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General Information

The OPEN SYSTEMS Accounting Software (OSAS™) product line consists of
several accounting applications. Each application addresses a different phase of
your financial operations; together, they form a powerful accounting solution to
your daily and periodic accounting needs.

Customer Support

Open Systems has a strong commitment to customer service and product quality. If
you have difficulty in using Open Systems products, consult the user’'s manual and
other OSAS reference materials. If you need more information, consult a customer
support representative.

The Structure of OSAS

Resource Manager

The Resource Manager application is the foundation or shell of OSAS; it provides
the operating environment that holds the other applications. To use OSAS, you
must run Resource Manager through an operating system based on Mitrosoft
Windows™, Windows 98, Windows N, UNIX®, or Novelf Netwar&®. OSAS
operates on LAN systems, across a web server using the OSAS Web program, and
within a single computer. After you install Resource Manager, you can use it to
install other applications, modify how each application works, and specify how the
overall system operates.

Base applications

Base applications are designed and produced with the largest possible number of
industries in mind. They are most effective when you interface them with each
other. Base applications are usually nhamed after common accounting operations.
Examples are Payroll, Inventory, Accounts Payable, Purchase Order, Accounts
Receivable, Sales Order, and General Ledger.
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The AR System

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

Menu Structure

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

File and code maintenance

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

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

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

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

After you establish the valid codes and IDs through the File Maintenance and
Codes Maintenance functions, you can use the Daily Work functions to enter
transactions that involve a sale. Use the Daily Work functions to track sales, record
payments as they come in, track recurring entries as the money comes due, and
work with transaction batches.

Open invoices and reports

Accounts Receivable offers three categories of reports: transaction, open invoice,
and history

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

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

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

Use the Reports functions as often as you need to produce summarized information
about transactions, commissions, sales analysis, andtko for

Periodic processing

After posting over a period of time, enough information is kept in various files that
the files can get too large and slow down your system. Use the Periodic
Maintenance function to remove period-, quarter-, and year-to-date figures; year-
to-date finance charges; and customer high balances. Use the Purge Selected Files
function to remove specific information from tARHDxxx (Additional

Descriptions History), ARINxxx (Open Invoice), ARRHxxx and ARRExxx

(Recurring Entries), ARHIxxx (Detail History), and ARHSxxx (Summary History)
files according to the date you specify.

Accounts Receivable User's Manual



Introduction The AR System

Master file lists

Information that you enter in the File Maintenance functions is kept in major files.
Use the Master File Lists functions to produce the contents of the files: detail
about sales reps, customers, ship-to addresses, recurring entries, and codes.

File Information

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

Customer files

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

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

» customer ID and description

* customer name, address, and phone and fax numbers

» terms code and distribution code

e customer class, sales reps, and honored payment methods
e credit information

e account information

» tax information

» balance information

*  history information

The ARCCxxx (Customer Comments) file holds comments about the customers

you do business with. Initially you enter comments through the Customer
function.
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Attribute files

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

The ARCDxxx (Codes) file stores information about regular payment terms and
distribution accounts set up in the Terms and Distribution Accounts functions. The
codes serve as a shorthand method to enter descriptions in transactions and to
assign the descriptions to customers. As a result, you can receive payments from
groups of customers based on the terms of payment and distribution accounts with
the codes.

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

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

The ARSRxxx (Sales Rep) file stores information about sales representatives.

When you set up the sales reps in the Sales Reps function, you can specify the sales
rep’s name and personal information, the employee ID, and how the commission is
calculated (based on percentage, kinds of sales, and which parts of the sale are
involved). You can also enter initial values for the history of the sales rep; as

money is collected and information is posted, this information updates the month-
to-date and year-to-date revenue collected through each sales rep. When you enter
invoices, you can assign the sales reps who deal with the customer.

The ARSAXxxx (Ship-to Address) file stores information about shipping addresses.
When you set up the shipping addresses in the Ship-to Addresses function, you can
assign the associated customer ID, name and address, method of shipment, and tax
group. Thenwhen you set up customers, you can assign the shipping address where
the goods for the customer are to be shipped.
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The ARRHxxx and ARRExxx (Recurring Entries) files store information about
transactions that come up repeatedly. The ARRHxxx file stores header and tax
information about each recurring entry; the ARRExxx file stores line-item and tax
information about each recurring entry.

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

Resource Manager files

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

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

The RMTXxxx (Tax Locations) file stores the tax authorities and associated
information. For the classes and descriptions defined in the RMCDxxx file, this file
stores such information as whether the tax class is taxable, the percentage of
markup, the amounts of taxable and nontaxable sales for the reporting period, the
overall tax collected for each class of each group, the general ledger account
number, the tax ID, and whether freight charges are to be taxed.
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The RMGCxxx (Tax Groups) file stores information for each group of sales tax
locations. This file groups one or more related tax locations together to arrive at an
overall sales tax rate that will be used to calculate the tax on a sale (for example,
state, county, and city taxes can be grouped together for a combined effective sales
tax rate).

Temporary files

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

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

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

The ARINxxx (Open Invoice) file stores such summary information as the amount
due and the due date of the sales and miscellaneous credits that were posted from
the ARTDxxx and ARTHxxx files. The items remain on file until they are paid.

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

The ARBTxxx (Batch Control) file keeps track of the transaction batches in use by
each terminal. It is updated each time you enter or change a transaction.
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The ARCTxxx (Transaction Control) file keeps track of the transactions in use by
each terminal. It is updated each time you enter or change a transaction. When you
complete a transaction, the record is deleted.

History files

The history files get information as a result of a post.

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

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

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

File Interaction

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

Invoices and miscellaneous credits
You can enter invoices for sales or miscellaneous credits. When you enter either

type of daily work, the key unit is the invoice. An invoice holds one or more sales
or miscellaneous credits.
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When you enter an invoice, you can record having received all the money or
having received only some of it.

You can copy recurring entries to an invoice. Use the Recurring Entries function to
define the run codes that identify recurring entries. The information is kept in the
ARRHxxx and ARRExxXx files.

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

When you enter a line item for a serialized item or for an item kept in a lot, the lot
number or the serial number, transaction number, and associated line-item entry
number are stored in the ARLSxxx file.

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

Producing reports

Use the Transaction Reports functions to prepare invoices, produce reports, and
post. The information comes from the ARTDxxx, ARTHxxx, and ARCRxxx files.
When you post, information from these files is cleared and you cannot retrieve it.

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

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

* The Sales Journal provides a record of sales you entered in the Transactions
function since the last posting period.

*  The Miscellaneous Credits Journal provides a record of credits (for example,
returns) you entered in the Transactions function since the last posting period.
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The ARINxxx file provides information for several reports and for statements

*  The Open Invoice Report provides a list of invoices, miscellaneous credits,
and cash receipts.

* The Aged Trial Balance provides up-to-date account balance information.

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

»  Statements provide a summary of the month’s transactions.

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

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

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

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

*  The Methods of Payment Journal holds the same information as the Cash
Receipts Journal but is organized by payment method. In this journal you can

also single out information about a particular payment method.

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

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

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

»  The Sales Analysis Report provides an analysis of your company’s sales.
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The Detail History Report provides an analysis of trends in your sales based
on detailed line-item information from each sale: which items are being sold
most, which customers are buying most frequently, how much each item is
being sold for, and so forth.

The Customer Sales Report provides an analysis of customers’ buying trends:
how much you sold to your customers, the gross profit from each sale, the
average invoice amounts, and the number of invoices.

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

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

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

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

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

Posting transactions

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

When you post transactions, several files are affected:

1-14

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

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

The ARCRxxx, ARTHxxx, and ARTDxxx files are purged.
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*  Gross sales figures are updated in the ARSRxxXx file.
* The taxable and nontaxable sales amounts are updated in the RMTXxxx file.
* Lot and serial numbers are removed from the ARLSxxXx file.

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

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

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

* If Accounts Receivable is interfaced with Job Cost, the cost information in the
JOHIxxx (Detail History) file is automatically updated, and the JOBSxxx
(Jobs) file is optionally updated.

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

* Anopeninvoice is created in the ARINxxx file for the total of the payments in
each credit card payment method.

» If Accounts Receivable is interfaced with Bank Reconciliation, deposits for
cash receipts update the BRTRxxx (Transactions) file.
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Relationship between transactions, cash receipts, and open invoices

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

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

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

When you post, the information fromthe ARTDxxx, ARTHxxx, and ARCRxxx

files is moved to and reconciled in the ARINxxx file. This file sorts its information
by invoice number, reconciles overall worth of the transaction with what was paid,
and determines how much is owed. Information stays in this file until you use the
Periodic Maintenance function.

Periodic work

After your files become too large, you will want to clear some data through the
Periodic Maintenance, Purge Selected Files, and Purge Customer Comments
functions.

Periodic maintenance

When you do periodic maintenance for period-end work, several things happen:

*  Newly calculated finance charges are added to the ARINxxx and ARCUxxx
files.
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Period-to-date accumulators are cleared and credit statuses are updated in the
ARCUxxx file.

Aging balances are updated in the ARHSxxx files.

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

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

date finance charges in the ARCUxxx file.

The period in the ARPDxxx table is incremented by one.

When you do periodic maintenance for quarter-end work, several things happen:

All period-end tasks are done.

Quarter-to-date accumulators are cleared in the ARPYxxx and ARCUxxx
files.

When you do periodic maintenance for year-end work, several things happen:

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

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

Year-to-date gross sales amounts are cleared in the ARSRxxx file. You can
also make the system clear the high balance in the ARCUxxx file.
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The following chart shows the effects of periodic maintenance on the ARCUxxx
file:

1-18

S

S

Value Updated (+ or -) Increased Decreased
General Use the Customers

Information function

Customer Use the Customers

Comments function

Sales PTD, QTD, Post sales Postmiscellaneo
YTD, and LY credits

Cash Receipts Post sales Postmiscellaneo
PTD, QTD, YTD, credits

and LY

Discount Taken Post sales Postmiscellaneo

PTD, QTD, YTD,
and LY

credits

S

Discount Lost
PTD, QTD, YTD,
and LY

Post orders

Postmiscellaneo
credits

I

S

pus

pUS

Last Invoice Post sales Postmiscellaneo
credits

Number

Last Sale Date Post sales Postmiscellane
credits

Last Sale Amount Post sales Postmiscellane
credits

Last Payment Date Post sales Postmiscellang
credits

Last Payment Post sales Postmiscellaneo

Amount

credits

ous

S
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Purge Selected Files

The following list shows the effects of purging selected files:

Paid invoices with check dates before the date you specify are removed fro
the ARINxxx file.

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

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

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

Purge Customer Comments

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

Paid invoices with check dates before the date you specify are removed fro
the ARINxxx file.

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

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

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

Accounts Receivable can be used as a standalone application, but you get optimal
use from it when you interface it with other applications.

Inventory

y

Accounts Bank
Receivable[¥ Reconciliation v
General
Ledger

Job Cost

Interfacing applications means that the information you enter in one application
can be transferred to and used in other applications. So it reduces data entry time
and the number of errors that might creep in along the way.

For information about application interfaces, see page 3-9.
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Your manual will help you to install OSAS on any standard machine within many
popular operating systems and help you with your accounting software questions.
In the manual, we use the term “Conventions”, or standards, to help describe

complicated processes, new terms, and to help you use your OSAS applications.

Manual Conventions
This User’'s Manual is divided into three parts, made up of several chapters:
*  The “Introduction” provides an overview of this application and the OSAS
system, including installation procedures, graphical and text-based application

features, and function key references.

* ‘“Installation” explains the steps necessary to begin using this application in
your company, including how to install the application on your system.

* Thelast part of your manual is made of several chapters, each chapter
describing a function group within this application.

Mouse Conventions

The standard mouse has two buttons, left and right, each performing certain
functions. In this manual, we use these terms for using the ncbickaight-click,
double click anddeselect

Theclickis a single press on the left mouse button. Place the cursor over the
desired function, and press the left button to enable, or “select”, that function.

A right-click is a single press of the right mouse button.
To double-click move the cursor over the desired function, and quickly press the
left mouse button twice. If there is too long a pause between clicks, the computer

may interpret your action as two separate clicks and may not perform the desired
function.
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To deselectn object, move the cursor off the icon or folder onto a blank space
within the window and press the left mouse button.

Note I

Some mouse manufacturers allow you to change the function of the mouse
buttons for those who prefer (for example) to use the mouse with their left hand.
In this case, reverse the commands when you use them. For example, a click
refers to a single press of the right mouse button, while the term right-click refer
to a single press of the left button, and so on.

OSAS Conventions

Operations in OSAS follow conventions, or patterns. The conventions used in
OSAS applications are presented below.

Running OSAS

OSAS memory and disk space requirements vary according to the operating system
you use and the size of your data file. ConsulRéeource Manager Users Manual
for more information.
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Starting OSAS

To start OSAS on a Windows machine, double-click the OSAS icon on the desktop
or in the appropriate folder.

To start OPEN SYSTEMS Accounting Software on a non-Windows machine, enter
OSASat the operating system prompt.

The command can recognize three parameters: -t, -c, and -a.

The terminal ID (-t) is the identification code assigned to the terminal you are using
to work with OSAS. On multiuser systems each terminal usually has a default ID
that was assigned when the terminals were added to the system. Use the -t
parameter only when you want to log on with an ID other than the default ID. The
terminal parameter is valid only if you are using Resource Manager for LANS.

The company ID (-c) is the identification code assigned to a company. If your
system carries two or more companies and you do not enter a company ID, the
menu of the company entered by the last person who used the terminal appeatrs.

The access code (-a) is your personal password. ReferRetioeirce Manager
User’s Manual for information about assigning passwords.

The most general expression for getting into OSAS takes all the parameters into
account. For example, if you are on terminal 2, you want to work with company B,
and the password lierxst, specify that information to enter the system:

OSAS -tT2-c B -alerxst
You can enter the parameters in any order, and you can use any combination. You

must leave a space between the parameter mark (-t, -c, or -a) and the parameter
itself.
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Menu Conventions
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When you start OSAS, the Main menu, which presents the applications you can
use, appears. If you are using the Resource Manager for UNIX or DOS, the Text
menu appears. If you are using the Resource Manager for Windows, you can
choose between the Text Menu, Graphical Menu, or Start Menu. In Windows, use
the Workstation Configuration Defaults function in Resource Manager to select the
style of menu you want displayed. The following pages describe how you use each
of these types of menus.

Favorites Menu

The Favorites menu operates in the text-based format as well as in the graphical
formats. The Favorites menu allows quick and easy access to the OSAS function
you use most, allowing you to add selections for entire menus or particular
functions.

With the Favorites menu, you save time in no longer switching to and fro
commonly accessed applications. For example, if you have application entries in
Transactions (Accounts Payable), Transfer Journals (Inventory), and Edit
Transactions (General Ledger), rather than enabling each application menu by
menu, you could set up a Favorites Menu where, with one press of the enter key or
a click on the button, your application would be open for work.

Favorites Menu: Graphical Style

— Faworites hienu - TOOD

AP Transactions |

GL Edit Transactions |

IN Transfers Joumal |

For Favorites Menu set up information, see page 1-39.
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Text Menu

The Text menu can be used on all OSAS compatible systems. Using text-based
menus, the Text menu (shown below) offers easy access to your applications.

Text Main Menu

#ii0SAS T00D

Settings Edit Print Help
SAMPLE DATL PATH
06/05/1999 Company H - Builders Supply 10:12 LM

Main Menu —‘
— EResource Manager —‘

Workstatien Configuration

Colors
Kevhoard
Devices
Defaults

TOO0———— OFEN SYSTENS (R) Accounting Softvare —|JoSRevOEEesE—

When you select an application, the application’s menu, which presents several
related functions, is superimposed over the Main menu. Selecting a function leads
you to a function screen or to another menu.

You can select applications from the Main menu in these ways:

*  Use the arrow keys to move the cursor up or down, highlighting the
application you want to use. Then prégDn or Enter to select it.
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Introduction

Press the first letter of the application you want to use. The cursor jumpsto the
first application beginning with the letter, press the letter key or the down
arrow until the application you want is highlighted. When your choice is
highlighted, pres®gDn or Enter to select it.

Position the mouse cursor over the application and click. The application will
briefly highlight and switch to the application screen.

To jump to the first application on the menu, preigsne. To jump to the last
application on the menu, pregsd.

To select a function from an application menu, highlight and select your choice
the same way you do on the Main menu—with one exception: you carPgi2ss
only when an option leads to another menu, and you mustpnéssto select a
function.

On an application menu you can pregdJp to move to the menu immediately
above it. If you are several menu levels away from the Main menu, you can return
to the Main menu by pressiUp repeatedly or by pressing tiiab key.

You can exit from a menu in three ways:

Press thégUp key to go to the previous menu (one menu up)
Press th&@ab key to go to the Main menu
Use theExit (F7) command to go to the operating system.

Function Keys Used in the Text menu

1-26

Most keyboards have a set of function keys (usually labeled with the frettied a
number). Within the menu, commands are assigned to these function keys. You can
use the commands to work with data entry screens.
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Text Menu
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Except for theCommand Help (Esc), theJump (Tab) commands, and thenter
key, you can use the Keyboard function in Resource Manager to reassign any
function key to any command.

Key

Esc
(Command help)

F1
(Function Help)

F2
(Favorites Menu)

F3
(Change Company)

F4
(Access Code)

F4 (twice)
(Other Menu)

F5
(Live/Sample swap)

F6
(Workstation Date)

F7
(Exit)

F9
(Application Setup)

F10
(Add to Favorites)

Operation

Views the list of commands for the menu. (To close the
commands window, press any key.)

Displays help information for this function.

Displays the Favorites menu or changes to the regular menu
from the Favorites menu.

Allows you to switch between companies.

Displays the Access Code prompt.

Opens a menu of utilities. A calculator and Global Inquiry
(which consolidates and presents information from other
applications) are some of the utilities on the Other Commands
menu. See thResource Manager UsersManudbr

information about the utilities on the Other Commands menu.

Switches between live and sample data.

Displays the current workstation date and allows you to
change it.

Exits from OSAS.

Allows certain functions to be set up. Works only in certain
applications. The application’s user's manual will describe the
function if necessary

Allows you to add to and delete from your Favorites menu.
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Key

Shift + F5
(Change menu style)

Shift + F2
(Application Info)

PgUp
(Start over)

Tab
(Jump)

Enter

Up Arrow
Down Arrow

Ctrl+ G
(Bell on/off)

Operation

Switch between text and graphical menu styles without going
into Defaults.

Displays information about the applications you have
installed.

Move back one menu level.

Move back to the Main menu.

Select a menu or function from a menu.

Move the cursor up or down through the menu selections.

If the bell is turned on, it sounds at an error or when you must
verify a command. To turn off the bell, use this command or
the Defaults function in chapter 3. To turn the bell back on,
use this command again.
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There are two types of graphical-style menus to choose from. The standard
Graphical menu features application buttons that resemble many Windows
functions. The Start Main menu is hamed because of its functional resemblance to
the Start menu in Windows 95 and Windows NT. Featuring graphical displays,
access huttons for your installed applications, and allowing access to OSAS
functions via both the mouse and function keys, both graphical-style menus allow
you a greater selection of interaction with OSAS and your data.

Both graphical-style menus are available in a Windows environmentonly.

Much like the Text menu, when you select an application in either graphical menu,
the application’s menu, presenting several related functions, is displayed beside the
Main menu. Selecting a function leads you to a function screen or to another menu.

If you are using the Graphical menu, click the appropriate button with the mouse to
select an application from the Graphical menu. To select a function from an
application menu, click the function’s button with the mouse the same way as you
do for an application.

If you choose the Start menu you can select applications from the Main menu in
these ways:

* Use the arrow keys and preSater
. Click the selection
. Hold the mouse over the selection

From any application menu, you can select a button from the previous menu to

move directly to that menu. If you are several menu levels away from the Main
menu, you can return to the Main menu by clicking items on previous menus.
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Graphical Main Menu

#7000 - OPEN SYSTEMS® Accounting Software M[E 3
Ele Tools Favoites Other Help

el ] Sk

[ hain henu

i~ Date and Time
08/27/1938
1:34 PM

H  Builders' Supply j

Data Set
i Live Data
" Sample Data

i i i et

— Resource hEnager = —Waster File Lsts

Bank Reconciliation Workstation Configuration hdenu List

Bill of Waterials/kitting Inztallation Backup/Restors Commands List

Executive Information Summany

Company Setup #pplication Information List

Fixed Assets #pplication Serup

i Company Information List

General Ledger Data File Maintenance Help Screens List

Imvertory System File haintenance Inguiry WWindow Definitions List
Job Cost Reports Global Inquiry WWindow List
ODBC Kit Master File Lists Tables List

0345 Wb Courtry Codes List

Purchase Order Tax Locations List

Sales Order Tax Groups List

Resource Managar Options and Interfaces List

OPENM S7STEMS® Accounting Software

M

il

b
!

&“
7]
-
1)
=l
m
2
/]
z
[ 1]

You can exit from a Graphical menu in these ways:

select a button from a previous menu

press thd&ab key to go to the Main menu

click the Close box in the upper right hand corner of the window to close
OSAS (on Windows 95 and NT only)

use the Exit (F7) command to close OSAS

select Exit from the File Menu to close OSAS
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Start Main Menu

1 T000 - OPEN SYSTEMS® Accounting Software IS E3

Ele Tools Favoites Other Help

Elled 1 2 = 9)

Date and Time Data Set
08/27/1338 i Live Data
1:31 PM 1 Sample Data

Bank Reconciliation

Bill of Materialsfiitting
Executive Information Summary
Fixed Assets

H  Builders' Supply j

@PEH
Ym
ccounii ng

S oftware

General Ledger
Inventory

Job Cost

ODBC Kit
OSAS WWeb

Purchase Order
Sales Order

R R ] R

¥ ¥ ¥ Y Y YYTXYYYYY

7] o e o )

Wodstation Configuration w

Installation

Company Setup
Application Setup

Data File Maintenance

Gystem File Maintenance
Reports
I aster File Lists

¥y r*yY vy

Sy Menu List

L> R\ Backup/Restore Commands List
S Aplication Information List
Ry Company Infarmation List
R[S Help Sereens List

K Definitions List
“iy  Global Inquiny Window List
Sy TablesList

Ry Country Codes List

>
& Tax Locations List
S
S

Tax Groups List
Options and Interfaces List

OPEN SYSTEMS® accounting Software

You can exit from a menu in these ways:

»  press the left arrow key to go to the previous menu (one menu up)
* hold the mouse over a different menu ite

» press th&@ab key to go to the Main menu

» click the Close box in the upper right hand corner to close OSAS
» use the Exit (F7) command to close OSAS

»  select Exit from the File Menu to close OSAS
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Special Commands in Graphical menus

Right-click to display the Special Commands menu, which allows you to perfor
these special tasks:

From the standard menus:

* add a function or menu to the Favorites menu

* change to the Favorites menu

» change from live to sample data and vice versa
» display information about a function

»  perform special application setup

From the Favorites menu

* remove a function or menu

» change to the Main menu

» change from live to sample data and vice versa
» display information about a function

»  perform special application setup

Menu Keys

Most keyboards have a set of function keys (usually labeled with the fetted a
number). In OSAS, commands are assigned to these function keys.

Key Operation

F1 Displays the list of Icons and Functions keys available to you.
(Key Help)

F2 Displays the Favorites menu.

(Favorites Menu)

F4 Displays the Access Code dialog box.
(Access Code)

F5 Switches between live and sample data.
(Live/Sample swap)
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Key Operation

F6 Displays the current workstation date and allows you to
(Workstation Date) change it.

F7 Exits from OSAS.

(Exit)

F9 Allows certain functions to be set up. Works only in certain
(Application Setup) applications. This application does not use an application

setup function.

F10 Allows you to add to and delete from your Favorites menu.
(Change to Favorites)  (works only with Start-style menu).

Right-click Displays the a functions display box.

Shift + F5 Switch between text and graphical menu styles without going
(Change menu style) into Defaults.

Shift + F2 Displays information about the applications you have
(Application Info) installed.

Window Title Bar Menus

When working using the graphical menus, you can use the pull-down menus and
icons(graphicaltool button$ to access functions without using the function keys.
While the function keys still work in the graphical menus, the menu bar and icons
offers you a choice in how you access certain functions.

Using the mouse, move the cursor to the menu and click once, or, click on an icon
for the function desired. Pictured below is the OSAS pull-down menu/icon
selection.

File Toolz Favortes Other Help

Bl 2| =l i = S
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File Menu

Iools Favortes  Other Help

Access: code <Fd> ﬂg
Sample data et <F5>

Workstation date  <FE>

Exit <F7>

Command Icon Key Result
Access code F4 Displays the Access Code dialog
@ml box. See Access Code dialog box
below.
Sample data set F5 Toggles between the Sample Data
or Live Data set and the Live Data.
Workstation date F6 Displays the Workstation date dialog
@I box. See Workstation Date dialog
box below.
Exit F7 Exits from OSAS

Access Code dialog box

1. Enter the access code.

2. Click OK to save your entry and return to the Main Menixit to abandon
the dialog box and return to the Main menu.
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Workstation Date dialog box
[X]

o< 1]

06/0371998 4 5em bate |
Abandon I

Exit |

Enter the date, or use the up/down buttons to increase or decrease the date.

2. SelectOK to change the workstation dafystem Dateto change the
workstation date to match the operating system Aasndon to exit without

changing the date, &xit to return to the Main menu.

Tools Menu
File QNN Favortes Other Help
EI Lalculator |§IE|9|
Command Icon Key Result
Calculator Displays the Windows calculator.

Favorites Menu

File Tool: WEERENICER Other Help

EI@I EE LChange to Favarites <F2» |

Command Icon Key Result

Change to F2 Displays the Favorites menu/Main

Favorites GI menu. Se€avorites Menwn page
1-39
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Other Menu
File Tools Favarites Help
EI@IE_[EI&I ] Calculator

Execute an Dperating System Command
Call a PRO/S Program

Product Suggestions

Application Options |nquiry

Global [nguiry

General Information |naquiry

Suppart Information

Uszer Comments

Inventary Price Calculator

The Other menu contains a set of utilities. A calculator and Global Inquiry (which
consolidates and presents data from other applications) are some of the utilities on
the Other menu. Sebe Resource Manager Users Manufdr information about

the utilities on the Other menu.

Help Menu

File Toolz Favorites cher

|| 7| EE = Hel <F1»
@I@IM—I Eli Qboput 0548
Command Icon Key Result
Help F1 Displays the online help
2]
About OSAS Displays the About OSAS dialog

box.
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Toolbar Icons

Hle=lr) 2 El bl = o
There are three icons on the toolbar that were not described above.

Icon Key Result

Displays the Application Information dialog
box.

Opens an MS-DOS prompt.

Displays a screen for calling any BBx program

i: that does not require variables to be passed to
g it. Seethe Resource Manager Users
Manual

Other Graphical Screen Features
The graphical screens offer more than shortcuts to application functionssionver
6.0, you can, at a glance or with a mouse click, determine the date and time, switch
between live and sample data, and switch between companies and their data sets.

Date and Time

D ate and Time
0E/03/1933
220 PM

The workstation date and time are displayed.
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Data Set

Data Set
" Live Data
* Sample Data

Check the Live Data radio button to work with live data. Check the Sample Data
radio button to work with sample data.

Change Company Field

IH Builders Supply j

Select the company to change to.

1-38 Accounts Receivable User's Manual



Favorites Menu

Your Favorites menu saves time in moving between applications, opening and
closing submenus and application menus, and allows easy access to your common
applications. By setting up your Favorites menu, you can access your most-used
functions or submenus by pressing the F2 button (or selecting the mouse pull-down
menu).

Favorites Menu: Text Style

Favorites Menu - TOOO

AP Transactionsg
GL Edit Transactions
IN Transfers Journal

There are two ways you can set up your Favorites menu, depending on if you use
the text-style menu or the graphical-style menus.

To set up the text-style Favorites menu, follow these steps:

1. Move your cursor to the submenu or application that you want placed in the
Favorites menu.

2. Press F10.
You can press F2 to verify your selection was added to your Favorites menu.
To remove an application:

1. Press F2 to display the Favorites menu.

2. Move your cursor to the submenu or application you want removed.

3. Press F10.
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Favorites Menu: Start-Style

& AP Transactions
3 5L Edit Transactions

IM Transfers Joumal

To set up the graphical-style display (you can find an example of the graphical-
style Favorites menu on page 1-24), follow these steps:

1. Position the cursor over the submenu or function you want placed into your
Favorites menu.

2. Right-click on the function or submenu. The Favorites menu set up box
(shown below) appears.

— Purchazes Joumal

Add to Favorites

Change to Favartes

AP Setup

Function Information

Live Data |

3. Click on Add to Favorites.
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Favorites Menu

Screen Use

Screen

Add to/Remove Favorites

Change to Favorites/Main

Sample data/Live data

Setup

Function Information

Accounts Receivable User’'s Manual

Description

Use the Add to/Remove Favorites menu button to add the
desired submenu or function to or from your Favorites
menu.

Toggles your display menu between your Favorites menu
and your Main menu.

Switches between your sample data and your live data.

Clicking on this button or pressing F9 sets up the selected
application. Setup works only in certain applications. If an
application requires a setup function, you will find
instructions in that application’s user's manual.

Displays information about the selected function.
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Function Commands

Once you select an OSAS application function from the menu, the function screen
appears. The way that you enter data on OSAS screens is consistent from function
to function. To move around the OSAS screens you use the function commands
described below.

Most keyboards have a set of function keys (usually labeled with the frettied a
number). In OSAS, commands are assigned to these function keys. You can use the
commands to work with data entry screens.

Except for theCommand Help (Esc andJump (Tab) commands and thenter
key, you can use the Keyboard function in Resource Manager to reassign any
function key to any command.

Key Operation

Esc View the list of commands for the screen you are on and the

(Command help) field you are in. (To close the commands window, press any
key.)

F1 Get information about the field you are working on.

(Help)

F2 Make a selection from a range of entries for a field if the

(Inquiry) Inquiry flag appears at the bottom of the screen.

F3 Delete the information on the screen. Since this command can

(Delete) delete an entire record, use it with caution.

F4 Open a menu of utilities. A calculator and Global Inquiry

(Other) (which consolidates and presents information from other

applications) are some of the utilities on the Other Commands
menu. Se¢he Resource Manager Users Manuak
information about the utilities on the Other Commands menu.

F5 Move the cursor back to the first field on the screen or to the

(Abandon) first field after the key field. The entries and changes you
made are erased.
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Key

F6
(Maintenance)

F7
(Exit)

F8
(List)

Shift + F2 (Information)

PgUp
(Start over)

PgDn
(Proceed)

Tab
(Jump)

Enter or Down Arrow
(Enter)

Up Arrow

Ctrl + V
(Verification on/off)

Ctrl+ G
(Bell on/off)

Ctrl+ F
(Quick on/off)

Operation

Go directly to the appropriate File Maintenance function to
update information about the field you are in if the Maint flag
appears at the bottom of the screen.

Exit from a screen or a window and disregard everything you
entered.

Send the contents of the screen to a printer or a text file.

Open an Information menu. Each selection on the menu is an
information window that you can access if the Info flag
appears at the bottom of the screen. Each window contains a
category of information about the field you are in.

Move the cursor back to the first field on the screen or to the
first field after the key field without erasing the entries or
changes you made.

Approve the data on the screen, change the file accordingly,
and proceed to the next spot (field or screen).

Move the cursor to the next block of data on the screen or to
the next field that requires an entry.

Move the cursor to the next field and accept the data entered.

Move the cursor up (or back) one field. If you changed the
information in the field you were in before you used this
command, the change is lost when you move the cursor up.

If verification is turned on, you must press a key twice to
verify that you want to perform that operation.

If the bell is turned on, it sounds at an error or when you must
verify a command. To turn off the bell, use this command or
the Defaults function in chapter 3. To turn the bell back on,
use this command again.

If this option is turned off, the cursor stops at every field

possible. To make the cursor skip the fields that do not require
an entry, use this command to turn the option on.
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Key Operation

Ctrl+ O If this option is turned on, the applicable function keys are
(Showr/hide function displayed on the screen. If this option is turned off, no keys are
keys) displayed.

Help Commands

When you use thilelp (F1) command, three commands become available for you
to use on help screens.

Key Operation
F3 Delete the help screen contents.
(Delete)

To recover a deleted help screen, copy the xxHELP file from
the distribution media to the /PROGxx subdirectaeryi¢ the
application ID). The copying process overwrites changes you
made to other help screens.

F6 Edit a help screen.

(Maintenance)

F7 Exit from the help screen and close the window
(Exit)

In-Field Editing Commands

When the cursor is in a field that contains information, you can use the following
keys and commands:

Key Operation

Right Arrow Move the cursor to the right.

Left Arrow Move the cursor to the left.

Del Delete the character the cursor is on.
(Delete)
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Key Operation
Ins Switch insert mode on and off. When the Insert flag appears at
(Insert on/off) the bottom of the screen, characters you type push characters

after the cursor off to the side. When insert mode is turned off,
characters you type write over existing ones.

Home Move the cursor directly to the beginning of the field.

End Move the cursor directly to the end of the field.

F9 Restore a field to the way it was before you changed it. You
(Undo) can use this command only while you are in the field; once

you move past it, you must use tAbandon (F5) command
to clear the field.

F10 Delete the characters in the field to the right of the cursor. If
(Delete to end of line)  insert mode is turned off and you enter a character in the
field’s first position, everything in the field is deleted.

Inquiry Commands

When you use thenquiry (F2) command, several other commands become
available for you to use in the inquiry window.

Note I

To shorten your data search, use a partial-key inquiry to cut down the size of the
inquiry list. For example, if you know that the ID starts witkenterd in the ID

field before you use thequiry command. The inquiry list will start withand

run through the end of the list.

Key Operation

PgUp Display the previous page of the window.
PgDn Display the next page of the window.
End Move directly to the last item on file.
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Key Operation

Home Move directly to the first item on file.
Down Arrow Move down one item.

Up Arrow Move up one item.

Ins Enter a string of information.

(Look up)

If you have an idea of what you are looking for and the ID is
longer than one character, you can make a partial-key inquiry
to cut down the size of the inquiry list. For example, if you
know that the ID starts witi, enterJ in the ID field.

F7 Leave the Inquiry window without selecting anything.

(Exit)

Enter Select the item the cursor is pointing to.

Esc Open a window that shows Inquiry window commands and
(View commands) the window ID.

Inventory Search Commands

If you use the Inventory application and the cursor is in an Item ID field, you can
use any of thénventory Searchcommands to search for information about items
and select an item for entry in the field you are in.

Key Operation
Shift + F3 Search for items with a specified alias listed as an alternate
(Alias Lookup) item. When you enter the alias, you can use*tharid “?”

wildcard characters to restrict or widen the search.

Shift + F4 Search for an item based on customer ID or vendor ID.

(Customer/Vendor When you enter the customer or vendor ID, you can use the

Lookup) “*” and “?” wildcard characters to restrict or widen the
search.
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Key

Shift + F5
(Detail Lookup)

Shift + F6
(Lot—Item Lookup)

Shift + F7
(Serial Number—Item
Lookup)

Shift + F8

Operation

Search for detailed information about an item. You can
enter search information in any of the fields that appear,
using any of the following wildcard characters to restrict or
widen the search:? <> =

Search for an item based on lot number. When you enter the
lot number, you can use th&™and “?” wildcard characters
to restrict or widen the search.

Search for an item based on serial number. When you enter
the serial number, you can use thédnd “?” wildcard
characters to restrict or widen the search.

Search for an item based on item description. When you

(Item Description Lookup) enter the description, you can use thednd “?” wildcard

Report Commands

1-48

characters to restrict or widen the search.

You can use the following commands when a report is displayed on the screen:

Key
PgUp
PgDn
Home
End

F7
(Exit)

Left Arrow
Right Arrow

Tab
(Toggle)

Operation

Move to the previous page of the report.

Move to the next page of the report.

Move directly to the top of a group of pages.
Move directly to the bottom of a group of pages.

Exit to the menu from any point in the report.

Move left one character.
Move right one character.

Toggle between the left and right halves of a report.
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Key Operation

Up Arrow/Down Arrow  Move a line up and down the screen to line up information
when you toggle between halves of a report.

Scroll Region Commands

When the prompt (>) is in a line-item scroll region, you can use the following

commands:

Key Operation

Down Arrow Move down one line item.

Up Arrow Move up one line item.

PgUp Move to the previous screen or to the first line if you are on
the first screen.

PgDn Move to the next screen or to the last line if you are on the last
screen.

Home Move to the first line item in the entire list.

End Move to the last line item in the entire list.

F3 Delete the line item at the prompt (>).

(Delete)

Ins Insert a line item at the prompt (>).

(Insert)

Enter Edit the line item at the prompt (>).

(Edit)
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Selecting a Range of Information

To produce a report, you must specify the amount of information you want in the
report.

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

*  To limit the amount of information in the report, enter the range of
information in the From-Thru fields. For example, if you want a report to
include information only about vendor ACE001, enter ACEOO1 at both From
and Thru. If you want the report to include information only about vendors
that start with CO, enter CO at From and COZZZZ at Thru.

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

Sorting

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

Sorting by alphabetical codes or IDs iseasy. For example, tA€lDcomes
before the ICBB because A comes before B.
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But take notice when you enter codes or IDs that consist of something other than

letters; the order might not be what you expect. For example, if 20 items are labeled

1 through 20 and you want all of them to be in a report, you might enter 1 at Fro

and 20 at Thru, expecting them to be listed 1, 2, 3. .. 19, 20. However, since OSAS

sorts in alphabetical order, they are listed in a different order: 1, 10-19, 2, 20, 3-9.

To prevent that situation, pad extra spaces in codes and IDs with zeros so that

numbers in alphabetical order are also in numerical order. In the example above the

items would be labeled 00000000000000000001 through 00000000000000000020.

Output Device

Report functions screens offer four output options: printer, file, screen, and end.

*  When you need a hard copy of a report, sékeahd either accept the printer
that appears or enter the code for the printer you want to use.

If applicable, selecs if you want the report to be in standard-size pri@ dr
you want it to be in compressed print.
If you want to stop printing after it has begun, préss + Break.

» If you want to save the report as a data file—for example, to include it in a
word-processed report (in CR-LF format)—selecThe data path for the
workstation, including the default drive, appears if it is specified in the
Defaults function. Enter the filename and file extension, using no more than
35 characters overall.

*  To preview the report—you must be using the Visual PRO/5 Interpreter and
have a sysprint printer in your CONFIG.BBX file—sel&tt
If applicable, selecs if you want the report to be in standard-size pri@ dr
you want it to be in compressed print.

In the Printer dialog box that appears, select a sysprint printer and press
Enter. The report is displayed on the screen.
1-52 Accounts Receivable User's Manual



Introduction Reports

» To view the report on the screen, sel8clf the workstation default for
compressed charactersriactive the report is displayed in standard character
mode. If the default iactive you can select standard mode or compressed
mode. See your terminal documentation and the section on the termcap file in
theUser’s Reference Guide (PRO/5)

If the messag&nd of Pageappears at the bottom of the report screen, you
can pres&nter to generate the next page of the report. If the meEsabef
Report appears at the bottom of the report screen, you cangpressto exit
to the menu you selected the report from.

» If you need to change some selections before you produce the report:select

and then presBnter. To end the function and return to the menu without
producing the report, seleEtand then use thexit (F7) command.

Accounts Receivable User’'s Manual 1-53






Installation and Conversion

Installation
Conversion

Accounts Receivable User’'s Manual

2-3
2-5

2-1






Installation

You can put this version of Accounts Receivable on the system in one of two ways:
you can install a new system, or you can convert the old files and upgrade the
system. Installation is explained in this section. Conversion is explained on page
2-5.

The Accounts Receivable system needs a minimum of five megabytes (5M) to
work correctly with programs, sample data, Report Writer data dictionaries, and
Report Writer reports and instructions. In DOS environments, the system runs best
when at least 520 kilobytes of main memory is free foruse. You might want to

make adjustments to your system before you install Accounts Receivable. In other
environments, 2 megabytes or more of memory allows the system to run at its best.

Installing Accounts Receivable

1. If you plan to use General Ledger and/or Job Cost with Accounts Receivable,
install and set up the current version of those applications in that order.

2. If you plan to use Inventory, install it and set it up.

3. If you plan to use Bank Reconciliation, install it and set it up.

4. Install Accounts Receivable.

5. If you plan to install Sales Order, install it immediately after installing

Accounts Receivable. See tBales Order UsersManuafor information
about installing Accounts Receivable and Sales Order at the same time.
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You can put this version of Accounts Receivable on the system in one of two ways:
you can install a new system, or you can convert an older version of Accounts
Receivable to the current version, keeping your old files intact. Installation is
explained in chapter , section . Conversion is explained in this section.

Use the Data File Conversion function on the Company Setup menu in Resource
Manager (see thResource Manager User’'s Manual upgrade Accounts
Receivable. You can upgrade it from version 3.2, 4.0x, 4.1x, 4.5x, or 5.0x . If you
want to convert to version 6.0 from a version earlier than 3.2, contact a client
support representative.

Note I

You do not need to convert Accounts Receivable files from versions 5.1x and 5.2x
because the file structures have not been changed in version 6.0. There is an
optional conversion available for the ARHIxxx file if you are converting from
version 5.1x. See page 2-8 for more information.

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

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

*  Back up your data.

*  Make sure that no unposted transactions are in your current version.

*  Make note of the version number of the application you are converting from.

The Data File Conversion function has no way of determining the information
from within the function.
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Consider Your Setup

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

Tax classes, locations and groups are kept in Resource Manager (the RMCDXxxXx,
RMTXxxx and RMGCxxx files). If you want Accounts Receivable to still use the
information from the original files, use the Data File Creation function on the
Resource Manager files first. The Accounts Receivable conversion then moves the
information from the old files to the new ones.

Converting to 6.0

2-6

SelectData File Conversionfrom the Company Setup menu in Resource
Manager. The function screen appears.

Settings Edit Print Help

Data File Conversion
Select directory on which to create files.
1. D:/05A560/ samp le/

1
Enter directory that contains the files to be converted.

Do you want source files erased after conversion?
Do you want conversion to pause if a problem is found?

Appl Description Version Appl Description Version

Company H IﬂE!!ﬁl—
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1. Enter the number of the target directory. (The system assigns a number to
each OSAS data path with assigned values.)

If you have only one valid data path, it is displayed and you cannot change it.

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

3. If you want source files to be erased after conversion, ¥niénot, entem.

4. If you want the conversion process to pause if a problem occursyeiiter
not, enteN. The system considers evidence of data not converting correctly
or file corruption a problem.

5. EnterAR in the Appl columnAccounts Receivablgppears.

6. Enter your present version number of Accounts Receivable, andgress
(When you enter OSAS, the copyrights screen shows the version of Accounts
Receivable you have.)

7. If data files already exist for AR in the intended destination path, the
following prompt appearsAR Data files exist. Do you want this task to
erase them If you want to erase the existing files and convert the files from
the version in the source path, en¥erif not, entemN. If you enter N, you
must change your entries so that no conflict exists.

8. To convert, use theroceed(PgDn) command.

9. The following prompt appear®o you wish a printout of error log after
each application If you want the error log to be produced after files are
converted for each application, en¥erif you want the log to be produced
after files for all applications are converted, eitelf you are converting
only Accounts Receivable files, your answer to this prompt makes no
difference.

If a problem occurs and you indicated that you want the system to pause when

a problem occurs, a prompt alerts you. To stop the conversion process, enter
Y. To let the conversion run its course and investigate later, Mnter

Accounts Receivable User’'s Manual 2-7



Conversion Installation and Conversion

10. When the process is finished, the files are converted. Select the output device
for the error log, if one occurs.

After conversion is finished and the error log is produced, the Main menu with
Accounts Receivable 6.0 added appears.

Optional Conversion from 5.1 to 6.0

A new key in the ARHIxxx (Detail History) file affects the speed of processing the
Tax Audit Report. If you do not use this option, the report will be printed correctly,
but it will be processed more slowly.

1. Enter any Accounts Receivable menu.

2. Pres$4twice.

3. SelectCall a BBx Program.

4. Enter the program nameRCVTHI .

5. Use theProceed(PgDn) command.

When the conversion is finished, the menu you started from appears.
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Setup Considerations

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

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

* achart of accounts for your business

» identification and credit information about your customers

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

» alist of unpaid invoices organized by customer or an aging report

Codes and IDs

When you set up the system, you assign codes and IDs to tell the system how to
identify each item on file. The system uses these identifiers to organize the
information in reports and inquiry windows.

The system arranges code characters in a particular order. In the following list
codes and IDs are sorted from lowest to highest, and dashes represent blank spaces.

000000
000001
1
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The organization of these codes illustrates the following principles:

*  The system reads codes from left to right until it finds something other than a
blank space.

* Items that make up a code aevayslisted alphabetically. The items are
listed in this order for each position:

blank spaces

characters (-, *, /, and so forth)
numbers (0-9)

uppercase letters (A-Z)
lowercase letters (a—z)

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

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

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

»  To prevent organization problems, use zeros to make all IDs the same length.
If IDs are divided into more than one part, the parts should be the same length
in every ID. Do not use spaces to divide IDs into more than one part. For
example, use ACE-01 and ACE-11 instead of ACE-1 and ACE-11 or ACE 01.
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If you use letters in IDs, use either all uppercase or all lowercase letters so that
the IDs can be sorted correctly.

Use descriptive IDs. For example, WIN0OO1 and WINOO2 are more descriptive
IDs than 000001 and 000002. (If you already use a numbered system, you
might want to stick with it.)

If you want to sort items by a patrticular attribute—name or group—put the
attribute in the ID. For example, to organize customers by name, put the first
characters of the name in the customer ID.

To ensure that you can insert new items into a sequence, use a combination of
letters and numbers that leaves room in the sequence for later additions. For
example, setting up two consecutive IDs of WINOO1 and WINOO5 leaves

room for three customers in between.
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Setup Checklist

Follow the steps below to set up the Accounts Receivable system. Each step is
explained in this section.

1.

2.

10.

11.

12.

Set up the options and interfaces.
Build the tables.

Build the sales/COGS and distribution accounts, terms codes, and shipping
methods.

Build the ARSRxxx (Sales Rep) file.

Build the RMTHxxx (Tax Location Header), RMTDxxx (Tax Location
Detail), RMGCxxx (Group Code), and RMCDxxx (Tax Class Code) files in
Resource Manager

Build the ARPYxxx (Payment Methods) file.

Build the ARCUxxx (Customer) file.

Build the ARSAxxx (Ship-to Address) file.

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

Enter initial balances.
Set up access codes.

Set up a backup schedule.
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Options and Interfaces

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

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

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

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

Bank Reconciliation

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

Inventory
When Accounts Receivable is interfaced with Inventory, accounts receivable
transactions update the quantities in use in the Inventory item records, and posting

in Accounts Receivable updates the item stock quantities, dates, and balances.

Options and Interfaces screen

SelectOptions and Interfacesfrom the Resource Manager Company Setup menu.
The Options and Interfaces screen appears.
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The name of the company you are working with is displayed. Specify whether the
Options table isharedor owned.(See théResource Manager User's Manualr
information about Options tables.) Then emtBr as the application ID. The
Accounts Receivable Options screen appears.

Settings Edit Print Help

Data File Conversion
Select directory on which to create files.
1. D:/05A560/ samp le/

1
Enter directory that contains the files to be converted.

Do you want source files erased after conversion?
Do you want conversion to pause if a problem is found?

Appl Description Version Appl Description Version

Company H IﬂE!!ﬁl—

Enter = toggle, Goto, Write
To toggle an option (for example, between YES and NO), [Eessr.

To move the prompt (>) directly to a different option, pteés$hen enter the
option number.

When you are finished selecting options, pk¥st® save your entries. Then exit to
the Options and Interfaces screen. Select another application whose options and
interfaces you want to change, or exit to the Resource Manager Company Setup
menu.

1. Toggle toYES or NO to indicate whether or not you want to interface

Accounts Receivable with General Ledger, Inventory, Job Cost, and Bank
Reconciliation.
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The interface options work independently of each other. You can respond to
them with any combination of Ys and Ns.

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

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

4. Toggle toYES or NO to indicate whether or not you want to enter 1 to 10
lines (35 characters each) of additional text for each line item on invoices,
miscellaneous credits, and recurring entries. If you select NO, the ARDEXxxx
(Additional Descriptions) file is not used.

5. Toggle toYES or NO to indicate whether or not you want to use additional
descriptions stored in Inventory. If Accounts Receivable is not interfaced with
Inventory or if you do not use additional descriptions, this option is 9¢0to
and you cannot change it.

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

7. Toggle toYES or NO to indicate whether or not you want to keep additional
description history. If you elected not to use additional descriptions, thi
option is set tdtNO and you cannot change it.

8. Toggle toYES or NO to indicate whether or not you want to keep summary

(totals) sales history. If you select NO, the ARHSxxx (Summary History) file
is not used and you cannot print summary history reports.
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9. Toggle toYES or NO to indicate whether or not you want the unit cost of
inventory items to be displayed when you enter line items. If Accounts
Receivable is not interfaced with Inventory, this option is set to NO and you
cannot change it.

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

11. Toggle toYES or NO to indicate whether or not you want to be able to enter
an expired credit card as payment for a transaction. If you select YES and
enter a credit card whose expiration date has passed, a warning message
appears.

12. Toggle toYES or NO to indicate whether or not you want quantities and
guantity breaks to be displayed when you enter line items.

13. Toggle toYES or NO to indicate whether or not you want to be able to print
invoices online as you enter them. If you select NO, you can print invoices
only in a group after you have entered them.

14. Toggle toYES if you want to use plain paper invoices. Togglé\iO if you
want to use forms.

15. If you elected to use forms for invoices, toggleASER, 8 1/2 x 11 or
STANDAR to indicate the type of invoice form you use.

16. Toggle to¥ES or NO to indicate whether or not you want to use prenumbered
invoice forms. If you select YES, the system will overwrite invoice numbers
you enter. If you select NO, the system will use the invoice humbers you
enter.

17. Toggle torES if you want to use plain paper statements. Togghiaf you
want to use forms.

18. If you elected to use forms for statements, toggleA®ER, 8 1/2 x 11,0r
STANDAR to indicate the type of statement form you use.
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19. Toggle toYES or NO to indicate whether or not you want to print company
information on plain paper forms.

20. Toggle toYES or NO to indicate whether or not you want to be able to post
data without printing reports.

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

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

23. Toggle toYES or NO to indicate whether or not you want to apply credits to
oldest items first for statements.

Tables

Tables store information relating to the system, data, options, and default settings
for other applications

Note I

Use tables only to enter and store data. Do not delete lines or rearrange the
account descriptions. The system looks for information by the position of the lines

in the table. For example, in the ARGLxxx table, the system always treats the
account on the first line as the cash receipts account and the account on the second
line as the discount account.
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You can set up the ARGLxxx, ARPDxxx, DUNxxx, FINCHxxx, and FORMxxx
tables for individual companies and/or all companies that are in the system. You
can set up one table for all the companies that are alike, and you can set up one
table for each company that is different.

Note I

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

For example, you can set up table ARGL for companies that post accounts
receivable transactions to the same general ledger accounts; and you can set up
table ARGLAO1 for company A01, ARGLBO1 for company BO1, and so forth if
those companies post accounts receivable transactions to different general ledger
accounts.

These tables are identified by a four- or five-character prefix and a three-character
suffix. The prefix is the table name—ARGL for general ledger accounts, for
example. The suffix is a company ID or a systemwide table. If you delete a
company-specific table, that company uses the generic table. For example, if you
delete table ARGLAOL, company AO1 uses the ARGL table.

The DFxxxx table (Defaults) and each Quick-Entry table (QExxxx, QH1xxxX,
QH2xxxx, QIxxxx, and QMxxxx) is identified by a two-character prefix and a
four-character suffix. The prefix is the table name—DF for Defaults, QI for Quick-
Entry Invoices, and so forth. The suffix is a terminal ID, a company ID, or a
systemwide table (without a suffix).

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

* Assign each table to a particular terminal. For example, you can assign table
DFT001 to terminal TOO1.

* Assign each table to all terminals in a particular company. For example, you
can assign table DFA to all terminals in company A.
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*  Set up each table as a general table for several companiesto use. For example,
you can set up table DF for the companies that use the same defaults.

If you have three companies—AO01, BO1, and CO1—you might want the terminals
in companies A0l and BO1 to share table DF.You might want company CO1 to
have some of its terminals use a set of defaults specific to each one, while other

terminals share values that are common among themselves but specific to company
CO1.

Companies A01 and B0O1 can share table DF; no table has the label DFA or DFB.
Company C01 can have table DFC, to be used for the terminals in company C01
that do not need their own set of defaults. Each terminal in company CO1 that needs

its own set of defaults can have its own table; for example, terminal TOO1 has table
DFTOO01.

Note I

The system treats all terminals with the same ID the same way, so you may want
to make sure that each terminal ID is unique. For example, if you have two T001
terminals, one in company AO1 and one in company C01, the DFTO01 table
applies to both terminals regardless of the fact that they are in different
companies.

When you enter or edit transactions, the system first tries to find a table with a
terminal suffix specific to your terminal. If it cannot find one, it looks for a table for
the company you are working in. If it cannot find one, it uses the systemwide table.
For example, if you are using quick entry to enter an invoice for company A0l on
terminal TOO1, the system first looks for QITO01. If it cannot find table QIT001, it
looks for QIA. If it cannot find table QIA, it uses the systemwide table QI.

If the system cannot find any applicable table (perhaps because the systemwide
table was accidentally deleted), an error message appears and you must rebuild the
table.
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Codes
The ARCDxxx (Codes) file stores information about sales/COGS accounts,
distribution accounts, terms of payment, shipping methods, and payment methods.
The codes serve as a shorthand method of entering information.
See chapter 4 for information about these codes.

Sales Reps

3-16

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

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

»  personal information

* the commission rate

* whether the commission is a percent of gross profit or net sale

»  whether the commission is based on booked sales or paid invoices

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

When you enter an invoice, you can specify one or two sales reps who receive the
commission and the percentage of the sale that each rep’s commission rate (fro
the ARSRxxx file) is based on.

For example, sales rep A receives a 30 percent commission on line items. The
commission is based on net sales, and the sales rep receives it when an invoice is
paid. For invoice 55, the total of the line items is $10,000. Sales rep A receives a
commission on 40 percent of the sale; the commission from the other 60 percent of
the sale goes to sales rep B. For sales rep A, the commission is based on $4000; the
commission is $1200 ($4000 times 30 percent). A similar process is used to
calculate the commission of sales rep B.
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The Commissions Report shows sales information for sales reps. Only the amount
of paid commissions is shown. If an invoice has been partially paid, the
commission for the paid portion is adjusted proportionally.

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

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

Tax Groups

If you plan to accumulate tax for the authorities you pay sales tax to, set up the tax
groups before you enter transactions. Sedibsource Manager User’s Manual
for information about setting up tax groups.

When you set up the system, enter the taxable sales, nontaxable sales, and tax
collected. These fields are updated when you post sales.

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

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

Payment Methods

Use the Payment Methods function (page 4-11) to establish codes for the methods
of payment you honor. The codes serve as a shorthand method of specifying how
the customer is to pay the invoice.
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Use the payment types to set up payment methods. The payment types you can use
(cash, check, credit card, write-offs, and other) are provided by the system. You
must enter payment method codes and assign payment types to them.

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

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

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

Customers

Use the Customers function (page 11-3) to build the ARCUxxx file. You must build
the file before you begin processing accounts receivable transactions.

General Information

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

Then enter the sales rep who usually sells to the customer, the territory the
customer is located in, and the code for the customer’s usual payment terms.

Payment information

You can enter a default method of payment for the customer. Then if the customer
pays by credit card, you can enter default data for the card holder’s name and the
card number.
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The group code for a customer that is a credit card company (such as VISA or
MasterCard) i<. No history is saved for credit card companies; the history of the
transactions involved is assigned to the customer who used the credit card.

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

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

Customers that do not receive invoices are skipped when you print invoices.
Customers that do not receive statements are skipped when you print statements.
(If you elected to print invoices online in the Resource Manager Options and
Interfaces function, you can still print an invoice online for a customer that does
not receive invoices.)

You set up customers apen invoicer balance forwardaccounts. For open

invoice accounts, you keep detailed information about the invoices in the ARINxxx
(Open Invoice) file and apply payments to individual invoices. For balance forward
accounts, you keep summary information about the invoices in the ARINxxx file
and apply payments to the total balance due. If you have both open invoice and
balance forward accounts, the customer’s account type determines which
information you enter for the customer.

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

If you assess finance charges for a customer, ¥ritethe Fin Charge field. When

you run the Calculate Finance Charges function, the New Fin Chg field is updated
if the customer has an overdue invoice. The finance charge is based on the
FINCHxxx table.

When you run the Periodic Maintenance function, the New Fin Chg field is added
to the Unpaid Fin Chg field. Then the New Fin Chg field is cleared.
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Note I

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

You can enter a credit limit for the customer, and you can put customers on credit
hold. Then when you enter invoices, a warning message appears if the amount the
customer is putting on credit is greater than the customer’s credit limit or if the
customer is on credit hold. (Youcannot enter an invoice for a customer that is on
credit hold.)

If the customer does not accept partial shipments, dhiethe Partial Ship field.
A message appears if you enter backorder quantities for a customer that does not
accept partial shipments.

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

Balance Information

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

This information is updated when you enter and post accounts receivable
transactions.
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Historical information
The ARCUxxx file stores sales and payment information for the current period, the
current quarter, and the current and previous year. It also stores the date, amount,
and invoice number of the last sale to the customer and the date, amount, and check
number of the customer’s last payment.
Customer payment history for the last 12 periods is tracked in the Credit Status
field. The field is 12 characters long, and each character corresponds to one of the
12 periods—the first position is the current period, and the twelfth position is the
oldest period.
The number$ through4 are used:

*  The numbeb means that all invoices were paid within 30 days or no activity
took place.

*  The numbed means that an invoice was 31 to 60 days overdue.

*  The numbel means that an invoice was 61 to 90 days overdue.

*  The numbeB means that an invoice was 91 to 120 days overdue.

* The numbed means that an invoice was over 120 days overdue.

The Credit Status field is updated when you do periodic maintenance.
Customer comments

You can enter comments about customers on the Customer Comments screen.

When you enter accounts receivable transactions, you can uséattmeation

(Shift+F2) command to access a customer's comments.

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

For more information about entering customer records, refer to the Customers
function (page 11-3).
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Ship-to Addresses

Use the Ship-to Addresses function (page 11-19) to build the ARSAxxx file. Ship-

to numbers are a shorthand method of entering addresses of places where you want
goods to be shipped. When you enter invoices and credit memos, you can enter the
ship-to address number, and the shipping information appears.

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

Recurring Entries

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

they come due.

Note I

You can set up only noninventory recurring entries.

Group codes

When you set up customer records, you assigned a group code to each customer.
Use the group codes to set up recurring entries for groups of customers. For
example, if you bill group code 4 customers $50 every month, you #hierthe

Sold to field. The asterisk indicates that the entry is a group recurring entry. When
you use the Copy Recurring Entries function, the system creates an invoice for
every customer with group code 4.

Run codes

The run code is a unique number that you assign to each recurring entry. You copy
recurring entries to the ARTDxxx and ARTHxxx files by run codes.
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If you do not want to copy an entry to the ARTDxxx and ARTHxxx files after a
particular date, enter a cutoff date for it.

You can use the Periodic Maintenance function (page 10-7) to purge entries fro
the ARRHxxx and ARRExxx files by cutoff dates. Entries with a cutoff date before
the date you specify are purged from the ARRDxxx, ARRHxxx, and ARRExxx

files.

Initial Balances

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

Summary method

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

If you elected to use online aging in the Resource Manager Options and Interfaces
function, turn the option off before you enter beginning balances.

The summary method consists of the following steps:

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

2. Use the Build Open Invoice File function (page 11-47) to build an invoice for
each unpaid finance charge, current amount due, and balance in an aging
period.
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Detail method

The detail method provides complete sales history, but it is more time-consuming
than the summary method. You must enter the year-to-date transactions in the
ARINxxx file and post them to the appropriate periods.

The detail method consists of the following steps:

1. Use the Transactions (page 6-3) and Cash Receipts (page 6-23) functions to
enter the year-to-date accounts receivable transactions. Then post the
transactions to the appropriate periods.

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

Combination method

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

The combination method consists of the following steps:

1. Use the Customers function to enter summary balances for transactions that
are no longer outstanding for the current period and for each aging period, and
enter credit and payment history.

2. Use the Build Open Invoice File function (page 11-47) to build one invoice
for each unpaid finance charge, current amount due, and balance in an aging
period.

3. Use the Transactions (page 6-3) and Cash Receipts (page 6-23) functions to
enter open transactions. Then post them to the appropriate accounts and
customer records.

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

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

A code for each company

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

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

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

After you have set up your access codes, print a list of the codes and store itin a
safe place.

For more information about access codes, seRd#seurce Manager User's
Manual.

Backup Schedule

Plan a backup schedule before you begin day-to-day operations.
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You can lose files because of disk drive problems, power surges and outages, and
other unforeseen circumstances. Protect yourself against such an expensive crisis
by planning and sticking to a backup schedule.

Backing up data files

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

Backing up programs

Once a month or so, back up your programs. Even though these files do not change,
diskettes can be damaged or deteriorate, so it pays to have a fresh copy in storage in
case you need it.

Diskettes

Keep more than one set of backups in case one set is bad or damaged. Rotate the
sets of backup diskettes, keeping one set off-site.

Use Resource Manager

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

Note I

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

Use the GL Codes function to assign sales and cost-of-goods-sold accounts in
General Ledger to a general ledger code. The codes serve as a shorthand method of
assigning the accounts to a transaction. When you post transactions, information
associated with a sales/COGS code is sent to the correct accounts.

GL Codes Screen

SelectGL Codesfrom the Codes Maintenance menu. The function screen appears.
0SAS TOOD

Settings Edit Print Help

GL Codes

GL Code C1l

Description Contract 3J3ales

GL 3ales Account 402000 INC. FROM COMPLETED CONTRACTS
GL COG3 Account S0zZ000 COST OF GOODS 30LD - CCNTRACTS

Verification
{_ Press <Pgln> to proceed
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Codes Maintenance

Inquiry

4-4

Field

GL Code (A2)

Description (A30)

GL Sales Account (A12)

GL COGS Account
(A12)

Description

Enter the code for the sales/COGS account pair.

Accept the displayed code description, or enter a different
code description. This description appears when you use the
Inquiry command in the GL Code field anywhere in the
system.

Accept the displayed general ledger sales account, or enter
a different account number. (Thequiry command is
available if Accounts Receivable is interfaced with General
Ledger.) If Accounts Receivable is interfaced with General
Ledger, the account number is verified in the GLMAXxx
(Master) file.

Accept the displayed general ledger cost-of-goods-sold
account, or enter a different account number. If Accounts
Receivable is interfaced with General Ledger, the account
number is verified in the GLMAXxxx file.

After you save the sales/COGS account informatiRgD(n), enter information
about a different sales/COGS account, or exit to the Codes Maintenance menu.
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Use the Distribution Accounts function to add or change codes for your general
ledger distribution accounts or to set up a selection of different receivable accounts.

You can assign distribution codes to customers when you set up customer record
(page 11-3). When you post transactions that involve the customers, the
information moves directly from the ARTDxxx and ARTHxxx (Transaction) files

to the accounts you specify for the associated distribution code.

Distribution Accounts Screen

SelectDistribution Accounts from the Codes Maintenance menu. The function
screen appears

Settings Edit Print Help

Distribution leccounts

Distribution Code 01

Description Regular Customers

GL Alocounts:
Receivables 101000 ACCOUNTS RECEIVAELE
Sales Tax Z03800 SALES TAX PAYAELE
Freight 405000 FREIGHT OUT
Miscellaneous S01000 OTHER INCOHME

Verification
{_ Press <Pgln> to proceed -

Field Description

Distribution Code (A2) Enter the distribution code you want to work with.
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Field Description

Description (A30) Accept the displayed description, or enter a different code
description. This description appears when you use the
Inquiry (F2) command in any Distribution Code field in
the system.

GL Accounts (A12) Accept each displayed general ledger account number, or

enter a different account number for receivables, sales tax,
freight, and miscellaneous charges. (Tguiry command

is available if Accounts Receivable is interfaced with
General Ledger.)

After you save the distribution account informati®gDn), enter information
about a different distribution account, or exit to the Codes Maintenance menu.

4-6 Accounts Receivable User's Manual



Terms

Use the Terms function to add or change codes for payment terms for customers.
These codes serve as a shorthand method of assigning particular conditions for
doing business with a customer. For example, you can assign a terms code with 10
discount days to one customer and a terms code with 30 discount days to another
customer.

When you set up valid terms codes, you can assign them to the customer records.
Then when you enter transactions involving customers, the terms you specified are
automatically applied.

Terms Screen

SelectTerms from the Codes Maintenance menu. The function screen appears.

0SAS TOOOD
Settings Edit Print Help

Terms

Terms Code 1FCT

Type Reg
Percent 1.0
Discount Days 10

Net Due Days 30
Description 1/10,n/30

Verification
{_ Press <Pgln> to proceed -
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Field Description
Inquiry Terms Code (A2) Enter the terms code you want to work with.

Type If you want the terms to be prox terms, calculated as days
from the beginning of the next month, eneif you want
the terms to be regular terms, calculated as days from the
invoice date, enteR.

Percent Enter the percentage used for the terms (up to 100.0%), or

Discount Days (N3)

Net Due Days (N3)

Description

accept the displayed percentage.
Enter the number of days a discount is valid.

Enter the number of days the customer is given to pay the
net due.

The displayed description is based on your entries in the
previous fields and appears on the customer invoice and
statement. Accept the displayed description, or enter a
different description.

Note I

The terms code represents ongoing terms of payment. Leaving all fields zero
means that you want cash on delivery (COD).

After you save the terms code informati®gDn), enter information about a
different terms code, or exit to the Codes Maintenance menu.
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Shipping Methods

Use the Shipping Methods function to set up and maintain the codes used to
describe shipping methods. The codes serve as a shorthand method of entering
information about how goods are shipped when you enter transactions.

Shipping Methods Screen

SelectShipping Methodsfrom the Codes Maintenance menu. The function screen
appears.

Settings Edit Print Help

Shipping Methods

Shipping Code FEDZ

Description Federal Exp Znd-Day

Verification
{_ Press <Pgln> to proceed

1. Enter the shipping code (A6) whose information you want to add or change.

2. Enter the shipping code’s description (A20), or accept the displayed
description. The Ship Via field uses this description in transactions.

After you save the informatioP@Dn), enter another code, or exit to the Codes
Maintenance menu.
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Payment Methods

Use the Payment Methods function to add or change the codes used to specify
which kinds of payment you honor for customers. For example, you can set up
codes to designate personal checks, company checks, write-offs, cash, credit cards,
and so forth.

Payment Methods Screen

SelectPayment Methodsfrom the Codes Maintenance menu. The function screen
appears.

Settings Edit Print Help

Payment Methods

Payment Method Code CHE

Description Check
Short Description
Payment Type 2 Check
Bank Account ID FNEOO1 1st National EBank
Debit GL Account 100000 CASH IN BANK - 1st NATICNAL
Period to Date Qtr to Date Year to Date Last Year
Payments .ao S62317.68 31558172.36 .ao

Verification
{_ Press <Pgln> to proceed

Field Description
Payment Method Code Enter the payment method code you want to work with.
(A3)

To delete the payment method code, usdtlete (F3)
command.
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Field Description

Description (A25) Accept the displayed description, or enter a description of
the payment method. This description appears when you
use thdnquiry (F2) command in a Payment Method field.

Short Description Accept the displayed short description, or enter a short
description of the payment method. This description
appears on statements unless the payment method is a
check; in that case the check number appears.

Payment Type Enter the type of payment the payment method belongs to.

Bank Account ID (A6) This field appears if you entefear 2 in the Payment Type
field. Enter the bank account ID associated with the
payment method.

Inquiry Credit Card Cust ID (A6)  This field appears if you enteBed the Payment Type
field. Enter the credit card customer ID associated with the
payment method.

To track receivables from a credit card company as you
would other customers, enter the credit card company as a
customer in the Customers function (page 11-3) and €nter
in the Group Code field to identify it as a company.

Inquiry Debit GL Account (A12) Enter the default general ledger account associated with the
payment code.

Payments Period to Date/ quarter, this year, and last year. When you post transactions,
Qtr to Date/Year to Date/ the ARTDxxx and ARTHxxx (Transaction) files update the
Last Year ARPYxxx file.

After you save the payment method informatiBgn), enter information about a
different payment method, or exit to the Codes Maintenance menu.

4-12 Accounts Receivable User's Manual



Information Inquiry

Customers and Open Invoices
Open Invoices
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Detail History
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Introduction

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

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

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

Use the Customers and Open Invoices function to look at customer records and
open invoices. This information is displayed from the ARCUxxx (Customer) file

and the ARINxxx (Open Invoice) file.

Customers and Open Invoices Screen

SelectCustomers and Open Invoice$rom the Information Inquiry menu. The
customers inquiry screen appears.

0SAS T0OOO

Settings Edit Print Help

Customers and Open Invoices

Cust ID ACEOOL Group Code a
Name ACE EUILDER3 Stmt/ Inv Code Eoth
Address 1 1588 SE 313T STREET Cust Lewvel ACEOOL
Address 2 oot Type Open Invoice
Address 3 Distrib Code 01
City/3tate PADUCAH EY Fin Charge? YES
Zip Code Z8655-7865 Country U3 Credit Limit 315000
Ship Zone o1 Credit Hold? NO
Attention ACCOUNTS PALYAELE Partial 3hip? YES3
Phone/Fax (505) 555-1646 (502)555-1566 Tax Group MM Taxakble? NO
Contact BERILN
Class WH3IL New Fin Cho .oo
Sales Rep GPD Garry P. Deacon Unpaid Fin Chg .oo
Territory MIDATL Current Due .oo
Terms Code 2ZPCT 2/10,n/30 Reg Balance 31-60 .00
Z.0% 10 DAYS NET 30 61-90 .ao
91-120 .ao
Pymt Method CHE 121+ 136735.44
Card No Exp Unapplied Cr .oo
Name Total Due 136735.44
Customer, First, Last, Next, Prewv, History, Invoices _
Company H Iﬁﬂﬁﬁl Iﬂa!!:ﬂ}—

(i ]

Enter the ID of the customer whose information you want to look at (A6), or

pressEnter to look at information about the first customer.

Use the commands on the command bar to find the information you need:

Customer, First, Last, Next, Prev, History, Invoices
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Looking at a different customer record

To look at a different customer record, pr€s§ hen enter the customer ID.
To look at the first customer record on file, prEss

To look at the last customer record on file, piless

To look at the next customer record on file, piéss

To look at the previous customer record on file, pRess

Looking at customer history

To look at the sales and payment history for the customer, igr&3se customer
history inquiry screen appears.

Settings Edit Print Help
Customers and Open Invoices
Cust Il ACECO1
Name ACE EUILDER3
Period-to-Date Qtr-to-Date Year-to-Date Last Year
Sales Z6650.89 Z18761.42 1665331.24 1223579.63
Profit ZZ69.42 45490.15 492899.03 370863.25
Number of Invoices Z 4 14 g
Finance Charge .oo
Payments .ao 647524.54 1627397.54 1110545.58
Discounts .ao .ao 12630.63 1595.38
Nurber of Payments a 2 14 5
Total Days to Pay a 95 715 211
Average Days to Pay o.oo 47,50 51.07 4z .20
1st Date Last Date Last Amount Last Number
Sale 07/14/1995 1z/21/1999 Z17z2.07 1zg70074
Payment 11/27/1999 154642 .54 ooo14189
Customer High Balance 722144.10 Credit Status 332211222211
Enter=Customer Incguiry _
Company H IﬂE!!ﬁl—

The information displayed comes from the ARCUxxx file and is entered in the
Customers function (page 11-3).
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Customers and Open Invoices

When you are finished looking at the information, priéager to return to the
customer inquiry screen.

Finding invoices for a customer

To scan invoices for the customer you selected, hrébg invoices inquiry screen

appears.

Settings Edit Print Help

Customer ID
Aocount Type

Customers and Open Invoices
ACEOO1 ACE BUILDERS
Open Invoice

Credit Limit 315000
Include Paid Invoices After 07/08/19399 Jort By: Invoice Date
Invoice Type Stat Invoice Check Due Date Gross Amount
Number Date Number Disc Date Discount Amount
» 12670046 INVC EREL 09/05/1995 10/05/1995 74519.56
09/15/1995 1492.39
12670064 INVC REL 11/24/1995 12/24/1995 35467.99
1z2/04/1995 709.36
24889030 INVC REL 12/09/1995 01/058/1996 49:25.52
12/19/1995 95.58
12670074 INVC REL 12/21/1995 01/20/1996 Z17z2.07
12/31/1995 434,44
Total 136735.44
Enter = cust inguiry, Customer, First, Last, Next, Prew, Sort
: e iy B

Use the commands on the command bar to find the information you need:

Enter = cust inquiry, Customer, First, Last, Next, Pre , Sort, Goto

To return to the customer inquiry screen, piester.

To look at open invoices for a different customer or to change the date in the
Include Paid Invoices After field, pre€s Then enter the customer ID or date,
respectively.

To look at open invoices for the first customer on file, pFess
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5-6

To look at open invoices for the last customer on file, dress
To look at open invoices for the next customer on file, p¥ess
To look at open invoices for the previous customer on file, ress
To sort the invoices a different way—Dby invoice number (the default) or invoice
date—press$ until the sort option you want appears and the invoices are displayed
in the order you want.
To move the prompt (>) to a different invoice number, p&sEhen enter the
invoice number. (This command appears only if there is more than one screen of
invoice numbers.)
When you are finished looking at the customer’s open invoices, réss to

return to the customer inquiry screen. Then peetslook at information for a
different customer, or exiE{) to the Information Inquiry menu.
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Open Invoices

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

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

To add to or change this information, use the Customers function (page 11-3) or the
Transactions function (page 6-3).

Open Invoices Screen

SelectOpen Invoicesfrom the Information Inquiry menu. The inquiry screen

appears.
0SAS TOOD
Settings Edit Print Help
Open Invoices
Customer ID ACEOO1 ACE BUILDERS
Aocount Type  Open Inwvoice
Credit Limit 315000
Include Paid Invoices After 07/08/19399 Sort By: Invoice Number
Invoice Type Stat Invoice Check Due Date Gross Amount
Number Date Number Disc Date Discount Amount
» 12670046 INVC EREL 09/05/1995 10/05/1995 74519.56
09/15/1995 1492.39
12670064 INVC REL 11/24/1995 12/24/1995 35467.99
1z2/04/1995 709.36
12670074 INVC REL 12/21/1995 01/20/1996 Z17z2.07
12/31/1995 434,44
24889030 INVC REL 12/09/1995 01/058/1996 49:25.52
12/19/1995 95.58
Total 136735.44
Customer, First, Last, Next, Prew, Sort
Company H erizy BB
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1. Enterthe ID of the customer whose open invoices you want to look at (A6), or

pressEnter to look at information about the first customer.

Use the commands on the command bar to find the information you need:
Customer, First, Last, Next, Prev, Sort, Goto

To look at open invoices for a different customer or to change the date in the
Include Paid Invoices After field, pre€s Then enter the customer ID or date,
respectively.

To look at the first customer record on file, prEss

To look at the last customer record on file, piless

To look at the next customer record on file, piéss

To look at the previous customer record on file, press

To sort the invoices a different way—by invoice number (the default) or by
invoice date—presS until the sort option you want appears and the invoices
are displayed in the order you want.

To move the prompt (>) directly to a different invoice, p@&sand enter the

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

When you are finished looking at the customer’s open invoices F&jitg the
Information Inquiry menu.
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Use the Summary History function to look at past sales and payment information
associated with customers. This information comes from the ARHSxxx (Summary
History) file.

To add to or change this information, use the Customers function (page 11-3) or the
Transactions function (page 6-3).

Summary History Customer Inquiry Screen

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

0SAS T0OOO

Settings  Edit Print Help
Summary History

Customer ID ACEOOL ACE EUILDER3

Fiscal Year 15999

Pd Sales COGE Discounts bvg Invoice
1 64595.71 60144.04 .ao 64595.71
Z 111644.07 S5876.23 .ao 111644.07
3 Z555825.44 275546, 61 Z232.88 Z555825.44
4 14429.10 13604.40 Z041.45 14429.10
5 166661.08 156155.17 .ao 166661.08
& 83715.08 759z21.00 3333.22 83715.08
7 83715.08 759z21.00 1674.36 83715.08
g 67470.70 47514.88 3345.72 67470.70
9 567501.56 197147.61 .ao Z583750.78
i0 154642 .54 109995, 54 .ao 154642 .54
11 35467.99 33590.26 .ao 35467.99
1z Z6650.89 Z4351.47 .ao 13325.45

¥TD 1665331.24 117z243z2.21 12630.63 118952.23

Enter = next custower, New ID, View period -
Company H Iﬁﬂﬁﬁl Iﬂa!!:ﬂ}—

1. Enterthe ID of the customer whose history you want to look at (A6).
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2. The current fiscal year from the ARPDxxx table is displayed. Accept it, or
enter the fiscal year whose history you want to look at. The customer’s sales,
cost of the goods sold to the customer, discounts taken and lost, average
amount of the invoice during the specified fiscal year, and year-to-date totals
appear

3. Use the commands on the command bar to find the information you need:
Enter = next customer New ID, View period

Looking at history for a different customer

To look at the next customer record, preaser.

To look at a different customer record, pris§hen enter the customer ID and
fiscal year.

Looking at history for a particular period

To look at the customer’s summary history for a particular period, ¥rsen
enter the period whose summary history you want to look at.

If you did not elect to keep summary history in the Resource Manager Options and
Interfaces function for a period, you cannot look at customer history for that period.
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If you keep summary history, the Summary History item inquiry screen appears.

i0SAS TODOD
Settings Edit Print Help

Summary History
Customer ID ACEOOL ACE EUILDER3
Period/Year 01/1999

Item/ Job Type Quantity Units Sales COGE
100 I Z5.0000 PEG Q018.19 §501.55
150 I 47.0000 PEG 44756.61 41104.32
450 I 10.0000 Ei 1626.77 1572.97
460 I 30.0000 EA 5354.69 5146.50
&00 I 30.0000 EA 3512.45 3518.70
Totals 64595.71 60144.04

Enter = summary history customer inguiry

The item number or job number, type of sale (I or J), quantity, units, and sales and
COGS amounts are displayed for each item sold during the period. The total sales
and COGS amounts are displayed for each period.

If you made more sales to the customer in this period than the screen canshow, a
prompt appears:

More Items on File. Continue?

To look at more history, pre¥s To stop with this screen, préé. Once you press
N, you cannot page down anymore, and you cannot page up at any point.

When you are finished looking at the item and job histprgs Enter to return to
the Summary History customer inquiry screen.
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Use the Detail History function to look at past sales and payment information in
terms of individual invoices. This information comes from the ARHIxxx (Detail
History) file.

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

To add to or change this information, use the Customers function (page 11-3).

Detail History Screen

SelectDetail History from the Information Inquiry menu. The inquiry screen
appears.

Settings  Edit Print Help
Detail History
Customer ID ACEOO1 ACE EUILDERS Jtart Date
Order Nuwber * PO Number *

Typ Invoice Item/Job/Description Quantity Units Amount
Date Loc ID

=IN 12670001 100 515.0000 PEG 185774.66
07/14/1994 MNOOO1

IN 12670001 150 75.0000 PEG 71467.99
07/14/1994 MNOOO1

IN 12670001 Miscellaneous Char Z30.0000 S6075.05
07/14/1994 MNOOO1

IN 12670001 300 Z40.0000 E&i 5546.52
07/14/1994 MNOOO1

IN 12670001 350 35.0000 EL §341.88
07/14/1994 MNOOO1

IN 12670001 400 75.0000 PEG B7379.29
07/14/1994 MNOOO1

Customer, First, Last, Next, Prewv
SGtart date, Totals, View, Goto inve
Company H Iﬁﬂﬁﬁl Iﬂa!!:ﬂ}——

1. Enterthe ID of the customer whose history you want to look at (A6).
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2. Enter the order number you want displayed. Youcan use wildcards?) to
m expand or restrict the order numbers included in the display.
3. Enter the purchase order number you want displayed. You can use wilticards (
or ?) to expand or restrict the purchase order numbers included in the display.
4. Use the commands on the command bar to find the information you need:

Customer, First, Last, Next, Pre , Start date, Totals, View, Goto invc

To look at a different customer record, pt@s$hen enter the customer ID. (If

a customer has been deleted from the ARCUxxx file but has records in the
ARHIxxx file, you can look at the records for the customer if you know the ID.
Ignore theCustomer Is Not on Filemessage.)

To look at the first customer record on file, préss

To look at the last customer record on file, press

To look at the next customer record on file, pidss

To look at the previous customer record on file, pfess

To look at the customer’s history from a particular date to the current date,
pressS, and then enter the start date.

To look at invoice totals for the customer, pr&s3he invoice number,
subtotal, sales tax, freight, and miscellaneous charges appear in a window.
Press any key to return to the Detail History screen.

To look at an expanded summary of the invoice, pressiditional

information about the invoice (general ledger account and period, purchase
order number and date, and quantity shipped) appears in the View Line
window. Press any key to return to the Detail History screen.

To move the prompt (>) to a different invoice number, p&sBhen enter the
number, or exit to the Detail History screen. (This command appears only if
there is more than one screen of invoice numbers.)

When you are finished looking at history, exit to the Information Inquiry menu.
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Transactions

Cash Receipts

Edit Cash Receipts
Copy Recurring Entries
Change Batches

Batch Control
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Introduction

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

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

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

If you want to deal with transactions in batches and you elected to use batches in the

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

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

After you finish entering an invoice, you can print it online if you elected to print
online invoices in the Resource Manager Options and Interfaces function. You can
print online invoices for any customer, even if the record does not require that the
customer receive invoices. If an invoice has been printed online it cannot be printed
again through the Print Invoices function.
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Transaction Type Menu

6-4

SelectTransactionsfrom the Daily Work menu. A menu appears.

Settings  Edit Print Help
Invoices
Header Information
Batch ID gooool
Trans No Transaction Type Invoice -
Location MNOO01
Transaction Type

Sold to:

1. Invoices

Z. HMiscellaneous Credits

3. Edit Transactions
Sales Bep 1 Percent 100.0
Sales Rep 2 Percent Ship Via
Cust Lewvel Pick Slip No.
Terms Code 3hip Date 07/08/ 1999
Terms Desc Type GL Period a7
Terms% .0 Days Net Days
Crder No Taxable joe} q
Crd Date Tax Group
Inv No Date Description
Company H IﬂE!!ﬁl—

Select the type of transaction you want to work with:
1. 1 enter invoices or initial balances
2. 2 credit a customer’s account for returned goods
3. 3 change or delete unposted invoices and miscellaneous credits
Before you change or delete transactions, print the Sales and Miscellaneous Credits

Journals so that you have the correct transaction numbers. After you change or
delete transactions, print the journals again so that the audit trail is accurate.
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The explanations for entering and changing invoices in this section also apply to
miscellaneous credits. The only difference between entering miscellaneous credits
and entering invoices is that figures are credited instead of debited. The only
difference between editing transactions and entering invoices or miscellaneous
credits is that you are working with existing information.

All the Transaction Type menu options have a header screen, a line-item entry

screen, a main screen, and a totals information screen; and they all have the same
fields.
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Header Information Screen

After you make your selection from the Transaction Type menu, the header screen
appears.
#i 05AS TO0D

Settings Edit Print Help

Invoices

Header Information
Batch ID gooool
Trans No aoz3 Transaction Type Invoice -
Location MNOO01
Sold to: ACEOO1 Ship to:
ACE EUILDER3
1588 SE 313T STREET
PADTCAH KY Z8655-7565 us
Sales BFep 1 GPD  Percent 100.0 Ship Method
Sales Rep 2 Percent .0 Ship Via
Cust Lewel ACEOOL Pick Slip No.
Terms Code 2ZPCT 3hip Date 07/08/ 1999
Terms Desc  2/10,n/30 Type Reg GL Period o7
Terms% 2.0 Days 10 Net Days 30
Crder No Taxable joe} q
Ord Date Tax Group M
Inv Mo Date Description Minnesota

Verification
{_ Press <Pgln> to proceed

Field Description

Batch ID (A6) If you elected to have the system assign batch numbers in

the Resource Manager Options and Interfaces function, the
batch number is displayed. Otherwise, enter the number of
the batch the transaction belongs to, or pEgger to skip

this field. You cannot use the number of a batch that
another workstation is using. If you use Maintenance

(F6) command, the Batch Control function is temporarily
called up.

Trans No (N4) The system assigns a unique number to each transaction.

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

Location (A6)

| Inquiry | soldto ()

Inquiry Sales Rep 1/Percent
(A3)/(3.1)

Inquiry Sales Rep 2/Percent
(A3)/(3.1)

Accounts Receivable User’'s Manual

Description

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

If you entered a default location ID when you

set up the company, the ID is displayed. If you change the
ID of the location you are selling the items from, the
description of the location appears for verification.

If you did not enter a default location ID, enter the ID of the
location you are selling the items from.

Enter the ID of the customer you are selling goods to or
entering credits for. If you use tiMaintenance (F6)
command, the Customers function is temporarily called up.
(You cannot use th#&laintenance command to delete
customer records.) After you enter the ID, the customer’s
name and address appear. If the customer is on credit hold,
a message which states that fact appears. Erges to

remove the message.

Accept the displayed ID of the sales rep who usually sells to
the customer, or enter a different ID.

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

Enter the ID of the second sales rep involved with the
transaction, or predsnter to skip this field.

If you entered an ID, enter the percentage of the sale you
want to base the sales rep’s commission on, or for
miscellaneous credits, enter the commission percentage the
sales rep received on the original sale.

The sum of the commission percentages cannot exceed 100.
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Field Description

Cust Level (A6) If you assigned a customer level in the customer record, it is

displayed. You can enter a different customer level only if
you elected that option in the Resource Manager Options
and Interfaces function.

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

Inquiry Terms Code (A6) Accept the displayed terms code, or enter a different code.
If you use theMaintenance (F6) command, the Terms
Codes function is temporarily called up. (You cannot use
the Maintenance command to delete terms codes.) After
you enter the code, the description and percent for the
payment terms of the transaction appear.

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

Order No (A25) To identify the transaction, enter the sales order number or
the customer’'s purchase order number

Ord Date If you entered an order number, enter the order date.
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Field

Inv No (A8)

Inv Date

IIHH!HIII Ship to (A6)

Accounts Receivable User’'s Manual

Description

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

If you enter an invoice number and then print the online
invoice, the number you enter here is used. If you use the
Print Invoices function instead, a different number is
assigned to the invoice.

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

If you frequently assign invoice numbers before entering
the transactions, print the Sales Journal (page 7-9) before
and after you print invoices to check for differences in the
numbers. The invoices and the ARINxxx file must agree so
that customer payments are applied correctly.

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

Enter the shipping address code. If you use the
Maintenance (F6) command, the Ship-to Addresses
function is temporarily called up. (You cannot delete ship-
to addresses that you access througiMamtenance
command.) After you enter the code, the address appears if
the code is in the ARSAxxx (Ship-to Address) file. Accept
it, or enter a different address.

You can skip the Ship To field and still enter shipping
information in the fields immediately following it. You can
enter four lines of address information (A30 each), a city
(A20), a state (A2), a zip code (A10), and a country code
(A2). You might want to enter information in these fields if
the ship-to code is not on file and you do not want it on file,
but you still want to enter new data for the transaction.

If you are entering a miscellaneous credit, you can skip this
field.
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Field
Ship Method (A6)
Ship Via (A20)

Pick Slip No (A6)

Ship Date

GL Period

Taxable

Tax Group (A6)

Description

Description

Enter the code for the shipping method.

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

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

If you are entering a miscellaneous credit, you can skip this
field.

Enter a picking slip number, or prEsger to skip this
field.

If you are entering a miscellaneous credit, you can skip this
field.

If you entered a picking slip number, enter a shipping date,
or pressnter to skip this field.

If you are entering a miscellaneous credit, you can skip this
field.

Presgnter if you want to post the transaction to the
displayed period, or enter a different period.

If you enter an invoice in one period and then shipitin a
different period, the GL period is adjusted accordingly.

If any part of the transaction is taxable, &htémot, enter
N.

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

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

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

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

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

*  You use théAppend command on the command bar to add an item to the end

of the list.

*  You use thé&edit command on the command bar to edit an item in the list. If
you use this command, the line-item entry screen is titled Edit Line instead of

Append Line.

0SAS T0OOO

Settings  Edit Print Help
Invoices
Append Line Entry 001
Item/Job ITEM Loc ID MMooo1
i 100 GL Code
Descz  Electrical Package Sales Acct 401000
3ls Cat Pl COG3 Aoct S01000
Tax Class 03 .000% Price ID EUILD Inv Acct 104400
Units
Crdered 1.0000 PEG
Shipped 1.0000 Price 423.6320 Ext Price 423.63
Backord .oooo Cost 0000 Ext Cost oo
Entry | of 1
Subtotal Freight+Misc Sales Tax Prepayment Net Due
423.63 .ao .ao .ao 423.63
Verification
{_ Press <Pgln> to proceed -

Field

Item/Job

Description

If Accounts Receivable is not interfaced with Job Cost,
ITEM is displayed and you cannot change it.

If Accounts Receivable is interfaced with Job Cost, dnter
if you are entering an inventory line itemJoif you are

entering a job line item.
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Inquiry

6-12

Field

Loc ID (A6)

ID (A20 for item or A6 for
job)

Description

The location ID you entered on the header screen is
displayed. Accept it, or enter a different ID.

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

If you are entering a miscellaneous credit and do not want
to return the item to stock, preSater.

If Accounts Receivable is interfaced with Inventory and
you want to enter a noninventory item, leave this field
blank.

If you are billing for a job phase, enter the phase ID in the
spaces provided after the job ID. Then if the job or phase is
completed, enteY at thels Job/Phase Dongrompt; if

not, entem.

When you enter a valid item ID, information about current
guantities and quantity-break prices information appears if
you elected to use this option in the Resource Manager
Options and Interfaces function.
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Settings  Edit Print Help
Invoices
Append Line Entry 001
Item/Job ITEM Loc ID MMooo1
i 100 GL Code
Descz  Electrical Package Sales Acct 401000
3ls Cat Pl COG3 Aoct S01000
Tax Class 03 .000% Price ID EUILD Inv Acct 104400
Units
Crdered 1.0000 PEG
Shipped 1.0000 Price 423.6320 Ext Price 423.63
Backord .oooo Cost 0000 Ext Cost oo
Entry | of 1
Subtotal Freight+Misc Sales Tax Prepayment Net Due
423.63 .ao .ao .ao 423.63
Verification
{_ Press <Pgln> to proceed -

Desc (A35)

Additional Descriptions
(A35 per line)

Sls Cat (A2)

Tax Class (N2)

Accounts Receivable User’'s Manual

You cannot change the information displayed in the
window

Enter a description of the item, or pfester to skip this
field.

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

Assign a sales category to the item, or Eets to skip
this field.

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

The tax class you assigned in the customer record is
displayed. Accept it, or enter a different tax class.
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Price ID (A6) If Accounts Receivable is interfaced with Inventory, accept

the displayed price ID for the item, or enter a different price
ID. (Thelnquiry command is available if Accounts
Receivable is interfaced with Inventory.)

Inquiry GL Code (A2) The GL code identifies the pair of general ledger sales and
cost-of-goods-sold (COGS) accounts to use for a

noninventory item.

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

To enter accounts that are not set up in the ARCDxxx
(Codes) file, clear this field and presster.

Inquiry Sales Acct/COGS Acct/Inv Accept each displayed account number, or enter different
Acct (A12) account numbers. (The Inquiry command is available if
Accounts Receivable is interfaced with General Ledger.)

Ordered Enter the number of units the customer ordered.You can
enter either a positive or a negative quantity.
Units (A5) Enter the type of unit the item is sold by—for example,

EACH ifit is sold individually.
Shipped Enter the number of units you shipped.

Backord The backordered quantity, the difference between the
number of ordered units and shipped units, is calculated.
Accept the displayed quantity, or enter a different quantity.

If you are entering a miscellaneous credit, you can skip this
field.

If you enter a serialized item ID, the following window
appears:
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#05AS T000

Settings Edit Print Help

Invoices
— Lot Entry B
Item ID 500001 Wallpaper - Contemporary
Loz I MWOOO1 MINNEAPOLIS WAREHOUSE
Units ROLL Requested Qty 1.0000
Lot Nuwber COrdered Quantity Fulfilled Qty Ext Cost
Lot MNumber (000001 of 0O00000) .ao
Append Lot MNumber
Lot No Z74D0714
Orig Qty 1.0000 Cost 1.7600 Ext Cost 1.76
—| Fulfill Qtvy 1.0000 B
Backord Qry .Qooo
Comment

Verification
{_ Press <Pgln> to proceed

Serial Number (A35) Enter the serial number of the item you want to include in

the transaction.
Unit Price (N10) The unit price of the item is displayed.
The Append Serial Number window appears.
Comment (A40) Enter a comment about the serialized item.
Price Accept the displayed price, or enter the item’s unit price.

If you are entering a miscellaneous credit, enter the unit
price from the original invoice.

If you elected not to display unit costs in the Resource Manager Options and
Interfaces function, no unit cost is displayed. The total amount of the line item, the
shipped quantity times the unit price, is calculated and displayed. If you elected to
display unit costs in the Resource Manager Options and Interfaces function, the
extended cost is displayed. For an invoice, the cost is approximate; the syste
calculates the actual cost when you post.
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After you save the information about the line itdpgDn), work with another line
item, or exit to the Invoices screen.

When you save the first line item, the totals are updated and your entries are saved.
You cannot use thabandon (F5) command to cancel the transaction. To delete

the invoice, use thBelete(F3) command on the header screen and delete the

entire transaction.
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Invoices Screen

When you exit from the line-item entry screen, the Invoices screen appears.

SAS TOOD

Settings Edit Print Help

Invoices

Ship to:

Sold to: ACEOO1 ACE BUILDERS

Loc ID
MMooo1

Batch ID 000001
Trans No 0029
[Inwvoice)

» 100

Item/Job ID
Description

Electrical Package

Oty Ordered Units
oty Shipped

1.0000 PEG
1.0000

Unit Price

Ext Price

423.6320 423 .63

Entry (001 of 001)

Subtotal
423.63

Freight+Misc
.ao .ao

Jales Tax

Prepayment

Net Due
.ao 423.63

Company H

Enter = edit,

Append, Header, Totals,

Info

View, Online, Next trans

Enter = edit, Append, Header, Totals, View, Goto, Online, Next tran

To edit a line item, move the prompt (>) to the line and pEsgsr. To append a
line item to the transaction, pre&. Then se&ine-ltem Entry Screen earlier in

this section.

To return to the header screen, prids§Vhen you return to the header screen, you
do not lose the line-item and totals entries because you already saved them.

To go to the Totals Information screen, prés$hen sedotals information

below.
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To look at an expanded summary of the line item, move the prompt (>) to the line
item, and pres¥. Additional information about the line item such as the general
ledger account and description, quantities ordered and shipped, and price and cost
information appears on the View Line screen. Press any key to return to the
Invoices screen.

To go to a particular line item, preGs Then enter the line number. (This
command appears only if there is more than one screen of line items.)

To print an invoice online, pres3. (You can print online invoices for any

customer even if the customer record does not require that the customer receive
invoices.) This command is available only if you elected to print online invoices in
the Resource Manager Options and Interfaces functionPTiheOnline Invoice
prompt appears. If you want to print the invoice later through the Print Invoices
function, enteiN; you are returned to the Invoices screen. If you want to print the
invoice online, enteY; then se®nline invoicing scree below.

To finish with the transaction on the screen and move to a blank header screen to

enter a new transaction, préé. Then seéleader Information Screenearlier in
this section.
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Totals information

When you presT to work with the transaction totals, prééto enter another
transaction, or exit from the Transactions function, the Totals Information screen
appears.

Settings Edit Print Help
Invoices
30ld to: ACEOO1 ACE EUILDERS Loc ID Batch ID 000001
Ship to: Mooo1 Trans No 0029
[Invoice)] ———
Totals Information
Subtotal 423.63
Freight _ Tax Class
MNiscellaneous Chogs .oo Tax Class
Sales Tax .ao
Invoice Total 423.63
Payment 1 .oo Method
Payment 2 .oo Method
Net Due 423.63
Company H Iﬁﬂﬁﬁl Iﬂa!!:ﬂ}—
Field Description
Subtotal The subtotal is displayed.
Freight/Tax Class Enter the shipping charges and the tax class you want to
apply them to.
Miscellaneous Chgs/ Enter the miscellaneous charges (for example,
Tax Class handling) and the tax class you want to apply them to.
Sales Tax The sales tax on the item is displayed. If you change this

field, a window appears:
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Settings Edit Print Help

Invoices
30ld to: ACEOO1 ACE EUILDERS Loc ID Batch ID 000001
Ship to: Mooo1 Trans No 0029
[Invoice)] ———
Totals Information
———————————— 3ales Tax Information ————
Subtotal Tax Location Tax Amount
M .00 Tax Loc Class
Freight Tax Adjustment _ M
Miscellaneou| 0 —————————————
Jales Tax Jales Tax oo
Invoice Total 423 .63

Payment 1 .oo Method

Payment 2 .oo Method

Net Due 423 .63
Cowpany H erizy B

Tax Location
Tax Amount

Tax Adjustment

Tax Loc
Class

Sales Tax

The tax location is displayed.
The tax amount is displayed.

Accept the displayed sales tax adjustment, or enter a
different amount.

The tax location for the adjustment is displayed.
Accept the displayed tax class, or enter a different tax class.

The total sales tax is displayed.

When you approve your entrid3dDn), you are returned to the Totals Information

screen.

Invoice Total

Payment 1/2

6-20

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

Enter the payments made.
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Payment Method 1/2 For cash, enter the payment method code. For a check, you
are prompted to enter the check number (N6). For a credit
card, enter the card number (A20) and name (A25), the
expiration month/year, and the authorization number (A6).

Online Invoicing screen

When you presO on the Invoices screen, the Online Invoicing screen appears.

Settings Edit Print Help

Online Invoicing

Invoice No

Message for Invoice
Thank you for your order.

Print Additional Descriptions? YE3S

Print Alignment? NO

Company H

1. Enter the invoice number (A8), or accept the displayed number. If you are
printing an invoice you did not assignh a number and invoice to, the system

date is used as the invoice date.
2. If you want to print a message on the invoice, enter it (A48).

3. If you want the invoice to include the additional descriptions from the
ARDExxx file, enterY; if not, enterN.
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4,

If you do not want to print an alignment character to make sure that the forms
are lined up, enteX. If you want to print an alignment character, eiter

(This step does not apply and this prompt does not appear if you are printing
invoices on plain paper.)

TheReprint Invoice prompt appears after the invoice is printed.

If the invoice was printed correctly, entdr A blank header screen appears.
Enter another invoice, or exit to the Online Invoice Totals screensbee
Invoice Totals screenbelow).

If the invoice was not printed correctly, en¥rThe cursor goes to the
Invoice No field, where the next invoice number is displayed. Reprint the
invoice, following the above procedures.

Online Invoice Totals screen

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

When you are finished looking at the invoice totals, exit to the Daily Work menu.
The invoice numbers and dates are updated for the invoices you printed online.

After entering miscellaneous credits

6-22

After you enter miscellaneous credits, do the following tasks:

Produce credit memo forms (page 7-7) if you did not print them online.

Produce the Miscellaneous Credits Journal (page 7-13) for an audit trail of
each credit.

Post the transactions (page 7-29). This task sends the miscellaneous credits
information to the appropriate files: ARCUxxx (Customer), ARSRxxx (Sales
Rep), ARHIxxx (Detail History), and ARHSxxx (Summary History). When
you post, each credit creates an open item in the ARINxxx file and updates
applicable job billing information.
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Use the Cash Receipts function to do several things:

» record payments from customers

* apply payments to on-account balances

* apply prepayments from customers that have not been billed

* record unapplied cash receipts from a source other than a customer
*  enter deposits for jobs

You can enter deposit information (such as the bank account ID, a batch/deposit
number, and so forth) for cash receipts.

Like the Transactions function, the Cash Receipts function can be used to record
payment. However, if you often receive partial payment for goods shipped, you can
use the Transactions function to record the transaction once, and use this function
to record payments as often as they come in.

Accounts Receivable User’'s Manual 6-23



Cash Receipts

Daily Work

Cash Receipts Screen

SelectCash Receiptdrom the Daily Work menu. The function screen appears.
0SAS TOOD

Settings Edit Print Help

Batch/Dep No 000001

Cash Receipts

Aoot Type  Open Invoice

GL Period 07 Session Total
EUILDERS .ao

Date 07/058/ 1999
Customer ID ACEDO1 ACE
Pymt Amt .00
Applied .oo
Remaining .oo

Payment Method

Bank ID
Batch/Dep No
Check Number

Invoice Invoice Discount Payment Discount
Nurber Date Net Due Allowed Applied Taken
12670046 09/05/1995 74519.56 1492.39 .ao .ao
& 12670064 11/24/1995 oo 709.36 35467.99 .ao
12670074 12/21/1995 Z17z2.07 434,44 .ao .ao
24889030 12/09/1995 49:25.52 95.58 .ao .ao
[* = Includes Held Invoice Records)
Customer, Receipt, View, Edit, Totals, Goto
Cowpany H erizy B
Field Description

Batch/Dep No (A6)

Date

GL Period (1-13)

6-24

The last batch number or deposit number you entered is
displayed. Accept it, or enter a different number. If you use
theMaintenance (F6) command, the Batch Control
function is temporarily called up. After you enter the
number, the amount of the receipt is added to the total
deposit if the number you enter is on file; if the number is
not on file, a new deposit is created.

Accept the displayed (system) date as the receipt date, or
enter a different date.

Pressnter to assign the cash receipt to the displayed
period, or enter a different period. The system needs the
period for sorting when you post.
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Cash Receipts

Field

Customer ID (A6)

Pymt Amt

Payment Method

Aging Code (1-6)

Bank ID

Accounts Receivable User’'s Manual

Description

For an unapplied receipt from someone other than a
customer, presEnter to skip this field.

For a customer (whose record is in the ARCUxxx file),
enter the customer ID. If you use thaintenance (F6)
command, the Customers function is temporarily called up.
After you enter the ID, the customer's name and type of
account (balance forward or open invoice) appear.

Enter the payment amount you received.

Accept the default payment method for the customer (if
any), or enter a different method of payment.

If you enter a payment method of payment tgashor
check the Bank ID and Check Number fields appear.

If you enter a payment method of payment tyjelit card
the Card Number, Card Holder, Expiration Date, and
Authorization Code fields appear.

If you enter a payment method of payment typige-off or
other, the Memo field appears.

This field appears only for balance forward customers.

The aging code you assign determines which aging bucket
the cash receipt is assigned to. You can assign one of six
aging codes:

0 apply to the oldest item

1 apply to the unpaid finance charge

2 apply to the 121+ day bucket

3 apply to the 91-120 day bucket

4 apply to the 61-90 day bucket

5 apply to the 31-60 day bucket

6 apply to the current bucket

The default bank ID is displayed.
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Field

Check Number (A6)

Card Number (A20)

Card Holder (A25)

Expiration Date

Authorization Code (A6)

Memo (A25)

Description

The batch number you assigned earlier appears in the
Batch/Dep No field when you enter a bank ID.

Enter the number of the customer’s check.

Accept the default credit card number for the customer (if
any), or enter a different card number.

Accept the default credit card holder’s name (if any), or
enter the name of a different card holder.

Enter the expiration date of the credit card the customer
used.

Enter the authorization code for the payment (ifany).

Enter memo information associated with the payment—for
examplediscount promotion trade.

When you save the information about how the payment was rRg@), the

command bar appears.

Apply, Receipt, View, On acct, Totals, Goto

To apply the cash receipt to a particular invoice, move the prompt (>) to the invoice
line and pres#. The Apply Receipt window appears. PrEsger to apply the

total remaining to the invoice, or enter an amount to apply to the invoice. When
you save the informatioP@Dn), a different command bar appears.

Customer, Receipt, View, Edit, Totals, Goto

The explanations below apply to both this and the preceding command bar.

To enter cash receipts for a different customer, @e3fien enter the customer
ID, or accept the displayed customer.

To enter new receipt information, pré&sThe cursor returns to the receipt portion
of the screen. Enter additional payment amounts for the customer, or edit the
displayed receipt information.
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To view the customer’s previous receipts or invoices, pre3sie View Receipts/
Invoices screen appears. At tReceipts or Invoicegprompt, enteR to view
receipts ot to view invoices. When you are finished viewing the information, exit
to the Cash Receipts screen.

To edit the cash receipt, préssThen see page 6-29 for information about editing
cash receipts.

To designate the cash receipt as on-account for the customerOpiéssdefault

invoice number was set up in the DFxxxx table, it appears. Accept the displayed
invoice number, or enter a different number. Then enter the amount you want to
apply to the account. If you apply only part of the cash receipt, the system subtracts
it from the original amount to calculate the amount remaining.

To view totals information for the batch or deposit number, greBeceipt,
prepayment, and totals information for each kind of payment method associated
with the batch so far appears. You can enter a different batch or deposit number for
a different set of totals. After you are finished viewing the totals information, exit

to the Cash Receipts screen.

To move the prompt (>) to a different invoice number, p&sand enter the
number. (This command appears only if there is more than one screen of invoices.)

When you are finished entering cash receipts, exit to the Daily Work menu.

Produce the Cash Receipts Journal (page 7-19) to check for errors and to use as an
audit trail. If you find errors, use the Edit Cash Receipts function (page 6-29) to

edit incorrect cash receipts.
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Edit Cash Receipts

Use the Edit Cash Receipts function to change information about existing cash
receipts.

Edit Cash Receipts Screen

SelectEdit Cash Receiptsfrom the Daily Work menu. The function screen
appears.
0SAS TOOD

Settings Edit Print Help

Cash Receipts

Source Tran No
Batch/Deposit Nuwber 000001

Transaction Number oool

Customer ID ACEOO1 ACE EUILDERS

Invoice Number 12670064

Payment Date 12/21/1999 GL Period 12
Payment Amount 35467.99
Disc/Difference .00

Payment Method CHE Check

Bank ID FNEOD1 1st National EBank
Batch/Dep # gooool
Check Number 14z69

Verification
{_ Press <Pgln> to proceed -

accept the displayed number.

Inquiry 2. Enter the transaction number for the cash receipt you want to edit, or accept
the displayed number

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

3. Enter information about the transaction—the customer ID, invoice number,
and payment date—or accept the displayed information.
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4. Enter information about the payment—the amount, discount difference, and
method of payment (and information related to the payment method)—or
accept the displayed information.

When you save the informatioRgDn), a blank Edit Cash Receipts screen

appears. Enter a different batch or deposit number and transaction number, or exit
to the Daily Work menu.
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Copy Recurring Entries

Use the Copy Recurring Entries function to copy entries from the ARRHxxx and
ARRExxx (Recurring Entries) files tothe ARTDxxx and ARTHxxx (Transaction)
files when the recurring entries come due. Use the run codes and cutoff dates that
you set up in the Recurring Entries function to copy the batches according to your
schedule. After you copy anentry, it is treated like another transaction. When the
ARTDxxx and ARTHxxx files are posted, the entries are moved to the ARINxxx
(Open Invoice) file.

Before you copy recurring entries, produce the Recurring Entries List (ch. 11, sec.
7) and back up your files.

If you are using Accounts Receivable on a multiuser system, make sure that no one
else is using the Recurring Entries function. You cannot copy recurring entries
until the other users exit from that function.
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Copy Recurring Entries Screen

SelectCopy Recurring Entries from the Daily Work menu. The function screen
appears.

Settings Edit Print Help

Copy REecurring Entries

Fun Code From 1

Thru 1
GL Period 7
Cutoff Date 07/058/ 1999
Batch ID (n]u]u]u]up

Company H

Maint Inguiry

T
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Enter the range of run codes whose recurring entries you want to copy (A2).

Press€Enter to copy the entries to the displayed period, or enter a different
period (1-13).

When you entered recurring entries, you might have entered cutoff dates for
them. Accept the system date as the cutoff date, or enter a different date.
Entries that have cutoff dates before the date you enter here will not be copied
to the ARTDxxx and ARTHxxx files.

Enter the ID of the batch to copy to (A6). If you useMiantenance (F6)
command, the Batch Control function is temporarily called up.

This field does not appear if you elected not to use batching in the Resource
Manager Options and Interfaces function.
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Use the Change Batches function to replace a batch ID with a different batch 1D or
to associate transaction numbers with a different batch.

Change Batches Screen

SelectChange Batchesrom the Daily Work menu. The function screen appeatrs.

Seltings  Edit Print Help

Change Batches
Change:
1. Transaction No
2. Batch ID
2
Old Batch ID oooool

New Batch ID oooooz

— Verification
Press <Pgln> to proceed
to change Batch ID.

Select the kind of information you want to change: transaction or batch ID.
Inquiry Enter the batch ID you are working with (A6).

Inquiry If you elected to work with a transaction number, enter the number (A4).

R

. Enter the new batch ID (A6). If you did not specify a transaction number, you
are replacing the old batch ID with this one. If you useMhitenance (F6)
command, the Batch Control function is temporarily called up.

Inquiry

When you use theroceed(PgDn) command, the cursor returns to the Daily Work
menu.
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Batch Control

You can use batches to group invoices, miscellaneous credits, and cash receipts for
printing and posting. If you group transactions by batch, one user can enter
information while another posts transactions

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

Batch Control Screen

SelectBatch Control from the Daily Work menu. The function screen appears.

Settings Edit Print Help

Batch Control

Batch ID gooool

Lock Flag Report Status:

Description Sales Journal Unprinted
Status Released Misc Credits Journal Unprinted
No of Trans a Cash Receipts Journal Unprinted
Term User Name Term User Name

Verification
{_ Press <Pgln> to proceed

1. Enter the batch ID whose information you want to work with.

2. If aterminal ID is displayed in the Lock Flag field, the batch is or was
produced or posted on that terminal. Do not change it unless you need to
release a locked batch.
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3. Accept the displayed description of the batch, or enter a different description.

4. Enter the status of the bat¢h:if it is on hold, omR if it has been released. If
you enter H, you can print or post the batch, but you cannot enter or edit

transactions in it.

Note I

The No of Trans field is reserved for future use.

1. For each report, toggle the report status. The default statia$ Applicable
If invoices, miscellaneous credits, or cash receipts have been entered, the
default isUnprinted If you enter new transactions after you print the
report(s), the appropriate defaults changReéprint

If you selected a batch that is in use, the terminal ID and the user name of the
person entering transactions are displayed.

After you save the informatioP@Dn), enter information about a different batch
ID, or exit to the Daily Work menu.

6-36 Accounts Receivable User's Manual



Transaction Reports

Print Invoices

Sales Journal

Miscellaneous Credits Journal
Daily Sales Tax Report

Cash Receipts Journal
Methods of Payment Journal
Deposits Report

Post Transactions
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Print Invoices

Use the Print Invoices function to print invoices you entered in the ARTDxxx and
ARTHxxx (Transaction) files. This function is useful when you want to print
invoices for several transactions at once.

You can also print the invoice when you enter the transaction. S@mline
command in the Transactions function (page 6-3).

When an open invoice customer makes a payment toward a particular invoice, you
must apply the payment correctly. The invoice number in the ARINxxx (Open
Invoice) file must correspond to the information in the ARTDxxx and ARTHxxx
files. Since the Print Invoices function can reassign invoice numbers (but not credit
memo numbers), print the Sales Journal before and after you print invoices to keep
track of the numbers.
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Transaction Reports

Print Invoices Screen

SelectPrint Invoices from the Transaction Reports menu. The function screen
appears.

Settings Edit Print Help

Print Invoices

I= AR Transaction Entry Complete? YEI

Batches to Print:
aooooz

Invoice Date 07/058/ 1999
First Invoice No ooooz0s1
Last Good Invoice No Qooooooo

[If Restart)

Message for All Invoices:
Thank you for your order.

Print Additional Descriptions? YES

Cutput device - [Plrinter p(R)eview (!]ile (E) nd

Coiy ] =

7-4

If you are finished entering Accounts Receivable transactions,érifamot,
enterN. If you enter N, you are prompted to exit to the Transaction Report
menu.

Enter the batch numbers you want to print (A6).You can print 50 batches at
once.

Enter the date you want to print on the invoices or credit memos. This date is
used to age the invoices if you elected to use online aging in the Resource
Manager Options and Interfaces function.

Whether or not you print invoices determines how invoices are aged. The

invoice header date is used for aging only if you do not print invoices. This
date is used for aging if you print invoices regardless of the header date.
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4. If you assigned numbers to the invoices, enter the invoice number you want to
start with (N8). If you did not assign numbers to the invoices, enter the
number of the first form you are going to use.

5. If you are reprinting invoices, enter the number of the last form that was
printed correctly (N8). If you are reprinting and you use prenumbered
invoices, produce the Sales Journal after you print all the invoices so that you
have a record of the invoice numbers.

6. If you want all invoices to have a message, enter one.

7. If you want to print additional descriptions from the ARDExxx file on the
invoices, entely; if not, enterN.

8. Select the output device.

9. If you elect to print the forms, an alignment character is printed in the form’s
top right-hand corner. If the X is not centered in the alignment box or if the Xs
are not aligned in the grid on laser forms, adjust the form andnter
Continue this procedure until the form is aligned; then enter print the
invoices and credit memos.

If a customer’s purchase order number is greater than 8 characters, a row of
asterisks (*) is printed in the Order Number column, and the entire order
number is printed directly below the row of asterisks. To align the form so that
the customer's purchase order number can be seen, make sure that only the
bottom of the alignment character (X) is printed in the upper part of the
alignment box in the form’s right-hand corner.

Sample invoice and credit memo forms are at the end of this section.

After the forms are produced, the Transaction Reports menu appears.
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Invoice
INVOICE

0181
YOUR COMPANY NAME HERE
123 MAIN STREET
YOUR CITY, STATE, ZIP PAGE 1
(123) 456-7890
INVOICE DATE 12/30/95

INVOICE NO 00000181

ACE001 000011
ATTN: ACCOUNTS PAYABLE

S

Q ACE BUILDERS
[ ACE BUILDERS

i

0

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

PADUCAH KY 28655-7865

O+ T—Iw

TOTAL DUE 9900.00

DISC DUE DATE ORDER NO ORDER DATE SHIP DATE SHIP NO

GPD 0172979 01/09/96 0012 11727195 12/21/95 000011

CUSTOMER PO NUMBER SHIP VIA

2/10,n/30 BR549 Federal Exp 2nd-Day

ITEM ID ORDERED |  SHIPPED | UNIT PRICE EXTENSION

TERMS DESCRIPTION

100 03 PKG 4.0000 4.0000 528.5400 2114.16
Electrical Package

150 00 PKG 2.0000 2.0000 1317.3840 2634.77
Plumbing Package

300 03 EA 2.0000 2.0000 51.3810 102.76
Interior Door

550 03 PKG 3.0000 3.0000 1434.5910 4303.77
Millwork Package

600 03 EA 2.0000 2.0000 286.6500 573.30

Standard Window 24" X 40"

Thank you for your order.
Location Tax Breakdown
HN 171.26
MNMPLS 13.17

Subtotal : 9728.76

2634 7093.99 z 1 .00
50.19 Net Due : $900.00
Re-order From: Open System Forms 1-800-994-6736 LASER INVOICE 3021
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Credit Memo
INVOICE

0087
YOUR COMPANY NAME HERE
123 MAIN STREET
YOUR CITY, STATE, ZIP PAGE 1
(123) 456-7890
INVOICE DATE 12/30/95

INVOICE NO 00000067

ACE001 << CREDIT MEMO>»

S S
© ATTN: ACCOUNTS PAYABLE Fll ACE BUILDERS
D ACE BUILDERS p 1588 SE 31ST STREET
. 1588 SE 31ST STREET i PADUCAH KY 28655-7865
) PADUCAH KY 28655-7865 o
TOTAL DUE s217.69
SLS2 DUE DATE DISC DUE DATE ORDER NO ORDER DATE SHIP DATE SHIP NO
GPD 01/29/96 01/09/96 0023 12/07/95 12/30/95
TERMS DESCRIPTION CUSTOMER PO NUMBER
2/10,n/30 BR549 UPS - Blue
100 00 PKG 1.0000 1.0000 380.5488 380.55
Electrical Package
250 03 cs 1.0000 1.0000 1269.0122 1269.01
Exterior Panels
400 03 PKG 1.0000 1.0000 808.5515 808.55
Interior Materials
900 00 EA 1.0000 1.0000 689.99
Refrigerator - Black .
Ser 8675309 689.9900
Thank you for your order. s
Subtotal : 3148.10
1070.54 2077.56 .00 69.. .00 3217.69
Re-order From: Open System Forms 1-800:094-6736 LASER INVOICE 3021
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Sales Journal

Print the Sales Journal before you post transactions to check for mistakes and
omissions. The Sales Journal also serves as an audit trail of sales transactions.

Sales Journal Screen

SelectSales Journalfrom the Transaction Reports menu. The function screen
appears.
0SAS TOOD

Settings Edit Print Help
Sales Journal

Pick Customer ID From ACEOO1
Thru VISOO1

Batches to Print:
aooooz

Print By: Print:

1. Batch/Transaction 1. Line Detail

Z. Customer ID Z Transaction Totals
3. Invoice Number 3. Ereak Totals

4., GL Pd/3ales Account 1

5. Item No/Loc ID or Jokb/Phase

1

‘ Cutput device - [Plrinter p(R)eview (!]ile [Z)creen (E)jnd
Inquiry 1. Enter the range of customers whose information you want in the jqagjal
Inquiry 2. Enter the batch numbers you want to print (A6).You can print 50 batches at

once.
3. Select the option by which to organize the journal.

4. Select the amount of detail you want in the journal.
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5. Select the output device.

Note I

If the Sales Journal does not include some invoice numbers, you probably printed
multiple-page invoices or credit memos. The number of an invoice that is a
continuation of a previous one is skipped. Invoice numbers are not reassigned for
credit memos if you elected to use prenumbered forms in the Resource Manager
Options and Interfaces function.

A sample Sales Journal is at the end of this section.

After the journal is produced, the Transaction Reports menu appears.
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Transaction Reports

Sales Journal Report

09/30/1999 Builders Supply Page
931AM Sales Joumnal
By Customer ID

Batch CustID ID Job/PhaseorLoc.ltemID Rep 1 SalesAcct. Units Qty. Ordered UnitPrice Ext Price TaxC

Trans Invc. No. Description Rep 2 COGS Acct Qty. Shipped  Unit Cost  Ext. Cost

Line  Order No. Inv. Acct. Qty. Backord.

000001 ACEOOL | MNOOO1 100 GPD 401000 PKG 40000 5285400 211416 03
0012 12670201 Electrical Package 501000 40000 3435500 137420

001 104400 .0000

000001 ACEOOL | MNOOO1 150 GPD 401000 PKG 20000 1317.3840 263477 03
0012 12670201 Plumbing Package 501000 20000 9075300 181506

002 104400 .0000

000001 ACEOOL | MNOOO1 300 GPD 401000 EA 20000 513810 10276 03
0012 12670201 Interior Door 501000 20000 220100  44.02

003 104400 .0000

000001 ACEOOL | MNOOO1 550 GPD 401000 PKG 30000 14345910 430377 03
0012 12670201 Millwork Package 501000 30000  .0000 00

004 104400 .0000

000001 ACEOOL | MNOOO1 600 GPD 401000 EA 20000 2866500 57330 03
0012 12670201 Standard Window 24" X 40" 501000 20000 1172900 23458

005 104400 0000

Cust. TransNoRepl Inv.Date PerTxGip Freight ~ Subtotal ~ SalesTax Inv. Total Pmt. Pmt. Amo
Batch Invc.NoRep2  Ord. Date Miscellaneous
Ship To Order No Terms Desc. Ship Date

ACEO01 0012 GPD  12/21/1999 12 MI 00 972876 00 972876
000001 12670201 .00
2/10,n/30 12/21/1999

Batch CustID ID Job/PhaseorLoc.ltemID Rep 1 SalesAcct. Units Qty. Ordered UnitPrice Ext Price TaxC

Trans Invc. No. Description Rep 2 COGS Acct Qty. Shipped  Unit Cost  Ext. Cost
Line  Order No. Inv. Acct. Qty. Backord.

000001 ACEO001 | MNOOOL GPD 4010 10000 1000000 10000 00
0018 12670206 SERVICE CHARGE 5010 10000 500000  50.00
001 1044 .0000

lass

unt

00
00

lass
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Miscellaneous Credits Journal

Produce the Miscellaneous Credits Journal before you post transactions to check
for mistakes and omissions and to use as an audit trail. If this journal reveals
incorrect transactions, use the Transactions function (page 6-3) to edit or delete
them.

Miscellaneous Credits Journal Screen

SelectMiscellaneous Credits Journalffrom the Transaction Reports menu. The
function screen appears.

Settings Edit Print Help

Miscellaneous Credits Journal
Pick Customer ID From ACEOO1
Thru VISOO1
Batches to Print:
aooooz
Print By: Print:
1. Batch/Transaction 1. Line Detail
Z. Customer ID Z. Transaction Totals
3. Invoice Number 3. Ereak Totals
4., GL Pd/3ales Account 1
5. Item No/Loc ID or Jokb/Phase
1

‘ Cutput device - [Plrinter p(R)eview (!]ile [Z)creen (E)jnd
1. Enter the range of customers whose information you want in the jqié)al
2. Enter the batch numbers you want to print (A6).You can print 50 batches at

once.

3. Select the option by which to organize the journal.
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4. Select the amount of detail you want in the journal.
5. Select the output device.
A sample Miscellaneous Credits Journal is at the end of this section.

After the journal is produced, the Transaction Reports menu appears.
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Miscellaneous Credits Journal

Transaction Reports

Miscellaneous Credits Journal

06/02/1999 Builders Supply Page
215PM Miscellaneous Credits Journal

By Batch/Transaction
Batch CustID ID Job/Phase orLoc./ltemID Rep1 Sales Acct. Units Qty. Ordered UnitPrice Ext. Price TaxC
Trans  Invc. No. Description Rep 2 COGS Acct. Qty. Shipped  UnitCost  Ext. Cost
Line  Order No. Inv. Acct. Qty. Backord.
000001 ACEOO1 | MNO0O1 100 GPD 4010 PKG 50.0000 5285400 26427.00
0001 16  ELECTRICAL PACKAGE 5010 50.0000 3435500 1717750
001 565 1044 .0000
000001 ACEO0O1 | MNO0O1 150 GPD 4010 PKG 20,0000 14637600 29275.20
0001 16  PLUMBING PACKAGE 5010 20,0000 907.5300 18150.60
002 565 1044 .0000
000001 ACEOO1 | MNO0O1 200 GPD 4010  PKG 100000 27382300 27382.30
0001 16  HEATING/COOLING PACKAGE 5010 100000 0000 .00
003 565 1044 .0000
000001 ACEOO1 | MNO0O1 300 GPD 4010 EA 50.0000 57.0900 285450
0001 16  INTERIOR DOOR 5010 50.0000 222600 1113.00
004 565 1044 .0000
000001 ACEOO1 | MNO0O1 350 GPD 4010 EA 100000 5845900 584590
0001 16  ENTRYDOOR 5010 100000 2279900 2279.90
005 565 1044 .0000

Cust TransNoRepl Inv.Date PerTxGip Freight ~ Subtotal SalesTax Inv. Total Pmt. Pmt. Amo
Batch Invc.NoRep2  Ord. Date Miscellaneous
Ship To Order No Terms Desc. Ship Date

CASHTX 0004 JAH  12/21/1999 12 TXD 00 1729940 00 1729940
000001 20 12/05/1999 00
556465 C.O.D. 12/21/1999

BATCH 000001 TOTAL Freight ~ Subtotal SalesTax Ext.Cost Ext.Pric
Miscellaneous

00 31383799  10279.12 00 32411711
00

lass

unt

88!
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Daily Sales Tax Report

The Daily Sales Tax Report shows taxes collected and owed, sorted by tax group.
Daily Sales Tax Report Screen

SelectDaily Sales Tax Reportfrom the Transaction Reports menu. The function
screen appears.

Seltings  Edit Print Help

Daily Sales Tax Report

Pick Tax Group ID From Ch
Thru TEHOUS

Eatches to Print:
aooooz

Print Detail or Summary Detail

‘ Cutput device - [Plrinter p(R)eview (_I]ile [Zlereen (E)nd ‘

Inquiry 1. Enter the range of tax groups whose sales taxes you want in the report (A6).
2. Enter the batch numbers you want to print. You can print 50 batches at once.

3. Select the amount of detail you want in the report.

4. Select the output device
A sample Daily Sales Tax Report is at the end of this section.

After the report is produced, the Transaction Reports menu appears.
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Transaction Reports

Daily Sales Tax Report

Daily Sales Tax Report

06/02/1999 Builders Supply Page
216 PM Daily Sales Tax Report
By Tax Location
Detail

Invoice Inv. Date —— Tax Level1-- — TaxLevel2— -—TaxLevel3— TaxLevel4-- — TaxLevel5-

28 12/25/1999 CAT

SUBTOTAL CAT

8

18 12/18/1999 MDR
27 12/23/1999 MDR

SUBTOTAL MDR

17 12/12/1999 MNR
24 12114/1999 MNR
26 12/15/1999 MNR
30 12/25/1999 MNR
0012 MNR
0016 MNR
0017 MNR
0019 MNR
0020 MNR
0021 MNR
0022 MNR 96.88

SUBTOTAL MNR 96.88 2795

8888 g 88 B

16 12/18/1999 MNT

SUBTOTAL MNT

29 122211999 TXD

00

00

20 1221/1999 TXD .00
00

00

End of Report
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Cash Receipts Journal

The Cash Receipts Journal provides a record of the cash receipts in the ARCRxxx
(Cash Receipts) file. Produce it after you have entered all the cash receipts for the
day but before you post the transactions (since posting may clear the ARCRXxxX,
ARTDxxx, and ARTHxxx files).

Cash Receipts Journal Screen

SelectCash Receipts Journafrom the Transaction Reports menu. The function
screen appears.

Settings Edit Print Help

Cash Receipts Journal

Pick Customer ID From ACEOOD1 Method of Payment From CHE
Thru VISOO1 Thru W/ O
Bank Account From FNEOO1

Thru SNEOO1
Batches to Print:
aooooz

Print by:
1. Customwer ID
GL Period/Account
Bank Account - Deposit/Batch ID
Deposit/Batch ID
Method of Payment

oo L)

‘ Cutput device - [Plrinter p(R)eview (!]ile [Z)creen (E)jnd

Inquiry 1. Enter the range of customers whose information you want in the jqagjal

Inquiry 2. Enter the range of payment methods whose associated receipts you want in

the journal (A3).
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3. Enter the range of bank accounts whose associated receipts you want in the
quiry journal (AB).

4. Enter the batch numbers you want to print (A6). You can print 50 batches at

once.

5. Select the option by which to organize the journal.
6. Select the output device.
A sample Cash Receipts Journal is at the end of this section.

After the journal is produced, the Transaction Reports menu appears.
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Cash Receipts Journal

Transaction Reports

Cash Receipts Journal

06/02/1999 Builders Supply Page
217PM Cash Receipts Journal
By Customer ID
Deposit/
Batch IDCustID Credit  Invoice Payment  Customer/inv Pymt  Discount/ Type/

Tran No.Bank ID GL Account Number Date Age  Balance Payment Amount Mthd Difference Check# Balance

000001 ACEOO1 1010 06/02/95 0 .00 200.00 CHK .00 004624 200
0011 FNBOO1

000001 ACEO01 1010 6080 12/21/90 O 50000  200.00 CHK .00 000445 300
0001 FNBOO1

000001 ACEQ01 1010 6500 12/21/90 O 1399472  9000.00 CHK .00 000445 4994
0002 FNBOO1

Customer ACE001 ACE BUILDERS Total 9400.00 .00

000001 DALOO1 1010 6509 12/21/90 O 449694  2000.00 CHK .00 000548 2496
0003 FNBOO1
000001 DALOO1 1010  ONACCT 12/21/90 0 00  2600.00 CHK .00 000548 2600
0004 FNBOO1

Customer DAL001 DALLAS-FT WORTH DOME HOMES Total 4600.00 .00

000001 KANOO1 1010 6305 12/21/90 O 79450  200.00 CHK .00 024554 594
0006 FNBOO1

000001 KANOO1 1010 6504 12/21/90 O  9000.00  4000.00 CHK .00 024554 5000
0005 FNBOO1

Customer KAN0OO1 KANSAS CITY GEODESIC HOMES Total 4200.00 .00

000001 TENOO1 1010 6502 12/21/90 0 3198800  15000.00 VIS .00 CRCARD 16988
0007

Customer TEN001 TENNESSEE SHELTERS, INC. Total 15000.00 .00
GRAND TOTAL Credits: 3320000 Debits:  33200.00 .00
End of Report

.12
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Methods of Payment Journal

The Methods of Payment Journal summarizes cash receipts by methods of
payment. Use this function to produce a list of receipts for credit card claims.

Methods of Payment Journal Screen

SelectMethods of Payment Journalfrom the Transaction Reports menu. The
function screen appears.

Settings Edit Print Help

Methods of Payment Journal

Method of Payment From CHE
Thru W/ O

Batches to Print:
aooooz

Print Type:
1. Cash
Z. Check
3. Credit Card
4. Write-off
5. Other
6. All HMethods
&
‘ Cutput device - [Plrinter p(R)eview (!]ile [Z)creen (E)jnd

Inquiry 1. Enter the range of payment methods whose associated receipts you want in
the journal (A6).

Inquiry 2. Enter the batch numbers you want to print. You can print 50 batches at once

(AB).

3. Select the method of payment you want to list in the journal.
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Methods of Payment Journal Transaction Reports

4. You can include payment methods in two ways: entering a range and selecting
a payment method. Take care to make the two specifications agree. For
example, if you entered VIS at From and Thru for a credit card and then
selected 1 for cash, the journal would not have any data because no payment
method is both a credit card and cash.

5. Select the output device.

A sample Methods of Payment Journal is at the end of this section.

After the journal is produced, the Transaction Reports menu appears.
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Methods of Payment Journal

Transaction Reports

Methods of Payment Journal

06/02/1999 Builders Supply
2:18PM Methods of Payment Journal
Type All Methods

Method Description Type  GLAccount
CHK  Check Check 1000

Deposit/ Invoice Payment
Batch ID CustID Number  Tran Date BankID

Check Number

Page

Paym

000001 ACE001 6080 0001 12/21/90 FNBOOL
000001 ACE001 6500 0002 12/21/90 FNBOOL
000001 DALO01 6509 0003 12/21/90 FNBOOL
000001 DALO01 ONACCT 0004 12/21/90 FNBOO1
000001 KANOO1 6504 0005 12/21/90 FNBOOL
000001 KANOO1 6305 0006 12/21/90 FNBOOL
000001 ACEQ01 0011 06/02/95 FNBOOL

Payment Type CHK Total

Method Description Type  GLAccount
VIS VISA Credit Card 1011

Deposit/ Invoice Payment
Batch ID CustID Number ~ Tran Date Card Holder

18200

Paym

Card Account Number Exp.Date Auth#  Amo

000001 TENOO1 6502 0007 12/21/90 TENNESSEE SHELTERS, INC. 23647826348238119233 1/1991 231231 15000

Payment Type VIS Total

Method Description Type  GLAccount
WIO Write-offto BadDebt ~ Write-off 1020

Deposit/ Invoice Payment
Batch ID CustID Number Tran Date Memo

15000

Paym

000001 SUNOO1 6605 0008 12/21/90 Write Off - Damaged Mdse

200

Payment Type WO Total

200

8888888

g i

ent
unt

ent
unt
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Deposits Report

Use the Deposits Report function to summarize and list bank deposits from receipts
of typecashandcheck

Deposits Report Screen

SelectDeposits Reportfrom the Transaction Reports menu. The function screen
appears.

Seltings  Edit Print Help

Deposits Report

Pick Bank Account ID From FNEOOL
Thru SMNEOO1

Deposits/Batches to Print:
oooonz

‘ Cutput device - [Plrinter p(R)eview (_I]ile [Zlereen (E)nd

Inquiry 1. Enter the range of bank accounts whose associated deposits you want in the
report (A6).

2. Enter the batch numbers you want to print. You can print 50 batches at once.

3. Select the output device.

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

After the report is produced, the Transaction Reports menu appears.
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Transaction Reports

Deposits Report

Deposits Report

06/02/1999 Builders Supply Page

2:19PM Deposits Report

Bank FNBOO1

Deposit # 000001

CustID Customer Name Checks Cash Check No. Payment Date
ACE001 ACEBUILDERS 200.00 445 12/21/1990
ACE001 ACEBUILDERS 9000.00 445 12/21/19%0
ACE001 ACEBUILDERS 200.00 4624 06/02/1999

DAL0O01 DALLAS-FT WORTH DOME HOMES
DAL0O01 DALLAS-FT WORTH DOME HOMES
KANOO1 KANSAS CITY GEODESIC HOMES
KANOO1 KANSAS CITY GEODESIC HOMES

Deposit/Batch Total
Bank FNBOO1 Total
Grand Total

End of Report

2000.00 548 12/21/1990
2600.00 548 12/21/1990
4000.00 24554 12/21/1990
200.00 24554 12/21/1990
18200.00 18200.00 00
18200.00 18200.00 00
18200.00 18200.00 00
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Post Transactions

When you post transactions, open invoices are created in the ARINxxx (Open
Invoice) file for each sales and miscellaneous credit entry inthe ARTDxxx and
ARTHxxx (Transaction) files. The due date for each transaction is updated fro
the invoice date and the number of due days for the terms code, and the discount
date is updated from the invoice date and the number of discount days from the
customer’s terms. A payment record is created in the ARINxxx file for each cash
receipt.

The system creates a temporary file, ARTMTxxX, to store line-item entries, totals,
and cash receipt information. As you post information, the line-item information i
posted first; then the totals are updated. When all the line items are posted, the cash
receipts information is posted, and finally the bank reconciliation transactions are
posted and summary GL entries are calculated.

If you post detailed information to General Ledger, entries are created in the
GLJIRxxx (Journal) file for each line item. If you post only summary information to
General Ledger, the transaction figures are summarized into one entry for each
account.

The balance and the sales and payment history fields in the ARCUxxx (Customer)
file are updated. The period-to-date, month-to-date, year-to-date, and last-year
fields in the ARPYxxx (Payment Methods) file are updated.

The month- and year-to-date gross sales figures in the ARSRxxx (Sales Rep) file
are updated.

The taxable and nontaxable totals from the transactions update the totals in the
RMTXxxx (Tax Groups) file.

If you keep detail and summary history, the ARHIxxx file is updated by line-ite

and totals detail, and the ARHSxxx file is updated by summary totals for the
company, customer, and items sold when applicable.
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Posted transactions are cleared from the ARTDxxx, ARTHxxx, and ARCRxxx
(Cash Receipts) files, and the temporary files are erased.

Interfaces

General Ledger

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

When you post invoices for sales on credit, entries are made to these accounts:
Sales Sales Tax Freight Misc AR

CR CR CR CR DB

The sales/COGS account code record provides the sales account. The general
ledger account in the tax group record provides the sales tax account. The
distribution codes record provides the other accounts.

The costs for each line item send entries to these accounts:
Inventory COGS

CR DB

The item record or the ARGLxxx table provides the inventory account. The item
record or the sales/COGS account code record provides the COGS account.

The miscellaneous credits for each line item send entries to these accounts:
Sales Sales Tax Freight Misc AR

DB DB DB DB CR
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Transaction Reports Post Transactions

The sales/COGS account code record provides the sales account. The account in
the tax group record provides the sales tax account. The distribution code record
provides the other accounts.

The costs for each line item send entries to these accounts:
Inventory COGS

DB CR

The item record or the ARGLxxx table provides the inventory account. The item
record or the sales/COGS account code record provides the COGS account.

When you post invoices for cash receipts, entries are made to these accounts:
Cash Discounts

EEEREE

The payment method record provides the cash account, and the ARGLxxx table
provides the discounts account.

The source of the accounts receivable account (or whichever account is credited by
cash receipts) can vary. If you enter a customer ID when you enter cash receipts,
the associated distribution code specifies the accounts receivable account. If you do
not enter a customer ID when you enter cash receipts, you specify the accounts
receivable account.

Job Cost
If Accounts Receivable is interfaced with Job Cost, posting updates the billing

information in the JOBSxxx and JOHIxxx files. If a job or phase is completed,
posting also updates the actual end date.

Bank Reconciliation

If Accounts Receivable is interfaced with Bank Reconciliation, each posted deposit
creates a summary record in the BRTRxxx (Transactions) file.
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Inventory

If Accounts Receivable is interfaced with Inventory, on-hand and in-use quantities
are decreased, and quantities and history are updated. The system also calculates
average prices in the INUPxxx (Units Pricing) file.

Before Posting
Before you post, do the following things:

* If you have a multiuser system, make sure that no one else is using the
Accounts Receivable system. You cannot post if someone else is using
Accounts Receivable functions.

» If you are using batching, make sure that no one else is using the batche
being posted.

*  Printthe Sales Journal (page 7-9), the Miscellaneous Credits Journal (page
7-13), and the Cash Receipts Journal (page 7-19).

»  Back up all the data files.

The information in the Sales Journal and the Miscellaneous Credits Journal comes
from the ARTDxxx and ARTHxxx files. The information in the Cash Receipts
Journal comes from the ARCRxxXx file. Posted entries are cleared from these files
to make room for the next group of entries. Because you cannot reconstruct the
journals after you post, printing them before you post is important.

Backing up your data files before you post is an important practice. Unforeseen

problems, such as a power surge or failure, can interrupt the post and result in the
loss of data.
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Post Transactions Screen

SelectPost Transactionsfrom the Transaction Reports menu. The function screen
appears.

Settings Edit Print Help

Post Transactions

Hawve You Backed Up Your Data Files? YE3S

Batches to Post:
aooooz

Post To:
1. Current Fiscal Year (1999)
2. Last Fiscal Year (1998)
1

Age All Customers? NO

Cutput device - [Plrinter p(R)eview (!]ile (E) nd

1.
:
3.
4.

If you have backed up your data files, engif not, enteN. If you enter N,
you are prompted to return to the Transaction Reports menu.

Enter the batch numbers you want to post (A6). You can post 50 batches at
once.

Select the fiscal year you want to post to. If Accounts Receivable is not
interfaced with General Ledger or if you did not create last-year data in
General Ledgerl is displayed and you cannot change it.

If Accounts Receivable is interfaced with General Ledger and you have
created last-year data in General Ledger, sglecpost the transactions to the
current-year GLIRxxx file d2 to post them to the last-year GLIRxxx file.

If you want to age all customers, eriteif not, entemN
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If you enter N, the system does not make any aging adjustment.

If you enter Y, the customer aging buckets can be updated in one of three
ways. If you printed invoices, the invoice date entered in the Print Invoices
function serves as the basis for aging. If you did not print invoices, the invoice
header date serves as the basis for aging.

If you did not enter an invoice number (and therefore no invoice date), the
post date—the system date when you use this function—serves as the basis
for aging.

5. Select the output device.
A sample posting log is at the end of this section.

After posting is completed and the log is printed, the Transaction Reports menu
appears.
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Transaction Reports

Post Transactions Log

06/07/1999 Builders Supply
336 PM Post Transactions
Temina:  T0O
Batches Posted:
000001
Posted to CURRENT YEAR (1999)
06/07/1999 Builders Supply
336PM POST INVENTORY ITEMS
Batch Tran# Ln TpInvoice Loc. Item# or Job/Phase

Lot Numbers

Serial Numbers

Page A-

Page B-

Qty Shipped Units Unit Cost Extended Cost

0000010001 001CM16 MNOOO1 100
0000010001 002CM16 MNOOO1 150
0000010001 003CM16  MNOOO1 200
0000010001 004CM16  MNOOO1 300
0000010001 005CM16  MNOOO1 350
0000010001 006CM16  MNOOO1400
0000010001 007CM16 MNOOO1450
0000010001 008CM16  MNOOO1550
0000010001 009CM16  MNOOO1 600

TRANSACTION TOTAL

AR 1010 AR 33200.00
PAYMENTSRECEIVED 1011 AR 15000.00
PAYMENTSRECEIVED 1020 AR 200.00
INVENTORY 1044 AR 20820.37
SALES 4010 AR 101333.62
COST OF SALES 5010 AR 2082037

50.0000PKG 343550 17177.50-
20.0000PKG 907530 18150.60-
10.0000-PKG .000 00
50.0000EA 22260 1113.00-
10.0000EA 227990 2279.90-
10.0000PKG 855290 8552.90-
250000EA 161140 402850
10.0000PKG ~ 1036.100 10361.00-
10.0000EA 121030 1210.30-

62873.70-

PERIOD 12 BALANCE 194021.04 155353.99
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Post Transactions

Post Cash Receipts Log

06/07/1999 Builders Supply Page D-
336PM POST CASH RECEIPTS
Mthd Type Description Amount
CHK 2 Check 18000.00
2 TOTAL CHECKS 18000.00
VIS 3VISA 15000.00*

3 TOTAL CREDIT CARDS 15000.00 *
W/O 4 Wiite-off to Bad Debt 200.00

4 TOTAL WRITE-OFFS 200.00

* Open Invoice Created

06/07/1999 Builders Supply Page E-
336PM POST DEPOSITS

Dep# Date Amount
BANK ACCOUNT FNBOO1 -

000001 06/07/1999 18000.00

TOTAL FOR BANK >OOOCZ|._.|_MZW&H 18000.00

GRAND TOTAL HHHHHHHMMMO.OO

End of Report
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Open Invoices

Hold/Release Invoices
Open Invoice Report

Aged Trial Balance

Cash Flow Report
Calculate Finance Charges
Statements

Customer Analysis Report
Commissions Report
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Open Invoices

Introduction

8-2

When you enter a transaction whoe invoice has been paid completely, and you
post, information about the transaction amounts moves from the ARCRxxx (Cash
Receipts) and ARTDxxx and ARTHxxx (Transaction) files to the ARCUxxx
(Customer) file and the ARHIxxx and ARHSxxx (Detail and Summary History)
files.

The invoices and payments are posted to the ARINxxx (Open Invoices) file. Use
the functions on the Open Invoices menu to take open invoices into account. You
can put disputed invoices on hold to halt aging or release held invoices, calculate
finance charges for invoices past due, and produce several reports to serve as a
reference of your open invoices and as part of a larger audit trail for all
transactions.
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Hold/Release Invoices

Use the Hold/Release Invoices function to put disputed invoices on hold, release
held invoices, split a payment or credit into several parts, or reapply a payment or
credit to an outstanding invoice.

If you put an invoice, a miscellaneous credit, or a cash receipt on hold, it does not
appear on the customer's statement, but it will continue to be ageetlgrop

Finance charges are not assessed for held invoices.

Hold/Release Invoices Screen

SelectHold/Release Invoicegrom the Open Invoices menu. The function screen
appears.
0SAS TOOD

Settings Edit Print Help

Customer ID
Aocount Type

ACEOOL
Open Invoice

Hold/Release Invoices

ACE EUILDERS

Company H

Info

Invoice Type Stat Inwve Date Check No Gross Amount Discount

» 1lze70046 INWVC EREL 09/05/1995 74519.56 1492.39

1zg70064 INWC REL 11/24/1995 35467.99 709.36

1zg70074 INWC REL 1z2/21/1995 Z17z2.07 434,44

24589030 INVC REL 12/09/1995 49:25.52 95.58
Hold/release, All, Split/reapply, Customer, First, Last, Next, Prev
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Hold/Release Invoices Open Invoices

Field Description

Customer ID (A6) Enter the ID of the customer whose invoices you want to

hold or release. If you use tMaintenance (F6) command,

the Customers function is temporarily called up. After you
enter the ID, information about the customer appears: the
customer’s account type, status, date and amount of the last
payment, and check number.

Command bar
Hold/release All, Split/reapply, Customer, First, Last, Next, Prev, Goto
To hold or release an invoice, move the prompt (>) to the line containing the
invoice you want to work with. Then predsto change the invoice status. To
change the status back, préssgain.
To change the status of all invoices from one type to another Aprigsthe
window that appears, prebsto change all statusestieldor R to change all
statuses teeleased
To split a payment or credit memo into more than one payment or credit memo or
to reapply a payment to an invoice, présThen enter the amount of the new

invoice and the invoice number to apply payment to.

To work with invoices for a different customer, pr&€sThen enter the ID of the
customer whose invoices you want to work with.

To work with invoices for the first customer on file, prés
To work with invoices for the last customer on file, press
To work with invoices for the next customer on file, pridss

To work with invoices for the previous customer on file, pfess
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To move the prompt (>) to a different invoice number, p@&sEhen enter the
number. (This command appears only if there is more than one screen of invoice
numbers.)

When you are finished working with information for the customer, enter another
customer ID, or exit to the Open Invoices menu.
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Open Invoice Report

The Open Invoice Report lists the invoices, miscellaneous credits, and cash
receipts in the ARINxxx (Open Invoice) file. Only open invoice customers
(account type O) in the ARCUxxx (Customer) file are included in this report.

The Open Invoice Report shows only summary (totals) information. If you need a
more detailed report for sales analysis, print the Detail History Report (page 9-11).

Before you produce the Open Invoice Report, make sure that you have posted all
the transactions

Open Invoice Report Screen

SelectOpen Invoice Reportfrom the Open Invoices menu. The function screen
appears.

Settings Edit Print Help

Open Invoice Report

Pick Customer ID From ACEOO1
Thru VISOO1

Include Paid Invoices After 07/08/1999

‘ Cutput device - [Plrinter p(R)eview (!]ile [Z)creen (E)jnd

1. Enter the range of customers whose information you want in the (&ggrt
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2. Enter the date of the first paid invoice that you want to include in the report.
Paid invoices dated on or after the date you enter will be included in the

report.
3. Select the output device.
A sample Open Invoice Report is at the end of this section. TheHeitethe St

(status) column indicates that the invoice is on hold. The amounts in the Gross
Amount column are the invoice totals before discounts are taken.

After the report is produced, the Open Invoices menu appears.
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Open Invoice Report

Open Invoice Report

09/30/1999 Builders Supply Page
932AM Open Invoice Report
Invoice Invoice Due  Discount Gross  Discount Misc.
Number Type StMOP Date Date  Date Amount  Amount  Payments
Customer ACE001 ACE BUILDERS
12670046 IN  09/05/1999 10/05/199909/15/1999 7461956  1492.39
12670064 IN  11/24/1999 12/24/199912/04/1999 3546799  709.36
12670074IN  12/21/199901/20/199612/31/1999 2172207 43444
24839030IN  12/09/199901/08/199612/19/1999 492882 9858

TOTAL 13673844 00 00 13673
Customer DAL001 DALLAS-FT WORTH DOME HOMES
12670056 IN  10/14/1999 11/13/199910/24/1999 973964  97.40
12670066 IN 11151999 12/15/199911/25/1999 720392  72.04
12670077IN  12/25/1999 01/24/199601/04/1996 899126 8991

TOTAL 25034.82 .00 00 2593
Customer KANOOL KANSAS CITY GEODESIC HOMES
12670067 IN  11/16/1999 12/16/199911/26/1999  71699.10 71699
12670075IN  12/10/199901/09/199612/20/1999 1126790 11268
24839024 IN - 10/20/1999 1V/19/199910/30/1999 7393230  739.32
24839024 PY  CHK 11/27/1999 68972.27 8792
24839028 IN  11/12/199912/12/199911/22/1999 41894970  4189.50

TOTAL 575849.00 68972.27 00 50687
Customer LOS001 LOS ANGELES CONSTRUCTION CO.
12670058IN  10/27/1999 11/26/199911/06/1999 1711876  342.33
12670070IN  1V/13/199912/13/199911/23/1999 1497746 29955
12670073IN  12/14/1999 01/13/1996 12/24/1999 4700000  940.00

TOTAL 79096.22 00 00 7909
Customer SUN001 SUNSHINE HOMES, INC.
12670080IN  12/12/1999 01/11/199612/22/1999 824632 8246

TOTAL 8246.32 00 00 84

Credits ~ Bal

973

2593

7169
8296
15689

50687

1711

7909

824

ance

956

9.62
844

844

8.76

6.22

6.22

6.32

6.32
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Aged Trial Balance

The Aged Trial Balance shows the invoice balances broken down into five aging
periods. The detail report shows full detail for all invoices; the summary report
shows only the aging period totals.

For balance forward customers, the summary balances of the five aging periods are
shown. For open invoice customers, the invoices, credits, and receipts in the
ARINxxx (Open Invoice) file and the aging period each of the transactions belongs
to are shown (provided you elect to include full details).

If you have open invoice customers, the aged balances in the Aged Trial Balance
may not be the same as the ones in the ARCUxxx (Customer) file. The balances in
Aged Trial Balance are up to date on the day you print the report; the balances in
the ARCUxxx file are updated at the end of the month, when you post, or if the
online aging option is set to YES.

If you do not do periodic maintenance before you enter activity for a new month,

the Current columns in the report show activity for the current month and all the
months you did not do periodic maintenance.
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Aged Trial Balance Screen

SelectAged Trial Balancefrom the Open Invoices menu. The function screen
appears.

Settings Edit Print Help

Aged Trial Balance

Pick Customer ID From ACEOOL Age By:
Thru VIZ001 1. Invoice Date
Sales Rep From DMM 2. Discount Date
Thru FRT 3. Invoice Due Date
State From 1
Thru Print By:
Distribution Code From 01 1. Customwer ID
Thru 02 Z. Customer Name
LAging Date 07/058/1999 3. Sales Rep
Cutoff Date 07/08/1999 4. 3State/City
Include Paid Invoices After 07/05/1993 5. Distribution Code
1
Aging Breaks: Days Date
Current -—— 07/08/ 19399 Past Due Customers Only? ho[a]
Past Due 1 30 06/05/1999 Full Detail? YES
Past Due Z 60 05/09/1999 Ealance Forward Customers? NO
Past Due 3 o0 04/09/1999
Past Due 4 120 03/10/19399 Print Page Breaks ho[a]
‘ Cutput device - [Plrinter p(R)eview (!]ile [Z)creen (E)jnd

1. Enter the range of customers you want in the report (A6).
Inquiry Enter the range of sales reps you want in the report (A3).

3. Enter the range of states you want in the report (A2).

N

Inquiry 4. Enter the range of distribution codes you want in the report (A2).

5. Accept the displayed aging date, or enter the date the system is to use as a
starting point for aging.

6. Accept the displayed cutoff date, or enter the date the system is to use as an

ending point for aging. Invoices dated later than this cutoff date do not appear
in the report.
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7. Acceptthe displayed date, or enter the date of the first statement that you want
to include in the report. Invoices paid before the date you enter will not be
included in the report.

8. Aging breaks are the dates that define aging buckets, or categories of invoices
with a particular aging status. The categories are Current and Past Due 1-4.
Accept the displayed dates, or enter different dates.

9. Select the date by which you want to age invoices.

10. Select the option by which to organize the report.

11. If you want to include only customers whose balance is past dueYgifiter
not, entem.

12. If you want to list line-item transactions associated with each customer, enter
Y. If you want to list only totals associated with each customer, lnter

13. If you want to include balance forward customers, éfitémot, enterN.

14. If you want to include the contact ID, en¥erif not, enter.

15. If you want information about each sales rep, state/city, or distribution code to
begin on a new page, en¥rlf you want the information produced in a
continuous flow, enteN. You can enter Y only if you elected to organize the
report by sales rep, state and city, or distribution code (if you selected 3, 4, or
5 in step 11) and if you have more than one page of data.

16. Select the output device.

A sample Aged Trial Balance is at the end of this section. Unapplied credits (in the
Unapplied column) are applied to the customer totals for each aging period. The
letterH in the St (status) column shows that the invoice is held. The Current

column shows balances that are not 31 days old yet.

After the report is produced, the Open Invoices menu appears.
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Aged Trial Balanc

Aged Trial Balance

09/30/1999 Builders Supply Page
932AM Open Invoice Report
Invoice Invoice Due  Discount Gross  Discount Misc.
Number Type StMOP Date Date  Date Amount  Amount  Payments
Customer ACE001 ACE BUILDERS
12670046 IN  09/05/1999 10/05/199909/15/1999 7461956  1492.39
12670064 IN  11/24/1999 12/24/199912/04/1999 3546799  709.36
12670074IN  12/21/199901/20/199612/31/1999 2172207 43444
24839030IN  12/09/199901/08/199612/19/1999 492882 9858

TOTAL 13673844 00 00 13673
Customer DAL001 DALLAS-FT WORTH DOME HOMES
12670056 IN  10/14/1999 11/13/199910/24/1999 973964  97.40
12670066 IN 11151999 12/15/199911/25/1999 720392  72.04
12670077IN  12/25/1999 01/24/199601/04/1996 899126 8991

TOTAL 25034.82 .00 00 2593
Customer KANOOL KANSAS CITY GEODESIC HOMES
12670067 IN  11/16/1999 12/16/199911/26/1999  71699.10 71699
12670075IN  12/10/199901/09/199612/20/1999 1126790 11268
24839024 IN - 10/20/1999 1V/19/199910/30/1999 7393230  739.32
24839024 PY  CHK 11/27/1999 68972.27 8792
24839028 IN  11/12/199912/12/199911/22/1999 41894970  4189.50

TOTAL 575849.00 68972.27 00 50687
Customer LOS001 LOS ANGELES CONSTRUCTION CO.
12670058IN  10/27/1999 11/26/199911/06/1999 1711876  342.33
12670070IN  1V/13/199912/13/199911/23/1999 1497746 29955
12670073IN  12/14/1999 01/13/1996 12/24/1999 4700000  940.00

TOTAL 79096.22 00 00 7909
Customer SUN001 SUNSHINE HOMES, INC.
12670080IN  12/12/1999 01/11/199612/22/1999 824632 8246

TOTAL 8246.32 00 00 84

973

2593

7169
8296
15689

50687

1711

7909

824

ance

956

9.62
844

844

8.76

6.22

6.22

6.32

6.32
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Cash Flow Report

The Cash Flow Report helps you calculate the amount of cash that is due to be

received with any one of four aging periods you specify. (It does not show paid
invoices.)

The information comes from the ARINxxx (Open Invoice) file and the ARCUxxx
(Customer) file.

Cash Flow Report Screen

SelectCash Flow Reportfrom the Open Invoices menu. The function screen
appears.

Settings Edit Print Help

Cash Flow Report

Pick Customer ID From ACEOO1
Thru VISOO1

1. Print all invoices
2. Print only held invoices
1

Enter four dates for aging periods
07/058/ 1999
0s8/07/1999
09/06/1999
10/06/1999

‘ Cutput device - [Plrinter p(R)eview (!]ile [Z)creen (E)jnd

Inquiry 1. Enterthe range of customers whose information you want in the (&gt

2. Select the invoices you want in the report: all invoices or only invoices that
are on hold.
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3. Enter four aging periods for the invoices, or accept each displayed date it.
Enter the dates in chronological order, the earliest date first.

4. Select the output device.
A sample Cash Flow Report is at the end of this section.

After the report is produced, the Open Invoices menu appears.
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Open Invoices

Cash Flow Report

Cash Flow Report

06/02/1999 Builders Supply
2:38PM Cash Flow Report

All Invoices
Invoice ST Due  Discount After

Number TP Date  Date Amount  Current 06/02/1999 07/02/1999 08/01/1999

Customer ACE001 ACE BUILDERS

6080 | 09/10/1990 08/21/1990 66668.64

6080 P 08/15/1990  61262.89-

6080 P 09/25/1990  3005.75-

6080 P 1028/1990  1194.25-

6080 P 11/30/1990  205.75-

6080 P 12/17/1990  500.00-  500.00

6300 |12/08/1990 11/18/1990 2405862

6300 P 11/30/1990 23257.37- 80125
6302 112/15/1990 11/25/1990 29612.26

6302 P 11/30/1990 28612.26-  1000.00
6500 101/02/1991 12/131990 1399472  13994.72
6505 |01/04/1991 12/151990 164294

6505 P 12/21/1990  10000- 154294
6600 101/09/1991 12/20/1990 713535

6600 P 121031990  3571.35-

6600 P 12/11/1990  42535- 313865
6700 101/16/1991 12/27/1990 205000  2050.00

Customer Total 2302756 23027.56 00 00
Customer Total 452991 452991 00 00
Customer TENOO1 TENNESSEE SHELTERS, INC.
6095 107/12/1990 06/22/1990 3847321
6095 P 09/25/1990  33767.46-
6095 P 10/28/1990  3205.75-
6095 P 12/10/1990  120000-  300.00
6303 |12/21/1990 12/01/1990 5152404
6303 P 11/30/1990  16060.24-
6303 P 11/30/1990  10217.02-
6303 P 12/17/1990  150000-  23746.78
6502 101/02/1991 12/131990 3198800 3198800
6508 101/05/1991 12/16/1990 1059600  10596.00
6703 | 01/17/1991 12/28/1990 210000  2100.00
Customer Total 6873078  68730.78 00 00

09/02/

fter
1999

g |
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Calculate Finance Charges

If your company assesses finance charges, use the Calculate Finance Charges
function to calculate finance charges on overdue invoices, to produce a report of
finance charges, and to update the new finance charge in the ARCUxxx (Customer)
file.

Finance charges are assessed only for customers that are set up for finance charges
in the ARCUxxx file. The calculation is based on the minimum charge, the
percentage, the invoice or due date, and the cutoff days specified in the FINCHxxx
table.

If you recalculate finance charges, you must do it before you do periodic
maintenance. Performing periodic maintenance moves the figure in the New Fin
Chg field to the Unpaid Fin Chg field in the customer record and creates an open
invoice in the ARINxxx (Open Invoice) file.
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Calculate Finance Charges Open Invoices

Calculate Finance Charges Screen

SelectCalculate Finance Chargedrom the Open Invoices menu. The function
screen appears.

Settings Edit Print Help

Calculate Finance Charges

Pick Customer ID From ACEOO1
Thru VISOO1

Itatement Date 07/05/1999

Finance Charges Based O0ff Invoice Date

Finance Charges Will Be Calculated for Items Dated Before 06/08/1999

‘ Cutput device - [Plrinter p(R)eview (!]ile (E) nd

Inquiry 1. Enter the range of customers you want to calculate finance charges for (A6).

2. Accept the displayed statement date, or enter a different date. Invoice aging
for open invoice customers is based on this date.

3. To calculate finance charges based on the due date préssalculate
finance charges based on the invoice date, pre&ur choice is written to
the FINCHxxx table.
Finance charges are calculated for invoices dated before the displayed date,
which is determined by the number of days in the FINCHxxx table and the
due or invoice dates.

4. Select the output device.
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A sample finance charge report is at the end of this section. The Bfttar the
Type column indicate a balance forward account; the leftersdicate an open

invoice account. The statemé&iiNANCE CODE = (ndicates that the customer is
not assessed finance charges.

After the report is produced, the Open Invoices menu appears.
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Calculate Finance Charges

Calculate Finance Charges Report

09/30/1999 Builders Supply Page
9:34AM Calculate Finance Charges

Statement Date 09/30/1999

1.5 Percent Finance Charge

$0 Minimum Charge

Charge Over 30 Days

————Customer ——-Type  Unpaid Balance Balance  Calculated
ID Name Fin.Chg. 0-30Days  31+Days Fin.Chg.
ACEO01 ACE BUILDERS ol 00 13673844 00 00

CASHCA CASH SALES-OAKLAND,CA  BF .00 194087  49546.36 00 Finance Code
CASHMD CASH SALES-BALTIMORE,MD  BF .00 76329  14855.00 .00 Finance Code
CASHMN CASH SALES-MINNEAPOLIS ~ BF .00 1710.72 5708.28 00 Finance Code
CASHPS CASH SALES-DALLAS, TX  BF .00 178843 2764313 00 Finance Code

DAL001 DALLAS-FT WORTH DOME HOMES = Ol 00 2593482 .00 00
GREO01 GREATER NEW YORK DOMES, INC. BF .00 844946 1169344 175.40
KAN0O1 KANSAS CITY GEODESIC HOMES Ol 00 50687673 .00 00
LOS001 LOS ANGELES CONSTRUCTION CO. Ol 00 7909622 .00 .00
SUNO0OL SUNSHINE HOMES, INC. ol .00 8246.32 .00 00
TENOOL TENNESSEE SHELTERS, INC. Ol 00 19791717 .00 00
VIS001 VISA ol 00 1115584 .00 00 Finance Code

TOTAL 00 98061831  109446.21 17540
End of Report
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Statements

Statements show the month’s transactions, summarizing your customer accounts.
Use the Statements function to print statements for customers whose records
specify that they receive statements.

Statements Screen

SelectStatementsfrom the Open Invoices menu. The function screen appears.
0SAS TOOD

Settings Edit Print Help

Jtatements
Pick Customers From ACEOOL Print Statements:
Thru VIs0oo1 1. For All Customers
2. For ill Customers With Activity
Closing Date 07/08/1999 3. With Nonzero EBalances
Statement Date 07/08/1999 4, TWith Positive Balances
Cutoff Date 07/08/1999 5. With Balances 30+ Days 0ld
Include Paid Invoices after &. With Balances 604 Days Old
Print ¥TD Finance Charge? TES 7. With Balances 904 Days Old
Print PO Number? YES 1
Print By:
1. Customer/Invoice Number
2. Customer/Invoice Date
1
Dunning Messages: 90 Days Legal action is imminent.
60 Days Seriously past due. Please remit.
30 Days Your account is past due.
General Please pay promptly.

‘ Cutput device - [Plrinter p(R)eview (!]ile (E) nd

1. Enter the range of customers whose statements you want to produce.

2. Accept the displayed date as the closing date, or enter the date that customers
must pay their statements to avoid finance charges.

3. Accept the displayed date as the statement date, or enter the date you will

issue the statements. This date is used to age invoices for open invoice
customers.
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10.

11.

12.

Accept the displayed date as the cutoff date, or enter a different cutoff date.
Invoices dated later than this date will not appear on the statements.

Accept the displayed date, or enter the date of the first paid invoice you want
to include in the statements. Paid invoices dated on or after the date you enter
will be included in the statements.

If you want to print customers’ year-to-date finance charges on the statements,
enterY; if not, enter.

If you want to print purchase order numbers on the statementsy eifiteot,
enterN.

Select the option by which to organize the statements.
Select the group of customers whose statements you want to print.

The messages that were used the last time you printed the statements are
displayed. Accept the messages for their respective aging periods, or enter
different messages. The messages are printed on the statements.

Select the output device.

If you elect to print the statements, an alignment character is printed in the
statement’s top right-hand corner. If the X is not centered in the alignment box
or if the Xs are not aligned in the grid on laser forms, adjust the form and enter
N. The alignment character is printed again. Continue this procedure until the
form is aligned; then entéf to print the statements.

A sample customer statement is at the end of this section.

After the statements are printed, the Open Invoices menu appears.
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Statement
YOUR COMPANY NAME HERE STATEM ENT

123 MAIN STREET
YOUR CITY, STATE, ZIP
(123) 456-7890

PAGE 1
DATE 12/30/1995
AGCOUNT NO ACE001
ATTN: ACCOUNTS PAYABLE
ACE BUILDERS
1588 SE 31ST STREET
PADUCAH KY 28655-7865 AMOUNT DUE 92384.04
2/10,n/30

TERMS
PLEASE DETACH AND RETURN THIS PORTION WITH YOUR PAYMENT.

INVOICE NO CHECKNO | CHARGES | CREDITS
IN

09/05/1995 12670046 74619.56 74619.56
12/09/1995 24889030 IN 4928.82 4928.82
12/21/1995 12670074 IN 21722.07 21722.07
12/21/1995 12670206 IN 100.00 100.00
12/21/1995 12670207 CR 15693.74 15693.74-
12/30/1995 00000066 IN 9925.02 9925.02

PO Number BR549

12/30/1995 00000067 CR 3217.69 3217.69-
PO Number BR549

Legal action is imminent.

YTD Finance Charges added to your account: .00
ivi 0/1995 will be reflected on your next statement.
31 - 60 DAYS OVER 90 DAYS FINANCE CHARGE
17764.48 .00 .00 74619.56 .00 92384.04
Re-order From: Open System Forms 1-800-994-6736 LASER STATEMENT 3031
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Customer Analysis Report

Print the Customer Analysis Report to find out how much money you are making
from your customers, if they are paying on time, the last time each customer
purchased items, and who your most profitable customers are. This report is
valuable if you are planning a marketing strategy and want to consider a specific
group of buyers.

Produce the Customer Analysis Report before you do periodic maintenance,

because periodic maintenance clears several fields in the ARCUxxx (Customer)
file.

Customer Analysis Report Screen

SelectCustomer Analysis Reportfrom the Open Invoices menu. The function
screen appears.

Settings Edit Print Help

Customer Analysis Report

Pick Customer ID From ACEODOL
Thru WI3001

Select:

Period-to-Date History TES
Quarter-to-Date History YES
Year-to-Date History TES
Last-Year History TES
Print By:

1. Customwer ID
2. BSales Rep ID
1

‘ Cutput device - [Plrinter p(R)eview (!]ile [Z)creen (E)jnd

1. Enter the range of customers whose reports you want togeod
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2. EnterY orN to indicate the types of history information you want in the
report.

The selections progressively cover more history; for example, the year-to-date
history includes period-to-date history. When you enter Y for a field, the
information is broken down at that level. For example, when you enter Y at
Period-to-Date, the period information is broken down as such. When you
enter N at Period-to-Date and Y at Year-to-Date, the period-to-date
information is presented as an overall part of the year’s total.

3. Select the option by which to organize the report.

4. Select the output device.

A sample Customer Analysis Report is at the end of this section. The sales amount
is the net of the line items.

After the report is produced, the Open Invoices menu appears.
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Customer Analysis Report

Customer Analysis Report

06/02/1999 Builders Supply Page
241PM Customer Analysis Report
By Customer ID
———— Customer ——— Rep —Temms — Dist. CreditLimit  Balance Due FirstSales LastSales
ID Name PerDays Net Code Dae  Date
ACEO01 ACE BUILDERS GPD 2010 30 01 315000 2302756 06/13/1988 12/17/1990
||||||| Sales History ———————

Sales Profit Inv. Average Inv.
PTD 2482301 676449 4 6205.75
QTD 13490669 2269054 7 1927238
YID 85403126 11175663 17  50237.13
LY 93793190 21502686 12 7816099

CASHCA CASH SALES-OAKLAND, CA 000 001 0 00 05/23/1985 12/07/1990

Sales Profit Inv. Average Inv.
PTD 866.29 2371 1 866.29
QTD 2728637 788443 3 909546
YID 4652297 1857461 4 1163074
wy 00 00 0 00

Sales Profit Inv. Average Inv.
PTD 673791 307289 3 224597
QTD 673791 307289 3 224597
YD 673791 307289 3 224597
LY 5776171 2373006 1 5776171

TENOO1 TENNESSEE SHELTERS,INC.  DMM 20 10 30 01 125000  68730.78 01/16/1989 12/18/1990

Sales Profit Inv. Average Inv.
PTD 4468400 1693153 3 1489467
QTD 9752416 4817915 5 1950483
YTD 44657294 22056521 10 4465729
LY 49505862 19916428 5 9919172

TOTAL PTD 16810354 5757883 26 ~ 646552 15762048
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Commissions Report

The Commissions Report shows the sales information for each sales rep who had
activity during the selected range of dates. If you elected not to save detail sales
history in the Resource Manager Options and Interfaces function, no information is
available for this report.

Produce the Commissions Report before you do periodic maintenance, because
you can clear the ARHIxxx (Detail History) file through that function. Open
invoices in a period whose history you deleted are not included in the Commissions
Report.

You can produce a report with commissions broken down by line items,
commissions broken down by invoices, or summary commissions. The line-item
detail report shows the price, profit, and commission for each line item. The
invoice detail report shows the total price, profit, and commission for eaclténvoi
The sales rep summary report shows only the totals for each sales rep.

If a sales rep’'s commission is based on paid invoices, commissions are calculated
only on the portion of sales that has been paid for open invoice customers and
balance forward customers. (See page 3-16 for an explanation of how commissions
are calculated.)
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Commissions Report Screen

SelectCommissions Reportfrom the Open Invoices menu. The function screen
appears.

Settings Edit Print Help

Commissions Report

Pick Zales Rep From MM
Thru FRT
Invoice Date From 01/01/1999
Thru 12/31/1999

Print:
1. Line Item Detail
Z. Invoice Detail
3. BSales Rep Summary
1

Cutput device - [Plrinter p(R)eview (!]ile [Z)creen (E)jnd

(i ]

2.
3.

4.

Enter the range of sales reps whose commissions you want in the report.
Enter the range of dates of the invoices to be taken into account in the report.
Select the type of detail you want in the report.

Select the output device.

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

After the report is produced, the Open Invoices menu appears.
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Commissions Report

Commissions Report

06/02/1999 Builders Supply Page 1

2:42 PM Commissions Report

Sales Rep: DMM  Employee ID: MENOO1 Thru 06/02/1999 Line item Det al
Name: Donna M Mendelsohn

Cust IDInv.No.Date  Inventory D~ Description Extended Price  Profit Percent  Commission
TENOOL 5061 06/08/1990100 ELECTRICAL PACKAGE ~ 4200000 2195616 00
TENOOL 5061 06/08/1990150 PLUMBING PACKAGE 28599.80 1044920 00
TENOOL 5061 06/08/1990300 INTERIOR DOOR 499500 276900 0.0
TENOOL 5061 06/08/1990350 ENTRY DOOR 1679850 998880 0.0
TENOOL 5061 06/08/1990450 SLIDEBYWINDOW 24" 799320 477040 0.0
TENOOL 5061 06/08/1990600 STANDARDWINDOW 24" 559960 317900 0.0
TENOOL 5061 06/08/1990610 STANDARDWINDOW 30" 741312 452392 0.0
TENOOL 5061 06/08/1990700 CABINETS 2153612 947792 00
TENOOL 5061 06/25/1990 PAYMENT RECEIVED 127946.79-

TENOOL 5061 07/31/1990 PAYMENT RECEIVED 698855

TENOOL 5061 06/08/1990 Invoice Total 13493534 6711440 00 .00
CASHPS 6062 06/08/1990 650 STEEL SUPPORTS 125939.65

CASHPS 6062  06/08/1990 Totals Record 7556.38

CASHPS 6062 06/08/1990 Invoice Total 12593965 4187545 00 00
TENOOL 6071 07/08/1990100 ELECTRICAL PACKAGE ~ 22000.00

TENOOL 6071 07/08/1990150 PLUMBING PACKAGE 14299.90

TENOOL 6071 07/08/1990400 INTERIOR MATERIALS 1619580

TENOOL 6071 07/08/1990450 SLIDEBYWINDOW 24" 799320

TENOOL 6071 07/08/1990460 SLIDEBYWINDOW 30" 425000

TENOOL 6071 07/08/1990600 STANDARDWINDOW 24" 5599.60

TENOOL 6071 07/08/1990610 STANDARDWINDOW 30" 22080.24

TENOOL 6071 07/31/1990 PAYMENT RECEIVED 89480.69-

TENOOL 6071 08/15/1990 PAYMENT RECEIVED 293805

TENOOL 6071 07/08/1990 Invoice Total 9241874 5013432 00 .00
GREOOL 6705 12/03/1990350 ENTRY DOOR 600.00

GREOOL 6705 12/03/1990 Invoice Total 60000 14602 00 00
Sales Rep PRT Total Based on 52500 of NetSales  /Booked Sales ~ 278867.70  117888.89
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History Reports

Introduction
The history reports get information from the ARHIxxx and ARHSxxx (Detail and

Summary History) files. Each report serves as a reference for activity after you
post; together they provide a source of data you can use to complete an audit trail.
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AR Analysis Report

The AR Analysis Report provides an analysis of your company’s outstanding
receivables. The report has three parts. Each part compares the receivables of a
period you specify with those of a previous period, the previous three periods, and
the same period of the previous year.

The first section of the report shows the total sales and a breakdown of sales into
aging buckets and the number of days sales were outstanding. The second section
shows a composite of receivables that are outstanding for more than 30, 60, 90, and
120 days. The third section shows the average invoice amount, number of day
sales were outstanding, number of invoices you sent to customers, and number of
payments you received from customers.

The system reads backwards through the ARHSxxx (Summary History) file to find
data for the previous periods. If you did not do period-end maintenance for a
period, the data will be inaccurate for that period.

You cannot produce this report if you did not elect to keep summary history in the

Resource Manager Options and Interfaces function, if the reporting period you
specify has no summary history, or if you did not build the ARPDxxx table.
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AR Analysis Report History Reports

AR Analysis Report Screen

SelectAR Analysis Reportfrom the History Reports menu. This screen appears.

Settings Edit Print Help

AR Aknalysis Report

Feport Period/Year 1271993

Days in Period 30

Cutput device - [Plrinter p(R)eview (!]ile [Z)creen (E)jnd

1. Acceptthe current period and fiscal year that are displayed from the ARPDxxx
table, or enter a different period or fiscal year.

2. Enter the number of days that have gone by in the reporting period you entered.
All other periods use 30 days as an average. The number you enter is used to
calculate the number of days that sales are outstanding.

3. Select the output device.

A sample AR Analysis Report is at the end of this section. The system inserts the
periods in the report. An asterisk (*) in the report indicates that no summary history
is available for that period or it is insufficient for a range of periods. In the first
section of the report, finance charges are included in the Total AR column but not in
the individual aging columns. The amounts in the second section are a composite of
all receivables that are outstanding for more than 30, 60, 90, and 120 days.

After the report is produced, the History Reports menu appears.
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AR Analysis Report

History Reports

AR Analysis Report

08/30/1999 Builders Supply Page
8.01AM AR Analysis
Period 12 - 1999
|||||||| ACCOUNTS RECEIVABLE BALANCE —-———————— Days Sa
Curent 3160 6190 91120 Owver120 TotalAR  Outstand
Period 12 4124698 00 30000 00 1951278 61059.76 5
3Period Avg 2722649 195681 50192 56667 750426 37756.15 4
Prior Period 4043250 457043 00 170000 150000 4820293 5
LastYearPerod12 .00 2431100 00 .00 00 2431100 1
—— Over 30 —— —- Over 60 -—--—- Over 90 ——-~— Over 120 —

Total Amt Pct/Tot  Total Amt Pct/Tot  Total Amt Pct/Tot  Totel Amt Pct/Tot

Period 12 1981278 3245 1981278 3245 1951278 3196 19512.78 31.96
3Period Avg 10520.66 27.89 857285 2271 807093 2138  7504.26 19.88
Prior Period 777043 1612 320000 664 320000 664 150000 3.11

Last Year Period 12 24311.00 100.00 00 .00 00 .00 00 00

Pefiod 12 — 3-Period Avg — -— Prior Period — -Same Period Last Yr-
Amount  Amount Pct  Amount Pct  Amount Pct

Average Invoice 10899.06  14380.78 131.95 2016213 184.99 104910.08 96256

Average Daysto Pay 3073 2628 8552 2044 6651 5043 16411
Days Sales Outstanding 542 422 77186 598 110.33 116 2140

Number of Invoices 31 19 6023 12 3871 6 1935
Number of Payments 30 20 6777 16 5333 14 4667

End of Report

_mm
ing
42
22
98

16
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Sales Analysis Report

The Sales Analysis Report provides an analysis of your company’s sales based on a
reporting period you specify and of the last fiscal year’s trends by period.

The report has two parts. The first part shows the current and previous years’ sales,
COGS, gross profit, number of invoices, and average invoice amounts for the
reporting period, quarter, and year. The second part of the report shows the sales,
COGS, gross profit, average invoice amount, and number of invoices for the
reporting period and the previous 12 periods.

You cannot produce the report if you did not elect to keep summary history in the
Resource Manager Options and Interfaces function, if the reporting period you
specify has no summary history, or if you did not build the ARPDxxx table.

The system reads backwards through the ARHSxxx (Summary History) file to find

data for the previous period. If you did not do period-end maintenance for a period,
the data will be inaccurate for that period.
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Sales Analysis Report History Reports

Sales Analysis Report Screen

SelectSales Analysis Reporfrom the History Reports menu. The function screen
appears.

Settings Edit Print Help

Sales Analysis Report

Feport Period/Year 1271993

Cutput device - [Plrinter p(R)eview (!]ile [Z)creen (E)jnd

1. Accept the current period and fiscal year that are displayed from the
ARPDxxx table, or enter a different period or fiscal year.

2. Select the output device.

A sample Sales Analysis Report is at the end of this section. An asterisk (*) in the
report indicates that no summary history is available for that period or i
insufficient for a range of periods.

After the report is produced, the History Report menu appears.

9-8 Accounts Receivable User's Manual



Sales Analysis Report

History Reports

Sales Analysis Report

08/30/1999 Builders Supply Page
815AM Sales Analysis
Period 12 - 1999
Curent Year Last Year
CunentPeriod Quarterto-Date  YeartoDate ~ CumentPeriod Quarterto-Date  YeartoD
Sales 33787092 80546764  3197924.64 62946050 215719182 4924274
COGS 19222887 45352512  1926040.77 330664.78 105715344 2672956
Gross Profit 14564205 35194252  1271883.87 29879572 110003838 2251317
Average Invoice 1080906 4841897 80415356 10491008 48684292 786458
Number of Invoices 31 56 93 6 14
12-Month Trend

Periods ~ —— Sales-—— ——- COGS-—— — Gross Profit — -~ Average Invoice - -No. of Invo

AmountPctiCur ~ AmountPct/Cur ~ AmountPct/Cur  Amount Pct/Curr - Amount Pct
Current 33787092 10000 19222887 10000  145642.05 10000  10899.06 10000 31 100
Back 1 24194554 7161 9537286 4961 14657268 10064 2016213 18499 12 3B
Back 2 22565118 66.79 16592339 8632  59727.79 4101  17357.78 15926 13 41
Back 3 11252763 3330 6388208 3323 4864555 3340 1022978 9386 11 35
Back 4 25681785 7601 18603515 96.78 7078270 4860 5136357 47127 5 16
Back 5 30817824 9121 12472377 6488 18345447 12596 10272608 94252 3 9
Back 6 29985631 8875 17737416 927 12248215 8410 999521091707 3 9
Back 7 25459515 7535 17484370 9096 7975145 5476 127297589999 2 6
Back 8 29611136 8764 13173889 6853 16437247 11286 9870379 90562 3 9
Back 9 31473026 9315 27748955 14435 3724071 2557 10491009 96256 3 9
Back 10 27769863 8219 15343729 7982 124261.34 8532 925662184930 3 9
Back 11 27194157 8049 18299106 9519 8895051 61.07 6798539 62377 4 12
Back 12 62946050 18630  330664.78 17202 29879572 20516 ~ 10491008 96256 6 19
End of Report

ate

67*

8L*
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Detail History Report

Print the Detail History Report to find out which items are being sold most, which
customers are buying most frequently, what each customer is buying, what each
sales rep is or is not selling, when items are being sold, and how much each itemis
being sold for.

You cannot produce the report if you did not elect to keep detail history in the
Resource Manager Options and Interfaces function.

Detail History Report Screen

SelectDetail History Report from the History Reports menu. The function screen

appears.
0SAS TOOD
Settings  Edit Print Help
Detail History Report
Pick Customer ID From ACEOO1 Print By:
Thru WVIS0O01 1. Customwer ID
Sales Bep 1 From DHMM 2. BSales Rep ID
Thru PRT 3. Job or Inventory No
Joh or Item No From 100 4. &Sls Cat
Thru z00 1
3ls Cat From
Thru
Invoice Date From Select:
Thru Invoice Line Items YES
Invoice Number From Payments TES
Thru Jales Tax YE3
Freight Charges TES
1. Full detail Misc Charges TES
2. Sumnary only Finance Charges TES
1 Addl. Descriptions YE3
1. Quantity in base units
Z. DQuantity in selling units
1
‘ Cutput device - [Plrinter p(R)eview (!]ile [Z)creen (E)jnd

1. Enter the range of customers you want in the report (A6).

2. Enter the range of sales reps you want in the report (A3).
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Detail History Report History Reports

3. Enter the range of associated job or item numbers whose invoice information
quiry you want in the report (A20).

4. Enter the range of associated sales categories whose invoice information you

want in the report (A2).
5. Enter the range of dates of the invoices you want in the report.
6. Enter the range of invoices you want in the report.
7. Select the amount of detail you want in the report.
8. Select the type of units you want the report to reflect.
9. Select the option by which to organize the report.
10. If you want the report to include invoice line items, eNgif not, enter.
11. If you want the report to include payment information, eritérnot, entem.
12. If you want the report to include sales taxes, entéfrnot, entem.
13. If you want the report to include freight charges, e¥itéf not, ente.
14. If you want to include miscellaneous charges, efitérnot, enterN.
15. If you want the report to include finance charges, entérnot, enterN.
16. If you want the report to include additional descriptions, eYitérnot, enter
N. You can enter Y only if you elected to use additional descriptions in the
Resource Manager Options and Interfaces function.

17. Select the output device.

A sample Detail History Report is at the end of this section. The profit on each sale
is shown as a dollar amount in the Profit column and as a percent in the % column.

After the report is produced, the History Reports menu appears.
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Detail History Report

History Reports

Detail History Report

09/30/1999 Builders Supply PAGE
9:37AM Detall History Report
By Customer ID

Cust Rep. Descripon  Loc/ Sls.Invoice Invoice  Quantity Units  Cost/  Sales/  Profit

D12 Chk.# Cat. Number  Date Discount Check Amount

ACEO01GPD 100 MNOOO1 P1 1267000107/14/94 5150000 PKG 17831360 185774.66 7461.06
Electrical Package

ACEO01GPD 150 MNOOO1 P1 1267000107/14/94 750000 PKG 6622275 7146799 524524
Plumbing Package

ACEQ01GPD  Miscellaneous Charge MNOOO1 12670001 07/14/94  230.0000 3450000 8607805 51578.05
Miscellaneous Charges

ACEOO1GPD 300 MNOOO1 D1 1267000107/14/94 2400000 EA 477360 554652 77292
Interior Door

ACEO01GPD 350 MNOOO1 D1 1267000107/14/94 350000 EA 729925 8341.88 104263
Entry Door

ACEOOLGPD 400 MNOOO1 P1 1267000107/14/94 750000 PKG 6306225 67379.29 4317.04
Interior Materials

ACEOOLGPD 450 MNOOO1 W1 1267000107/14/94 500000 EA 760000 813383 53383
Slide by Window 24" x 40"

ACEOOLGPD 460 MNOOO1 W2 1267000107/14/94 700000 EA 1214080 1249427 35347
Slide by Window 30" X 40"

ACEO01GPD 550 MNOOO1 P1 1267000107/14/94 500000 PKG 5008350 5439525 431175
Millwork Package

ACEOOLGPD 600 MNOOO1 W1 1267000107/14/94 1450000 EA 1700705 1842682 141977
Standard Window 24" X 40"

ACEO0LGPD 610 MNOOO1 W2 1267000107/14/94 830000 EA 1137266 1258969 1217.03
Standard Window 30" X 40"

ACE001  PAYMENTRECEIVED 2461 12670001 08/27/94 00 530628.25

ACEO01GPD 100 MNOOO1 P1 1267001008/17/94 750000 PKG 2610437 2705456 95019
Electrical Package

ACEOOLGPD 400 MNOOO1 P1 1267001008/17/94 250000 PKG 2102075 22459.76 143901
Interior Materials

ACEOOLGPD 450 MNOOO1 W1 1267001008/17/94 100000 EA 152000 1626.77 10677
Slide by Window 24" x 40"

ACEOOLGPD 460 MNOOO1 W2 1267001008/17/94 350000 EA 607040 624713 17673
Slide by Window 30" X 40"

ACE001 ~ PAYMENTRECEIVED 2781 12670010 09/27/94 00 5738822

ACEO01GPD 100 MNOOO1 P1 1267001309/02/94 500000 PKG 1749607 1803638 54031
Electrical Package

ACEO01GPD 150 MNOOO1 P1 1267001309/02/94 500000 PKG 4414850 4764533 3496.83
Plumbing Package

ACEO0LGPD 450 MNOOO1 W1 1267001309/02/94 50000 EA 76000 81338 5338
Slide by Window 24" x 40"

ACEO0LGPD 460 MNOOO1 W2 1267001309/02/94 100000 EA 173440 178490 5050
Slide by Window 30" X 40"

ACEO01GPD 600 MNOOO1 W1 1267001309/02/94 100000 EA 117290 127082 9792

Standard Window 24" X 40"

%
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Customer Sales Report

The Customer Sales Report shows how much money you are making from your
customers, the gross profit you made on the sales, the average invoice amounts,
and the number of invoices. You can list only customer sales history, or you can
include item and job history. If you elect to include item and job history, the report
shows the quantities sold.

You cannot print the report if you did not elect to keep summary history in the

Resource Manager Options and Interfaces function, if the reporting period you
specify has no summary history, or if you did not build the ARPDxxx table.

Customer Sales Report Screen

SelectCustomer Sales Reporfrom the History Reports menu. The function
screen appears.

Settings Edit Print Help

Customer 3ales Report

Pick Customer ID From ACEDO1
Thru WI3001
Customer Class From
Thru
Sales Rep From DHMM
Thru FPRT

Print By:

1. Customer ID

Z. Customer Name

3. Customer Class
4, Zales Rep
1

Print Item/Job History? YE3

Report Period/Year 12/1999

‘ Cutput device - [Plrinter p(R)eview (!]ile [Z)creen (E)jnd

1. Enter the range of customers you want in the report (A6).
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Customer Sales Report History Reports

Inquiry 2. Enter the range of customer classes you want in the report (A6).
Inquiry 3. Enter the range of sales reps whose associated customers you want in the

report (A3).

4. Select the option by which to organize the report.
5. If you want to include history for items and jobs, eltef not, enteiN.

6. Accept the current period and fiscal year that are displayed from the
ARPDxxx table, or enter a different period or fiscal year.

A sample Customer Sales Report is at the end of this section.

After the report is produced, the History Reports menu appears.
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Customer Sales Report

History Reports

Customer Sales Report

08/30/1999 Builders Supply Page 1
8:16 AM Customer Sales with Job/itern Detail for Period 12/1999
By Customer ID

Customer —Quantity Sold——— Sales -—— — Gross Proft — -- Average Invoice — - No of Invoic es-
Item Number Quantity Units ~ Amount Pct/Tot ~ Amount PctTot ~ Amount Pct/Tot  Amount Pct/ Tot
[ACE001 ACE BUILDERS 3205044- 9.49- 14967.22- 1028 641009- 5881- 5 16. 13

100 10000 .31- 5000 .33 10000 156- 1 20. 00
100 2700 PKG 990212 30.90- 264748 1769 330071 5149- 3 60. 00
150 10.00-PKG ~ 4904.30- 1530  3829.00- 2558 00 00 00
200 900-PKG  2314356- 7221 811068 5419 00 00 . 00
300 4300-EA  1301.73- 406 135569- 906  130173- 2031 1 20. 00
350 .00 EA .02- .00 02- 00 00 00 . 00
400 10.00-PKG ~ 891300- 2781  35690- 238  891300-139.05 1- 20. 00-
450 1500-EA 381645 1191  1554.60- 10.39 00 .00 . 00
460 1000 EA 278640 869 102170 683 278640 4347- 1 20. 00
550 500-PKG  5059.80- 1579 12070 81- 00 00 . 00
600 500 EA 229990 7.8 169475 1132~ 229990 3583- 1 20. 00
Total tems/Jobs 32050.44-100.00  14967.22-10000  1727.72- 2695
[SUN0O1 SUNSHINE HOMES, INC. 5872291 17.38 2141434 1470 1468073 13470 4 12. 0
100 2500 PKG  11500.00 1958 291125 1359 1150000 7833 1 25. 00
200 1500 PKG  40485.00 6894 1543020 7206 4048500 275.77 1 25. 00
450 1000 EA 399660 681 238520 1114 399660 27.22 125 00
460 1000 EA 200000 341 23530 110 200000 1362 1 25. 00
610 200 EA 74131 126 45239 211 74131 505 1 25. 00
Total tems/Jobs 5872291 10000 2141434 10000 5872291 400.00
TENOO1 TENNESSEE SHELTERS, INC. 4468400 1323 1693153 1163 1489467 13666 30 68
200 1300 PKG  35087.00 7852 1337284 7898 1754350 117.78 2 66. 67
250 300 CS  7497.00 1678 346839 2048 374850 2517 2 66. 67
700 200 SET 210000 470 9030 53 210000 1410 133 3
Total tems/Jobs 4468400 100.00 1693153 10000  23392.00 157.05
VIS001 VISA .00 .00 00 .00 00 00 . 00
Total tems/Jobs .00 .00 00 00 00 00
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Customer Activity Report

The Customer Activity Report shows who your top customers are. The customer
are listed in descending order of sales: the customer who bought the most is listed
first and the customer who bought the least is listed last.

If you organize the report by customer ID, the report shows only grand totals. If

you organize the report by customer class, the report shows subtotals for each class
in addition to grand totals. If you list the customers by sales rep ID, the report
shows subtotals for each sales rep in addition to grand totals.

You cannot produce the report if you did not elect not to keep summary history in

the Resource Manager Options and Interfaces function, if the reporting period you
specify has no summary history, or if you did not build the ARPDxxx table.
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Customer Activity Report History Reports

Customer Activity Report Screen

SelectCustomer Activity Report from the History Reports menu. The function
screen appears.

Settings Edit Print Help

Customer Activity Report

Pick Customer ID From ACEDO1
Thru WI3001
Customer Class From
Thru
Sales Rep From DHMM
Thru FPRT

Print By:

1. Customer ID

Z. Customer Class
3. 3ales Rep
1

Report Period/Year 12/1999

‘ Cutput device - [Plrinter p(R)eview (!]ile [Z)creen (E)jnd

Inquiry 1. Enter the range of customers you want in the report (A6).

Inquiry Enter the range of customer classes you want in the report (A6).

Inquiry 3. Enter the range of sales reps you want in the report (A3).

i

4. Select the option by which to organize the report.

5. Accept the current period and fiscal year that are displayed from the
ARPDxxx table, or enter a different period or fiscal year.

6. Select the output device.

A sample Customer Activity Report is at the end of this section.

After the report is produced, the History Reports menu appears.
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History Reports

Customer Activity Report

08/30/1999 Builders Supply Page
8:16 AM Customer Activity for Period 12/1999
By Customer ID

Cust Customer —— Sales -—— — Gross Profit — -- Average Invoice — - No of Invoic
ID Name Amount Pct/Tot ~ Amount PctTot ~ Amount Pct/Tot  Amount Pct/

[SUNOO1 SUNSHINE HOMES, INC. 5872291 17.38 2141434 1470 14680.73 134.70 4 12
(CASHCA CASH SALES-OAKLAND, CA 5559554 1645 2104152 1445 27797.77 255.05 2
TENOO1 TENNESSEE SHELTERS, INC. 44684.00 1323 1693153 1163  14894.67 136.66 3
LOS001 LOS ANGELES CONSTRUCTION CO. 3275914 970 172471 118 818979 7514 4
DAL001 DALLAS-FT WORTH DOME HOMES 2039%.09 6.04 1087804 747 679836 62.38 3
(GRE001 GREATER NEW YORK DOMES, INC. 2003810 593 1146054 787 667937 61.28 3
(CASHTX CASH SALES-DALLAS, TX 694450 206 385580 265 00 .00 .
(CASHPS CASH SALES-DALLAS, TX 100000 .30 4136 03 100000 9.18 13
(CASHMN CASH SALES-MINNEAPOLIS 80000 24 7770 05 80000 734 13
[CASHMD CASH SALES-BALTIMORE, MD 40000 .12 7772 05 40000 367 13
IACE001 ACE BUILDERS 3205044- 949- 14967.22- 1028- 6410.09- 5881- 5 16.

6.
9.

N
© © o

KANOO1 KANSAS CITY GEODESIC HOMES 94166.76 27.87 3869069 2657 2354169 216,00 4 12,

GRAND TOTALS 303455.60 89.81 11122673 7637 978889 8981 31 100.

End of Report

BRES88886588 ] 38
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Summary Invoice History

Use the Summary Invoice History function to produce a report that summarizes
detail invoice history.

Summary Invoice History Screen

SelectSummary Invoice History from the History Reports menu. The function
screen appears.

Settings Edit Print Help

Summary Invoice History

Pick Customer ID From ACEOO1 Sort By:
Thru VISOO1 1. Cust/Invoice
Invoice No From Z. Invoice Date
Thru 3. Z3ales Rep 1
Invoice Date From 4, Z3ales Rep 2
Thru 1
Sales Bep 1 From DMM
Thru FRT
Sales Bep 2 From GPD
Thru JALH

‘ Cutput device - [Plrinter p(R)eview (!]ile [Z)creen (E)jnd

1. Enter the range of customers you want in the report (A6).

2. Enter the range of invoice numbers you want in the report (A8).

3. Enter the range of invoice dates you want in the report.

4. Enter the range of sales reps you want in the report (A3).
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5. Select the option by which to organize the report.
6. Select the output device.
A sample Summary Invoice History Report is at the end of this section.

After the report is produced, the History Reports menu appears.
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Summary Invoice History Report

Just Name P.O. Number

/3011999 Builders Supply
:37 AM Summary Invoice History
Sort by Customer ID

Page 1

JustID Invoice Inv. Date Rep1 Rep2Order No. Ship To  Subtotal ~ Sales Tax

Freight

JCE001 12670001 07/14/1994 GPD

)CE BUILDERS 47581471
JCE001 1267001008/17/1994 GPD
)CE BUILDERS 47582141

JCE001 12670013 09/02/1994 GPD
)CE BUILDERS 47582668
JCE001 1267001510/04/1994 GPD

)CE BUILDERS 47583201
JCE001 12670016 11/03/1994 GPD
)CE BUILDERS 47583973

JCE001 1267001812/03/1994 GPD
)CE BUILDERS 47584497
JCE001 12670021 01/26/1999 GPD
)CE BUILDERS 47585210
}CE001 12670025 02/05/1999 GPD
)CE BUILDERS 47586001
JCE001 12670027 03/02/1999 GPD
)CE BUILDERS 47586487
JCE001 12670030 04/03/1999 GPD
)CE BUILDERS 47586977
JCE001 12670032 05/03/1999 GPD
)CE BUILDERS 47587572
JCE001 12670035 06/21/1999 GPD
)CE BUILDERS 47588241
JCE001 12670038 07/18/1999 GPD
)CE BUILDERS 47588791
JCE001 12670041 08/09/1999 GPD
)CE BUILDERS 47589602
JCE001 12670046 09/05/1999 GPD
)CE BUILDERS 47590012
JCE001 12670054 10/17/1999 GPD
)CE BUILDERS 47590662
JCE001 12670064 11/24/1999 GPD
)CE BUILDERS 47591211
JCE001 12670074 12/21/1999 GPD
)CE BUILDERS 47591774
JCE001 24889003 07/11/1994 GPD
)CE BUILDERS 47581471
JCEO001 24889014 12/17/1994 GPD
)CE BUILDERS 47584498
JCE001 24889022 09/03/1999 GPD
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Promotional Analysis Report

The Promotional Analysis Report shows a comparison of promotional pricing with
other types of pricing.

You can produce this report only if Accounts Receivable is interfaced with
Inventory, where the product promotional information is stored.

Promotional Analysis Report Screen

SelectPromotional Analysis Reportfrom the History Reports menu. The
function screen appears.
#i 05AS TO0D

Settings Edit Print Help

Promotional Analysis

Pick Promo ID From YR-END Sort By:
Thru YR-END 1. Item/Location
Item ID From 100 2. Location/Item
Thru 200 3. Customer
Location ID From MWNOOOL 4, Zales Rep 1
Thru TXO001 5. 3ales Rep 2
Customer ID From ACEOOL 6. Z3ales Category
Thru VISOO1 1

Sales Bep 1 From DMM

Thru FRT
Sales Bep 2 From Price Comparison to:
Thru 1. List
Invoice Date From Z. Minimum
Thru 3. Base
4, Lverage
5. Current Calculated
1
‘ Cutput device - [Plrinter p(R)eview (!]ile [Z)creen (E)jnd (
Inquiry 1. Enter the range of promotion IDs you want in the report(A6).
Inquiry 2. Enter the range of items you want in the report (A20).
Inquiry 3. Enter the range of locations you want in the report (A6).

Accounts Receivable User’'s Manual 9-27



Promotional Analysis Report History Reports

4. Enter the range of customers you want in the report (A6).
Inquiry

Inquiry 5. Enter the range of sales reps you want in the report (A3).

6. Enter the range of invoice dates you want in the report.
7. Select the option by which to organize the report.
8. Select the item you want to compare the promotional pricing to.
9. Select the output device.
A sample Promotional Analysis Report is at the end of this section.

After the report is produced, the History Reports menu appears.
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Promotional Analysis Report

01/06/1999 Buiders Supply Page 1

300PM Promotional Analysis

ltem Location Customer Rep 1 Cat Units ~ Quantty ListPrice PromoPrice  Variance Varian
Descripiton Rep 2 Inv. Date Perce

100 CAO001 LOS001 GPD  PKG 30000 160797 135571 25226 15.
Stove - Amond 12/14/1999

Item 100 CAO0001 Total 30000 160797 135571 25226 15.
150 CAO001 LOS001 GPD  PKG 10000 147559 125151 22408 15.
Stove - Amond 12/14/1999

Item 150 CAO0001 Total 40000 308356 260722 47634 15
300 CAO001 LOS001 GPD  EA 830000 497917 364618 133299 26.
Stove - Amond 12/14/1999

Item 300 CAO0001 Total 870000 806273 625340 180933 22
400 CAO001 LOS001 GPD  PKG 300000 5174970 3810308 1364662 26.
Stove - Amond 12/14/1999

Item 400 CAO0001 Total 1170000 5981243 4435648 1545595 25.
700 CAO001 LOS001 GPD  SET 20000 314450 264352 50098 15.
Stove - Amond 12/14/1999

ltem 700 CAOQ001 Total 1190000 6295693 4700000 15956.93 25.
350 MDO0O01 GREQ01 PRT  EA 20000 120018 42901 77117 64
Stove - Amond 12/19/1999

Item 350 MDO001 Total 1210000 6415711 4742901 1672810 26.
450 MDO001 GREQ01 PRT  EA 350000 1539300 512431 1026869 66.
Stove - Amond 12/19/1999

Item 450 MDO001 Total 1560000 7955011 5255332 2699%6.79 33.
460 MDO0O01 GREQ01 PRT  EA 100000 472500 160641 311859 66.
Stove - Amond 12/19/1999

Item 460 MDO001 Total 1660000 8427511 5415973 3011538 35.
450 MDO001 SUNOOL PRT  EA 100000 439800 362663 77237 17.
Stove - Amond 12/12/1999

ltem 450 MDO00L1 Total 1760000 8867311 5778536 30887.75 34
460 MDO00O1 SUNOOL PRT  EA 100000 472500 397062 75438 15
Stove - Amond 12/12/1999

ce
nt

69

69
19

45
7

37

84
93

35
25

07
71

94
00

73
56

83

97
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Print History Invoices

Use the Print History Invoices function to select invoices from history and print
duplicates.

You cannot produce these invoices if you did not elect to keep detail history in the
Resource Manager Options and Interfaces function or purge the ARHIxxx (Detalil
History) file.

Note I

Your original and history invoices may be different, because not all the
information from your original invoices is saved in history.

Print History Invoices Screen

SelectPrint History Invoices from the History Reports menu. The function screen
appears.

Seltings  Edit Print Help

Print History Invoices

Pick Customer ID From ACEOQO1
Thru VIZOO1
Invoice Nuwber From
Thru
Invoice Date From
Thru

Print:
1. Invoices
2. Credit Hemos
3. Both
3

Message for All Invoices:
Thank you for your order.
Print Additional Descriptions? YE3

Cutput device - (Plrinter p(R)jeview (!]ile [E) nd
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Print History Invoices History Reports

- 1. Enter the range of customers you want to print invoices or credit memos for
o,

2. Enter the range of invoice numbers you want to print (A8).
3. Enter the range of invoice dates you want to print.
4. Indicate whether you want to print invoices, credit memos, or both.

5. Accept the displayed message that the system will print on the invoices or
credit memos, or change the message.

6. If you want to print additional descriptions, enterif not, ente.
7. Select the output device.
A sample invoice and credit memo are on page 9-6 and page 9-7.

After the invoices are printed, a totals log is printed.
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Tax Audit Report

The Tax Audit Report shows amounts allocated for as many as five tax levels. This
information comes from the transactions posted to the ARHIxxx (Detail History) file.

Produce this report before you delete records or purge history.

You cannot produce the report if you did not elect to keep detail history in the
Resource Manager Options and Interfaces function.

Note I

This report will process faster if you run the ARCVTHI conversion (page 2-8).

Tax Audit Report Screen

SelectTax Audit Report from the History Reports menu. The function screen
appears.

Seltings  Edit Print Help

Tax Audit Report

Pick Tax Group From CA
Thru TEHOUS
Customer ID From ALCEOO1
Thru VIS0O1
Invoice Date From
Thru

Print Invoice Detail? TEZ
Print Zero Tax Invoices? NG
Cutput device - [Plrinter p(R)eview (_I] ile (S)creen (Ejnd
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Tax Audit Report

History Reports

. 1.
Inquiry
Inquiry 2.

5.

6.

Enter the range of tax groups you want in the report (A6).
Enter the range of customers you want in the report (A6).
Enter the range of invoice dates you want in the report.

If you want to print invoice detail, ent¥t if not, enterN.

If you want to print zero-tax invoices, entérif not, enterN.

Select the output device.

A sample Tax Audit Report is at the end of this section.

After the report is produced, the History Reports menu appears.
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Tax Audit Report

History Reports

Tax Audit Report

12/05/1999 Builders Supply Page
1:56 PM Tax Audit Report
Invoice  Invoice CustomerID Invoice Level1Tax Level2Tax Level 3Tax
Date  Number Subtotal
Tax Group CAR

TaxGroupCAR TOTAL

Tax Group CAT

Tax Group CAT TOTAL

Tax Group MDR

TaxGroupMDR TOTAL

Tax Group MNR

TaxGroupMNR TOTAL

Tax Group MNT

TaxGroupMNT TOTAL

Tax Group TXD

11/15/1999 12670071 CASHPS
12/15/1999 12670082 CASHPS

TaxGroup TXD TOTAL

Level4Tax Level5Ta

GRANDTOTALS

00 00 00 .00 00 0
00 00 00 .00 .00 0
00 00 00 .00 .00 0
00 00 00 .00 .00 0
00 00 00 .00 00 0
850820 34393 00 .00 00 0
171964 6879 00 .00 00 0
1031784 41272 00 .00 00 0
1031784 41272 00 .00 00 0

o

oo
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Periodic Processing

Sales Tax Report

Periodic Maintenance
Purge Customer Comments
Purge Selected Files
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Periodic Processing

Introduction

Use the Periodic Processing functions to update accounts, remove data from files,
and print the Sales Tax Report.
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Sales Tax Report

Print the Sales Tax Report at the end of each period for information about how
taxes have been allocated for the tax groups you set up. Print the Sales Tax Report
before you clear the sales tax in Resource Manager (s&esoeirce Manager

User’s Manua).

Sales Tax Report Screen

SelectSales Tax Reporfrom the Periodic Processing menu. The function screen
appears.

Settings Edit Print Help

Sales Tax Report

Pick Tax Authority From
Thru
Tax Location From CL
Thru TXHOUS

Print By:
1. Tax Location
2. Tax Authority
1

Print:
Sales YE3
Purchases YE3

‘ Cutput device - [Plrinter p(R)eview (!]ile [Z)creen (E)jnd

Inquiry

: 1. Enter the range of tax authorities you want in the report (A2).
2. Enter the range of tax locations you want in the report (A6).

3. Select the option by which to organize the report.
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Sales Tax Report Periodic Processing

4. If you want to print sales and purchases, evitéf not, entemN.
5. Select the output device.
A sample Sales Tax Report is at the end of this section.

After the report is produced, the Periodic Processing menu appears.
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Sales Tax Report

Periodic Processing

Sales Tax Report

[06/02/7999

CAR  Califomia - Resale 1 CA 45983458923 2038
Tax Description Tax Per.

Class Ref. Per. Taxable Nontaxable

00 Consumer Goods  6.000 Sales l
711865 00

Purchases 00 .00 .00 .00 00 00

Taxable Nontaxable

Builders Supply Page 1
250PM Sales Tax Report
By Tax Location
——— General Ledger Accounts —- -— Tax on - -
Tax Loc Name Level Tax Auth. TaxID Tax Liabity Tax Expense Refundable Fit. Mis C.

NO NO

Tax Calculated Over/Short Refundable

00 63218413 00 00 00

000 Purchases 11864412 64200 711865 00
01 Resale Sales 000 Sales 00 .00 .00 .00 00
.000 Purchases 00 .00 00 .00 .00 00
02 Exempt Sales  .000 Sales 00 .00 00 .00 .00
.000 Purchases 00 .00 00 .00 00 00
03 Ind/Agr Prod.  6.000 Sales 00 632184.13 00 .00 .00
000 Purchases ~ 687.10 00 4122 43 01- 00
04 Interstate Comm  8.000 Sales 00 .00 00 .00 00
.000 Purchases 00 .00 00 .00 .00 00
05 Motor Vehicles 000 Sales 00 .00 .00 .00 .00
.000 Purchases 00 .00 00 .00 .00 00
06 Food Products  .000 Sales 00 .00 .00 .00 00
.000 Purchases 00 .00 00 .00 .00 00
07 Clothing 000 Sales 00 .00 .00 .00 00
.000 Purchases 00 .00 00 .00 .00 00
08 Gasoline 1000 Sales 00 .00 .00 .00 .00
.000 Purchases 00 .00 00 .00 .00 00
09 Services 1000 Sales 00 .00 .00 .00 00
— — -—P00Purchases — @ —00— 86 — 00— 00— H — — — — — — — — — — — — — — — — —
TOTAL FOR LOCATIONCAR  Sales 00 126436826 00 7159.88  7159.88
Purchases 11933122 64200 715987 7159.88 01- .00
09 Services 1000 Sales 00 .00 .00 .00 00
.000 Purchases 00 .00 00 .00 .00 00
TOTAL FOR LOCATIONTXT ~ Sales 00 .00 00 .00 00

Tax Calculated Over/Short  Refundable
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Periodic Maintenance

Use the Periodic Maintenance function to perform maintenance tasks on several
files and prepare them for the next processing period, quarter, or year. (You cannot
do periodic maintenance until the ARPDxxx table is set up for the company you are
doing maintenance for.)

You should do periodic maintenance at the end of each period. If you do not,
transactions will be posted to incorrect periods, and the amounts in the aging
buckets in the ARCUxxx file for balance forward customers will be wrong.

When you do period-end maintenance, the system does several things:

* accumulates the balance totals in the ARCUxxx (Customer) file for balance
forward customers

» ages the figures in the ARCUxxx file in the aging periods

* updates the ARINxxx and ARCUxxx files with newly calculated finance
charges

» clears the period-to-date accumulators and updates credit statuses in the
ARCUxxx file

» clears the month-to-date gross sales amounts in the ARSRxxx (Sales Rep) file

* clears the month-to-date payments in the ARPYxxx (Payment Methods) file

*  posts finance charges to the GLIRxxx (Journal) file if Accounts Receivable is
interfaced with General Ledger; you also have the option of clearing the year-
to-date finance charges in the ARCUxxx file

* increments the period by 1 in the ARPDxxx table

When you do quarter-end maintenance, the system does a couple of things:
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Periodic Maintenance Periodic Processing

»  performs all the period-end task

* clears the quarter-to-date accumulators in the ARPYxxx file and the
ARCUxxx file

Note I

Quarter-end maintenance does all the period-end maintenance tasks, so do
guarter-end maintenance only at the end of the quarter.

When you do year-end maintenance, the system does several things:
*  performs all the period- and quarter-end tasks

* updates the last-year accumulators and clears the year-to-date accumulators in
the ARPYxxx file and the ARCUxxx file

* clears the year-to-date gross sales amounts in the ARSRxxx file

» clears the high balance in the ARCUxxx file if you select the option on the
function screen

* increments the current fiscal year by 1 in the ARPDxxx table

Note I

Year-end maintenance does all the period- and quarter-end maintenance tasks, so
do year-end maintenance only at the end of the year.

If you have a multiuser system, make sure that no one else is using the Accounts
Receivable system while you are doing periodic maintenance. If you run thi
function while someone else is using the ARCUxxx, ARSRxxx, ARINxxX,
ARRHxxx, or ARRExxx files, the files will not be updated.

10-8 Accounts Receivable User's Manual



Periodic Processing Periodic Maintenance

Periodic Maintenance Screen

SelectPeriodic Maintenancefrom the Periodic Processing menu. The function
screen appears.

Settings Edit Print Help

Periodic Maintenance

Hawve You: Choose One:
—-Printed 3Statements? 1. Period-End Maintenance
——Printed the Customer Analysis Report? Z. Duarter-End Maintenance
——Backed Up Your Data Files? 3. TYear-End Maintenance
YES 1

Clear:
F¥TDh Finance Charges? TES
Customer High Balances?

Current Pericod/Fiscal Year 1271999

Cutput device - [Plrinter p(R)eview (!]ile (E) nd

1. The information in the Customer Analysis Report comes from the ARCUxxXx,
ARINxxx, and ARSRxxx files. Since the Periodic Maintenance function
affects the data in the ARCUxxx file, print the statements (page 8-21) and
Customer Analysis Report (page 8-25) and back up your data files before you
do period-, quarter-, or year-end maintenance.

If you have not printed the statements, printed the Customer Analysis Report,
and backed up your data files (see Resource Manager User's Manjal

enterN; you are prompted to return to the Periodic Processing menu. When
you have done these things, enter

2. Select the type of maintenance you want to do.

3. If you want to clear the year-to-date finance charges in the ARCUxxx file,
enterY; if not, enter.
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Periodic Maintenance Periodic Processing

4. If you want to clear the high balances in the ARCUxxx file, evitérnot,
enterN.

You can clear customer high balances only during year-end maintenance.

5. To begin processing, use wceed(PgDn) command and select the output
device.

A sample periodic maintenance error log is at the end of this section.

When processing is completed and the log is produced, the Periodic Processing
menu appears.
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Periodic Maintenance

Periodic Processing

Periodic Maintenance Error Log

06/20/1999 Builders Supply PAGE 1
215PM Period-End Eror Log

BALANCE INCUST FILE= 42845.72-IN OPEN INVOICE FILE = 43045.72- FOR CUSTOMER 'ACE001'
TOTALNEW FINANCE CHARGE POSTED = 18.00 FOR GL PERIOD 9

End of Report
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Purge Customer Comments

Use the Purge Customer Comments function to delete comments about a customer
whose record you no longer need.

Note I

Before you purge customer comments, produce the Customer Comments List
(page 12-11) and check to make sure that the comments you intend to delete will
not be needed later. Then file the list so that you will have a record of the
comments.

Purge Customer Comments Screen

SelectPurge Customer Commentdrom the Periodic Processing menu. The
function screen appears.

Settings Edit Print Help

Purge Customer Contnents

Pick Customer ID From ACEOO1
Thru VISOO1
Date From
Thru
Reference ID From
Thru

— Verification
Press <Pgln> to proceed
Purging customer comtnents. -
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Purge Customer Comments Periodic Processing

1. Enter the range of customers whose comments you want to puge (

2. Enter the range of dates that the comments you want to purge were recorded.
3. Enter the range of references whose comments you want to purge (A3).

When you are finished making your selections, us@theeed(PgDn) command
to purge the comments and return to the Periodic Processing menu.
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Purge Selected Files

Use the Purge Selected Files function to clear the ARHDxxx (Additional
Descriptions), ARHIxxx (Detail History), ARHSxxx (Summary History), and
ARRExxx and ARRHxxx (Recurring Entries) files, and paid invoices from the

ARINxxx (Open Invoice) file.

Purge Selected Files Screen

SelectPurge Selected Filefrom the Periodic Processing menu. The function
screen appears.

Settings Edit Print Help

Purge Selected Files

Hawve you backed up your data files? TES

Remove:
Fecurring Entries with Cutoff Dates EBefore 07/08/ 1999
Detail History for Invoices Dated EBefore 07/08/ 1999

7 1999

Summary History Before Period/Fiscal Year

Paid Invoices with Dates Before 07/058/ 1999

Verification
{_ Press <Pgln> to proceed -

1. If you have backed up your data files, eMeif not, enterN. If you enter N,
you are prompted to exit to the Periodic Processing menu.

2. Enter the date of the recurring entries you want to purge. Recurring entries
dated before the date you enter will be purged.
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Purge Selected Files Periodic Processing

3. Enter the date of the invoices for which you want to purge detail history
Detall history for invoices dated before the date you enter will be purged.

4. Enterthe period and year of the summary history you want to purge.
Summary history before the period and year you enter will be purged.

5. Enter the date of the paid invoices you want to purge. Paid invoices dated
before the date you enter will be purged.

To purge the files and return to the Periodic Processing menu, uBeoiteed
(PgDn) command.
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Customers

Ship-to Addresses
Sales Reps

Recurring Entries
Tables

Build Open Invoice File
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Customers

Use the Customers function to set up and maintain customer records. You can set
up a customer as an open invoice or a balance forward account. For open invoice
accounts, you keep detail on invoices and apply payments to specific invoices. For
balance forward accounts, you keep detail on invoices for the current month and
apply payments to the total balance.

After you set up the customer records, you must create initial (opening) balances
for them. The way you create initial balances depends on whether you have open
invoice or balance forward accounts or both. I8#l Balances (page 3-23) for
information about how to enter initial balances.

Customers Header Screen

SelectCustomersfrom the File Maintenance menu. The header screen appears.
0SAS TOOD

Settings Edit Print Help
Customers

Customer ID ACEOOL
Customer Name ACE EUILDERS

Do You Want to Add/Change:

General Information YE3
Balance Information YE3
History Information TES
Customer Comments YE3

Verification
{_ Press <Pgln> to proceed
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Customers

File Maintenance

11-4

Field

Customer ID (A6)

Copy From? (A6)

Customer Name

Do YouWant to Add/
Change

Description

Enter the ID of the customer you want to work with.

To delete the customer record, useGtetete(F3)
command.

Before you delete a customer record, do periodic
maintenance (page 10-7) and make sure that the customer
does not have open invoices or a balance in the ARINxxx
(Open Invoice) file.

When you delete a customer record, the customer’s
comments are not automatically deleted. You must use the
Purge Customer Comments function () to delete the
comments.

If you entered a new customer ID, you can copy the class,
sales rep, territory, terms code, group code, statement code,
customer level, account type, and tax information from an
existing customer record. If you frequently use a particular
combination of tax codes, distribution codes, and other
information, set them up with the customer ndreéault
When you enter a new customer that uses the same
information, you can copy from thefault customer.

Enter the ID of the customer whose record you want to
copy.

If you entered an existing ID in the Customer ID field, the
customer’s name appears; if not, the field is skipped.

The Customers function has four subscreens:

* General Information
» Balance Information

* History Information
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File Maintenance Customers

Field Description

e Customer Comments

If you want to enter or change information on a subscreen,
enterY and turn to the appropriate screen below; if not,
enterN.

When you add customers, you must enter general
information.

General Information

If you elected to add or change general customer information, the following screen
appears:
0SAS TOOD

Settings Edit Print Help

General Information

Cust ID ACEOOL

Name ACE BUILDERS Group Code a

Address 1 1588 SE 313T STREET Stmt/ Inv Code Eoth

Address 2 Cust Level ACEOOL
Address 3 oot Type Open Invoice
City/3tate PADUCAH EY Iistrih Code 01

Zip Code 28655-7565 Country U3

Ship Zone o1
Attention ACCOUNTS PALYAELE

Phone/Fax (505) 555-1646 (502)555-1566 Fin Charge? YES
Contact BERILN Credit Limit 315000
Class WH3L Credit Hold? NO
Sales Rep GPD Garry P. Deacon Partial Ship? YEI
Territory MIDATL
Terms Code 2ZPCT 2/10,n/30 Reg

Z.0% 10 DAYS NET 30

Tax Group MW Minnesota

Pymt Method CHE Check Taxahle? NO
Card No Exp Exempt ID

Name
[— Verification

Press <Pgln> to proceed

Field Description
Cust ID The customer ID from the header screen is displayed.
Name (A30) Enter the customer's name.
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Customers File Maintenance

Field Description

Address 1/Address 2/ Enter the customer's address.
Address 3 (A30 each)

City/State/Zip Code Enter the customer's city, state, and zip code. (a five-digit
(A15/A2/A12) zip code or a nine-digit zip code with the hyphen). Youcan
leave any of the three fields blank.

Country (A2) Enter the customer’s country code, or leave this field blank.

If you enter a country code, it must be among the valid
codes entered in Resource Manager (se&#s®urce
Manager User's Manudl

Ship Zone (A2) Enter the customer’s ship zone. This field is for reference
only
Attention (A25) Enter the name of the person or department you send

invoices or statements to. This name is printed on invoices,
statements, and mailing labels.

Phone/Fax Enter the customer's phone number; do not enter
parentheses and a hyphen. Then enter the customer’s fax
number; do not enter parentheses and a hyphen.

Contact (A25) Enter the name of the person you usually contact about
billing questions or invoice payments.

Class (A5) Enter the class the customer belongs to, or [prees to
skip this field.

Sales Rep (A3) Enter the ID of the sales rep who usually sells to the
customer, or pred€snter to skip this field. If you enter an
existing ID, the name of the sales rep appears.

Territory (A6) Enter the territory the customer is in, or piester to skip
this field.

Terms Code (A6) Terms codes describe the terms of the customer’s payment.
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File Maintenance

Customers

Field

Pymt Method (A3)

Card No/Exp/Name
(A20/date/A30)

Group Code (0-9 or C)

Stmt/Inv Code

Inquiry Cust Level (A6)

Accounts Receivable User’'s Manual

Description

Enter the customer's payment terms code. If you use the
Maintenance (F6) command, the Terms function is
temporarily called up. After you enter the terms code, the
terms percentage, days, and net due days appear.

Enter the customer's usual method of payment. If you use
theMaintenance (F6) command, the Payment Methods
function is temporarily called up. After you enter the
payment method code, the pay type and applicable
information appears.

If the customer pays with a credit card, enter the card
number, expiration date, and name of the card. If the
customer does not pay with a credit card, pEager to
skip these fields.

The group code is used in the Recurring Entries function to
identify groups of customers that have the same periodic
billing requirements. Enter the code of the group the
customer belongs to. Ent€rfor a credit card customer and
see page 3-17.

If Accounts Receivable is interfaced with Time Billing,
enter a bill format code (1-7). The number appears in Time
Billing when you add a job for the client and ensures that
the client’s invoices are printed in a consistent manner.

Enter if you want to send the customer only invoices,
you want to send only statemersif you want to send
both invoices and statements Noif do not want to send
either invoices or statements. For a customer that pays cash,
enterN.

Even if you do not send statements, you should produce
statements to keep a proper audit trail.

Enter the level assigned to the customer, or [prees to
skip this field. (If Accounts Receivable is interfaced with
Inventory, thelnquiry command is available.)
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Customers

File Maintenance

Field

Acct Type

Distrib Code (A2)

Maint

11-8

Fin Charge?

Credit Limit (N12)

Credit Hold?

Partial Ship?

Description

In an open invoice account you track and apply payments to
specific invoices. In a balance forward account you track
and apply payments to a monthly invoice total.

For an open invoice account, enteFor a balance forward
account, enteB.

Distribution codes describe how payment information is to
be distributed in accounts in General Ledger.

Enter the GL distribution code for the customer. If you use
the Maintenance (F6) command, the Distribution

Accounts function is temporarily called up. After you enter
the distribution code, the account information appears.

If you want to be able to apply a finance charge to the
customer, entey; if not, enteN. If you enter N and try to
use the Calculate Finance Charges function for the
customerfFinance Code = @ppears after the customer’s
information.

Enter the customer's credit limit, accept the displayed
value, or entef if the customer has no credit limit. If the
credit used on a transaction surpasses the customer’s credit
limit, a message states that the customer’s credit limit has
been reached.

If the customer is on credit hold, eMgif not, enterN. If
you enter N and then enter a sale paid for on credit, a
message states that the customer is on credit hold and the
system does not allow the transaction.

If the customer accepts partial shipments, enter

Y; if not, enteN. If you enter N and ship an order for the
customer, a message warns you if you try to backorder
items.
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File Maintenance

Customers
Field Description
Tax Group (A6) Enter the ID of the tax group where you want sales tax for
- the customer to be assigned. If you use the Maintenance
(F6) command, the Tax Groups function is temporarily

called up (see theesource Manager User's Maniahfter
you enter the tax group code, information about the tax
group appears.

Taxable? If the customer should be charged sales tax,\eriferot,
enterN.
Exempt ID (A20) If you entered Y in the Taxable field, you must enter the

customer’s tax exemption ID.

When you save the entrig3gDn), the next screen you selected appears. If you did
not select another screen, the Customers header screen appears.
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Balance Information

If you elected to add or change the customer’s balances, the following screen
appears:
#i 05AS TO0D

Settings Edit Print Help

Balance Information
Customer ID ACEOOL ACE BUILDERS Open Invoice
New Fin Cho .oo
Unpaid Fin Chg .oo
Current Due oo
Balance 31-60 oo
61-90 .ao
91-120 .ao
121+ 136735.44
Unapplied Cr .oo
Total Due 136735.44

Verification
{_ Press <Pgln> to proceed

The Balance Information screen stores summary amounts for each customer. Thi
information is updated by the ARINxxx file when you post. If you elected to use
online aging in the Resource Manager Options and Interfaces function, the
ARINxxx file also updates the balances each time you work with an open ite
customer. As a result, you can enter the initial balances here and have the syste
update them as often as you want.

If the customer is an open invoice customer whose individual invoices you want to
work with, setting initial values on this screen is not important.
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Customers

Note I

Unless you are setting up the system for the first time and will use the Build Open
Invoice File function, be wary of changing the values on the Balance Information
screen. Changes you make after setting up the system affect the validity of your
data. If you make changes, the system warns you when you use the Periodic
Processing function that the balances in the ARINxxx file do not match those in

the ARCUXxxx file.

Field

New Fin Chg

Unpaid Fin Chg

Current Due/Balance
(range)

Unapplied Cr

Total Due

Accounts Receivable User’'s Manual

Description

The FINCHXxxx table determines how you assess finance
charges or penalty fees for late payments. As you assess
charges, post information, and receive payments, the
Calculate Finance Charges function updates this value.
Accept this value, or enter a different value.

If the customer has an unpaid finance charge, enter it, or
accept the displayed value. The value is updated when you
use the Periodic Maintenance function, at which time new
finance charges are added.

The Accounts Receivable system uses aging buckets to
measure amounts owed based on how much time has passed
since the invoice date. Accounts Receivable has five aging
buckets: Current Due (within 30 days of the invoice date),
Balance 31-60 days (after the invoice date), Balance 61-90
days, Balance 91-120 days, and Balance 121+ days.

Enter the balance that is due for each aging bucket, or press
Enter to skip it. If you track only a summary invoice, enter
the value in the Current Due field.

If you owe the customer money, enter the value.

The new finance charge, unpaid finance charge, current
due, and balance are added, and the unapplied credit is
subtracted from that number. The result is displayed as the
overall amount the customer owes you.
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File Maintenance

When you save the entrig3gDn), the next screen you selected appears. If you did
not select another screen, the Customers header screen appears.

History Information

11-12

If you elected to add or change customer history, the following screen appears:

Settings Edit Print Help

History Information

Cust Il ACECO1
Name ACE EUILDER3

Period to Date Qtr to Date Year to Date Last Year
Sales Z6650.89 Z18761.42 1665331.24 1223579.63
Profit ZZ69.42 45490.15 492899.03 370863.25
Mo/ Inv z 4 14 g
Fin Chg .00
Pymts .ao 647524.54 1627397.54 1110545.58
Disc .ao .ao 12630.63 1595.38
No/Pymts u] 4 14 5
Tot Days/Pay u] =13 715 211
vy Days/Pay o.o0 47,50 51.07 42,20

First Date Last Date Last Amount Last Inv No

Sale 07/14/1995 1z/21/1999 Z17z2.07 1zg70074
Payment 11/27/1999 154642 .54 ooo14189
Customer High Balance 722144.10 Credit Status 332211222211

Verification
{_ Press <Pgln> to proceed

The History Information screen stores sales and payment history for each
customer. When you post transactions, the ARTDxxx and ARTHxxx (Transaction)
files update the period-, quarter-, and year-to-date accumulators.

If you elected to keep summary history in the Resource Manager Options and
Interfaces function, this information is also sent to the ARHSxxx (Summary
History) file. If you keep summary history and you use the Periodic Maintenance
function, one of three things can happen:

*  When you do period-end maintenance, the period-to-date information i
transferred to the ARHSxxx file and the period-to-date amounts are cleared.
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*  When you do quarter-end maintenance, the period- and quarter-to-date
information is transferred to the ARHSxxx file and those amounts are cleared.

*  When you do year-end maintenance, the year-to-date amounts are transferred
to the Last Year column and the period-, quarter-, and year-to-date amounts

are transferred to the ARHSxxx file. Then those amounts are cleared.

Field

Sales

Period to Date/
Qtr to Date/
Year to Date/
Last Year

Profit

Period to Date/
Qtr to Date/
Year to Date/
Last Year

No/Inv

Period to Date/
Qtr to Date/
Year to Date/
Last Year (N5)

Fin Chg

Period to Date/
Qtr to Date/
Year to Date/
Last Year

Pymts

Period to Date/
Qtr to Date/
Year to Date/
Last Year

Accounts Receivable User’'s Manual

Description

Enter the amount you made from sales to the customer this
period, this quarter, this year, and last year.

Enter the amount of profit the customer accounted for this
period, this quarter, this year, and last year.

Enter the number of invoices you sent the customer this
period, this quarter, this year, and last year.

Enter the finance charges applied to the customer’s balance
this period, this quarter, this year, and last year. When you
do periodic maintenance, the accrued finance charges
update these fields.

Enter the amount the customer paid you this period, this
guarter, this year, and last year
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Field

Disc

Period to Date/
Qtr to Date/
Year to Date/
Last Year

No/Pymts
Period to Date/
Qtr to Date/
Year to Date/
Last Year (N5)

Tot Days/Pay
Period to Date/
Qtr to Date/
Year to Date/
Last Year (N7)

Avg Days/Pay
Period to Date/
Qtr to Date/
Year to Date/
Last Year

Description

Enter the discounts applied to the customer’s balance this
period, this quarter, this year, and last year.

Enter the number of payments the customer sent you this
period, this quarter, this year, and last year.

Enter the total number of days the customer took to pay all
invoices this period, this quarter, this year, and last year.

Calculation of the average number of days the customer
took to pay all invoices this period, this quarter, and this
year is based on your entries in the Tot Days Pay and No
Pmts fields.

First Sale Date Enter the date of the first sale to the customer.

Enter the date of the last sale to the customer.
This field is updated when you postisactions.

Last Sale Date

Enter the amount of the last sale to the customer. This field
is updated when you post transactions.

Last Sale Amount

Last Inv No (N8) Enter the number of the last invoice you received from the

customer. This field is updated when you post transactions.
First Payment Date The date of the customer's first payment is displayed.

Enter the date of the last payment the customer made. This
field is updated when you post transactions.

Last Payment Date

11-14 Accounts Receivable User's Manual



File Maintenance Customers

Field Description

Last Payment Amount Enter the amount of the last payment the customer made.
This field is updated when you post transactions.

Last Payment Number Enter the number of the last check the customer issued to

(N8) you. This field is updated when you post transactions. If the
customer’s last payment was with cash or by credit card,
CASHis displayed.

Customer High Balanace Enter the highest outstanding balance the customer had.
This field is updated when you post invoices. You can clear
the customer’s high balance when you do year-end
maintenance.

Credit Status The system keeps a running status of the customer’s credit
history and updates the status when you do periodic
maintenance. Each character in the field represents 1 of 12
periods: the current period (the first character) and the
previous 11.

For each period, one of these values is displayed:
0 Allinvoices (if any) were paid within 30 days.

1 An invoice was 31 to 60 days overdue.

2 An invoice was 61 to 90 days overdue.

3 An invoice was 91 to 120 days overdue.

4 An invoice was more than 120 days overdue.

When you save the entrid®gDn), the next screen you selected appears. If you did
not select another screen, the Customers header screen appears.
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Customer Comments

If you elected to add or change customer comments, the following screen appears:

#i 05AS TO0D
Settings Edit Print Help

History Information

Cust ID ACEOO1

Name ACE EUILDER3
Customer Comments
Cust ID ACEOOL Ref: aoo
Name ACE EUILDER3 End Date
Date Ref Seq Comment

— New Ref, Home, Add/insert, Edit B

Company H IﬂE!!ﬁl—

Field Description

Ref (A3) To work with comments for only the displayed reference
ID, pressEnter. To work with comments for a different
reference ID, enter that ID. To work with all comments,
clear this field and pregnter.

End Date Enter the date of the most recent comment you want to
work with, or pres&nter to work with all comments.

The date, reference, sequence number, and text that appear
for each comment depend on the reference ID and end date
you enter. The comments are arranged by date—the most
recent date first—then by reference ID and then by
sequence number.
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Command bar
New Ref Home, Add/Insert, Edit

To work with comments associated with a different reference ID, [réBsen
enter the reference ID and end date.

To display the first comment for the reference ID and end date you entered, pres
H.

To add a comment, preé. To edit a comment, pre&s In either case a comment

entry window appears

Add/ Insert
Date: 05/25/1999 Ref: 123 Zeq #: 001
[l (SAE 1 ease nofity Michelle of any outstanding issues

Field Description

Date If you have not added or edited any other

comments, the system date is displayed; otherwise, the date
of the last comment you worked with is displayed. Accept
the displayed date, or enter a different date.

Ref (A3) Enter the reference ID of the comment you want to add or
edit.
Seq# (N3) If you have not added any other comm@ditsjs

displayed; if you have added other comments, the next
sequence number is displayed. Accept it.

To edit a comment, enter its sequence number. The text
appears. If you want to delete the comment, us®tiete

(F3) command. Subsequent comments for the customer that
have the same date and reference ID as the one you deleted
are resequenced.

To insert a comment, enter the sequence number of the
position you want it to appear in. The comments after the
inserted comment are resequenced.
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File Maintenance
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Field Description

Comment (A50) Enter or edit the comment, and pEs®r to save the
comment record.

The following options appear if the customer has more than one screen of
comments:

More Comments: Line down, Page down, Options

To scroll down one line, press
To view the next screen of comments, piiess

To access the command bar (to enter a new reference ID, display the first comment,
insert a comment, or edit a comment), pf@ss

After you are finished working with the Customer Comments screen, use the

Proceed(PgDn) command to move to the Customers header screen. Enter another
customer ID, or exit to the File Maintenance menu.
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Ship-to Addresses

Use the Ship-to Addresses function to enter, change, or delete shipping addresses
and assign them to customers. You can enter 999,999 shipping addresses for each
customer.

Ship-to Addresses Screen

SelectShip-to Addressedrom the File Maintenance menu. The function screen
appears.

SAS TOOD
Settings Edit Print Help

Ship-to Addr

Cust ID KMOO1 EANSAS CITY GECDESIC HOMES
Ship To ooooo1

Name EMISAS CITY GEODEIIC HOMES
Addr 1 2382 WEST S53RD AVENUE

Addr 2z

Addr 3

city FMISAS CITY

State HO Zip Code 56666-5425

Country us

Ship Via MNORTH AMERICAN
Ship Zone

Tax Group TX Texas

Verification
{_ Press <Pgln> to proceed

Field Description

Cust ID (A6) Enter the ID of the customer you want to assign shipping

addresses to. Information about the customer appears in the
header area.
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Field Description

Ship To (N6) Enter the ID for the ship-to address. If you are editing a

ship-to address, this field is display-only

Name/Address 1-3/City/ Enter the customer's name and address (A30 each), city
State/Country/Zip Code  (A15), state (A2), country (A3), and zip code (A12), or
accept the displayed information.

Ship Via (A20) Enter the method you usually use to ship items to the
customer—for example, the name of a shipping service.
Ship Zone (A2) Enter the customer’s ship zone. This field is for reference
only
Tax Group (A6) Accept the displayed tax group, or enter the customer’s tax
- group. When you enter a tax group, the description appears
Maint below it. If you enter a different tax group, it overrides the
tax group you set up for the customer in the Customers
function.

After you save the ship-to informatioRdDn), enter information about a different
shipping address, or exit to the File Maintenance menu.

11-20 Accounts Receivable User's Manual



Sales Reps

Use the Sales Reps function to set up and maintain records for sales reps whose
sales you want to track. You can pay a sales rep on commission only if you set up
sales rep records and elected to keep sales history in the Resource Manager Options
and Interfaces function.

You can pay commissions on any combination of line items, tax, freight, and
miscellaneous charges; and you can base commissions on net sales or gross profit.
Sales reps can receive their commissions when the invoice is sent or paid.

After you enter the sales reps, produce the Sales Reps List (page 12-3) to check for
mistakes and to use as a reference when you enter accounts receivable transactions.

Sales Reps Screen

SelectSales Rep$rom the File Maintenance menu. The function screen appears.

0SAS T0OOO

Settings Edit Print Help

Sales Reps

Sales RFep ID DMH
Name Donna M Mendelsohn Fun Code u}
Address 1 6712 5th Avenue North
Address 2 Commission Pot 5.250%
Address 3 Percent of Sales [(Net)
City/3tate Dallas TZ Based on Booked Sales
Zip Code TIIII-B976 Country T3
Phone/Fax (111)532-9873 | | -
Empl ID MENOO1
Pay on: 3 LLES HISTORTY
Line Items YE3 Honth to Date Year to Date
Tax joe} Gross Sales T23g4.67 S21577.40
Freight NGO
Hisec. joe}

Last 3ales Date 12/25/1999

Verification
{_ Press <Pgln> to proceed
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File Maintenance
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10.

Enter the ID of the sales rep (A3).
Enter personal information (name, address, and so forth).

Enter an employee ID for the sales rep for your reference (A6). You might
want this reference in the Payroll system if the sales rep is an employee;
however, Accounts Receivable does not interface with Payroll.

Enter the run code you want to assign to the sales rep, ofEmtesdo skip

this field. This code is a digit you can assign to the sales rep for reference
only; the system does not use it in any calculations and uses it for sorting only
if you make modifications to the system.

Enter the percentage of the sale you want the sales rep’s commission to be.

Select the amount the commissions are to be paifl fom:the net sales
amount,G for the gross profit of the sale, Nrfor neither amount.

EnterB if the commissions are to be paid when the sale is entered tirey
are to be paid when the sale is paid.

For each option, entaf if the sales rep’s commission is to be based on the
information orN if it is not.

Enter the sales rep’s month- and year-to-date gross sales. The figures are
updated when you post the sales rep’s transactions.

Enter the date of the rep’s last sale. Post transactions updates this field.

Note I

The ARHIxxx (Detail History) file provides information for the sales history

fields and the Commissions Report. If you change the information in these fields,
the ARHIxxx file is not updated and the data in the Commissions Report does not
match the data in the ARSRxxx (Sales Rep) file.

After you save information about the sales régdn), enter information about

another sales rep, or exit to the File Maintenance menu.
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Recurring Entries

Use the Recurring Entries function to set up noninventory invoices that you send to
customers regularly. You can set up recurring entries for individual customers and
for groups of customers.

After you set up the recurring entries, use the Copy Recurring Entries function
(page 6-31) to copy them to the ARTDxxx and ARTHxxx (Transaction) files when
they come due.

To save time, you can copy a group of recurring entries to the ARTDxxx and
ARTHxxx files instead of entering each transaction each time you send the bill. By
assigning each entry a run code, you can process these groups of entries on
different schedules—monthly, bimonthly, or whatever fits your company’s needs.

Recurring Entries Menu

SelectRecurring Entries from the File Maintenance menu. A menu appears.
#i 05AS TO0D

Settings Edit Print Help

Recurring Entries

Header Information
Recurring No -
Transaction Type

Sold to:

1. Recurring Entries

2. Edit Recurring Entries

1
Sales Bep 1 Percent 100.0 Ship Method
Sales Rep 2 Percent Ship Via
Cust Lewvel Pick 2lip No
Terms Code
Terms Desc Type
Terms % .0 Days Net Days Taxahle NGO
Ord Mo Tax Group -
Ord Date Description
Fun Cd Cutoff Date

Company H Iﬂg!!ﬁl—
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The Recurring Entries Transaction Type menu offers two choices: Recurring
Entries and Edit Recurring Entries. The only difference between the two functions
is the fact that when you create a recurring entry, you create data; when you edit a
recurring entry, you work with existing data.

To create a recurring entry, seldcfTo edit a recurring entry, selext

Recurring Entries Header Screen

After you make your selection from the Recurring Entries menu, the header screen
appears.

Settings Edit Print Help

Recurring Entries
Header Information

Recurring No 0004 -

Sold to: ACEOO1 Ship to:

ACE EUILDER3

1588 SE 313T STREET

PADTCAH KY Z8655-7565 us

Sales BFep 1 GPD  Percent 100.0 Ship Method

Sales Rep 2 Percent .0 Ship Via

Cust Lewel ACEOOL Pick 2lip No

Terms Code EZPCT

Terms Desc  2/10,n/30 Type Reg

Terms % 2.0 Days 10 Net Days 30 Taxahle NGO

Ord Mo Tax Group M -
Ord Date Description Minnesota
Run Cd 99 Cutcff Date 07/24/1999

Verification
{_ Press <Pgln> to proceed

Field Description

Recurring No (N4) Enter a number that identifies recurring
entry.
Sold to (A6) If the recurring entry is for one customer, enter the ID of the

Maint customer. The customer's name and address appear.
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Recurring Entries

Field

Description

If the recurring entry is for a group of customers, enter an
asterisk (*) and the customers’ group code.

Sales Rep 1/Percent (A3)/ If you entered a customer ID in the Sold to field, the ID of

@1

the sales rep who usually sells to the customer is displayed.
Accept it, or enter a different ID.

Then enter the percentage of the sale you want to base the
sales rep’s commission on, or preaser for a commission
of 100 percent.

Inquiry Sales Rep 2/Percent (A3)/Enter the ID of the second sales rep receiving a commission

3.1

Cust Level (AB)

Inquiry Terms Code (A6)

Ord No (A25)

Ord Date

Run Cd (A2)
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on the sale, or pregnter to skip this field.

If you entered an ID, enter the percentage of the sale you
want to base the sales rep’'s commission on. The sum of the
two percentages you entered cannot exceed 100.

Accept the displayed customer level, or enter a different
customer level.

The terms code describes the terms of the payment.

Accept the displayed terms code, or enter a different code.
If you use theMaintenance (F6) command, the Terms
function is temporarily called up. After you enter the terms
code, the description for the code appears.

To identify the transaction, enter the sales order number or
the customer's purchase order number. To skip this field,
pressEnter.

If you entered an order number, enter the order date.
You copy recurring entries by run code to the

ARTDxxx and ARTHxxx files. Use the same run code for
entries that you copy on the same basis. For example, you
could used1 for entries you copy on the first day of each
month,15 for entries you copy on the fifteenth day of each
month, and so forth.
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Field

Cutoff Date

Ship to (A6)

Inquiry Ship Method (A6)

Ship Via (A20)

Pick Slip No (A6)

Taxable

Inquiry Tax Group (A6)

Description

11-26

Description

Enter the run code the recurring entry belongs to.

Enter the date after which you no longer want the entry to
be copied to the ARTDxxx and ARTHxxx files, or press
Enter to skip this field.

Enter the shipping address code for one customer or for a
group of customers. If you use thaintenance (F6)
command, the Ship-to Addresses function is temporarily
called up.

If you enter a code for one customer and the code is in the
ARSAXxxx (Ship-to Address) file, the address appears.

If you enter a code for a group of customers, the associated
shipping address is used for the customers in the group with
the same shipping address code when you copy the entry. If
the code is not valid for a customer, no address is used
when you copy the entry.

Enter a notation for the shipping method—for example,
AIR or TRAIN. If you use theMaintenance (F6)
command, the Ship-to Addresses function is temporarily
called up.

If you entered a shipping address code that is on file, the
means by which the method is shipped is displayed. Accept
it, or enter a different shipping method.

Enter the picking slip number for the entry.

For each entry, en¥iif the location is taxable oy if it is
not.

Enter the tax group for the customer. If you use the
Maintenance (F6) command, the Tax Groups function is
temporarily called up (see tiiResource Manager User's
Manual). After you enter the tax group, the description
appears.

The description of the tax group appears.
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When you approve the header informati®gn), the line-item entry screen
appears.

Recurring Entries Line-ltem Entry Screen
The Recurring Entries line-item entry screen can appear for one of three reasons:
*  You are creating a recurring entry and you finish entering header information.

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

*  You use thé&edit command on the command bar to edit an item in the list. If
you use this command, the line-item entry screen is titled Edit Line instead of

Append Line.
Settings  Edit Print Help
Recurring Entries
30ld to: ACEOO1 ACE EUILDERS Tran No 0004
Ship to: Type Invoice
Append Line Entry ool
Desc  Service Charge GL Code Rl
3ls Cat 1 Sales oot 401000
Tax Class 00 .000% COG3 Aoct S01000
Inv Acct 104400
Units
Ordered 1.0000 Price 9.9500 Ext Price 9.95
Cost 0000 Ext Cost oo
Entry | of 1
Subtotal Freight MNiscellaneous Sales Tax Net Due
9.95 .ao .ao .ao 9.95
Verification
{_ Press <Pgln> to proceed -

Field

Desc (A35)
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Description

Enter a description of the recurring entry.
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File Maintenance

Maint

Inquiry

Maint

il

Inquiry
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Field

Additional text (A35 each)

Sls Cat (A2)

Tax Class (A2)

GL Code (A2)

Sales Acct/COGS Acct/Inv
Acct (A12 each)

Ordered

Units (A5)

Price/Cost

Description

If you elected in the Resource Manager Options and
Interfaces function to enter additional descriptive text about
line items when you enter invoices, the Additional
Description Lines window appears when you pEster in
the Desc field. You can enter 10 lines of additional text.

When you are finished entering text, pr&sger at a blank
line. The text is saved and you are returned to the line-item
entry screen.

The sales category usually refers to an inventory item. Enter
a category, or pre€snter to skip this field.

Accept the displayed value, or enter a different sales tax
class.

The GL code identifies the pairs of general ledger sales and
cost-of-goods-sold (COGS) accounts to use for a line of an
entry. (The codes are set up in the GL Codes function.)

If you entered a GL code in the DFxxxx table, the code is
displayed.

If you entered a GL code, the sales and COGS accounts are
displayed. The inventory account is displayed from the
ARGLxxx table. Accept each displayed account number.
(Thelnquiry command is available if Accounts Receivable

is interfaced with General Ledger.)

Enter the number of units that were sold.

Enter the type of unit the item is sold by—for example,
EACH if it is sold individually.

Enter the item’s unit price and unit cost.

The entry’s total price (the quantity ordered times the unit
price) and total cost (the quantity ordered times the unit
cost) are displayed.
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After you save the line-item entry informatiddgDn), enter another line item, or
exit to the Recurring Entries screen.

When you save the first line item, the totals are updated and your entries are saved.

You cannot use thabandon (F5) command to cancel the entry. To delete the
entire recurring entry, use tielete(F3) command on the header screen.

Recurring Entries Screen

When you exit from the line-item entry screen, the Recurring Entries screen
appears.

Settings  Edit Print Help
Recurring Entries
30ld to: ACEOO1 ACE EUILDERS Tran No 0004
Ship to: Type Invoice
Edit Line Entry ool
Desc  Service Charge GL Code
3ls Cat 1 Sales oot 401000
Tax Class 00 .000% COG3 Aoct S01000
Inv Acct 104400
Units
Ordered 1.0000 Price 9.9500 Ext Price 9.95
Cost 0000 Ext Cost oo
Entry (001 of 001)
Subtotal Freight MNiscellaneous Sales Tax Net Due
9.95 .ao .ao .ao 9.95
Verification
{_ Press <Pgln> to proceed -

The Recurring Entries screen is divided into these sections:

Information from the header screen is summarized at the top of the screen.

The line-item entry area or the line-item scroll region is in the middle of the
screen.
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* The entry totals are displayed at the bottom of the screen.
Enter = edit, Append, Header, Totals, View, Goto, Next trans

To edit a line item, move the prompt (>) to the line item and pEessr. To
append a line item to an order, préssThen se®ecurring Entries Line-ltem
Entry Screen earlier in this section.

To return to the header screen, prids§Vhen you return to the header screen, you
do not lose the line-item and total entries because you already saved them.

To enter or edit totals associated with the recurring entry, predse Totals

Information window appears (see below). The total amount of the order (the
subtotal plus the sales tax, freight, and miscellaneous charges) and the total amount
of the invoice (the subtotal plus the sales tax, freight, and miscellaneous charges)
are displayed.

To look at an expanded summary of the line item, move the prompt (>) to the line
item, and pres¥. Additional information about the line item such as the general
ledger account and description appears on the View Line screen. Press any key to
return to the Recurring Entries screen.

To go to a particular line item, preGs Then enter the line number. (This
command appears only if there is more than one screen of line items.)

To enter a different recurring entry, préésThe Transaction Type menu appears.
Enter a different recurring entry, or exit to the File Maintenance menu.

11-30 Accounts Receivable User's Manual



File Maintenance Recurring Entries

Totals information

This window appears when you use the Totals command on the Recurring Entries
screen:

Settings Edit Print Help

Recurring Entries
30ld to: ACEOO1 ACE EUILDERS Tran No 0004
Ship to: Type Invoice
Totals Information
Subtotal 9.95
Freight .oo Tax Class
MNiscellaneous Chogs .oo Tax Class
Jales Tax .65
Invoice Total 10.80
Net Due 10.80

[— Verification

Press <Pgln> to proceed -
Field Description
Subtotal The subtotal of the line items is displayed.
Freight Enter the shipping charges.

Tax Class If you indicated that freight is taxable in the Resource

Manager Tax Groups function, the freight’s tax class is

Maint displayed. Accept the displayed tax class, or enter the tax
class the shipping charges should be applied to.

Miscellaneous Chgs Enter the miscellaneous charges (for example, handling).
Then enter the tax class the miscellaneous charges should
be applied to.
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File Maintenance

Field

Inquiry Tax Class

Sales Tax

{0SAS TOOD

Description

If you indicated that freight is taxable in the Resource
Manager Tax Groups function, the freight’s tax class is
displayed. Accept the displayed tax class, or enter the tax
class the shipping charges should be applied to.

Enter the sales tax. If you enter a sales tax that is different
from the calculated amount (which is based on the tax class
and tax group), a window appears:

Settings Edit Print Help
Recurring Entries
30ld to: ACEOO1 ACE EUILDERS Tran No 0004
Ship to: Type Invoice
Totals Information
Sales Tax Information
Subtotal Tax Location Tax Amount
M .65 Tax Loc Class
Freight Tax Adjustment _ M
Miscellaneou| 0 —————————————
Jales Tax Jales Tax .65
Invoice Total 10.80
Net Due 10.80
Cowpany H erizy B
Field Description

Tax Location
Tax Amount

Tax Adjustment

11-32

The tax location for the recurring entry is displayed.
The tax amount for each location is displayed.

Accept the displayed sales tax adjustment, or enter a
different amount.
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Field Description
Inquiry Tax Loc (A6) Enter the tax location for the adjustment.
Class (A2) Accept the displayed tax class, or enter a different tax class
Maint

After you enter the tax class, the cursor returns to the Totals Information window.
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Tables

Use the Tables function to set up and maintain the Accounts Receivable tables.

Tables store information about the system, data, options, and default settings for
other applications

The following tables are related to Accounts Receivable:

e ARGLxxx
. ARPDxxx
. DFxxxx

. DUNXxx

. FINCHxxx
. FORMxxx
e QEXxxx

e QHIxxxx
e QH2xxxx
e QIxxxx

e QMxxxx

For more information about each of these tables, see their individual descriptions in
this section.

For information about shareable, unshared, and terminal tables, see page 3-13.

Note I

The OPTxxx (Options) tables store options and interfaces settings. Maintain the
information stored in this table through Resource Manager functions, not through
the table itself.
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Tables Screen

SelectTablesfrom the File Maintenance menu. A blank tables screen appears.

Seltings  Edit Print Help

ARTE

Tahle ID ARGL
MNuber of Cols Z

Description GL Accounts Tabhle
Column Length 12 Type A4

DESCRIFTION

G/L NUMEER

CL3H RECFTS 100000
DISCOUNTS
INVENTORY
FIN CHRG

Company H

404000
104400

To add or change a table, enter the table ID (A8). Toset up a company-
specific table, enter the table ID plus the one- to three-character company ID.
To set up a terminal-specific table, enter the table ID plus the four-character
terminal ID. To delete the table, use elete (F3)command.

If you entered a new table ID, the Copy From field appears(A8). To copy a
company- or terminal-specific table, enter the table ID plus the company |

A set of tables comes with the sample company, Builders Supply. You can
copy the sample tables for a company and then change the appropriate fields.
To copy a sample table, enter the table ID.

2

Inquiry 2.
and terminal ID.

3.

11-36

Accept the displayed table description, or enter a different description (A40).

The number of columns, their length, and the type of data you can enter—
alphanumeric (A), numeric (N), or numeric with decimals—are displayed.
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ARGLxxx Table

The ARGLxxx table stores the general ledger accounts that accounts receivable
cash receipts, discounts, inventory, and finance charges are posted to in the
GLJIRxxx (Journal) file.

When you enter the table ID, the rest of the ARGLxxx table appears.

Seltings  Edit Print Help

ARTE

Table IL APRL Description
Number of Cols 2 Coluwn Length 12 Type A4

Cash BRecpts 1000

Discounts 4040
Inventory 1044
FIN CHERG go0z0

Verification
’7 Press <Pgln> to proceed

Field Description

Description (A12) Accounts Receivable posts to four accounts: cash receipts,
discounts, inventory, and finance charges. Accept each
account shown, or change the description of each account.

The cash receipts account is used only if Accounts
Receivable is not interfaced with Bank Reconciliation and
if the payment method record is missing. The inventory
account is used for noninventory items and when Accounts
Receivable is not interfaced with Inventory.

GL Number (A12) For each account description, accept the displayed general
ledger account number, or enter a different account number.
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Field Description

Do not delete lines or rearrange field names. The system
looks for the defaults by their position in the table; it treats
the account number on the first line as the cash receipts
account number, the account number on the second line as
the discounts account number, and so forth.

ARPDxxx Table

11-38

The ARPDxxx tables stores a company’s current general ledger period, fiscal year,
and number of periods per year for posting and periodic history.

When you enter the table ID, the rest of the ARPDxxx table appears.

Seftings  Edit Print  Help
ARTE
Tahle ID ARPDH Description AR Periods Table
Nunkber of Cols 3 Colunn Length 12 Type N
FERICD FISCAL YEAR # PERIODS/YR
1z.00 1999.00 1z.00
puli] .00 oo
puli] .00 oo
puli] .00 oo
puli] .00 oo
puli] .00 oo
puli] .00 oo
puli] .00 oo
puli] .00 oo
oo .00 oo
oo .00 oo
oo .00 oo
an .00 oo
an .00 oo
Verification
’7 Press <Pgln> to proceed -

Field Description

Period (1.00-13.00) Enter the number of the current period. The period is
incremented when you do periodic maintenance.
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Field Description

Fiscal Year Enter the current fiscal year. The fiscal year is incremented
when you do year-end maintenance.

# Periods/Yr Enter the number of accounting periods your company uses
in a year.

DFxxxx Table

The DFxxxx table stores the default batch ID, distribution code, GL code, and cash
receipt invoice number that appear when you enter transactions.

When you enter the table ID, the rest of the DFxxxx table appears.

Seltings  Edit Print Help

ARTE

Tahle ID DF Description Defaults Tabhle
Nunkber of Cols 2 Colunn Length 12 Type L
FIELD DEFAULT VALUE
BATCH ID aooool
DIST CODE o1
GL CODE R1

C/R INVOICE DEFOZIT

Verification
’7 Press <Pgln> to proceed

Field Description

Field (A12) The fields you can enter defaults for are displayed. Accept
the displayed fields, or change them.
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Field

Default Value (A12)

DUNxxx Table

Description

Do not delete lines or rearrange field names. The system
looks for the defaults by their position in the table; it treats
the number on the first line as the batch ID, the value on the
second line as the distribution code, and so forth.

For each field, enter the value that you want to appear when
you enter invoices, miscellaneous credits, and cash receipts.

The DUNxxx table stores dunning messages for statements in the Statements
function. These messages appear at the bottom of a statement. You can change the
message on that function screen or in the DUNxxx table.

When you enter a table ID, the rest of the DUNxxx table appears.
i 0SAS TO0D

Settings Edit Print Help

11-40

ARTE
Takle ID DN Description Dunning Messages Table
Nurber of Cols 1 Column Length 36 Type A4

Messages

Please pay promptly.

Four account is past due.
SGeriously past due. Please remit.
Legal action is imminent.

Verification
{_ Press <Pgln> to proceed
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Field Description

Messages (A36) Enter the message for statements less than 30 days past due,
from 31 to 60 days past due, from 61 to 90 days past due,
and from 91 days or more past due, respectively. The
system assigns the message on the first line to statements
less than 30 days past due, the message on the second line
to statements from 31 to 60 days past due, and so forth.

FINCHxxx Table

The FINCHxxx table stores the information the system needs to calculate and
assess finance charges on overdue balances—the percentage charge, the minimum
charge, and the number of days that must pass before a finance charge is assessed.

When you enter the table ID, the rest of the FINCHxxx table appears.

Settings Edit Print Help

ARTE

Takle ID FINCH Description Finance Charge Table
Nurber of Cols 3 Colun Length 12 Type N
FPERCENT MIN CHRG DATS

1.50 .ao 30.00

Verification
’7 Press <Pgln> to proceed
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Field Description

Percent (2.2) Enter the percentage of the balance you charge if you do not
receive payment by the date the invoice is due.

Min Chrg (2.2) Enter the minimum charge you assess on overdue invoices,
or pressEnter to skip this field.

Days (0, 30, 60, 90, or 120) Enter the number of days that can pass before unpaid
invoices are assessed the finance charge you specified for
this line of the table.

The number of days should be a multiple of 30. If the
number of days is less than 30, the system uses the
statement date to calculate finance charges.

(Due Date/Invoice Date) must decide whether you want to calculate finance charges
according to the invoice date or the due date. This
information defaults into the FINCHxxx table.
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FORMxxx Table

The FORMxxx table stores the message you want to print at the bottom of each
invoice.

When you enter the table ID, the rest of the FORMxxx table appears.

Seltings  Edit Print Help

ARTE

Tahle ID FORM Description Form Number Table
Nunkber of Cols 6 Coluon Length 12 Type L
Invoices 2081 Thank wvou fo r wour order .

Verification
’7 Press <Pgln> to proceed

The number displayed before the message is the next invoice number that will be
printed when you print invoices.

To change the default message, maintain the same spacing. If you want to change
the message when you print invoices, enter the message in the Print Invoices
function.
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QExxxx, QHxxxx, QIxxxx, and QMxxxx Tables

The QExxxx table stores the quick-entry stops used by the Transactions function
when you edit transactions.

The QHxxxx tables store quick-entry stops used by the Transactions function when
you enter header information. Two tables store this information: QH1xxxx store
quick-entry stops about invoice headers, and QH2xxxx stores quick-entry stops for
miscellaneous credits headers.

The QIxxxx table stores quick-entry stops used by the Transactions function when
you enter invoices.

The QMxxxx table stores quick entry stops used by the Transactions function when
you enter miscellaneous credits.

When you enter the table ID, the rest of the table appears. A QExxxx table is shown
below:

Seltings  Edit Print Help

ARTE

Tahle ID QFE Description Quick Entry Takble - Edit Trans
Nunkber of Cols 2 Colunn Length 12 Type L
FIELD DATA

Description
Addnl Descr
Category

Tax Code

Price Struct T
GL Code

Sales Aoot
COG3 Acot

Inv Acct

Quy Ordered T

Units E
Qty Shipped E
Oty Bkord

Unit Price E
Unit Cost E

Verification
’7 Press <Pgln> to proceed
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Tables

Field
Field (A12)

Data

Printing Tables

Description

The fields that appear on the line-item entry screen when
you add or change transactions are displayed. Accept the
displayed fields, or change them.

Do not delete lines or rearrange the descriptions. The
system looks for these accounts by their position in the
table; it applies the information on the first line to the
Description field, the information on the second line to the
Additional Descriptions fields, and so forth.

If you want the cursor to stop at a field only when you press
Enter, enterE. If you want the cursor to stop at a field

when you pres3$ab or Enter, enterT. If you do not want

the cursor to stop at a field, leave the field blank.

After you have set up or changed a table, uskigigF8) command to produce a
copy of it. Youcan also use the Tables List function (ch. 11, sec. 9) to produce a
list of all Accounts Receivable tables.
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Build Open Invoice File

Before you use Accounts Receivable, you must build the ARINxxx (Open Invoice)
file, which stores invoices, credit memos, cash receipts, and finance charges. The
method you use to build the ARINxxx file depends on whether you want detailed
or summary invoice information.

Note I

Before you enter beginning balances, if you elected to use online aging in the
Resource Manager Options and Interfaces function, Bra¢theUse Online
Aging prompt in that function.

If all your customers have open invoice accounts and you want individual invoices
for them, use the Invoices option in the Transactions function (page 6-3) to build
the ARINxxx file.

If you have some balance forward customers, use the Build Open Invoice File
function to quickly enter their open invoice balances. You should also use thi
function if you have open invoice customers you want only one summary invoice
for in each aging period.

For open invoice customers, the Build Open Invoice File function creates an open
invoice for each balance you entered in the ARCUxxx (Customer) file. Because
these summary invoices lack the detail they have when you enter invoices
manually, you must bill them the first month for the total balance due. This
situation is corrected when you begin entering invoices as part of your daily
processing.
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Note I

You must enter balances for the customers before you run the Build Open Invoice
File function. You must run this function before you post invoices. You can run
this function only once.

Aging classifies receivables by the amount of time that has passed since the date of
the sale. Accounts Receivable has five aging periods:

»  the current period
 31to 60 days old

* 61to 90 days old

* 91to 120 days old

* more than 120 days old

When you run the Build Open Invoice File function for open invoice customers,

you create an invoice for each aging period, and the system assigns an invoice date
for the current period—the date you enter in the Current Date field.
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Build Open Invoice File Screen

SelectBuild Open Invoice File from the File Maintenance menu. The function
screen appears.

Settings Edit Print Help

Build Open Invoice File

*%% WARNING —-- This program is to be used
only at system initialization.

Current Date

— Verification

Press F7 to exit
Open Invoice file is not empty.

1. Enter the current date from which invoices are to be aged. If you want to
change the date you entered, move the cursor to the field.

2. Use theProceed(PgDn) command to build the ARINxxx file. When
processing is complete, you are returned to the File Maintenance menu.

3. Printthe Aged Trial Balance (page 8-9) to make sure that the accounts are
aged correctly. Then if you want information about individual invoices for
some open invoice customers, use the Invoices option in the Transactions
function (page 6-3) to enter the invoices manually.

4. When the ARINxxx file is correct, post the invoices (page 7-29).
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Sales Reps List

The Sales Reps List contains information from the ARSRxxx (Sales Rep) file: the
sales reps’ IDs, names, addresses, commission information, and sales history.

Sales Reps List Screen

SelectSales Reps Lisfrom the Master File Lists menu. The function screen

appears.
Seltings  Edit Print Help
Sales Reps List
Pick Sales Bep ID From DMM
Thru FRT
Print Address? YES
‘ Cutput device - [Plrinter p(R)eview (_I]ile [Zlereen (E)nd ‘

1. Enter the range of sales reps whose information you want in the list (A3).

2. If you want to print the sales reps’ addresses, éftémot, enter.
3. Select the output device.

A sample Sales Reps List is at the end of this section.

After the list is produced, the Master File Lists menu appears.
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Sales Reps List

Sales Reps List

06/02/1999 Builders Supply Page

254PM Sales Reps List

———-SalesRep———- EmployeelD  Commission SalesMTD

ID Name Phone Number ~ Rate PayOn SalesYTD  Last Sale Dat
Address FaxNumber  Basis

DMM Donna M Mendelsohn MENOO1 5250 Lineltems YES 00 12/18/1990

6712 5th Avenue North (111)532-9873  NetSales  SalesTax NO 15563803
Booked Seles  Freight NO

Misc  NO
Dalas ~ TX 777738976 US
GPD Gary P. Deacon DEAO0L 5000 Lineltems YES 00 12721/1990
819 Cross Street (999)5637690  NetSales  SalesTax NO 22512870
Booked Seles  Freight NO
Misc  NO
LosAngeles CA 99873-3412 US
JAH James A. Hoviand HOV001 5500 Lineltems YES 00 12/10/1990

1930 Cedarhurst Drive (888)567-8324  NetSales SalesTax NO 13948582
Booked Seles  Freight NO
Misc  NO
KansasCity MO 56663-2341 US

PRT Patrick R Thomassen THOO1 5250 Lineltems YES 00 12/20/1990
1674 West 77th Street (100)8738954  NetSales SalesTax NO 8423887
Apt1203 Booked Sales  Freight NO

Misc  NO

NewYORK  NY 100274359 US

End of Report
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Customer Detall List

The Customer Detail List shows the information stored in the ARCUxxx
(Customer) file: each customer’s name and address, credit and tax information,
current balances, and sales and payment history.

Customer Detall List Screen

SelectCustomer Detail List from the Master File Lists menu. The function screen
appears.

Seltings  Edit Print Help

Custower Detail List

Pick Customer ID From ACEOO1
Thru WISOO1

Print By:
1. Custower ID
Z. Custower Name
3. Custower Class
1

‘ Cutput device - (Plrinter p(R)jeview (!]ile [E) nd ‘

1. Enter the range of customers whose information you want in thé&&ist (

2. Select the option by which to organize the list.
3. Select the output device.
A sample Customer Detail List is at the end of this section.

After the list is produced, the Master File Lists menu appears.
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Customer Detail List

Customer Detalil List

06/02/1999 Builders Supply Page
255PM Customer Detall List
By Customer ID

ACE001 Partial Ship? YES

Teritory:  MIDATL Class: WHSL
ACEBUILDERS Contact: ~ BRIAN
1588 SE 31ST STREET SalesRep:  GPD Gany P. Deacon

GroupCode: 0

Statement Code: Both
PADUCAH  KY 286557865 US Account Type:  Open Invoice

ATTN: ACCOUNTS PAYABLE DistCode: 01
CustLevel BD
Ship Zone: 01 Finance Chg? YES
Phone:  (505) 555-1646 TermsCode:  2PCT 2/10n/30 Reg
Fax.  (502)555-1566 20% 10 DAYS,NET 30
New Finance Charge: 00 Taxable?  NO
Unpaid Finance Charg 34541 TaxGroup:  MNR Minnesota - Resale
Exempt ID:
Current Due: 00
Balance 31-60: .00 Crediit Limit: 315000
61-90: 00 CreditHold: NO
91-120: 00
121+: 2302756 Payment Method: CHK
Unapplied Credits: 00 Card Number:
Total Due: 2337297 Cardholder:

Period-to-Date Qtrto-Date Year-to-Date  Last Year
Sales 00 9752416 446572.94 49595862
Profit 00 4817915 22056521 199164.28
Number of Invoices 0 5 10 5
Payments 00 8502317 43008559 497267.98
Discounts 00 284358 893671 893152

Number of Payments 0 7 15 11
Total Days to Pay 0 379 1057 359
AverageDaystoPay 000 5414 7047 3264

1stDate LastDate LastAmount LastNumber
Sale 01/16/1989 12/18/1990 210000 00006703

Payment 12/17/1990  1500.00 00007878
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Customer Labels

Customer labels are a helpful reference of the customers you have on file. Use the
Customer Labels function to print 1-by-3%-inch mailing labels for customer
invoices and statements.

Customer Labels Screen

SelectCustomer Labelsfrom the Master File Lists menu. The function screen

appears.
0SAS T00D 1CG. |[$Bonine
Settings Edit Print Help
Customer Labels
Pick Customer ID From ACEODOL
Thru WI3001
Zip Code From
Thru
Print By: Lakel Type:
1. Customer ID 1 Ztandard -- 15/16 x 3 1/2
Z. Zip Code z Standard -- 1 7716 = 3 1/2
3. Customer Name 3. Mailing -- 15/16 x 3 1/2
1 4 Mailing -- 1 7/16 = 3 1/2
1
Print Phone Number? YE3
‘ Cutput device - [Plrinter p(R)eview (!]ile (E) nd

1. Enter the range of customers whose labels you want to produce (A6).

2. Enter the range of zip codes whose associated customer labels you want to
produce (A10).

3. Select the option by which to organize the vendor labels.
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4. Select the type of labels you want to produce.

5. If you selected standard labels and you want them to include the customers
phone numbers, entéf; if not, enteN

6. If you elected to produce standard labels, a linésdf printed so that you
can align the labels. Then this prompt appears:

Is form aligned?

If the labels are not aligned, entérand adjust them. When the labels are
aligned, entely to produce them.

7. Select the output device.

Sample standard customer labels are at the end of this section. The attention line is
on the first line of the mailing labels according to the U.S. Postal Service standard.

After you have produced the list or labels, the Master File Lists menu appears.
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Customer Labels

ACE001

ACEBUILDERS

1588 SE 31ST STREET
PADUCAH,KY 28655-7865 US

DAL001

DALLAS-FT WORTH DOME BMES
1025 37TH AVE SE

DALLAS, TX 77777 US

GREO01

GREATER NEW YORK DOMES, INC.
1001 AVE OF THEAMERICAS
NEW YORK CITY,NY 10012-4335 US

KANOO1

KANSAS CITY GEODESIC HOMES
2382 WEST 53RDAV ENUE
KANSAS CITY, MO 56666 US

LOS001

LOS ANGELES CONSTRUCTION CO.
98042 VENTURA BOULEVAR
ENCINO, CA 99999-9584 US

SUNOO1

SUNSHINE HOMES, INC.
1000 OCEANBOULEVARD
MIAMI, FL 333334323 US

TENOOL

TENNESSEE SHELTERS, INC.
1001 COUNTRY ROAD
NASHVILLE, TN 54327-4383 US

VIS001

VISA

2347 WEST VIRGINIA AVE
SUITE 1025

DOVER, DE 14003-2347 US
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Customer Comments List

The Customer Comments List shows the comments that are on file for a customer.
You can use the list as a reference when you enter accounts receivable transactions.

Customer Comments List Screen

SelectCustomer Comments Listfrom the Master File Lists menu. The function
screen appears.

Settings Edit Print Help

Customer Commwents List

Pick Customer ID From ACEOO1
Thru VISOO1
Date From
Thru
Reference ID From
Thru

Print By:
Customer ID/Date
Customer ID/Reference ID

[y Xy

‘ Cutput device - [(Pirinter pi(R)jeview (Flile (!]nd

1. Enter the range of customers whose comments you want in the list (A6).

2. Enter the range of dates associated with the comments you want in the list.

3. Enter the range of reference IDs associated with the comments you want in
the list (A3).

4. Select the option by which to organize the list.
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5. Select the output device.
A sample Customer Comments List is at the end of this section.

After the list is produced, the Master File Lists menu appears.
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Customer Comments List

06/02/1999 Buiders Supply Page
257PM Customer Comments List
By CustomerID/ Dete

Customer Date Ref Comment

ACE001 ACE BUILDERS
01/21/1990 2 PLEASENOTIFY DAISY OF ANY SHORTSHIPMENTS.
TRACER PUT ON LAST SHIPMENT.

01/15/1989 3 ACE AGREED TO PAY $3000 ON 2-1-89.

01/05/1989 1 PLEASENOTIFY DAISY AT ACEWHENITEMIS MAILED.
CALLED CUSTOMER ABOUT PAST DUE BALANCE.

CASHCA CASH SALES-OAKLAND, C

01/25/1989 1 CUSTOMERREQUESTEDACREDIT APPLICA TION.
DALO01 DALLAS-FTWORTH DOME HOME
05/08/1990 1 CUSTREQS THAT WE ONLY TAKE ORDERS FROM JACKIE
02/15/1990 1 SENTNEWCREDIT APPLICA TION
01/22/1989 1 CUSTOMERREQUESTED THAT WE SEND INV TONEWADDRESS
GREO01 GREATER NEW YORK DOMES, INC.
03/01/1990 1 GEDRIC HAS BEEN PROMOTED. NEW CONTACT ISJU LIE.
01171989 1 GEDRIC SAID WE SHOULD SKIP THE REFUND REQUEST.

01/16/1989 1 GEDRIC CALLED AND REQUESTED A REFUND ON CREDIT BAL

KANOO1 KANSAS CITY GEODESIC HOME
02/15/1990 1 CUSTOMERREQUESTED THAT ALL MAILBE SENT TO NEW HQ

01/14/1989 1 DAISY REQUESTED AFAX COPY OF INV # 39839.

LOS001 LOS ANGELES CONSTRUCTION CO.
07/15/1990 1 RICHARD REQ'D DETAILED HISTORY OF JUNESACTMITY.

05/28/1990 1 NEW CREDIT LIMIT SET
SUNOO1 SUNSHINE HOMES, INC.
12/10/1990 1 CUSTOMERREQUESTEDAREFUND FOR DEFECTIVE WI NDOWS.

End of Report
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Ship-to Address List

The Ship-to Address List is a helpful reference of your customers’ shipping
addresses.

Ship-to Address List Screen

SelectShip-to Address Listfrom the Master File Lists menu. The function screen
appears.

Settings Edit Print Help

Ship-to Address List

Pick Customer ID From ACEODOL
Thru WI3001

Zip Code From

Thru

Print 3hip Via? YES
Print by:

1. Customwer ID
2. Zip Code

‘ Cutput device - [Plrinter p(R)eview (!]ile (E) nd

1. Enter the range of customers whose shipping addresses you warlisn the

(AB).

2. Enter the range of zip codes whose shipping addresses you want in the list
(N210).

3. If you want the method of shipment in the list, eMgif not, entem.
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4. Select the option by which to organize the list.
5. Select the output device.
A sample Ship-to Address List is at the end of this section.

After the list is produced, the Master File Lists menu appears.
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Master File Lists

Ship-to Address List

Builders Supply Page
Ship-to Address List
By Customer ID
Ship-to
Shipto Name ~ —— Tax Group ——-
CustID Address Ship Via Group Description
000001 KANSAS CITY GEODESIC HOMES NORTHAMERICAN TX  Texas

KANOO1 2382 WEST 53RD AVENUE
KANSAS CITY, MO 566665425 US

000001 SUNSHINE HOMES, INC. UPS -Red MD  Maryland
SUNOO1 1000 OCEAN BOULEVARD
MIAMI, FL 33333-9823 US

000002 SUNSHINES HOMES, INC. UPS -Red MD  Maryland
SUNO01 9350 W. GULFSTREAM DRIVE
TAMPA, FL 33333-8825 US

000001 TENNESSEE SHELTERS-NASHVILLE ~ UPS-Blue TX Texas
TENOOL 100HWY 42
NASHVILLE, TN 54329-4736 US

000002 TENNESSEE SHELTERS-MEMPHIS UPS -Blue TX Texas
TENOOL 300W.37THSTREET
MEMPHIS, TN 543384938 US

000003 TENNESSEE SHELTERS-CHATTANOOGA  UPS -Blue TX Texas

TENOOL 9000 CORD4
CHATTANOOGA, TN 54897-2034 US

End of Report
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Ship-to Address Labels

Use the Ship-to Address Labels function to print 1-by-3%-inch mailing labels
showing each customer’s ID, ship-to ID, and address.

Ship-to Address Labels Screen

SelectShip-to Address Labeldrom the Master File Lists menu. The function
screen appears.

Settings Edit Print Help

Ship-to Address Lahels

Pick Customer ID From ACEODOL
Thru WI3001

Zip Code From

Thru

Print 3hip Via? YES
Print by:

1. Customwer ID
2. Zip Code

I=s form aligned?

‘ Cutput device - [Plrinter p(R)eview (!]ile (E) nd

1. Enter the range of customer IDs whose labels you want to produce (A6).

2. Enter the range of zip codes whose associated customer labels you want to
produce (N10).

3. If you want to print the shipping method on the labels, éfitérnot, entei.

4. Select the option by which to organize the labels.
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5. Aline ofxs is printed so that you can align the labels. Then this prompt
appears:

Is form aligned?

If the labels are not aligned, entérand adjust them. When the labels are
aligned, entely to produce them.

6. Select the output device.
Sample ship-to address labels are at the end of this section.

After the labels are produced, the Master File Lists menu appears.
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Ship-to Address Labels

KAN001000001 NORTHAMERICAN
KANSAS CITY GEODESIC HOMES
2382 WEST 53RDAV ENUE
KANSAS CITY, MO 56666-5425 US

SUN001000001 UPS -Red
SUNSHINE HOMES, INC.

1000 OCEANBOULEVARD
MIAMI, FL 333339823 US

SUN001000002 UPS -Red
SUNSHINES HOMES, INC.
9350 W. GULFSTREAMDRIV
TAMPA, FL 33333-8825 US

TEN001000001 UPS-Blu
TENNESSEE SHELTERS-NASHVILLE
100 HWY 42

NASHVILLE, TN 543294736 US

TEN001000002 UPS-Blu
TENNESSEE SHELTERS-MEMIS
300W. 37TH STREET
MEMPHIS, TN 54338-4938 US

TENO001000003 UPS-Blu
TENNESSEE SHELTERS-CHATTAXDGA
9000 CORD4

CHATTANOOGA, TN 54897-2034 US
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Recurring Entries List

Produce the Recurring Entries List after you set up recurring entries to make sure
that everything is correct and to use as a reference when you copy recurring entrie
to the ARTDxxx and ARTHxxx (Transaction) files. Produce a new list each time
you add, change, or delete recurring entries.

If you find incorrect transactions in the Recurring Entries List, use the Edit

Recurring Entries option in the Recurring Entries function (page 11-23) to correct
them.

Recurring Entries List Screen

SelectRecurring Entries List from the Master File Lists menu. The function
screen appears.

Settings Edit Print Help

Recurring Entries List

Pick Customer ID From ACEOO1
Thru VISOO1

Print By: Print:

1. PRecurring Entry Number 1. Line Detail

Z. Customer ID Z. Transaction Totals
3. PRun Code 3. Ereak Totals

1 1

‘ Cutput device - [Plrinter p(R)eview (!]ile [Z)creen (E)jnd

1. Enter the range of customers whose recurring entries you want in the list (A6).
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2. Select the option by which to organize the list.
3. Select the amount of detail you want in the list.
4. Select the output device.
A sample Recurring Entries List is at the end of this section.

After the list is produced, the Master File Lists menu appears.
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Master File Lists

Recurring Entries List

06/02/1999 Builders Supply PAGE
300PM Recuning Entries List
By Recuring Entry Number

Entry Cust ID Sales AccountUnits Qty.Ordered UnitPrice  Ext Cost Ext Price TaxC
Line Run Code COGS Account  Qty. Shipped ~ Unit Cost

Description Inv. Account
0001 ACEO01 4010 EA 10000 1250000 5000 12500 00
001 1 5010 10000  50.0000

CONSULTING FEE 1044

CustID Order No. Order Date SRLSR2TxGrp.  Freight ~ Subtotal  Sales Tax Invoice Total
ShipTo Cutoff Date Terms Desc.  Miscellaneous

ACEQ01 GPD MNR 00 12500 00 12500
12/31/1990 2/10,n/30 00
0002 DALOO1 4010 EA 10000 1250000 5000 12500 00
001 1 5010 10000  50.0000
CONSULTING FEE 1044

CustID Order No. Order Date SRLSR2TxGrp.  Freight ~ Subtotal  Sales Tax Invoice Total
ShipTo Cutoff Date Terms Desc.  Miscellaneous

DALO01 DMM TXR 00 12500 00 12500
1/10,n/30 00
0003 SUN001 4010 EA 10000 1250000 5000 12500 00
001 1 5010 10000  50.0000
CONSULTING FEE 1044

CustID Order No. Order Date SRLSR2TxGrp.  Freight ~ Subtotal  Sales Tax Invoice Total
ShipTo Cutoff Date Terms Desc.  Miscellaneous

SUNO01 PRT MDR 00 12500 00 12500
1/10,n/30 00
Freight ~ Subtotal SalesTax Extended Cost Extended P
Miscellaneous
GRAND TOTAL 00 37500 .00 15000 37
.00

End of Report

lass
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Codes List

The Codes List is a reference of the codes used for sales/COGS account pairs,
distribution codes, terms codes, and shipping methods codes. This information is
entered in the DFxxxx table and the ARCDxxx (Codes) file; produce this list
before you change information in either place.

Codes List Screen

SelectCodes Listfrom the Master File Lists menu. The function screen appears.

Settings  Edit Print Help
Codes List
Print:
GL Codes? YES
Distribution Codes? YE3
Terms Codes? YE3
Ship Methods? TES
Methods of Paymemt? TES
Cutput device — [Plrinter p(R)eview (!]ile [Z)creen (E)jnd

1. For each type of code you want in the list, eNtdfor each type of code you
do not want in the list, enté\.

2. Select the output device.
A sample Codes List is at the end of this section.

After the list is produced, the Master File Lists menu appears.
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Codes List

Codes Llst

06/02/1999 Builders Supply Page
301PM Codes List
GL Codes
Code Description Sales Account COGS Account
Cl Contract Sales 4020 5020
R1 Retail Sales 4010 5010
Distribution Account Codes
ID Description Receivables Sales Tax Freight  Miscellaneous

01 Regular Customers 1010 2038 4050 8010
02 Credit Card Customers 1011 2038 4050 8010

Temms Codes
Code Description Type Percent Due Days Net Due Days

IPCT 110530 Reg 10 10
2PCT 210730 Reg 20 10
5PCT 510m30 Reg 50 10
8PCT 810730 Reg 80 10
COD COD. Reg 0 0 0
CODCHK COD-CompChk Reg 0 0 0

8888

TNET n30  Reg 0 0 30
PI0 WIOEOM Prox 0 0 10

06/02/1999 Builders Supply Page

301PM Codes List

Methods of Payment Codes (continued)

ID Description PaymentType  Debitto GL Account PdHo-Date  Qtrfo-Date Yearto-Date  LastY
WIO Write-offto Bad Debt 4 Wiite Off 1020 00 .00 00
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Tables List

Produce the Tables List to get information from a particular Accounts Receivable
table. This function is valuable if you plan to change a table and want a list to
compare it against.

Tables List Screen

SelectTables Listfrom the Master File Lists menu. The function screen appears.

Setting:  Edit Print Help

Tahles List

IApplication From AR
Thru AR

Table ID From
Thru

Suppress Blank Lines? TES

Page Break Per Tshle? TES

‘ Cutput device - (Plrinter p(R)eview (!]ile [(S)creen (E)nd

AR is displayed as the application ID.You cannot change it.
Inquiry 1. Enter the range of table IDs whose information you want in the list (A8).

2. Most tables do not hold information in all 18 lines. If you want the list to
include blank lines, entef; if not, entem.

3. If you want a page break between each table, ¥nténot, enter.
A sample Tables List is at the end of this section.

After the list is produced, the Master File Lists menu appears.
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Master File Lists

Tables List

12-30

06/02/1999 Buiders Supply Page
301PM Tables List
Accounts Receivable

TableIDARGL  Description GL Accounts Table
No. of Columns 2 ColumnLen gth 12 T ype

DESCRIPTION G/L NUMBER

CASHRECPTS 1000

DISCOUNTS 4040
INVENTORY 1044
FIN CHRG 8
Table IDARPDH  Description AR Peri ods Tad
No. of Columns 3 ColumnLen gth 12 T ype
PERIOD  FISCAL YEAR #PERI ODS'YR
1200 19 99.00 1200

00 .00 00

00 .00 00

00 .00 00

00 .00 00

00 .00 00

00 .00 00

00 .00 00

00 .00 00

00 .00 00

00 .00 00

00 .00 00

00 .00 00

00 .00 00

06/02/1999 Builders Supply Page
301PM Tables List
Accounts Receivable

Table IDQM DescriptionQuick Entry Table-Misc Cr edit
No. of Columns 2 ColumnLen gth 12 T ype
FIELD  DATA
Qly Shipped
Qty Bkor
UnitPrice E
Unit Cost
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Messages on the screen or in a report indicate an error or tell you how to enter data or what is
happening in the function you are using. Self-explanatory messages are not listed.

Access denied.
Your access code is not set up to access this function.

An error occurred while (converting or creating files. Conversion aborted.
If an error occurs during data file creation or conversion, a message that describes the proble
appears. Then this message appears on the RM Data File Creation or Data File Conversion
screen to inform you that the process has been aborted. Correct the problem described in the
first message and try again.

At least one history selection must be YES.
You must include at least one type of history in the Customer Analysis Report.

A valid bank account ID is required.

If Accounts Receivable is interfaced with Bank Reconciliation, you must enter a bank account
ID that is in the BRBAXxxx (Bank Accounts) file.

Bank account(ID) is not on file.
Bank account(ID) not found.

The bank account ID you entered is not in the BRBAxxx (Bank Accounts) file. Enter a
different ID; thelnquiry (F2) command is available.
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Basic Error = nn Host Error = xxx Line =nnn  Program =XxXxxxx
Basic Error = nn Line =nnnn Program = XXXXXX

A serious error has occurred. Write down the information that is displayed and get help from a
support technician.

Cannot delete customer with §ssigned data

You cannot delete the record of a customer that has open invoices, orders, or unposted
transactions on file.

Cannot delete last line of a transaction.

You cannot create a transaction with zero line items; a transaction must have at least one line
item. You can delete an entire transaction from the header screen.

Could not find any valid source files for this application.

The source directory you specified does not have files for the application you are converting.
Make sure that you entered the correct source directory and application ID.

Credit limit exceeded.
The customer is already over the credit limit you assigned (and you are on the header screen),
or the line item you are entering exceeds the customer’s credit limit. In either casenfmess
to override the credit limit and continue entering the invoice, or exit from the function.

Customer (ID) has open invoices.
You cannot delete the record of a customer that has open invoices on file. If you know the
customer has paid in full, make sure that the payments were recorded and posted properly. Do
periodic maintenance, and then delete the customer record.

Customer is on credit hold.

You cannot enter an invoice for a customer that is on credit hold.
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xx data files exist. Do you want this task to erase them?
The directory where you are creating files already has files for the selected application and
company. To continue with the conversion and erase the existing filesyemtecreate only
the missing files (if any), ent®. To cancel the operation, exit from the function.
Date must be greater than previous date entered.
You must enter the aging period dates in chronological order in the Cash Flow Report.
Delete entire transaction?
To delete the entire transaction, uselledete (F3) command.
Delete entry numbern.
To delete the line item, use tBelete(F3) command.
Destination file (drive:/path/file name)not found. No conversion.
The filename or path you specified does not exist.
Disk drive not ready.
The system cannot access one of the disk drives to find the file it is looking for. Usually the
door of the disk drive is open; check it. If closing the door corrects the problent; qerssf
not, consult your system administrator or hardware support specialist.
Drive not available.
The system does not have the disk drive ID you entered. Pnéer and enter a different ID.
If this message appears when you enter the correct drive ID, get help from a support
technician.

Entry in process on terminalnnnn.

Another user is entering or editing a transaction in the batch you are working with. You cannot
process the batch while it is in use.
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Field size is too large.
The amount of the line item makes one of the calculated amounts exceed the space provided
for it. Check the amounts you entered in the fields. If they are correct, you must enter the
transaction as two transactions to accommodate the total.

(flename) does not exist. Cannot convert it.

One of the files listed in \xxDATAIs not in your old data directory. Bestination file
(drive:/path/file name)not found. No conversion.

File unavailable (XXXXXxxx).
This message appears for one of three reasons:

*  The function you are trying to access needs one or more files that are locked
by another user on your system. When a file is locked, other users cannot
access it during posts and other functions that need to keep the file intact.

*  The function you are trying to access needs one or more files that are not on
your system. Use the Options and Interfaces function on the Resource
Manager Company Setup menu to verify that the correct interfaces have been
selected. If that does not correct the problem, get help from a support

technician.

*  You are working with the wrong company. Return to the menu; then use the
Change Company(F3) command to enter the ID you want.

In any case pre€nter to get back to the menu, correct the problem, and select the function
again.

GL account (#) is a memo account.

You cannot use a memo account as the sales, COGS, or inventory account for a line item.
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GL account (#) is not in Master file.

The account number you entered is not in the GLMAxxx (Master) file. Enter the correct
account number; thequiry (F2) command is available.

Invalid date - mm/dd/yyyy.

Invalid date - dd/mm/yyyy.
The date you entered is invalid, or the format you used is incorrect (for example, American
format in a European-format system). This message is usually accompanied by one of two
explanatory messages
Month out of range (1 to 12)
or

Day out of range(1 tonn)

If you entered an invalid date, présster and enter a valid one. You can enter dates in either
format: 010194 or 01011994,

Invalid entry

The information is not valid in the field where you entered it. Check the data and enter it again.
Consult the user's manual or use Hhelp (F1) command for information.

Invalid number of periods in ARPDxxx table.

The valid number of periods you can enter in the ARPDxxx table are 1, 4, 12, and 13.
Invalid Period Conversion table.

The CNVTxxx table for the company is invalid. A common reason is that you did not update

the table with the corresponding data for the next period. Use the Period Setup function to
make adjustments (see tResource Manager User's Manjal
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Invalid year
The fiscal year you entered is invalid.
Item/Job (#) is not on file.

The item or job number you entered is not on file. Enter a different numbéngiiey (F2)
command is available.

Job (#) not found.

Job (ID) is not on file.
The job number you entered is not on file in the Job Cost JOBSxxx (Jobs) file. Check your
records. Then enter a job number that the Job Cost system recognizes, or add the job number to
Job Cost.

Mask format error use (mask).

You entered data that does not fit the predefined format for the field. Enter the data again,
using the predefined format.

Maximum number of lines is 998.
Maximum number of lines reached. Cannot insert.
You cannot insert a line item if the transaction already has 998 line items.
Must be (within range).
You must enter a value within the range specified in this message.
Must be greater than 0.

You must enter an invoice number that is greater than zero when you print invoices.
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Must build (table ID) first.
You must build the table shown in this message before you can use the function.
Must enter (1-n).
You must enter a value within the range specified in this message.
Must enter (value).
You must enter the kind of value specified in this message.
Net due days cannot be less than discount days.
The number of net due days must be equal to or greater than the number of discount days.
New batch ID cannot equal old batch ID.

You must enter a unique ID for the new batch number when you use the Change Batches
function.

No more open invoices fo(ID).
The customer does not have any more open invoices to scan.
No summary history for this period.
You selected a period whose summary history was either deleted or never kept.
Open Invoice file not empty.
You cannot use the Build Open Invoice File function for a company whose ARINxxx (Open
Invoice) file has been initialized and contains open invoices. If you are using the wrong

company, exit to the File Maintenance menu, change to the correct coF@amn( then try
the function again.
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Over maximum of 999 sequences for this date and reference ID.

You can enter a maximum of 999 comments for a particular date and reference ID.
Percentages cannot total more than 100.

The sum of the sales rep’s percentages cannot exceed 100.
Press Enter to adjust payment amount and return to menu.

You cannot exit to the menu until the remaining amount is zero. Eress to adjust the
payment amount and return to the menu, or use the up-arrow key to return to the scroll region.

Printer busy.

You are trying to use a printer that is in use. FEager to continue with your entry, and try to
print later.

Record in use.

Another terminal is using the record you are trying to access. Exit from the function. Then try
to access the record again when the other terminal is finished with it.

Sales history is not implemented.

You cannot print the Detail History Report if you elected not to keep detail sales history in the
Resource Manager Options and Interfaces function.

Sales rep (ID) has current balance.
You cannot delete the record of a sales rep who has outstanding commissions.
Sales rep (ID) is not on file.

You entered the ID of a sales rep that is not set up in the ARSRxxx (Sales Rep) file. Enter a
different ID; thelnquiry (F2) command is available.
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Summary history not available for this period.
You cannot print the report for this period because it does not have any summary history. It
might have been deleted from the ARHSxxx (Summary History) file, or you might have
elected not to keep summary history in the Resource Manager Options and Interfaces function
when this period was active.

Tax (ID) is not on file.

You entered a tax ID that is not in the RMTXxxx (Tax Groups) file. Enter a different ID; the
Inquiry (F2) command is available.

There is no summary history for customer(ID) in (fiscal year).
You cannot print the report for this fiscal year because it does not have any summary history. It
might have been deleted from the ARHSxxx (Summary History) file, or you might have
elected not to keep summary history in the Resource Manager Options and Interfaces function
during this year.

Thru value cannot be less than From value.

Thru value must be greater than From value.

The value you entered at Thru is smaller than the value you entered at FroEntereshen
enter the correct value at Thru.

Transaction is not on file.
Transaction number not found.
Transaction number not on file.
Transaction (#) not found.

The transaction number you entered is not in the ARTHxxx (Transaction) file. Enter a different
transaction number; tHaquiry (F2) command is available.

Accounts Receivable User’'s Manual A-9



System Messages System Messages

Transaction in process on terminal(ID).

The terminal in this message is adding the transaction number. Assign a different number to
the transaction.

Unable to execute progran(program).

The system cannot run the program you selected from the menu. Make sure that the displayed
program is in the application’s program directory, and select the function again.

Unable to load menu record(menu)from file (file).

The application’s menu record is not in the menu file, or the menu file is missing. Make sure
that the application is properly installed and try again.

Unable to lock - file in use.

One of the function’s files is locked because another workstation on the system is using it. Try
the function again when no one else is using the file.

Unable to open file.

Unable to open - file in use.
The file you are trying to use is either corrupted or locked at another terminal on the system.
Wait a few minutes and try again. If the condition continues, get help from a support
technician.

Unable to print to device.

The system cannot access the output device you are trying to use. Make sure that the output
device is online.

Valid entries are (range).
Valid units are: n.

Enter one of the valid selections shown in this message.
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Warning: customer is on credit hold.

The customer is on credit hold. Pr&ger to remove the message; then continue working
with the customer ID, or enter a different customer ID.

Warning: summary history not available for all comparisons.

Summary history is not available for all the comparisons in the report. In each column of the
report where summary history is unavailable or insuffici€@* is printed.

You must build ARPDxxx table before(doing operation).
You must build the ARPDxxx table for the company before you can use the Periodic
Maintenance and Post Transactions functions. These functions rely on being able to sort by
period.

Your hard disk is full - unable to finish copying.
The system cannot finish converting your files because your hard disk is full. Delete

unnecessary files, optimize your hard disk, or take other measures to make space. Then restore
the backup you made before converting the files, and try again.
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Common Questions B

These commonly asked questions about the Accounts Receivable system are divided into two
categories: Entering Balances and Daily Work.

Entering Balances

| entered balances in the customer record, but when | go back into the file, the balances are
zero. What happened?

The online aging feature can throw your initial balances off. You must turn off the online aging
option before you enter beginning balances. Then after you use the Build Open Invoice File
function, turn the option on again.

Daily Work

The invoice number | entered does not match the invoice number in the Sales Journal. Why
not?
Invoice numbers are reassigned when invoices are printed, because most companies print
invoices on preprinted forms. To make sure that the invoice number in the ARINxxx (Open

Invoice) file is the same as the one on the invoice you send to the customer, the system updates
the invoice record with a new number.

This numbering method is important for open invoice customers because when they make
payments toward specific invoices, you must apply the payments to the right invoices.

When | enter invoices, the wrong general ledger period shows up. Why?

The displayed period corresponds to the system date. If the system date is wrong, the displayed
general ledger period date is wrong.
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Check the system date. If it is wrong, change it. If it is correct, check the CNVTxxx table in
Resource Manager to make sure that you specified the correct periods and their corresponding
months for the company.

What does the system do with an unapplied credit?
Cash receipts and credit memos that are not applied to specific invoices for open item
customers are put in the unapplied credits bucket in the customer record and in the Aged Trial

Balance.

| had printer problems before | finished printing invoices. The printer problem is fixed now
but how do | start over without reprinting all the invoices?

Use the Restart option. Enter the new first invoice number and the number of the last invoice
that was printed correctly.

| was in the middle of posting and had computer problems. Can | recover?
Yes. If you backed up your data files before posting, restore the backup and start the post over.
The Post Transactions function has a restart feature. If you did not back up before posting, start
the post over. Each posted transaction is flagged as posted, so if a transaction or batch of
transactions was completely posted, it will not be processed again. If the system was in the
middle of posting a transaction or a batch of transactions, it processes the transaction(s) again.
Then print the Open Invoice Report, the Detail History Report, and the appropriate reports
from interfaced applications. Make adjustments for the double-posted entry, if any. (Only one

transaction line or cash receipt can be double-posted.)

The Current column in the Aged Trial Balance shows both last month’s and this month’
activity for my balance forward customers. Why?

You did not do periodic maintenance before you entered this month’s activity. You can correct
this situation in one of two ways
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* If you caught the error in the first few days of the month and you have a
backup of your sales history since the beginning of the month, produce the
Detail History Report from the first of the month to the present date,
organized by customer ID. Then restore the backup from the end of the
previous month and do periodic maintenance. Refer to the Detail History
Report to reenter this month’s activity.

* If you did not back up your files or if you did not catch the error until well into
the month, let the current month’s customers go without aging. Keep activity
for both this month and next month in the current period and do periodic
maintenance at the end of the month.

How does the system calculate finance charges, and what is the cutoff date?
Finance charges are calculated for invoices or balances that are older than the number of day
specified in the FINCHxxx table. The cutoff date is the number of days after which finance

charges are assessed on unpaid invoices, based on invoice or due dates.

| entered 15 days for the finance charge in the FINCHxxx table, but the system is using 30
days. Why?

The system assesses finance charges only in 30-day increments. If you enter a number of days
other than 30, 60, 90, or 120, it is rounded to the nearest of these values. For example, if you
enter 44 days, the system uses 30; if you enter 45, the system uses 60.

If you enter fewer than 15 days, the number is rounded to zero, and all invoices are assessed a
finance charge.

How does the prenumbered forms option assign numbers?
If you elect to use prenumbered invoice forms in the Resource Manager Options and Interface
function, existing invoices with assigned numbers will be overwritten. Miscellaneous credits
with invoice numbers are never overwritten.

Why are history invoices different from my original invoices?

Not all the data in the ARTHxxx and ARTDxxx (Transaction) files transfers to the ARHIxxx
(Detail History) file.

Accounts Receivable User’'s Manual B-3



Common Questions Common Questions

When are paid invoices removed?

Paid invoices dated before the date you specify are removed through the Purge Selected Files
function.

What does ARCVTHI do?

ARCVTHI builds a new key number (Knum) in the ARHIxxx (Detail History) file that
increases the Tax Audit Report’s processing time.
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Information Windows

When you use the Invoices, Miscellaneous Credits, and Edit Transactions options
in the Transactions function, and the Cash Receipts, Enter Recurring Entries, and
Edit Recurring Entries functions, th&formation (Shift+F2) command is

available on the header, line-item entry, and totals screens. Uséatmation
command to access windows that show customer and credit history and customer
comments.

When you use thenformation command, a menu appears.
0SAS TOOD

Settings Edit Print Help

Invoices
Header Information
Batch ID gooool
Trans No aoz3 Transaction Type Invoice -
Location MNOO01
Sold to: CASHCA Ship to:

CASH SALEZ-OAKLAND, Ch
AR Information Menu

Customer Information

Sales Bep 1 Perc Customer Contments

Sales Rep 2 Perc Item Information

Cust Level ERETAIL o.

Terms Code COD 09/01/1999

Terms Desc C.0.D. Type Reg GL Period a9

Terms% .0 Days Net Days

Crder No Taxable YE3 q
Ord Date Tax Group Ch

Inv Mo Date Description California

s icy B
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To access a window, use the up- and down-arrow keys to move the cursor to the
menu item you want, and preSater. Then see the subhead by the same name in
this appendix.

Customer Information Window

When you selecCustomer Information from the AR Information menu, the
customer information window appears.

#05AS T000

Settings  Edit Print Help
Invoices

Customer ID CASHCA Name CAL3H SALES-OAELAND, CA
New Fin Charge .oo Territory WEST Class RETL
Unpaid Fin Charge .oo Price Code EREETAIL Fin Code NGO -
Current Due 1940.87 Credit Limit u}
Balance 31-60 .oo High EBalance 51487.23

61-90 328558.76 Credit 3tatus 444321000000

91-120 .ao

121+ 166587, 60 1st 3Zale 09/21/1999 -
Unapplied Credits .00 Last 3ale 12/06/1999 1940.87
Total Due 51487.23 Last Pmt 10/27/1999 15000.00

Period-to-Date Qtr-to-Date Year-to-Date Last Year
Sales 1940.87 49654 .63 66487.23 .ao
Profit T03.25 32489.15 375586.40 .ao
Number of Invoices 1 3 4
Payments .ao 15000.00 15000.00 .ao B
Discounts oo oo oo oo
Average Days to Pay .oo 30.00 30.00 .oo
<Enter> for Next ID, F5 for New Customer -

To look at the information for the customer that is alphabetically next in the
ARCUxxx file, press€Enter. To look at the information for a different customer,
use theAbandon (F5) command, and then enter the customer IDirtheiry (F2)
command is available.

When you are finished viewing the information, exit from the window.
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Customer Comments Window

When you selecCustomer Commentsfrom the AR Information menu, the
Customer Comments window appears.

0SAS T0OOO

Settings Edit Print Help
Invoices
Header Information

Batch ID gooool

Trans No aoz3 Transaction Type Invoice -
Customer Comments

Cust ID CASHCL Ref: aoo

Name CASH SALEZ-OAKLAND, Ch End Date

Date Ref Seq Comment

Enter=next ID, New ID, Home, Add/insert, Edit g

Company H IﬂE!!ﬁl—

The window that appears and the supporting function are identical with the
Customer Comments window in the Customers function on the File Maintenance
menu.You can use this window to add, change, and view comments.

When you are finished viewing the information, exit from the window.
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Item Information Window

When you seledtem Information from the AR Information menu, the Item
Information window appears if Accounts Receivable is interfaced with Inventory.

Settings Edit Print Help

Invoices
Header Information

Batch ID gooool
Trans No aozs Transaction Type Invoice -
Customer Comments
Cust ID 3UNOO1 Ref: 1
Name SUNSHINE HOMES, INC. End Date

Date Ref Seq Comment
1z/09/19939 1 001 CUSTOMER REQUESTED A REFUND FOR DEFECTIVE WINDOWS.

Enter=next ID, New ID, Home, Add/insert, Edit g

Company H IﬂE!!ﬁl—

To look at the information for the inventory item that is alphabetically next in the
INVExxx file, pres Enter. To look at the information for a different item, use the
Abandon (F5) command, and then enter the item ID; khguiry (F2) command

is available.

When you are finished viewing the information, exit from the window.
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Glossary D

account. A storage unit of financial data in accounting, usually grouping related
information under one account number or account ID.

accounting period.A period of time in accounting, used to provide distinct units
of time you can work with. For example, you might want a report to include
transactions done within a particular accounting period.

aging or aged trial balance The process of classifying accounts receivable

accounts into time periods (aging buckets) determined by the time passed since the
sale date. Used to estimate the amount of uncollected accounts receivable on a
particular date.

application. A software package made up of several related programs (functions)
and files. Usually an application is named after a common accounting practice—
for example, Accounts Receivable, Inventory, or Payroll.

back up. To make a copy of data for archival purposes. For example, you would
want to back up a history file before you purged history so that you could retrieve
the data if you had to.

balance forward. An accounts receivable accounting method that keeps detail on
each customer’s purchases until the end of each month. At the end of the month,
the detail is summed up into a total balance due. Payments are then applied to the
balanceSee alsmpen invoice

batch processingGrouping invoices, miscellaneous credits, and cash receipts for
printing and posting.

company.In OSAS, a business record associated with its own files, tables, and
menu of applications.
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D-2

conversion.The process of updating existing files, programs, or applications to the
current versionSee alsanstallation.

credit card customer.A credit card company that belongs to croup code C in the
customer record. When you post payment to payment methods afrggiecard

the payments are totaled for the method and an open invoice is created for the
credit card customer.

credit sale.A transaction in which the customer agrees to pay for a purchase later.

distribution codes.Codes that identify the GL accounts used when you post GL
entries for receivables, sales tax, freight, and miscellaneous charges.

dunning messageA message printed on invoices or statements to remind
customers of overdue payments.

field. A region on the screen that accepts input from the user; also, one element of a
record in a file. On the screen, most fields are labeled.

file. A collection of records stored under a particular name. Function screens often
represent files, but you do not directly see a 8lee alsdable.

function. A menu item that leads to a full screen. Most functions have a
corresponding progransee als@rogram.

general ledgerA record of accountsin terms of a chart of accounts and accounting
periods. The General Ledger application tracks the effects on accounts fro
transactions entered in General Ledger and interfaced applications, and it is
updated by other applications interfaced with it.

income statementA standard financial statement that shows revenues, expenses,
gains, and losses for an accounting period.

installation. The process of adding an application to an existing sySemalso
conversion

interface. To join to another application for the purpose of having information
entered in one application update information in another application’s files.
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journal. A chronological record of transactions.

journal entries. Transactions recorded in a journal.

menu. A list of applications, functions, options, or other menus.

miscellaneous creditA transaction that nullifies a sale, resulting from a return or

an adjustment made to the sales transaction. Miscellaneous credits reduce the total
amount of accounts receivable from customers.

open invoice.An accounts receivable accounting method that keeps individual
invoices for each customer. Payments are applied to specific invBeeslso

balance forward.

payment method.The category of payment a customer uses. Payment methods are
of five types:cash check credit card, write-off, andother.

post. To transfer information from one place to another, usually at the end of the
day or at a distinct break in business.

program. A self-contained list of executable code, written and implemented to do
a task. Most programs are represented by a function on a Bemalsdunction.

prox terms. Terms that are calculated as days from the beginning of the next
month.See alsgegular terms.

purge. To remove from the systerBee alsgestore.
record. A unit of information that has other pieces of information assigned to it.
Each record is assigned an ID so that the file can sort information in terms of record

IDs.

regular terms. Terms that are calculated as days from the invoice 8atealso
prox terms.

restore. To bring information back to its original place and condit®ee also
purge.
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statement.A summary of a customer's account that is sent to the customer at the
end of each month. The statement lists the transactions between the business and
the customer.

statement date.The date shown on statements sent to customers. It is used to age
invoices for open invoice customers.

table. A grid that holds records and is visibfee alsdile.

tax class.A definition of the tax category of the items sold. In each tax location a
percentage is stored for each tax class.

terms. Guidelines that determine early payment discounts for customers. In

Accounts Receivable the early payment discount terms are set up through the
Terms Codes function.
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A
Abandon function key, 1-43
Access Codes
parameter, 1-23
access codes
company-specific information, 3-25
setting up, 3-25
what to protect, 3-25
account types
setting up, 3-19
Accounts Receivable
before converting, 2-5
conversion, 2-5
converting to 5.21, 2-6
description, 1-5
files, 1-7
installation, 2-3
installing, 2-3
interfaces, 1-20
Bank Reconciliation, 3-9
General Ledger, 3-9
Inventory, 3-9
Job Cost, 3-9
menu structure, 1-5
optional conversion from 5.1 to 5.21, 2-8
setting up, 3-3
setup considerations, 2-6
system requirements, 2-3
additional descriptions, 1-12
specifying whether to keep history, 3-11
using those stored in Inventory, 3-11
Additional Descriptions file
description, 1-8
setting up, 3-11
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Additional Descriptions History file
description, 1-11
setting up, 3-11
additional text
option for line items, 3-11
Aged Trial Balance
balance forward accounts, 8-9, B-2
description, 1-13
function, 8-9
open invoice accounts, 8-9
sample, 8-12
screen, 8-10
unapplied credits, 8-11
aging
breaks, 8-11
cash receipt codes, 6-25
online, 3-13, 3-23, 11-47
periods, 11-
alphabetical sorting, 3-4
applying cash receipts, 6-26
AR Analysis Report
description, 1-13
function, 9-3
sample, 9-5
ARBTxxx file, 1-10
ARCCxxx file
description, 1-7
setting up, 3-21
ARCDxxx file
description, 1-8, 3-16
setting up, 3-16
ARCRxxx file
description, 1-10
setting up, 6-23
ARCTxxx file, 1-11
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ARCUxxx file
description, 1-7
setting up, 3-18
balance information, 3-20
comments, 3-21
general information, 3-18
historical information, 3-21
payment information, 3-18
ARDEXxxXx file
description, 1-8
setting up, 3-11
ARGLxxx table
description, 11-37
screen, 11-37
setting up, 3-14, 11-
ARHDxxx file
description, 1-11
setting up, 3-11
ARHIxxx file
description, 1-11
setting up, 3-11
ARHSxxx file
description, 1-11
setting up, 3-11
ARINxxx file
description, 1-10
setting up, 11-47
ARLSxxx file, 1-10
ARPDxxx table
description, 11-38
setting up, 3-14
ARPYxxx file
description, 1-8
setting up, 3-17
ARRDxxx file
description, 1-9
setting up, 3-22
ARREXxxx file
description, 1-9
setting up, 3-22
ARRHxxx file
description, 1-9
setting up, 3-22
ARSAxxx file
description, 1-8
setting up, 3-22
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ARSRxxx file

description, 1-8

setting up, 3-16

setting up commissions, 3-16
ARTDxxx file

description, 1-10

setting up, 3-22
ARTHxxx file

description, 1-10

setting up, 3-22

B
backup schedule
for data files, 3-26
for programs, 3-26
setting up, 3-25
balance forward accounts, 11-3, 11-47
Aged Trial Balance, 8-9, B-2
cash receipts, 6-25
Balance Information
changing, 11-10
entering, 11-10
finance charges, 3-20
money owed, 3-20
setting up, 3-20
unapplied credits, 3-20
balances
zero, B-1
Bank Reconciliation
effects of posting transactions, 7-31
interface with Accounts Receivable, 3-9
base applications
definition, 1-3
Batch Control
file, 1-10
function, 6-35
batch numbers
option for generating automatically, 3-11
batches
changing, 6-33
copying recurring entries, 6-31
option for transactions, 3-11
purpose of, 3-11
replacing, 6-33
uses of, 6-35
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bell codes

turning on or off, 1-28, 1-44 payment methods, 3-17
Build Open Invoice File setting up, 3-3, 3-16

aging periods, 11-48 sorting, 3-3

balance forward accounts, 11-47 Codes file

function, 11-47 description, 1-8

online aging, 11-47 setting up, 3-16

open invoice accounts, 11-47 Codes List

prerequisite to using, 11-48 function, 12-27

summary invoices, 11-47 sample, 12-28

Codes Maintenance menu structure, 1-5

C combination method

initial balances, 3-24
Command help, 1-27, 1-43
closing window, 1-27, 1-43

Calculate Finance Charges
function, 8-17
Cash Flow Report

description, 1-13 Comrr_lands N
function, 8-13 in-field editing, 1-45
sample, 8-15 report, 1-48
cash on delivery terms, 4-8 scroll region, 1-49
comments

Cash Receipts
aging codes, 6-25
balance forward accounts, 6-25
batches, 3-11
deposit information, 6-23
editing, 6-29
function, 6-23
partial payments, 6-23

entering, 3-21
commissions, 11-21
based on paid invoices, 8-29
setting up, 3-16
Commissions Report
description, 1-13
function, 8-29

posting invoices, 7-31 schreen, 8-30 829
relationship with transactions and open invoices, 1-16 when to print, 8-
company

screen, 6-24
Cash Receipts file
description, 1-10
setting up, 6-23
Cash Receipts Journal
description, 1-13
function, 7-19
sample, 7-21
when to print, 7-19
Change Batches
function, 6-33
screen, 6-33
checks
payment type, 3-18
COD terms, 4-8

assigning access codes, 3-25

tables for, 3-14
company information

printing on plain-paper invoices and statements, 3-13
company parameter, 1-23
conventions

report, 1-51

user’'s manual, 1-21
conversion, 2-5

available versions, 2-5

before converting, 2-5

optional from 5.1 to 5.21,2-8

setup considerations, 2-6

tax information, 2-6

version number, 2-5
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Copy Recurring Entries, 1-12
before copying, 6-31
copying batches, 6-31
function, 6-31

credit card
option to enter expired card as payment, 3-12
payment type, 3-18

credit hold, 3-20

credit limits
setting up, 3-20

credit memo
splitting, 8-4

credit statuses
assigning to customers, 3-21
list of, 11-15
updating, 3-21

credits, applying to oldest items first, 3-13

Ctrl + F function key, 1-44

Ctrl + G function key, 1-28, 1-44

Ctrl + V function key, 1-44

cursor
moving up or back one field, 1-44
selecting item, 1-47

Customer Activity Report
description, 1-14
function, 9-19
requirements, 9-19
sample, 9-21
screen, 9-20

Customer Analysis Repor
description, 1-13
function, 8-25
when to print, 8-25

Customer Comments
accessing, 3-21
changing, 11-16
deleting, 11-4
entering, 11-
file, 1-7

Customer Comments List
function, 12-11
sample, 12-13
screen, 12-11

Customer Detail List
function, 12-5
sample, 12-6

IX-4

Customer file
description, 1-7
setting up, 3-18
balance information, 3-20
comments, 3-21
general information, 3-18
historical information, 3-21
payment information, 3-18
Customer Information window C-2
Customer Labels
function, 12-7
sample, 12-9
Customer Sales Report
description, 1-14
function, 9-15
requirements, 9-15

sample, 9-17
customer support, 1-3
Customers

account types, 3-19

aging, 7-33

balance forward accounts, 11-3
balance information, 3-20, 11-10
changing levels, 3-12

clearing high balances, 10-10
comments, 3-21, 11-

credit hold, 3-20

credit limit, 3-20

credit statuses, 3-21

Customer Comments screen, 11-
deleting, 11-4

distribution codes, 3-19

finance charges, 3-19, 3-20
function, 11-3

general information, 11-
General Information screen, 11-5
group codes, 3-19

header screen, 11-3

history information, 3-21, 11-12
money owed, 3-20

open invoice accounts, 11-3
partial shipments, 3-20

payment information, 3-18
setting up, 3-18

statement code, 3-19

tax groups, 3-20
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unapplied credits, 3-20
viewing
detall history, 5-13
history, 5-4
invoice totals, 5-14
invoices, 5-5
open invoices, 5-7
payment history, 5-4
sales history, 5-4
summary history, 5-9
Customers and Open Invoices
function, 5-3
sorting invoices, 5-6
viewing
customer history, 5-4
invoices, 5-5
cutoff date, B-3

D
Daily Sales Tax Report
function, 7-17
sample, 7-18
Daily Work menu structure, 1-6
data files
backing up, 3-26
conversion, 2-5
Defaults table
description, 11-39
setting up, 3-14
Delete
customer comments, 11-4
customer records, 11-4
delete

information on a screen, 1-43

line item, 1-49
Deposits Report

description, 1-13

function, 7-27

sample, 7-28
Detail History

file, 1-11

function, 5-13

specifying whether to keep, 3-11

viewing period, 5-14
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Detail History Report

description, 1-14
function, 9-11

sales categories, 6-13
sample, 9-13

detail lookup command, 1-48

detail method, initial balances, 3-24

DFxxxx table

description, 11-39
screen, 11-39
setting up, 3-14

Distribution Accounts

function, 4-5
screen, 4-5

distribution codes

assigning to customers, 3-19
definition, 11-8
setting up, 3-19

Down Arro

inquiry command, 1-47
report command, 1-49
scroll region command, 1-49

DUNxxx table

E

description, 11-40
setting up, 11-40

Edit Cash Receipts

function, 6-29
screen, 6-29

edit line item, 1-49

End

inquiry command, 1-46
report command, 1-48
scroll region command, 1-49

Enter

Esc

exit

inquiry command, 1-47
scroll region command, 1-49

Command help, 1-27, 1-43
inquiry command, 1-47

from inquiry window, 1-47
from report to menu, 1-48

from screen or window, 1-27, 1-44
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E
F1 function key, 1-27, 1-32, 1-43
F2 function key, 1-43
F3
function key, 1-43
scroll region command, 1-49
F4
function key, 1-27, 1-43
F5
function key, 1-43
F6
function key, 1-44
F7
inquiry command, 1-47
report command, 1-48
F8 function key, 1-44
File Maintenance menu structure, 1-5
files
Accounts Receivable, 1-7
backing up, 3-26
purging, 10-13, 10-15
finance charges
balance information, 3-20
calculation, B-3
FINCHxxx table, B-3
recalculating, 8-17
setting up, 3-19
FINCHxxx table, B-3
description, 11-41
setting up, 11-41
FORMxxx table
description, 11-43
setting up, 11-43
function keys

Ctrl + F, 1-44
Ctrl + G, 1-28, 1-44
Ctrl + V, 1-44
Esc, 1-27, 1-43
F1, 1-43
F2,1-27, 1-43
F3, 1-43
F4,1-43

F5, 1-43

F6, 1-44
F7,1-27, 1-44
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F8, 1-44

PgDn, 1-44
PgUp, 1-28, 1-44
Shift + F2, 1-44
Tab, 1-28, 1-44
Up Arrow, 1-44

G

General Information
screen, 11-5
setting up for customers, 3-18
General Ledger
effects of posting transactions, 7-30
installing before Accounts Receivable, 2-3
interface with Accounts Receivable, 3-9
posting detail or summary information to, 3-13
GL Codes
definition, 11-28
function, 4-3
group codes
assigning to customers, 3-19
definition, 11-7
recurring entries, 3-19, 3-22

H

Header Information
Recurring Entries screen, 11-24
Transactions screen, 6-6
Help function key, 1-43
History Information
changing, 11-12
entering, 11-12
setting up for customers, 3-21
history reports, 1-13
Hold/Release Invoices
changing invoice status, 8-4
function, 8-3
splitting payments, 8-4
Home
inquiry command, 1-47
report command, 1-48
scroll region command, 1-49
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|
IDs
setting up, 3-3
sorting, 3-3
Information (Shift+F2) command, C-1
Information function key, 1-44
Information Inquiry menu structure, 1-5
Information menu, accessing, 1-44
initial balances
combination method, 3-24
detail method, 3-24
finance charges, 3-20
setting up, 3-23
summary method, 3-23
Inquiry
function key, 1-43
partial-key, 1-46, 1-47
inquiry commands
Down Arrow, 1-47
End, 1-46
Enter, 1-47
Esc, 1-47
F7,1-47
Home, 1-47
Ins, 1-47
PgDn, 1-46
PgUp, 1-46
Up Arrow, 1-47
Ins inquiry command, 1-47
Ins scroll region command, 1-49
Insert line item, 1-49
installing Accounts Receivable, 2-3
and General Ledger, 2-3
and Inventory, 2-3
and Job Cost, 2-3
and Sales Order, 2-3
interfaces with Accounts Receivable, 1-20
Bank Reconciliation, 3-9
General Ledger, 3-9
Inventory, 3-9
Job Cost, 3-9
Inventory
effects of posting transactions, 7-32
installing before Accounts Receivable, 2-3
interface with Accounts Receivable, 3-9
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inventory search commands, 1-47
Shift + F5, 1-48
Shift + F6, 1-48
Shift + F7, 1-48
Shift + F8, 1-48
Invoices
additional text for line items, 3-11
aging, 7-4
aging online, 3-13
assigning numbers, 6-9
batches, 3-11
changing status, 8-4
copying recurring entries, 1-12
Enter Serial Numbers window, 6-15
entering, 1-11
for miscellaneous credits, 1-11
for sales, 1-11
general ledger period, B-1
hold/release, 8-3
line items, 6-11
line-item entry screen, 6-11
number B-1
online, 3-19, 6-3, 6-9
Online Invoice Totals screen, 6-22
Online Invoicing screen, 6-21
options
printing on plain paper or forms, 3-12
printing online, 3-12
using forms, 3-12
using prenumbered forms, 3-12
posting
for cash receipts, 7-31
for credit sales, 7-30
printing, 7-3
forms, 7-5
online, 6-18, 6-21
reprinting, 7-5, B-2
Sales Tax Information window, 6-20
sorting to view, 5-6, 5-8
splitting payments, 8-4
Totals Information screen, 6-19
viewing, 5-5
detail history, 5-13
expanded summary, 5-14
totals, 5-14
item description lookup command, 1-48
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J

Job Cost
effects of posting transactions, 7-31
installing before Accounts Receivable, 2-3
interface with Accounts Receivable, 3-9

Jump function key, 1-28, 1-44

L
laser forms
invoice, 3-12
statement, 3-12
Left Arrow
report command, 1-48
line items
additional text, 3-11
entering transactions, 6-11
option to display unit cost, 3-12
recurring entries, 11-27
List
function key, 1-44
to printer or file, 1-44
Look Up inquiry command, 1-47
Lot and Serialized Item file, 1-10
lot numbers, 1-12
lot-item lookup command, 1-48

M
Maintenance
function key, 1-44
manual
conventions, 1-21
organization, 1-21
Master File Lists menu structure, 1-7
Menus
conventions, 1-24
Information, 1-44
Other Command, 1-27, 1-43
menus
Codes Maintenance, 1-5
Daily Work, 1-6
File Maintenance, 1-5
History Reports, 1-6
Information Inquiry, 1-5
Master File Lists, 1-7
Open Invoices, 1-6

IX-8

Periodic Processing, 1-6

structure in AR, 1-5

Transaction Reports, 1-6
Methods of Payment Journal

description, 1-13

function, 7-23

sample, 7-25
miscellaneous credits

additional text for line items, 3-11

after entering, 6-22

batches, 3-11

entering invoices, 1-11
Miscellaneous Credits Journal

description, 1-12

function, 7-13

sample, 7-15

when to print, 7-13
money owed

balance information, 3-20

@]
on-account cash receipts, 6-27
online
aging, 3-23, 11-47
invoice totals, 6-22
invoices, 3-12, 6-3, 6-10, 6-18
printing, 6-21
Online Invoicing screen, 6-21
open invoice accounts, 11-3, 11-47
Aged Trial Balance, 8-9
Open Invoice file
building, 11-47
description, 1-10
Open Invoice Report
before printing, 8-6
definition, 1-6
description, 1-13
function, 8-6
sample, 8-7
Open Invoices
function, 5-7
relationship between transactions and cash receipts,
1-16
sorting to view, 5-8
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Options
table, 11-35
Options and Interfaces
screen, 3-9
setting up, 3-9
toggling an option, 3-10
writing (saving) the specifications, 3-10
OPTxxx table, 11-35
OSAS
conventions, 1-22
general information, 1-3
running, 1-22
setup considerations, 2-6
structure, 1-3
Other Command menu
accessing, 1-27, 1-43
Other function key, 1-43
output device
printer, 1-52

P
parameters
access code, 1-23
command to start OSAS, 1-23
company ID, 1-23
format, 1-23
general expression, 1-23
order, 1-23
terminal ID, 1-23
partial payments
recording, 6-23
partial shipments
assigning to customers, 3-20
partial-key inquiry, 1-46, 1-47
payment history
viewing, 5-9, 5-13
payment information
setting up, 3-18
Payment Methods
credit card for a company, 4-12
definition, 3-18
function, 4-11
screen, 4-11
setting up, 3-17
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Payment Methods file
description, 1-8
setting up, 3-17

payment types
check, 3-18
credit card, 3-18
definition, 3-18

payments
partial, 6-23
splitting, 8-4

period-end maintenance
consequences of, 11-12
effects of, 10-7
Periodic Maintenance
credit status, 3-21
effects of period-end maintenance, 10-7
effects of quarter-end maintenance, 10-7
effects of year-end maintenance, 10-8
error log, 10-
function, 10-7
period end, 1-16
purging transactions, 3-23
quarter end, 1-17
requirements, 10-8
when to do, 10-7
year end, 1-17
Periodic Processing
menu structure, 1-6
purpose of, 1-6
PgDn
function key, 1-44
inquiry command, 1-46
report command, 1-48
scroll region command, 1-49
PgUp
function key, 1-44
inquiry command, 1-46
report command, 1-48
scroll region command, 1-49
Post Transactions
aging customers, 7-33
before posting, 7-32
cash receipts, 7-31
credit sales, 7-30
effects on Bank Reconciliation, 7-31
effects on General Ledger, 7-30

IX-9



Index

effects on Inventory, 7-32
effects on Job Cost, 7-31
function, 7-29
results, 1-14, 7-29
posting, 1-14
detail or summary information, 3-13
interrupted, B-2
without printing reports, 3-13
Print History Invoices
function, 9-31
Print Invoices
aging, 7-4
forms, 7-5
function, 7-3
purchase order number, 7-5
reprinting, 7-5
printing
invoices, 7-3
online invoices, 6-21
screen contents, 1-44
statements, 8-21
tables, 11-45
Proceed function key, 1-44
programs
backing up, 3-26
Promotional Analysis Report
description, 1-14
function, 9-27
prox terms, 4-8
purchase order number
on invoice forms, 7-5
Purge Selected Files
function, 10-13, 10-15

Q

QExxxx table
description, 11-44
screen, 11-45
setting up, 3-14

QH1xxxx table
description, 11-44
setting up, 3-14

QH2xxxx table
description, 11-44
setting up, 3-14
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QHxxxx table
description, 11-44
setting up, 11-44
QIxxxx table
description, 11-44
setting up, 3-14
QMxxxx table
description, 11-44
setting up, 3-14
guantities option, 3-12
guarter-end maintenance, 1-17
consequences of, 11-13
effects of, 10-7
Quick entry
turning on or off, 1-44
Quick-Entry tables
description, 11-44
setting up, 3-14

R

Recurring Additional Descriptions file, 1-9
Recurring Entries
adding line items, 11-30
additional text for line items, 3-11
copying, 1-12, 6-31
to invoices, 1-12
to transaction files, 3-22
editing line items, 11-30
editing totals, 11-30
entering totals, 11-
function, 11-23
group codes, 3-22
Header Information screen, 11-24
line-item entry, 11-27
run codes, 3-22, 11-23
Sales Tax Information window, 11-32
setting up, 3-19, 3-22
Recurring Entries files
description, 1-9
setting up, 3-22
Recurring Entries List
function, 12-23
sample, 12-25
regular terms, 4-8
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report commands, 1-48
Down Arrow, 1-49
End, 1-48
Exit, 1-48
F7,1-48
Home, 1-48
PgDn, 1-48
PgUp, 1-48
Right Arrow, 1-48
Tab, 1-48
Up Arrow, 1-49
Reports
conventions, 1-51
including all information, 1-51
limiting information, 1-51
selecting information for, 1-51
reports
history, 1-6
menu structure, 1-6
open invoice, 1-6
posting data without printing, 3-13
producing, 1-12
transactions, 1-6
Resource Manager
operating systems, 1-3
Right Arrow
report command, 1-48
RMCDxxx file, 1-9
RMTXxxx file, 1-9
run codes
defining, 1-12
recurring entries, 3-22, 11-23

S
sales
entering invoices, 1-11
Sales Analysis Report
description, 1-13
function, 9-7
requirements, 9-7
sales categories
Detail History Report, 6-13
sales history
for commissions, 11-
option to keep detail history, 3-11
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option to keep summary history, 3-11
viewing, 5-9, 5-13
Sales Journal
description, 1-12
function, 7-9
invoice number, B-1
missing invoice numbers, 7-10
when to print, 7-9
Sales Order
installing, 2-3
Sales Reps
commissions, 3-16, 11-21
function, 11-21
setting up, 3-16
Sales Reps file
description, 1-8
setting up, 3-16
setting up commissions, 3-16
Sales Reps List
function, 12-3
sample, 12-4
Sales Tax Information window
Invoices, 6-20
Recurring Entries, 11-32
Sales Tax Report
description, 1-14
function, 10-3
when to print, 10-
scroll region commands, 1-49
Down Arrow, 1-49
End, 1-49
Enter, 1-49
F3, 1-49
Home, 1-49
Ins, 1-49
PgDn, 1-49
PgUp, 1-49
Up Arrow, 1-49
Serial Number Entry window, 6-15
serial number-item lookup, 1-48
serialized items, 1-12
setting up
access codes, 3-25
backup schedule, 3-25
checklist, 3-7
codes, 3-16
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customers, 3-18

information to gather, 3-3

initial balances, 3-23

options and interfaces, 3-9

payment methods, 3-17

recurring entries, 3-22

sales reps, 3-16

ship-to addresses, 3-22

tables, 3-13

tax groups, 3-17
Shift + F2 function key, 1-44
Shift + F5 inventory search command, 1-48
Shift + F6 inventory search command, 1-48
Shift + F7 inventory search command, 1-48
Shift + F8 inventory search command, 1-48
Shift+F2, C-1
shipping addresses

groups of customers, 11-
Shipping Methods

function, 4-9
Ship-to Address file

description, 1-8

setting up, 11-19
Ship-to Address Labels

function, 12-19

sample, 12-21
Ship-to Address List

function, 12-15

sample, 12-17
Ship-to Addresses

function, 11-19

group codes, 3-22

setting up, 3-22
sorting

alphabetical, 3-4

codes and IDs, 3-3
Start Over function key, 1-28, 1-44
statement code, setting up, 3-19
Statements

applying credits to oldest items first, 3-13

description, 1-13

function, 8-21

options

printing on plain paper or forms, 3-12
using forms, 3-12
printing, 8-21
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Summary History
file, 1-11
function, 5-9
item inquiry screen, 5-11
specifying whether to keep, 3-11
viewing period, 5-10
Summary Invoice History
description, 1-14
function, 9-23
summary method
initial balances, 3-23
system requirements, 2-3

T
Tab
function key, 1-44
report command, 1-48
Tables
all companies, 3-14
ARGLxxx, 11-
ARPDxxx, 11-38
assigning to a terminal, 3-14
Defaults, 3-14
deleting or rearranging information, 3-13
DFxxxx, 11-39
DUNxxx, 11-40
FINCHxxx, 11-41
for any situation, 3-14
FORMxxx, 11-43
function, 11-35
individual companies, 3-14
prefix and suffix information, 3-14
printing, 11-45
Quick Entry, 3-14
screen, 11-36
setting up, 3-13
system selection, 3-15
use of, 11-35
Tables List
function, 12-29
sample, 12-30
Tax Audit Report
function, 9-33
Tax Classes file, 1-9
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Tax Groups printing invoices online, 6-18
file, 1-9 relationship with cash receipts and open invoices, 1-16
setting up, 3-17, 3-20 Sales Tax Information window, 6-20
terminal totals information, 6-19
assigning table to, 3-14 unit costs, 6-15
parameter, 1-23 when to enter, 6-3
Terms
cash on delivery, 4-8 u
fu_nctlon, 4-7 ) unapplied credits, 8-11, B-2
miscellaneous credits, 6-8 balance information, 3-20
prox, 4-8 unit cost
regular, 4-8 displaying for line items, 3-12
screen, 4-8 Up Arrow

terms codes
definition, 1-5, 11-6, 11-25
miscellaneous credits, 6-8

function key, 1-44
inquiry command, 1-47
report command, 1-49

toggli hal f scroll region command, 1-49
otals etween halves o I‘epOI’tS, 1-48 user's manual

conventions, 1-21

transactions, 6-19 organization, 1-21

Totals Information screen, 11-
Transaction Control file, 1-11

Transaction files, 1-10 v

Transaction Reports Verification function key, 1-44
descriptions, 1-12 View inquiry command, 1-47
files that provide information, 1-12

Transactions Y
after entering miscellaneous credits, 6-22 year-end maintenance, 1-17
batches, 3-11 clearing high balances, 10-10
before changing or deleting, 6-4 consequences of, 11-13
current quantities and quantity-break prices window, effects of, 10-8

6-13

Enter Serial Numbers window, 6-15
function, 6-3

Header Information screen, 6-6

invoice numbers, 6-9

line items, 6-11

line-item entry screen, 6-11, 6-13

Online Invoice Totals screen, 6-22

Online Invoicing screen, 6-21

options
changing customer’s price level, 3-12
displaying quantities and quantity breaks, 3-12
entering expired credit card as payment, 3-12

partial payments, 6-23

posting, 1-14
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