || Assign vendor |
Yendor Code Lewel: - 1- -2- -3- -d- -5- G- - "
Cost Code| Single Unit | *Units:= #nitsz= #Units== #Units>= #Unitg:= #Units>= [
Yendor's 1tem Code Cozt/ Cost/ Costd Costs Cost/ Cost/ Costs —
3 15.00 50 200 -- -- _-
1-144 a5 78 65 55 a a a
54 10.00 50 10a 250 -- --
Wb g9 74 69 59 449 a a
-|
e J
lys0c 7

FIGURE 17-18. The Costs page of the Inventory Entry screen.

History Page

The History page shows the origin of items currently in stock. These historical
records are created automatically when items are added to inventory. Items are
removed from these history records as they’re removed from inventory. History
records are deleted from the database when the quantity of items they record is
reduced to zero.

You cannot create or delete history records directly. They are created and deleted
automatically by they system as items are added and removed.

Double-click on a history record to open the entry screen that will show the date
and time of last modification and the user who performed this modification. This
audit track is only changed as a consequence of manual changes. Changes to the
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number of items is handled by the system and does not affect the information
about last modification.

You can also make certain modifications to the history records by typing directly
into the Lot Date, Lot Number, Vendor ID, and Comment fields. One way to rela-
bel existing inventory for lot tracking or other purposes is to split an existing his-
tory record and then enter changes to one of the resulting records.

D) ———i————=—InventoryEntryvibof h =rc="—"——————=— 08

[Description |[Price Table | Costs | History Iouantity |Accounts ||assembly |
Marme |tennis balls (canof 30 Oty InStock Oty On Order  Otg Awvailable Inven.D
Code [1-14g 545 100 540 54
Item History Average Cost 1.290
Items Cost/ltem Lot Date Lot H2 ¥ndr 10| Comment =
250 Receivedin 1.29)3/6/99 =
100 Receivedin 1.29(2/6/99
195 Receivedin 1.29(8/13/95

NOTE: changes are saved as they are entered.

These items are a histary of items remaining in stock.

Double click inan entry area far an expanded wiew.

To add or remove items in particular lots go to the "Quantities” page of this layout.

lyS0od e

FIGURE 17-19. The History page of the Inventory Entry screen.

Splitting Inventory History Records

While you cannot raise or lower inventory through the manual creation of new
inventory history records, you can split an existing history record into two sepa-
rate records. When you do this, a new history record is created that is a duplicate
of values stored in an existing history record, except that the total number of
items in the two records remains the same.

To split an existing history record place your cursor in one of the fields of the
record that you want to split. Press the Split History button. A confirmation dialog
will inform you that splitting records is a process that cannot be reversed. Once
you’ve split a history record the only way to remove it is to fully deplete the items
in it, as is done through the various avenues for inventory adjustment.
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Once you’ve confirmed that you want to split the history, you’ll be asked to pro-
vide the number of items that you want to move to the new history record.
Value
& 1 |Specity less than 100 items to place in the NEW history
:A. record. Other original history walues will be duplicated.
1 —
Tab
2 |
=
m
=
(—cT—
Df0a
FIGURE 17-20. The Value dialog in which you indicate the number of items being moved
to the new item history record.
The new history record will copy all the values of the old history record. Once you
have created a new history record you can modify the date, lot number, vendor
ID, and comment. Items will be drawn from the new history record based on the
date you assign and according to the LIFO, FIFO or Average costing method set in
your data base.
]
Levels Quantities page
The Quantitie§ page alloyvs you increa‘se or decrease the level Shipped out
of the current inventory item. Since this change affects account Sent back
balances you must specify the kind of change that’s taking Lost
place. Specify the change by selecting an item from the Reason g_mke"'
T¥EN Swal]
for Change pop-up menu shown here. Peceived 11
restosked
This enables the program to determine which accounts to Found
credit and debit. A description of the transaction to be created Repaired
is provided in the Effect on Accounts area. Ghitfhceeled
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The accounting transaction recording the change in item levels is created when
you press the Enter button. A single transaction is created for every item you
modify in this manner.

) ————i————— InventoryEntry: 6 of i ="icc=——————/U0 B
[Description |[Price Table ||Costs ||History | Quantity IAccnunts |Assembiy Z)
Marne |tennis balls Ceanof 30 0ty In Stock Oty On Order Oty Available [nwen. D
538 -100 533 54
Code |1-146

Change quantity in stock by:
at per item cost of: |—129| [m
Date of change:
Reasan for change:
Yendor Code Listwvendars I
mﬁ@ Lot Nurmber: |:|

4/15/99-1tems damaged, returned for credit.

Effect on accounts: |
Credit 9.03 to Inventory Asset, .
Debit to Yalue of Goods Furchased.

NOTE: changing the quantity in stock will create a transaction

recording the effects to the inventory accounts.

lysoe e

FIGURE 17-21. The Quantities page of the Inventory Entry screen.

Accounts Accounts Page

Inventory items are linked to the Chart of Accounts using Asset, Sales, Purchase,
Cost of Goods Sold, and Spoilage Accounts. These accounts are assigned to each
inventory item according to the item type. These accounts may be reassigned indi-
vidually through Item Entry screen. The balance of these accounts are affected by
changes in inventory levels.

The system maintains a set of these five accounts for every type of inventory item.
The administrator can modify the list of inventory item types through the List
Manager access from the System Defaults page of the Maintenance screen. Item
types are stored in the list named “Inventory Account Types”. Changing the items
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in this list will modify your chart of accounts. See “List Manager” on page a.28 of
the Administrator’s Manual for more details.

The Accounts page is where you specify the accounts used for this particular item.
These Accounts are initially assigned according to system defaults, but they can be
reset by pressing the Reassign button and indicating alternate accounts.

O =————Inventory Entry: 6 0f 35 =]
[Description |[Price Table | costs [History [[Quantity | Accounts |assembiy | ZJ
Mame tenmis balls (can of 3) Oty InStock Oty On Order Oty Available  Inven. D
Code 112146 F0Z.000 -100.000 Z97.000 54
Inventory Accounts:
{hzset Type)
10003 100 Camponent Assets
(2 Sales {Income Type) [ Create on entry
60002 100 Camponent Sales
O Purchase {Expenze Type}) ] Create an entry
S0016 100 Component Purchase
() Cost of Goods Sold {Expense type)
50017 100 Camponent Cost of Goods
() value of Goods Purchased  (Expense type)
S0015 100 Component Purchase Yalue ,
J Spoilage {Expense type)
S0015 200 Component Spoilage
Costing Method: AvErage
ly50f %

Value of Goods Pur-
chased Account

FIGURE 17-22. The Accounts page of the Inventory Item Entry screen.

Of these six accounts the Value of Goods Purchased is uncommon. 4th Quarter
creates this as a contra account to the asset account. When inventory is purchased
the asset account is debited and the Value of Goods Purchased credited. This
enables the system to track historical inventory purchases by type of item.

When Items are sold 4th Quarter creates balancing entries to reflect the depletion
of inventory and increase in the Cost of Goods Sold. When items are purchased
4th Quarter debits the specified Inventory Asset account and create a balancing
(credit) entry in Value of Goods Purchased. The use of both an Inventory Asset
account and a Value of Goods Purchased account provides you with greater flexi-
bility in tracking your inventory expenses.
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Assembly & Bill of
Materials

Creating Assemblies

You can track items using an Average Cost, Last-in-first-out (LIFO), or First-in-first-
out (FIFO) method. The costing method is set on the Inventory page of the Main-
tenance screen and applies to all items.

Assembly Page

The Assembly page is only used when an item is constructed from other items also
stored in inventory. This would include manufactured items, items packaged in
quantities, or bundles. This page is where you specify the Bill of Material that is
stored with the item.

Specify the items to include in the assembly by pressing the Include button in the
Components area. Highlight one or more items that will contribute to the assem-
bly. You can select multiple items. Press the Select button to return to the Item
Entry screen. Specify the number of units of each component in the assembly.

If you’ve added a component that should not be part of the assembly you can
remove it by placing the cursor on the row in the Assembled Item Components
area and pressing the Remove button.

To print a Bill of Materials (BOM) press the Print List button.

You can create assemblies directly from within the Inventory Entry screen. Assem-
bling items will either draw-down the component inventory levels and increase
the quantity of the assembled item, or increase the quantity of assembled items
without drawing down the component inventory.

To assemble items that draw down component inventory you must first specify a
Bill of Material. Then specify the number of assemblies to create in the area below
the list labeled “Number of items to assemble”. Fill in an assembly date and,
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optionally, a reference and lot number and memo value. These values will be
assigned to the accounting transaction that is created.
O=——————— InventoryEntry: 20f42=——————— OB
[Description |[Price Table ||Costs |[History |Quantity | Accounts | Assembly IWEIJ Listing | Z)
MNarne [1st Aid Package*3 | Oty In Stock Oty On Order Oty Awvailable  Inven. D
O | (2 T o T 20 e
Assembled item components:
Item W* Marme # taszembled unit| = -Components
I-186 Matrin I [ Include ] [ Info... ]
ABC-2 Ben-Gay 1 [ Remove | [ Updst= |
cau fice Bandage 1 ——
ENI Chap Stick 1 Changes aren't saved
Rt Blist 2| a] until the item is
u fstex = entered or assembled.
; ~1tem
Mumber of items to assemble: 20 @ Deplete components
Date of ﬁSSEITIhl:-,-': Reference N°I:| D Preassembled items
Memo |FH] & vendwm:] Lotbumber[ ] et
|
-
NOTE: The companents and numbers of each shown anly apply to the current
item. Previously sssembled items may involve different components or
numbers of each. |w50q e
FIGURE 17-23. The Assembled Item page of the Inventory Entry screen.
Select the Deplete components radio button in the Item area. Press the Assem-
ble button to effect the assembly. Component inventory levels will be depleted at
this point. The number of components used will be the number of units used per
assembled item times the number of assemblies you are creating.
To increase levels for assembled items without depleting inventory select the
Preassembled items radio button. Provide a value for the cost per item. Then
press Assemble. You do not need to specify a bill of materials when adding preas-
sembled items.
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Accounting Transac-
tion

Item Lot Tracking

Pressing the Assemble button saves the current record and all changes made to it.
Once you have assembled items the assembly process cannot be “undone” by can-
celing the entry screen.

When items are assembled an item history record is created. The new history
record created can be viewed on the History page. These records are used for cost-
ing items sold from inventory. You can change certain aspects of the history
records, such as the date, lot number, vendor ID, and comment, but you cannot
change the number of items or the cost basis. Be sure you are entering the correct
cost basis and quantity before pressing the Assemble button!

When the item is assembled an accounting transaction is created. It is records a
credit to the asset accounts of the components and a debit to the asset account of
the assembled item. The transaction is dated according to the Date of Assembly
and annotated with the reference, lot number, and memo you provide.

If the components and the assembled item all have the same asset account, then
an accounting transaction will not be created. This is because in this case there is
no change in any account balance. A history record noting the quantities assem-
bled will still be created and can be viewed on the History page.

Lot numbers are assigned to items when they’re added to inventory. Items can be
individually set to be tracked by lot number as they’re sold. When items are
tracked in this manner the lot numbers for ordered items appears as part of the
invoice line item once the invoice is entered.

To track lot numbers for a particular item click on the “Track Sales by Lot Num-
ber” check-box on the first page of the item entry screen. This instructs the pro-
gram to fill orders for individual line items from a single lot on invoices. Each
invoice line will then show the respective lot numbers.

This breakdown by lot numbers is performed when you specify the quantity
shipped for each line item. At that point you manually specify the quantities asso-
ciated with each lot. See “Lot number tracking” on page 419.

To see the lot number history of items in stock, go to the History page of the
item’s entry screen. This gives a breakdown of current inventory in list form. Each
addition to inventory is detailed on a separate line showing the number of items
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added, the nature of the increase, the cost, date, lot number, and a comment. You
can modify the date, lot number, and comment at any time.

You can specify new lot numbers for existing items in your inventory by either
adding new stock, or by splitting existing history records into two parts. This is
described above in the section “Splitting Inventory History Records” on page 539.

Inventory Entry: iof 35 =——————— 0| H

[Description |[Price Table | costs | History I(;lu::mtitw,.r |Accounts [Assembly | (ZJ

Code

Mame |tennis balls {canof 3)

1-146
Item History Split Histary fverage Cost 1.290

Oty In Stock Oty On Order Oty Awailable Inven. D
545 100 540 S

Items

Coszt/ltem Lot Date Lot N2 Wndr.|D| Comment

230
100
195

Received in 1.29|3/6/99
Received in 1.29(2/6/99
Received in 1.29(8/13/95

F Y
-]
NOTE: changes are saved as they are entered.

These items are a histary of items remaining in stock.

Double click in an entry area for an expanded view.

To add or remove items in particular lots go to the "Ouantities” page of this layout,

lyS0d e

FIGURE 17-24. The History page shows the number of items remaining in each lot.

To create new history records that represent changes in overall inventory level go
to the Quantities page of the entry screen and specify the change in quantity and
other values. If you specify particular lot number at the time you remove items,
the items will be removed from the specified lot only.

Reports

The following reports can be printed by pressing the Reports... button on the
Inventory List screen.

546

Inventory 4th Quarter User’s Manual



AQ Full

Reports

Summary

A printed list that reflects the currently selected items displayed on-screen.

Inventory List Sat,Jun 5, 1999 142PM

Samnple Summary Fepor Page 1

Atn | Code Type MName BinMurn. [CnOrder | In Stock | Awailable | Meeded |Reord.Lev| &v.Cost Price
1456 Component [tennis racquet overgrips S0.00 69 115 0 100 1.75 3.95
1-144 Component (tennis racquet 16 16 0 20 g9.00 195.00
1-146 Component [tennis balls [can of 3] -100.00 220 215 0 100 1.29 3.99
1.131 Component [tennis stings [1 package] 131 ag.00 436 534 0 20 1.72 3.75
1.3 Caomponent [gromenets -tennis racque 132 25 25 0 100 0.95 1.75
2-25 Firizhed Gooltennis bag 135 47 45 i 10 15.00 40.00
1-110 Component [burnper guards -tennis ra 134 50 50 0 25 075 1.50
1-112 Caomponent tennisracquet [sthnging 3 3 0 1] §595.00

FIGURE 17-25. A sample inventory summary report.

Price Detail

A list of the values assigned to items on the Description page of the Inventory
Entry screen along with the price schedule details for each item.

|n!|re.nt0r}| Pricing SEI,JUFI SJ 1999 1:58PM
Page 1
Attn |(Code Type Marne Beord:Level |Peord [OnQrder | In Stock Ay Cosk
Cateqory Biirn M2 Eoey Words iy Taw | Units OF | Awailable | Gby 1 Price
Code Single | ity 21 Price | Gby 3'Price | Qitw4iPrice | Gy 5'Price | Qby GiPrice | Gby TPrice | Giw &/Price
1.131 Component |tennis stings [ 1 package] 200000 O 98.00 436 1.72
45 131 100 [ 0z 554 375
375
2-25 Finished Goo|tennis bag 10,001 [ 47 15.00
45 135 25000 [ Ibs 45 40.00
A 2 - - - - - -
40 35
C 2 4 i - - - -
36 32 28 26

FIGURE 17-26. A sample Price Detail report.
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Inventory Costs

Cost Detail

A list of the values assigned to items on the Description page of the Inventory
Entry screen along with the cost schedule details for each item.

Sat,Jun 5, 1999 Z2:39 PM

Page 1
Aftn |Code Type Marre Reord:Level |Reord [On Order |In Stock A Cost
Category Bir M2 K e Words Ciby Tax  |nUnits OF | Available [ Cibw 1 Cost
Wendor ! lbem Code| SinglelCost | Qbw 2Cost | Qbw 3Cost | Cbw<Cost | Ciby SIC ost | Qby BICost | Gy WCost
1456 Cotnponent |bennis racquet overglips (UL | 20.00 i3] 1.75
stock 2000000 [ 0z 115 1.78
4 50 150 - - - -
1456 1.55 1.55 1.35
5 10 50 100 - - -
1456 1.75 1.50 1.40 1.25
1-146 Component |tennis balls [can of 3) 100 O -1o0.00 520 1.29
stock tooon| [ 0z 515 1.29
54 100 san - - - -
1-146 1.29 1.05 0.89

Inventory Stock History

FIGURE 17-27. A sample Cost Detail report.

Stock History

A list of the values assigned to items on the Description page of the Inventory
Entry screen along with the history details of current stock for each item.

Sat,Jun 5, 1999 2:19 PR

Page 1
Attn (Code Type Marme Feord:Level |Peard [On Crder |k Stock e 1Z oSt
Category Bity 12 KeyWords Gty Tax  |InUnits OF | &svailable [ Gbw 1 Price
Date Lot Ne Costiltem [ #&wilable [History Comment
1.131 Component |tennis stings[1 package] 0001 O 98,00 436 1.72
stock 131 1000 [ 0z 534 375
05/06/99 1.75 5oa Receivedin
0&13195 1.29 24 Receivedin
0E12195 1.29 10 Restocked Changein quantityinvoiced.
2-25 Finished Gooftennis bag 10,000 [ 47 15.00
stack 138 25000 [ Ibs 46 40.00
05/06/99 15 15 Receivedin
050699 15 ] Receivedin
0&13195 15 23 Receivedin
FIGURE 17-28. A sample Stock History report.
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Bill of Materials

A BOM for each assembled item in the current selection is printed. Each BOM is
printed on a separate page.

Bill of Materials For item: Sab, Jun 5, 1999 242 PM
Sarnple Bill of katerials Page 1
15-Yegtable Basket
Code Mamne Hih=zzmbly| Bin M° O Okder] In Stock [Awvailable | AwiCost |Totb Wght | Total Cost
Spi Spirach bla-1717 995 995 425 7200 255
Fiut Fiuttabsaga 3e-1717 Qa3 Q93 425 26.00 1273
Car Caot a-1717 93 93 423 6000 21.23
ARC2 Cabbage 1]a-1717 g93 995 423 12.00 423
CAL Cauliflower 1a-1717 a3 Q93 023 1z2.00 0.23
ABC Cabbage 2|a-1717 i 1] 595 24.00 1149
Total Per Unit Cost for N° 15 - Yegtable Baskeat 216.00 7590

FIGURE 17-29. A sample Bill of Materials report.
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Symbols

+
marked AP account
marked AR account

Numerics
4Q Demo

4Q product line
4Q Shell

A

abbreviations
account
accessed through journal
automatic allocation
customer receivable
customer sales
default settings on GL account
entering from GL account
entry of
GL dependent properties
history graph
independent properties
inventory
journal setting
limited entry screen
link to equity account
linking to other files
report
details
running balance report
summary
restricted access
sales, on invoices
searching
by example
by GL account

by type

236
194

87, 166
413

82
82
82

updating references from GL account 65

account totals

multiple allocation screen
accounting

engine

module
accounts

194, 235

access to

as specified in transactions

chart of
distribution accounts
general discussion of
GL accounts
passthrough type
record handling
related to other tables
restricted
suspense
two-level structure
accounts payable
allocation
finance charges
journal
paying selected items
removing discounts
report
account component
account detail
account summary
aging
running balance
statement
accounts receivable
allocation
dynamic reconciliation
finance charges
journal
paying selected items
removing discounts
report
account component
account detail
account summary
aging
running balance
statement
active
account status
GL Accounts
type inventory items
address
assigned to transactions
on cash transaction

88, 113,

224,

181, 188,

80
111
57
162

256
246
246
251
250
251
175
196
197
181
177
202
186

216
205
205
211
209
210

68

531

120
163
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on template 140 balance 162
adjusting inventory levels 520, 540 button bar 44
alert, template flag 136, 145 code number (inventory) 530
allocation correct cash entry 105

based on priority 32,551 correction of ID# 120

in AP 224, 229 debit/credit reversal 161

in AR 188, 196 delete/void transaction 154

multiple account 188, 229 duplicate (template) 329

payment screen 201, 242 enter buttons 41

payments outstanding screen 191, 232 go to (AP account) 245

report for AP 247 go to (AR account) 204

report for AR 206 help 44

set in account 87 key equivalent assighments 46

to accounts 181 marked (items allocation) 199, 240
AP, see accounts payable pay marked 230
approve, marking purchase order 487 quick search 47
AR, see account receivable receive marked 189
archive reconcile 153

account 81 roll-up 336

transaction template 104

display details 275 template components 136

list of 272 test print (checks) 168

on GL posting list 272 tool tips 46

on hypertext report 358 unroll 337
searching for 273 update accounts 65
assembly update templates 135
of inventory 504 verify (template) 329
S view archive (from GL posting) 272

via adjustments 523 view archive (on hypertext report) 357
assembly, of built inventory 543 YP p
audit report

setting in GL account 64 C

through journals 308 caption

range row 339
B cash
back ordered invoices 401 Journal. - 2%
balance level, monitoring in accounts 87 reconciliation 154
0. transaction entry 159, 189, 230
batch processing . ) 152
of invoices 401 transact%on template
transaction type 121
of purchase orders 482 cash account
blank character, in clairvoyant field 41 .
check printing 153, 167
blue field labels 39 ion f 1 165
budget create transaction from template
delete/void transaction 152

for GL account 71 - .

- duplicate transaction 165
setting values 74 S "

: global change with "apply to 152
starting year values 73 list of cash 1
buttons ist of cash accounts 50

address 164 management of 149

applv to 48 reconcile 153

PPy 10. . report
assign zip (sales tax) 430 allocation 174
autocreate (template) 327
552 Index 4th Quarter User’s Manual



component 173 detail 385

running balance 173 labels 387
reversing entry 153 running balance 387
transaction statement 386

address 163 summary 384

components of 161 sales account 361, 374, 375

entry of 157 sales tax 368

list of 151 searching

reports 172 by address 365

cash journal 296 by attention 365
category by example 363
GL account 62 selling to 394
inventory 530 shipping address 368
check printing 153, 167 type
check forms 167 assignment of 373
print selected 172 Changing 377
printable check box 160
verify checks printing 172
clairvoyant field 40 D
closing transaction, see period closing data structure
control screens 21 account & transaction based 35
list-view 25 date
map-view 23 discount, assigned to transaction 120
menu-view 22 due, assigned to transaction 119
conventions on transaction templates 133
entry screens 38 debts
list screens 37 locating outstanding items 192, 233
page tabs 39 default account values
required fields 39 set through GL account 67
search screens 49 delete/void
user modification info 38 cash transaction 152
costing, of inventory 537 transaction 154
current selection 42 department
customer assigning to GL account 75
as specified on invoices 409 unlocking 76
discount 380 discount
entry of 366 date 120
finance date reset when removed 187, 228

charges 378 locating expired 180, 223

dates 380 removing untaken 186, 203, 227

rate 379 distribution
flow of data 361 of expenses on PO’s 490
income accounts 374 of income on invoices 413
list of 362 to expense account 478
notes 371 to income accounts 396
payment terms 369 distribution, setting in accounts 88
receivable account 178, 361, 373, 376 distribution, setting in transaction 113, 162
report duplicate )

account detail 387 cash transaction 165

account summary 387 dynamic reconciliation 32
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E

entry screens
general conventions
equity account
assigned through journal
setting on GL account
specifying on journal
expense journal

F

FIFO
finance charges
grace period
in AP
in AR
last date assessed
setting grace period
finance rate
handled in AR
set in account
financial report
flow of data
from general ledger
hypertext document
overview
printing
template
active
automatic creation
column types
dates
duplication
item roll-up
list of
marked row
moving rows
overview
password
percent column
public
range caption
range roll-up
range row
range vs. item
reliability
roll-up button
row types
summation row

38

299
68

296

321
33
34, 324, 353
319
323
319
348
327
350
352
329
334
325
334
345
331
348
345
348
339
338
337
341
336, 340
336
333
342

text row

type of
unroll button
user name
verification
find !, template due for entry
fiscal year
closing
effect on budget history
flow of data
account
AP
AR
cash management
customer
financial report
inventory
invoice
journal
posting to GL
purchase
purchase order
sales
transaction
transaction template
vendor

G

general ledger

GL account
list of
overview
type of

history graph

period closing

posting
archive transaction
assigning dates to
batch process
components list
date range allowed
details screen

entries that will not post

list of entries
on hypertext report
searching for

selecting transactions to post

summary record

259,

332
337
349
329
135

278
71

58
219
175
149
361
321
509
397
296
259
471
479
389

130
447

59

27
261

65
277
264
272
266
259
269
268
271
267
261
355
270
267

33
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item cost

530

posted component 288 item description 530
posted item 279 item history 538
posting summary 280 item price 530
trial balance 284 i(tem W%ight 22(13
eywor
GLbflffg"elim - level 520, 540
category 62 list of 511
default settings 67 lot number 419, 531, 545
listed on journal 79 need to reorder search 520
report overview 509
detail 97 preassembled items 544
summary 97 pricing . 535
. record handling 528
Seag;tg(lagmple 59 reorder check box 531
report
by related 60 I;)ill of materials 549
GL posting list 355 cost detail 548
price detail 547
H stock history 548
help summary 547
on-line help system 44 searching
history graph by example 514
for account 93 by quantity 518
for GL account 65 by reference 515
hypertext report 324, 353 service item 531
stock units 530
| taxable 531
income journal 206 tra_nsactions generated by 529
interest & fees units 418, 497
reconcile account 155 in\‘rlstrg‘;r code 537
m‘;ircl(t)?lrgt 541 ) reprder level and quantity 531
invoice
:gf[:i(‘);éniignpse ggﬁ back orders on 401
alternative units 532 batch processing of 401
assembly 524, 543 customer specified on 409
assembly via adjustment 523 dates 407
assigning vendor 537 d%sco.unt.s remoyed from 187
average item cost 530 distribution of income 413
bill of materials 543 entry of 406
category 530 flow qf data 397
code number 529 hand}mg returns 425
costing 537, 542 line item
default units 533 history 421
disassembly 524 lot number 419
disassembly via adjustment 523 quantity shipped 419
duplicate checking 534 line item entry screen 417
entry of 529 line item, list of 416
flow of data 509 list of 400
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payment priority 411 unlocking 78
printing of 410 updated in real time 29
quote 406, 440 journalizing process
report for invoices 406
detailed summary 439 for purchase orders 484
invoice form 410, 439
labels 441 K
line summary 438 keyboard
packing slip 441 control vs command key 37
sales report 442 shortcuts 55
sales account 413
sales person 408 L
searching
by example 402 LIFO 542
by formula 405 {,incoln Stoller 41?
ine item entry, on invoice
.b Y r eference 403 links, of accounts to other files 69
shipping 1
address 409 0gos
. on invoices 440
history 422 on PO 504
item 427 on statement 386, 468
using previous 425 lot number
transaction 126 on inventory 531
type, stock or service 412, 417 used on invoices 419
units specification 418 lot tracking
virtual order 399 on invoice 418
items due on PO 497
to be paid 229
to be received 188 M
manuals
J information in 14
journal organization of 16
accounts listed on 301 marked row
accounts payable type 221 on AP accounts list 236
as used in 4th Quarter 293 on AP items list 230
assigned to GL accounts 298 on AR accounts list 194
assigning to account 63 on AR items list 189
components listed on 302 on FR template 334
equity account assigned to 79, 299 minimum at zero 67
flow of data 296 monitoring account balances 87
for grouping accounts 29 multiple allocation
list of journals 298 account totals screen 194, 235
report
account 306 N
aging report 316 .
audit report 308 note, linked to
customer 371
component 305 vendor 455
searching for entry 304
tranditional use of 29, 291
types of 78, 296
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on-line help
optomistic record locking
accounts
inventory
ordering of records
alpha versus numeric for templates
sort dialog
overdue
locating payables
locating receivables

P
packing slip
pass through journal
patented, 4Q’s data structure
payable

account assigned to vendor

accounts payable

dynamic allocation

journal

locating outstanding items
paying marked items
payment

made to AP

receiving to AR

to selected items
period balance, on history graph
period closing

from general ledger

to retained earnings
PO

units specification
postal code, as sales tax identifier
posting

entries that will not post

in date range

selected transactions

to the GL
preassembled items, adding
pricing

alternative units
pricing, of inventory
primary items

on AP allocation report

on AR allocation report
profit center

assigning to account

unlocking
purchase

80
528

131
51

223
180

410
296

447
220

296
233
230

239
198
203

66

277
278

497
430

267
268
267
264

532

535

247
206

7
7

accessing information
distributing expense
flow of data
list of
noninventory entry of
report
purchase summary
transaction detail
transaction summary
searching
transaction
entry

type of
types of
vendor account
purchase order
account
approve
batch processing of
dates
distribution of expenses
entry of
flow of data
item code
line item
history
line item history
list of
payment priority
printing
receive item
receiving
receiving items
report
detail summary
labels
line summary
PO form
purchase report
receiving slip
shipping address
shipping history
transaction
type, stock or service
using previous shipment
vendor specified on
virtual
purchase, on PO’s

472
478
471
473
475

501
501
501
474

124
124
476
447

490
483, 487
482
485
490

479
493
493
495
495
480
488
487
499
499
497

502
505
502
486, 503
505
504
486
497
126
489, 494
499
485
480
490
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Q

returns

quote handled on invoices 425
printing 440 recording receipt of 427
type of invoice 406 returns slip 410

reverse, cash entry 153
roll-up

R button 336

receipt/disbursement, see cash account item row 334

receivable range row 338
dynamic allocation 32 running balance, on history graph 66
journal 177, 296
locating outstanding items 192 S

receive ordered item 499

receiving marked items 189 sale

reconcile entry of 393
cash account 153 transaction
interest & fees 155 entry 123

reconciled status, of transaction 158, 160 sales _

recurring schedule, on template 129, 143 accessing information 390

refunds 395 as handled by invoices 413

report credits 395
account o4 discounts untaken 203, 225
AP 246 distributing income 396
AR 216 flow of data 389
cash account 172 list of 391
customer 384 refunds 395
GL account report

detail 97 sales list 438
summary 97 transaction detail 437
GL posting 279 transaction summary 437
hypertext 324,353 searching 392
inventory 546 transaction
invoice 438 types of 394
journal 305 sales discounts, see discounts
purchases 500 sales people
sales 436 commission 435
sales people 444 entry of 433
sales tax 446 list of 432
setting audit for GL account 64 report
transaction 127 detail 444
transaction template 146 sales by date 444
vendor 466 statement 445

report template, see financial report summary 444

reports searching 433
AR . sales tax

running balance 209 assigned to customer 368

restricted access entry of 430
account 87 linked records 429
template 143 list of rates 428

restricted status report, record summary 446
template 137
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screens components of 111, 112

conventions for correct, cash entry button 105
apply to... 48 date
dialog 48 discount 120
entry 38 due 119
searching 49 stored with 110
set operations 52 do not post setting 117
sorting 51 entry 30, 109
searching for cash 157,159
account 81 duplicate cash 165
AP items due 223 from multiple allocation 193, 235
AR items due 180 of purchase through AP 244
cash entry 152 of sale through AR 203
customer 363 purchase 124
GL account 59 sale 123
GL posting entry 262,270 general list of 30, 102
inventory 513 invoice related 126
journal entry 304 journal components list 302
purchase 474 note codes assigned to 103
quu;k search butjcon§ 47 posted to the GL 261
setting s.earch criteria 49 printable 160
transaction 106 purchase order related 126
transaction template 131, 137 purchase related 124
vendor 449 purchase, entry of 124
secondary items related ID references 118
on AP allocation report 247 report
on AR allocation report 206 detail 127
service type item 531
set operations 52 Su.m mary . 127
shipping, of invoiced item 497 restricted status, assigned to 110, 166
sort order 51 sale, entry of 123,393
source code 13 status of 160
status, of transaction 160 template 129
stock type item 531 type O.f .
string specification convention 41 perlod. closing 17
reversing 116
using templates 110
T verified 160
tabs viewing correction 120
navigation using F-keys 39 transaction template
template, see transaction template address 140
terms apply to global replace 135
for customer 369 components list 136
for vendor 453 components of 138
tool tips 46 create cash transaction from 165
transaction create transaction from 104
address 120, 163 dates stored with 133
archive records 272 for cash entry 152
associated with inventory 529 for transactions 129
autoallocate 118 list of 129
cash related 121 recurring schedule on template 143
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report
component summary
detail
summary
restricted access
searching
by account
by template
for template
for templates due
updating
transaction templates
entry of
setting alert values
update button
trial balance report

U

unallocated items

searching for
unallocated payments
unallocated receipts
units

inventory stock

inventory weight

item default

item pricing
updating templates
user audit trail, stored in records

\"

value of goods purchased, inventory
account
vendor
address
assigned to inventory
discount
for purchase
removing untaken
distribution account
entry of
finance charge
finance rate
flow of data
list of
notes
payable account
purchase account
report

147
146
146
137,143

132
131
137
135
145

137
136
135
284

180, 224
232
101

530
530
533
532
145

38

account detail
account summary
detail
labels
running balance
statement
summary
searching
by address
by attention
by example
by related
terms
type
changing
verified status
virtual order
invoice
purchase order

X
X
marked AP items

marked AR items
marked FR row

Y

year end close
item on general ledger

Z

zip code, as sales tax identifier

469
469
467
469
469
468, 470
466

451
450
449
451

452, 458
460
160

31, 399
31, 480

230
189
334

277

430

560
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