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INTRODUCTION

Overview of the Accounts Receivable Module

The Accounts Receivable module provides a comprehensive solution to managing your cash flow and collection
problems, and is designed to reduce your work load by taking advantage of the system's capabilities.

Designed for efficient invoice processing in conjunction with the Order Processing Module, Accounts Receivable
automatically calculates sales tax, discounts, and commission amounts for each invoice. You can use the module to
record invoices, or you can print invoices on standard or custom invoice forms.

Finance charges can be automatically applied against all past due balances, or you can apply them on an individual basis.
Statements can be printed for all customers, or for specific groups of customers.

The Accounts Receivable module also tracks aging and overall sales history information for each customer. This
information is used to produce extensive reports which can help you analyze customer sales history and identify
customers with past due balances.

When the General Ledger module is integrated with Accounts Receivable, all receivables postings can be made to the
general ledger, eliminating duplicate entries and possibilities for error. In addition, you can have a fully integrated, two-
step order processing system by integrating the Order Processing Module.

How to Use This Manual

Your Accounts Receivable module is designed to operate in conjunction with the other modules in this product line. Before
proceeding, complete the installation instructions listed in your Power User Manual as well as the instructions for
Performing System Setup Tasks in This Manual.

Use the Accounts Receivable manual as a reference for understanding features of the module. The manual contains
overviews and samples of windows.

Accounts Receivable
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USING THE FILE MAINTENANCE MENU

The Accounts Receivable Maintenance menu contains the options to build and maintain the files required for the
operation of the Accounts Receivable module. After completing System Startup, you can access the Accounts
Receivable

Setup at any time to modify the Accounts Receivable options. In addition, you can modify or delete information contained
in the setup files.

Accounts Receivable Options

Each module can be customized to fit your company's specific accounting requirements. Accounts Receivable Options
presents a series of options that allow you to select features most appropriate for your business.

Setting Up Accounts Receivable Options

Although these options are usually established during System Startup, they can be modified at any time. On the Accounts
Receivable Maintenance menu, click

Accounts Receivable Start Up Options.

You must create the Payment Terms Table and the Salesman Table before creating any Customer.
You Must also create the A/R interface Record and the Sales Interface Record if you have the interface to the General Ledger.

General Ledger Interface Maintenance

The Accounts Receivable module provides a recap of general ledger postings that reflects invoice and cash receipts
activities for each accounting period. The posting information contained in this recap reflects how much you have sold,
what types of products or services have been sold, how much cash you have received, and the amount of receivables
outstanding.

With the General Ledger module installed, Accounts Receivable posts journal entries to the Daily Transaction Register
using account numbers defined in General Ledger Account Maintenance. The General Ledger check box must be
selected in the Company Records Maintenance A/R Interface Option window to post the transactions printed on the Daily
Transaction Register..

If the General Ledger module is set up, accounts can be established using General Ledger Account Maintenance or
Account Maintenance in the General Ledger module. The journal entries are automatically posted to the general ledger.
The postings from Accounts Receivable are reflected on both the Daily Transaction Register and the General Ledger
Posting Recap reports. These reports provide an audit trail of all Accounts Receivable activities and serve as a source for
posting to the general ledger.

Accounts Receivable
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ARGLI/ AR ACCOUNTS RECEIVABLE INTERFACE RECORD
File is used to: Control the Accounts Receivable interface with the G/L.

7% Procedure Editor - Run

MAINTENANCE ARGLI, AR Accounts Receivable Interface Record
COMPANY-CODI

SALES-TYPE: CSHJOURNAL: (2222

CSH-AR-ACCT:

| 802000

CSH-DISC-ACT: [—‘““302000 CSH-ALLOWNCE | 802000
|5432
| 993999

CSH-BANK-ACT: [ 101010

ADJJOURNAL:

ADJ-AR-ACCT: |1110m
ADJ-DFLT-ACT: |301m0 SRY-JOURNAL: |

SRV-ARACCT: SRV-CHG-ACCT: [933939

WITHHOLD-ACC I 999999

The order of the fields on the screen is determine by the user.

ADJ-AR-ACCT - Field is used to store the G/L account number for Accounts Receivable Adjustment Account.
ADJ-DFLT-ACT - Field is used to store the G/L Account for default account (normally Sales).
ADJ-JOURNAL - Field is used to store the journal number to be used on G/L for A/R adjustments.
COMPANY-CODE - Field is used to store one character that represents the Company code for this interface.
CSH-ALLOWNCE - Field is used to store the G/L account number for special discount allowances.

CSH-AR-ACCT - Field is used to store the G/L account number for Accounts Receivable Trade.

Accounts Receivable

This asset account contains the current Accounts Receivable balance for your company. It is debited when invoices are
recorded, and credited when payments are received against outstanding invoices. You can use a single Accounts
Receivable account for the entire company or assign a separate account By Customer Type

Accounts Receivable
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CSH-BANK-ACT - Field is used to store the default bank G/L account number for collection deposits.

This current asset account is debited with the amount of cash received using Cash Receipts Entry. A separate Cash
account can be assigned to each bank account using Bank Code Maintenance.

CSH-DISC-ACT - Field is used to store the G/L Account for Prompt payment Discounts.

CSH-JOURNAL - Field is used to store the 5 character identification for G/L cash receipts journals.

SALES-TYPE - Field is used to: Establish the type of G/L Interface that will be used. You must select what data
will decide how you want to posted your G/L accounts.

1 = Cust Type - The type of customer will decide to which accounts etc. you want to posts. This mean that you want to
handle your A/R General Ledger by who you sold to instead of what you sold.

2 = Class Code - The type of product will decide to which accounts etc. you want to posts. This mean that you want to
handle your A/R General Ledger by what you sold instead of who you sold to.

3 = Autos - This Type is used for automobiles sales companies.

4 = whs-cust - Cust = Cust-type, The type of customer and the warehouse of the sales, will decide to which A/R
accounts etc. you want to posts. This mean that you want to handle your A/R General Ledger by who you sold to and
where instead of what you sold.

7= Warehouse + Class Code. The type of product and the warehouse will decide to which accounts etc. you want to
posts. This mean that you want to handle your A/R General Ledger by what you sold and were instead of who you sold
to.

V = Class Code, Salesman, The type of the Product and the salesman will decide to which A/R accounts etc. you want
to posts. This mean that you want to handle your A/R General Ledger by who sold and what products

SRV-AR-ACCT - Field is used to store the G/L account for Accounts Receivable Service charge A/R Account.

SRV-CHG-ACCT - Field is used to store the G/L income account for service charges.

SRV-JOURNAL - Field is used to store the Journal number for G/L service charge journal.

WITHHOLD-ACC - Field is used to store the G/L account for withholding tax amount for services paid to suppliers not
exempted.

RTND-ACCT - Field is used to store the Earnings of the Company and must be in the Chart Of Accounts.

Accounts Receivable
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SALES INTERFACE RECORD

%% CDI Premium Applications, Computer, Distributors, Inc. (787)793-3434 fax (787)793-6354

COMPANY-CODE: |, yoRR AREA COMPUTER DIST ~ COMP:  yoRKR AREA COMPUTER DISTRIBUTOR

INTERFACE-FL: TYPE-INTRFAC: pppapLt

-

JOURNAL-NO: DESCRIPTION: [Dxuux.r CUSTOMER TYPE

: [ sor000
i [ aor000
DISCOUNTS: 306000 FREIGHTS: |_33;o—00—
: [ 7os0z0.

ACCOUNTS-REC: 111000 GROSS-SALES

INVENTORY: 121000 COST-OF-SALE

MISC-CHARGES: 309000 CITY-TAX

"

STATE-TAX: 703030

VIEWER TAE VERT IMAGE PASSWORD SAVE DELETE EXIT

Enter data or press ESC to end. y/

Company Code:
Company Code that this interface will apply to.

Interface Flag

Select one of the valid interface flags available.

1 = Cust Type, The type of customer will decide to which accounts etc. you want to posts. This mean that you want to
handle your A/R General Ledger by who you sold to instead of what you sold.

2 = Class Code, The type of product will decide to which accounts etc. you want to posts. This mean that you want to
handle your A/R General Ledger by what you sold instead of who you sold to.

3 = autos, This Type is used for automobiles sales companies.
4 = whs-cust, Cust = Cust-type, The type of customer and the warehouse of the sales, will decide to which A/R

accounts etc. you want to posts. This mean that you want to handle your A/R General Ledger by who you sold to and
where instead of what you sold.
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7= Warehouse + Class Code. The type of product and the warehouse will decide to which accounts etc. you want to
posts. This mean that you want to handle your A/R General Ledger by what you sold and were instead of who you sold
to.

V = Class Code, Salesman, The type of the Product and the salesman will decide to which A/R accounts etc. you want
to posts. This mean that you want to handle your A/R General Ledger by who sold and what products

Type-Interfac:
This multi-used field must be fill with the data depending the type of interface flag been used.
Examples for:

1 = Cust Type,. You must create one record for each different customer type.
WHSALE, RETAIL, DEPT-ST ,ETC.

2 = Class Code. You must create one record for each different Class-code.
Food, Tires, equip, etc

3 = autos, This Type is used for automobiles sales companies.

4 =whs-cust, Cust = Cust-type, You must create one record for each combination of warehouses + customer-types.
01WHSALE, 01RETAIL, 0O1DEPT-ST 02WHSALE ETC.

7= Warehouse + Class Code. You must create one record for each combination of warehouses + Class code.
01FOOD, 01TIRES, 01EQUIP, 02FOOD ETC

V = Class Code, Salesman, You must create one record for each combination of class-code + salesman.
FOODO01, TIRES01, FOODO02 ETC.

JOURNAL-NO - Field is used to store the 5 character identification for G/L Invoice journals.

ACCOUNT-REC - Field is used to store the G/L account number for Accounts Receivable Trade.

This asset account contains the current Accounts Receivable balance for your company. It is debited when invoices are
recorded, and credited when payments are received against outstanding invoices. You can use a single Accounts
Receivable account for the entire company or assign a separate account By Customer Type

DESCRIPTION:
Enter the description that will be use in the general ledger for this journal

GROSS SALES:

This group of income accounts is used to record the various types of income associated with Accounts Receivable
invoices being recorded. Each invoice can be distributed to multiple accounts. A positive distribution amount is credited to
the account, and a negative amount is debited. An invoice can also be posted to accounts other than those

classified as income accounts (for example, Deposit or Notes Receivable).

Inventory:
This offsetting account for cost of goods sold is credited when a sale is recorded using Invoice Data Entry. You can assign
a standard Inventory account or multiple inventory accounts by Warehouse or class codes etc..

Accounts Receivable
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Cost of Sales
This contra-income account is used to debit the cost of goods sold recorded using Invoice Data Entry. You can assign a
standard Cost of Goods Sold account or multiple accounts by Warehouse , class-codes etc.

Discounts
This account is debited with the amount of the discount allowed when recording an invoice. You can assign a separate
account for each by warehouse, class code, cust-type etc.

Freight
This contra-expense account is credited with the freight amount of invoices recorded using Invoice Data Entry.
You can assign a separate account for each by warehouse, class code, cust-type etc.

Misc Charges
This contra-expense account is credited with the Misc Charge amount of invoices recorded using Invoice Data Entry.
You can assign a separate account for each by warehouse, class code, cust-type etc.

State Tax (IVU)
This liability account is credited with the sales tax amount of invoices recorded using Invoice Data Entry
You can assign a separate account for each by warehouse, class code, cust-type etc.

City Tax
This liability account is credited with the sales tax amount of invoices recorded using Invoice Data Entry
You can assign a separate account for each by warehouse, class code, cust-type etc.

TERMS CODE MAINTENANCE

Use Terms Code Maintenance to establish common payment terms. After establishing terms codes, you can assign these
standard terms to customers. During invoice processing, discount amounts are calculated automatically, and invoice and
discount due dates are displayed based on the terms code assigned to each customer.

Setting Up Terms Codes

On the Accounts Receivable Maintenance menu, click Terms Code Maintenance.

You need to enter additional terms only once. You can recall the appropriate terms
information (for example, 2% 10 Days, Net 30 Days) for any customer by selecting the
correct code.

FILEISUSED TO: Define Customer payments terms available.

Accounts Receivable
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1 €DI Premium Applications, Computer Distributors, Inc. (787)793-3434 fax (787)793-6354 -0 ﬂ
TERM-CODE - ’_
DESCRIPTION: DUE DAYS: qpq

PERCENT-DISC: ggp_gg

Enter data or press ESC to end.

CUS-TERMS-CD ( TERM-CODE ) - FIELD IS USED TO STORE THE TERMS CODE.
DESCRIPTION - FIELD IS USED TO STORE THE TERMS DESCRIPTION .

SPECIAL TERMS - FIELD IS USED TO STORE SPECIAL TERMS TO APPLY. THIS REQUIRES SPECIAL
PROGRAMMING.

TERMS-DAYS - FIELD IS USED TO STORE THE NUMBER OF DAYS GIVEN TO CUSTOMER FOR PAYMENT.
TERMS-PERCEN

Specifications: Data Base Name is TERMS-PERCEN. Data Type is decimal. Format and Size is
999.99. Default Value is 0.

Field is used to store the discount percent given to customer for prompt payment. Enter
number of days for prompt payment in TERMS-DAYS.

SALESMAN MAINTENANCE

Use Salesman Maintenance to enter salesman information and commission rates. A salesman number and commission
rate are assigned to each salesman who is paid a commission. When you enter this salesman number in Invoice Data
Entry, the system automatically calculates the sales commission for the item(s) sold. Sales, gross profit, and commissions
for each salesman are tracked by period and year.

Also, period-to-date, year-to-date, and

Accounts Receivable
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previous year totals are provided on the Salesman Commission and sales Reports.
CSAMS / AR SALES REPRESENTATIVE FILE

FILE IS USED TO: Create the salesman for the company

%% Procedure Editor - Run @@@

MAINTENANCE CSAMS, AR AR SALES REPRESENTATIVE FILE

SALES-REPID: gy

SALES-NAME:  [VICTOR COSTAS ADDRESS-L1:  [B-20 PLACE PARK
ADDRESS-L2:  [RESORT ADDRESSL3:  [SAN JUAN, PR. 00922
COMMISPROFL: [700 COMMISRECEL: [
COMMISSALES [0 SUPERVISOR: [3—
SALES-SUP-COM [ 20 LAPTOP: =

PASSWORD: [~

ADDRESS-L1

Specifications: Data Base Name is ADDRESS-L1. Data Type is character. Format and Size is
X(30).
Field is used to store the first line of the Salesman’s Physical Address.

ADDRESS-L2

Specifications: Data Base Name is ADDRESS-L2. Data Type is character. Format and Size is
X(30).
Field is used to store the Second line of the Salesman’s Physical Address.

ADDRESS-L3

Specifications: Data Base Name is ADDRESS-L3. Data Type is character. Format and Size is
X(30) .
Field is used to store the Third line of the Salesman’s Physical Address.

COMMIS-PRFT2

Specifications: Data Base Name is COMMIS-PRFT2. Data Type is decimal. Format and Size is
->>>9.9. Default Value is 0.

Not Used

COMMIS-PROFI

Specifications: Data Base Name is COMMIS-PROFI. Data Type is decimal. Format and Size is
->>>9.9<<<. Default Value is 0. This field is required.

Field is used to store the Percent commission paid to salesman if paid by Profit Method
at sales time.
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If you combine a commission percent here with a commission percent on COMMIS-RECEI then
The commission paid on profit will be paid at collection time.
of the commission on sales and part on collection.

You can combine a part

COMMIS-RCPT2
Not Used

COMMIS-RECEI

Field is used
Method.

COMMIS-SALE2
Not Used

COMMIS-SALES

Field is used

COMMISS-MTD

Field is used
Not Used

LAPTOP

Field is used
Module.

PASSWORD

Field is used
OF Sales.

SALES-NAME

Field is used

SALES-REP-ID

Field is used

to

to

to

to

to

to

to

SALES-SUP-COMM

Field is used

SUPERVISOR

Field is used

to

to

store

store

store

store

store

store

store

store

the

the

Percent commission paid to salesman if paid by Collection

Percent commission paid to salesman if paid by Sales Method.

Accumulated Commission Dollar Amount Month to Date.

whether or not this salesman uses the Route Accounting Sales

the

the

the

the

salesman’s Password for the Route Accounting Module or Point

name of the sales representative or salesman.

Code that identifies the salesman.

supervisor’s commission percent on this salesman.

store the code for the supervisor of this salesman.
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TABLE NAME: SALCUS / AR SALES REP & CUSTOMER FILE

File is used to define customers with multiple salesmen assigned.
You can assign multiple valid salesman for a single customer.
At sales time the user will enter the valid salesman for that invoice.

ACTIVE

Specifications: Data Base Name is ACTIVE. Data Type is logical. Format and Size is
yes/no. Default Value is yes. This field is required.
Field is used to indicate if the sales rep is currently assigned to the customer.

CUST-NUMBER

Specifications: Data Base Name is CUST-NUMBER. Data Type is character. Format and Size is
X (7). This field is required.
Field is used store the Customer's code number.

ROUTE
Specifications: Data Base Name is ROUTE. Data Type is character. Format and Size is x(8).
Not Used.

SALES-REP-ID

Specifications: Data Base Name is SALES-REP-ID. Data Type is character. Format and Size
is X(6).
Field is used to store the Salesman’s Code.

Accounts Receivable
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CUSTOMER MAINTENANCE

Use Customer Maintenance to create, maintain, and inquire detailed records for each of your customers.

Customer Numbering Methods

The Accounts Receivable module allows you to assign up to seven characters to identify each customer. All customer
number MUST start with the Company Code. You can use numbers, letters, or a combination of both.

Because customer numbers are used to identify all Accounts Receivable transactions, it is important that you employ a
method of assigning numbers that best suits your requirements. Three possible numbering methods, along with an
explanation of the benefits of each method, are described on the following pages.

Numbers Only

This method speeds data entry when the numeric key pad on your computer is used. This method is especially suitable
for businesses with a large number of customers where it may not be practical to assign a descriptive code to each

A Combination of Numbers and Letters

This method allows for the assignment of codes using common customer information, such as the first two or three
characters of the customer name, followed by a four-digit number. This number might be the last four digits of the
customer's phone number, or another unique number.

An Abbreviation of the Customer Name

This method allows you to identify the customer by looking at the abbreviated name (for example, ABCPROD, AFEDCOR,
or APROTEC).

Additionally, all Accounts Receivable reports list customers in an alphabetical sequence. Although this method is the
easiest method to use, it is only practical if you have a relatively small number of customers whose names you easily
recognize.

When choosing a humbering method, remember that most Accounts Receivable reports can be sorted almost anything

If a numeric customer numbering method is used, you can use the customer name Sort feature to obtain alphabetical
listings of customer information. You can also use the Sort field on the Customer Maintenance Main tab to sort customers
by other information, such as types of service, product, or industry.

Building the Customer Master File

During System Startup, you will build a Customer master file containing records for each of your customers. You can
access and retrieve information from the files previously established (for example, salesman code and terms code) to
speed data entry.

Entering Customer Information
On the Accounts Receivable Main menu, click Customer Maintenance.
On the Customer Maintenance Main tab, enter the customer address,

Accounts Receivable
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File is used to store CUSTOMER INFORMATION

%% CDI Premium Applications, Computer Distributors, Inc. (787)793-3434 fax (787)793-6354 M=1E3

MAINTENANCE OF CCSMS,

CUST-NUMBER: _

CUST-HAME: |JDHN ROVIEA SECOND-HAME: |CARLDS MATOS

LOUTE: |gzTE

SALES-REP-ID:

PRICE-LIST: CONTACT: |.:J_:i_ente.jpg’

0
CREDIT-LIMIT: 9,995,953 COST-TYPE: |LETAL

ADDRESS-L1: |EDIFICID INDUSTEIAL PHYS-ADD-1: |same
ADDRESS-LE: |ESPACID = PHYS-ADD-Z: |11
ADDRESS-L3: |s.uJ JUAN P.E. 00927-3456 PHYS-ADD-3: |

FHONE-NUMBER: | (757} 787-4526 SECOND-PHONE: | (737, 7e5-5z62
FAX-PHONE: |(737) 7¢7-5862 TERME-CODE: |74 24 10 DAYS NET 20 ~| B

E-MATL: |CARLDS MATOS GIOHN E.COM E-MAILZ: |
CHECK-ACCERT: [y CONTRACT-IND: |a_
DATE-IN: |g7/0z2/03 DELINQUENT-TI: |_

DISC-PERC: oo P_0.REQ:
W

VIEWER TAE WERT IMAGE PASSWORD SAVE LELETE EXIT

Enter data or press ESC to end.

ADDRESS-L1

Specifications: Data Base Name is ADDRESS-L1. Data Type is character. Format and Size is
X(30).
Field is used to store the first line of postal address.

ADDRESS-L2

Specifications: Data Base Name is ADDRESS-L2. Data Type is character. Format and Size is
X(30) .
Field is used to store the second line of postal address.

ADDRESS-L3

Specifications: Data Base Name is ADDRESS-L3. Data Type 1is character. Format and Size is
X (30) .
Field is used to store the third line of postal address.

Accounts Receivable



DI Computer Distributors, Inc.
CDI Premium Applications

BACK-ORDER-I

Specifications: Data Base Name is BACK-ORDER-I. Data Type is character. Format and Size
is X.

Field is used to indicate if customer accepts back-orders.

A = Customer does not accept back orders.

BEEPER-BASE

Specifications: Data Base Name is BEEPER-BASE. Data Type is character. Format and Size is
(XXX) XXX-XXXX.

Field is used to store a Beeper Base telephone number.

BEEPER-UNIT

Specifications: Data Base Name is BEEPER-UNIT. Data Type 1is character. Format and Size is
x(8) .

Field is used to store a Beeper unit number.

BILLING-DATE

Specifications: Data Base Name is BILLING-DATE. Data Type is date. Format and Size is
99/99/99.

Field is used to store next expected date of billing maintenance agreement.

BIRTH-DATE
Specifications: Data Base Name is BIRTH-DATE. Data Type is date. Format and Size is
99/99/9999.
Field is used to store the birth date of customer, if a person. Format: mm/dd/yyyy.

BNDD

Specifications: Data Base Name is BNDD. Data Type is character. Format and Size is x(20).
Field is used to store the license number in pharmacy products.

CHECK-ACCEPT

Specifications: Data Base Name is CHECK-ACCEPT. Data Type is logical. Format and Size is
yes/no. Default Value is yes.
Field is used to indicate if checks are accepted from this customer.

COMM-%

Specifications: Data Base Name is COMM-%. Data Type is decimal. Format and Size is >9.99.
Default Value is 0.

Field is used to store salesman commission $ - UP TO 99.99.

o)

Commission % of sales if the commission is based on the customer.

CONTACT

Specifications: Data Base Name is CONTACT. Data Type is character. Format and Size is
% (30) .
Field is used to store Name of contact person at customer.

Accounts Receivable
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CONTRACT-IND

Specifications: Data Base Name is CONTRACT-IND. Data Type is character. Format and Size
is X.

Field is used to indicate: A=Active Contract, S=Special price apply if avail in multi-
price.

A = Customer with contract. Only products on his price list can be sold to him, and at
the price established on the price list.

S = Customer with special contract. Requires special programming.

CONTRCT-FORM

Specifications: Data Base Name is CONTRCT-FORM. Data Type is character. Format and Size
is x(8).

Field is used to store Form name of contract in the auto sale module for this bank.

CREDIT-AMT

Specifications: Data Base Name is CREDIT-AMT. Data Type 1s decimal. Format and Size is -
>>>>>.99, Default Value is 0. This field can not be modified by the user.

Field is used to store Amount of credits outstanding applied to customer.

CREDIT-LIMIT

Specifications: Data Base Name is CREDIT-LIMIT. Data Type is integer. Format and Size is
->,>>>,>>9, Default Value is O.

Field is used to store Maximum credit to be extended to a customer.

CROSS-REF

Specifications: Data Base Name is CROSS-REF. Data Type is character. Format and Size is
X (6) .

Field is used to store Not in use.

CUST-NAME

Specifications: Data Base Name is CUST-NAME. Data Type is character. Format and Size is
X(30). This field is required.

Field is used to store Customer's name.

CUST-NUMBER

Specifications: Data Base Name is CUST-NUMBER. Data Type is character. Format and Size is
X (7). This field is required.

Field is used to store Number to identify this customer from the master file.. Data Entry
Validation is :CCSMS.CUST-NUMBER

CUST-TYPE

Specifications: Data Base Name is CUST-TYPE. Data Type is character. Format and Size is
X(8) . Default Value is DEFAULT. This field is required.

Field is used to store Used to classify customer by group and use on G/L interface.
Example: Supermarket, Hotels, Pharmacy etc.

DATE-IN

Specifications: Data Base Name is DATE-IN. Data Type is date. Format and Size is
99/99/99. Default Value is today.
Field is used to store Date that customer was created.

Accounts Receivable
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DEBIT-AMT

Specifications: Data Base Name is DEBIT-AMT. Data Type is decimal. Format and Size is -
>>>>>.99, Default Value is 0. This field can not be modified by the user.

Field is used to store Amount of debits outstanding applied to customer.

DELINQUENT-I

Specifications: Data Base Name is DELINQUENT-I. Data Type is character. Format and Size
is X.

Field is used to store Enter C to close account.

DISC-PERC

Specifications: Data Base Name is DISC-PERC. Data Type is decimal. Format and Size is -
>>>.99. Default Value is 0.
Field is used to store Percent of discount used to apply in the purchases.

DSCA

Specifications: Data Base Name is DSCA. Data Type 1is character. Format and Size is x(20).
Field is used to store License number in pharmacy products.

DSNO

Specifications: Data Base Name is DSNO. Data Type 1is character. Format and Size is x(20).
Field is used to store License number in pharmacy products.

E-MAIL

Specifications: Data Base Name is E-MAIL. Data Type is character. Format and Size is
x(30) .

Field is used to store E-mail address.

E-MAIL2

Specifications: Data Base Name is E-MAIL2. Data Type is character. Format and Size is
% (30) .

Field is used to store Customer email.

FAX-PHONE

Specifications: Data Base Name is FAX-PHONE. Data Type is character. Format and Size is
(XXX) XXX-XXXX.
Field is used to store Enter customer Fax telephone.

GRACE-DAYS

Specifications: Data Base Name is GRACE-DAYS. Data Type is integer. Format and Size is
999. Default Value is 0.
Field is used to store Grace Days over the due date for order hold determination.

LARG-BAL-DT

Specifications: Data Base Name is LARG-BAL-DT. Data Type is date. Format and Size is
99/99/99. This field can not be modified by the user.
Field is used to store Date of largest balance in his account.

LARGEST-BAL

Specifications: Data Base Name is LARGEST-BAL. Data Type is integer. Format and Size is -
>>>,>>>,>>>, Default Value is 0. This field can not be modified by the user.
Field is used to store Largest balance amount in his account.
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LAST-PAY-DT

Specifications: Data Base Name is LAST-PAY-DT. Data Type is date. Format and Size is
99/99/99. This field can not be modified by the user. Field is used to store Date of
payment of last customer.

LICENSE

Specifications: Data Base Name is LICENSE. Data Type is character. Format and Size is
99999999.

Field is used to store License number of pharmacy..

MTD-COST

Specifications: Data Base Name is MTD-COST. Data Type is integer. Format and Size is -
>,>>>,>>9, Default Value is 0. This field can not be modified by the user.

Field is used to store Total dollar amount during the month in cost of sales for
customer.

MTD-SALES

Specifications: Data Base Name is MTD-SALES. Data Type is decimal. Format and Size is -
>,>>>,>>>.99. Default Value is 0. This field can not be modified by the user.
Field is used to store Total dollar amount during the month in sales for customer.

OCUPATION

Specifications: Data Base Name is OCUPATION. Data Type is character. Format and Size is
X(20) .

Field is used to store Description of customer if person or line of business is co.

ON-ACCOUNT

Specifications: Data Base Name is ON-ACCOUNT. Data Type 1s decimal. Format and Size is -
>>>>>.99, Default Value is 0. This field can not be modified by the user.
Field is used to store Sum of payments not applied to specific invoices.

ON-ORDER-AMT

Specifications: Data Base Name is ON-ORDER-AMT. Data Type is decimal. Format and Size is
->,>>>,>>>.99. Default Value is 0. This field can not be modified by the user.

Field is used to store Dollar amount in total value of orders pending delivery.

OPEN-INVOICE

Specifications: Data Base Name is OPEN-INVOICE. Data Type is decimal. Format and Size is
->>>>>.99. Default Value is 0. This field can not be modified by the user.
Field is used to store Sum of open invoice not paid.

ORG-TYPE

Specifications: Data Base Name is ORG-TYPE. Data Type 1is character. Format and Size is
X(1l2).
Field is used to store Multiple Options (P=P.0O. Mandatory) .

PHONE

Specifications: Data Base Name is PHONE-NUMBER. Data Type is character. Format and Size
is (XXX) XXX-XXXX.
Field is used to store Telephone number of the customer.
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PHYS-ADD-1

Specifications: Data Base Name is PHYS-ADD-1. Data Type is character. Format and Size is
X(30) .

Field is used to store First line of the physical address.

PHYS-ADD-2

Specifications: Data Base Name is PHYS-ADD-2. Data Type is character. Format and Size is
X(30) .

Field is used to store Second line of the physical address.

PHYS-ADD-3

Specifications: Data Base Name is PHYS-ADD-3. Data Type is character. Format and Size is
X (30) .

Field is used to store Third line of physical address.

PRICE-LIST

Specifications: Data Base Name is PRICE-LIST. Data Type is character. Format and Size is
X(8).

Field is used to store Specific price list code for customer. The price list must be
define on the price list file of the inventory module.

PRIOR-YR-SLS

Specifications: Data Base Name is PRIOR-YR-SLS. Data Type is integer. Format and Size is
->,>>>,>>>. Default Value is 0.

Field is used to store Total dollar amount of sales during the last year.

PROPERTY-STA

Specifications: Data Base Name is PROPERTY-STA. Data Type is character. Format and Size
is X(10).

Field is used to store Only use in Gas Module.

QTY-BRK-CD

Specifications: Data Base Name is QTY-BRK-CD. Data Type is character. Format and Size is
X.

Field is used to store Not in use.

REMARKS

Specifications: Data Base Name is REMARKS. Data Type is character. Format and Size is
X (30) .

Field is used to store Comments.

ROUTE

Specifications: Data Base Name is ROUTE. Data Type is character. Format and Size is x(8).
Field is used to store Route where customer is located. Example: East, West, San Juan,
Ponce, 00966, 00922 etc.

RTND-CHK-CNTR

Specifications: Data Base Name is RTND-CHK-CNTR. Data Type is integer. Format and Size is
->,>>>,>>9, Default Value is O.
Field is used to store Counter for returned checks received.
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RTND-LAST-DT

Specifications: Data Base Name is RTND-LAST-DT. Data Type is date. Format and Size is
99/99/99.

Field is used to store Last returned check's date.

SALES-REP-ID

Specifications: Data Base Name is SALES-REP-ID. Data Type is character. Format and Size
is X(6). This field is required.

Field is used to store Code to indicate the salesman representative in charge of this
account.

SALES-TAX-CD

Specifications: Data Base Name is SALES-TAX-CD. Data Type is character. Format and Size
is XX.

Field is used to store Number to indicate a specific taxing authority code-Sls.

NOT USED.

SECOND-NAME

Specifications: Data Base Name is SECOND-NAME. Data Type is character. Format and Size is
X(30) .

Field is used to store Name of owner, mgr or DBA company name etc.

PHONE-2

Specifications: Data Base Name is SECOND-PHONE. Data Type is character. Format and Size
is (XXX) XXX-XXXX.

Field is used to store Second telephone number available with current customer.

SERV-CHR-IND

Specifications: Data Base Name is SERV-CHR-IND. Data Type is character. Format and Size
is X.

Field is used to store No to indicate service charge ""= No "A"= Yes.

SLSMN-ROUTE

Specifications: Data Base Name is SLSMN-ROUTE. Data Type is character. Format and Size is
x(8).

Field is used to store Used by salesman to organized his customer route on the Route
Accounting Module. UP TO 8 CHAR.

SOC-SEC

Specifications: Data Base Name is SOC-SEC. Data Type is character. Format and Size is
999-99-9999.

Field is used to store Social Security number for customer.

SPEC-DICT-I

Specifications: Data Base Name is SPEC-DICT-I. Data Type 1is character. Format and Size is
X.

Data Entry Validation is :SPEC-DICT-I = "A" OR SPEC-DICT-I = "B" OR SPEC-DICT-I = " ".
Field is used to store Method of applying customer discount. A = at end of invoice B = By
item.
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STATEMENT-I

Specifications: Data Base Name is STATEMENT-I. Data Type is character. Format and Size is
X.

Field is used to store A = No statement will be printed for customer.

TERMS-CODE

Specifications: Data Base Name is TERMS-CODE. Data Type 1s character. Format and Size is
XX. This field is required.

Field is used to store Term Code to identify customer payment terms. Must be define on
Terms File.

YTD-COST

Specifications: Data Base Name is YTD-COST. Data Type is integer. Format and Size is -
>,>>>,>>>_. Default Value is 0. This field can not be modified by the user.
Field is used to store Total dollar amount during the year cost of sales for customer.

YTD-CREDIT

Specifications: Data Base Name is YTD-CREDIT. Data Type is integer. Format and Size is -
>,>>>,>>>_. Default Value is 0. This field can not be modified by the user.
Field is used to store Total dollar amount of credits that have been issued for customer.

YTD-PAYMENTS

Specifications: Data Base Name is YTD-PAYMENTS. Data Type is integer. Format and Size is
->,>>>,>>>. Default Value is 0. This field can not be modified by the user.
Field is used to store Accumulation of total payment during the current year.

YTD-SALES

Specifications: Data Base Name is YTD-SALES. Data Type is integer. Format and Size is -
>,>>>,>>9, Default Value is 0. This field can not be modified by the user.
Field is used to store Accumulation of total sales during the current year.
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CUSTOMER'S SHIP-TO FILE

File is use for: Defining the customers shipping places.

% Procedure Editor - Run @@@
MAINTENANCE SHPTO, OE CUSTOMER'S SHIP-TO FILE
CUST-NUMBER  p100 SHIPNUMBER: 1g
CUST-NAME:  [THE GOOD STORE ADDRESSLY:  [ANY STREET
ADDRESS-L2 IANYWHERE ADDRESSL3:  [SANJUAN, P.R. 00922
CONTACT: IJDE ROGERS PHONENO:  [{555) 5555555
PRICELST: [T ROUTE:  [s5
SALESREPAD: [V

ADDRESS-L1

Specifications: Data Base Name is ADDRESS-L1. Data Type is character. Format and Size is
X(30).
Field is used to store First line for physical address.

ADDRESS-L2

Specifications: Data Base Name is ADDRESS-L2. Data Type is character. Format and Size is
X(30) .
Field is used to store Second line for physical address.

ADDRESS-L3

Specifications: Data Base Name is ADDRESS-L3. Data Type is character. Format and Size is
X(30).
Field is used to store Third line for physical address.

CONTACT

Specifications: Data Base Name is CONTACT. Data Type is character. Format and Size is
x(30) .
Field is used to store Name of contact person of supplier.

CUST-NAME

Specifications: Data Base Name is CUST-NAME. Data Type is character. Format and Size is
X (30) .

Field is used to store Name of customer of shipping location.

CUST-NUMBER

Specifications: Data Base Name is CUST-NUMBER. Data Type is character. Format and Size is
X (7). This field is required.
Field is used to store Number to identify this customer from the master file.
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ITEM-CNT

Specifications: Data Base Name is ITEM-CNT. Data Type is integer. Format and Size is >9.
Default Value is O.
Field is used to store Not Used.

PHONE-NO

Specifications: Data Base Name is PHONE-NO. Data Type is character. Format and Size is
(XXX) XXX-XXXX.
Field is used to store Location telephone.

PRICE-LIST

Specifications: Data Base Name is PRICE-LIST. Data Type is character. Format and Size is
X(8).
Field is used to store Specific list number in reference to current ship-to.

ROUTE

Specifications: Data Base Name is ROUTE. Data Type is character. Format and Size is x(8).
Field is used to store Location assign route.

SALES-REP-ID

Specifications: Data Base Name is SALES-REP-ID. Data Type is character. Format and Size
is X(6).
Field is used to store Salesman Code assign to this location.

SHIP-NUMBER

Specifications: Data Base Name is SHIP-NUMBER. Data Type is character. Format and Size is
X(7) .
Field is used to store Number to represent this location.

SLSMN-ROUTE

Specifications: Data Base Name is SLSMN-ROUTE. Data Type is character. Format and Size is
x(8).
Field is used to store Route assign by sales in Route Accounting Module.
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TRANSFER CUSTOMER WITHIN SALESMAN.

This procedure is use to re-assign customer to a different salesman.
If you only want to change the customer to another salesman for future transactions, then
you can go to the customer master file and change the sales-rep-id.

But if you need to change previous invoices or change a group of customers or invoices
then use this procedure.

CUSTOMER TRANSFER FROM SLM TO SLM
Do yvou want to change all cuscomers from the old salesman?
Do You Want To Change The Open Inwvoice From One Salesman To The Other?
Do vou want to change all open invoices?

-

Mark the first box if you want to change all customer from a salesman to a new salesman.
This will change the customer Master only.
If you do not mark this box the system will ask you for each particular customer
that you want to change.

Mark the second box if you want to change the open invoices from those customers to the
new customer.
If you do not mark the box , the master file of the customer will be change but
not the open invoices. This means that the old salesman will still be responsible
for the old invoices, but new invoices will be credit to the new salesman.

Mark the third box if you want to change all the customer invoices to the new salesman.
If you do not mark this box the system will request from you what invoices do you

want to change to the new salesman.

After you depress F2 or Go the system will ask you for the old and new salesman.
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MISCELLANEOUS RECEIPT ENTRY.

This procedure is use to deposit amounts received not coming from customers.

**G/L JOURNAL ENTRY™*

FISCAL-YEAR: 2007 PERIOD: 05 TRAMNS-DATE: 05/15/07
R-DESCRIPTION: DEPOSIT RECEIPT

LN JOURNL-DESC ACCT DEBIT CREDIT

001 |[DEPOSIT RECEIRT | 101010 | .00 .00

Enter the Fiscal year, Period and Date to be used to post to the General ledger.
Enter a description for this deposit.
Enter a description for the Journal the to be posted and the debit or credit amount.

After all entries are made you must print the Miscellaneous Receipt Journal.

CREDIT APPROVED REPORT

This report will show who approve an invoice to a customer who have some kind of hold.

DIFERENCE ADJUSTMENT REPORT

This Report is used to select partially paid invoices whose balances and les than the
amount entered. You can use this to call this customer and try to resolve what ever
problem has this partial invoice outstanding.

Or you can decide to credit all those balances automatically using the DIFERENCE
ADJUSTMENT UPDATE.
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OTHER MAINTENANCE
A/R CONSECUTIVE RECEIPT NUMBER

If you want to use a receipt number assign by the system , enter here the number to start
here.

A/R ADJUSTMENT DESCRIPTIONS

You can create adjustments description here to be used when adjustments are made.

TOWN CODE MAINTENANCE

If you are going to use the Route Field in the customer file you should create all the
Valid routes here. Route is normally the town name or a geographical area. North, West
etc.

A/R CODE RECEIPTS DESCRIPTION.

Use to create standard description for the printing of receipts.

FIX CUSTOMER BALANCES.

On occasions due to some malfunction the balance of a customer could become un balance.
Use this procedure to fix the customers balances.
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CUSTOMER INQUIRY

% CDI Premium Applications, Computer Distributors, Inc. {787)793-3434 fax (787)793-6354

CUST-NUMBER: ) 4
CUST-NAME: om0 ROVIEL OPEN-INVOICE: 151435 23
ON-ACCOUNT: AT, B2 CHECK-ACCEFT: [
CREDIT-AMT: BT, D CREDIT-LIMIT: 4 599 999
TERMS-CODE: 54 LAST-PAY-DT:  pzrp1/07
BALRNCE: 189,015.75 ADDRESE-L1:  gRLIpIcIo INDUSTRIAL
ADDREBS-LZ:  gapaprp 2 ADDRESE-L3:  cuy JUuaw P.E. 00922-3458
CONTACT:  oliomre. ipa CONTRCT-FORM: 2

[~ PRE-FILTER DETAIL HEADER BUTTON PASSTWD:

BUTTO OMER INVO 00:00:0
TOTAL |INV-NO|  BAL-DUE[DATE TOTAL PROFIT|PE0%[pay DATE[paTD amr[apreprsclace|zis[rEmms[r 0. [orpER [RETURN cHECE ”
3 A00053  3,338.03 05/23/04 15330.00 5,443.43 34 03,/26/06 1199397 Z.00999m 20 ;
T A00061 72,017.23 08/15/04 50000.00 34,000.00 38 03/27/08 11087.77 -6500.00 988w 30 As0447 AS0447
B A00079 .00 10/20/04 14.00 2.80 2005/11/06  14.00 o0 sgem 30
| 400026 .00 01701708 52,38 z7.24 52 O0E/ll/06  E2.38 .00 BlEm 30 L3046Z RI04EZ
B annlzo .0003/10/04  152.00 31.00 2005/1l/06 152.00 .00 999w 30
B an01zl 0003710704 172.00 41.00 24 08/1l/06 172.00 .00 9%%m 30
B annlzz 0003710704 154.00 37.00 2108/11/06 154.00 .00 999w 30
B an01z3 .0003/10/04  155.98 33.98 22 05/11/06 155.98 00999 m 30
B AnD124 00 04/l0704 15189 30,89 2008711706 151,39 00555 W 30
B ADSEET .0001/13/04 1.00 .90 30 12/13/08 1.00 00999 m 30
| ADEETE 22.08 03/01/04 zz.08 3.68 17 .00 .00 933n 30
B ADSEE9 .3005/11/04 .30 .06 20 .00 .00 999w Ch v
FUTURE| CURRENT| 30 DATE| 60 Davs| 50 DATS| 120 Davs| ~
[+] oo oo 00 oo 80507 188,210 68 -
< >
‘ TRANSAC ‘ ITEMS | SALESMAN ‘ FET-CHK ‘ SHIFTO ‘ HIST Iy | SALES | PaYMENTS ‘ ORDERS ‘ su‘m{‘ FILT‘ PDF |

) &
ITEME ‘ SIZES ‘ APF.Credit | BACK‘ ' PP\IN'I‘ w

Enter data or press ESC to end.

Use Customer Inquiry to review information for a specific customer, such as the address, terms, date established, sales
history, and receipt history. The Customer Inquiry header contain similar information that appears on the Customer
Maintenance. For more information about each option and button, see Customer Maintenance.

On the Accounts Receivable Inquiry menu, click Customer Inquiry.

The information provided can only be viewed. The System Security feature can be used to restrict Customer access only
to personnel authorized to see the customer information.

On the Customer Inquiry Menu Select the Accounts Receivable Inquiry or on the tool bar at the top select The Customer
Statement icon.

On the header part you can show the data on the master file of that customer.

On the detail area you have multiple buttons to show data fro that customer. You can add buttons hide buttons or change
the data that you want to show on the inquiry. (See the Power Users Manual for this).
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Information stored and maintained includes the date established, date of last activity, last payment, along with period-to-
date, year-to-date, and last-year sales and profit history information. This information is updated automatically when
invoices, cash receipts, and statements are processed for the customer.

Buttons:

Invoices: Shows all open invoices and all invoices paid that have no been moved to the history file via the End Of Month
Purge Process.

Click the Invoices Button to view a list of open invoices by customer, and a breakdown of total invoiced amounts due by
aging category. Use this feature to access open invoice records when handling phone inquiries from your customers, or to
review the status of outstanding invoices.

An aging summary contains invoice totals information for the current customer. This summary includes the total balance
for the current customer and a breakdown by the aging categories specified in Accounts Receivable Options. The current
invoice amount due also appears.

Transactions: After you select an invoice of the Invoices Button screen, you can see all the transactions for that invoice
using this button. EX: Payments, Adjustments etc.

Items: After you select an invoice of the Invoices Button screen, You can see all then items that were invoice on that
invoice. Click the Item to button to display the contents of the invoice. The quantity of each item , prices profit etc.

Salesman: It will show all the salesman allow to make sales to this customer, when the multiple salesman by customer
option is in use.

Ret-Chk: It will show all returned checks issue by this customer.

Ship-To: When the customer has multiples locations, this function will show all the ship to’s associated with the customer.
Hist-Inv: Use Invoice History Inquiry to view detailed or summary invoice information.

You can use this window to access invoice history information when handling a customer phone inquiry. If the Sales Order
module is installed, you can access invoice history information for invoices entered in both modules.

The information provided by Invoice History Inquiry can only be viewed.

Normally at end of month a purge procedure is run to eliminate the paid invoices from the current customer account and
they are copy to the customer history file. You will see here all invoices that were purge form the Current account.

Sales: You will see here all invoice issue to that customer.

Payments: This option will show you a weighted dollar/ days average payment days by year by month for the customer.
Orders: Will show all open orders for the customer. Click the button to view open orders (standard and back orders) for a
specific customer. All open orders display sequentially by order number, along with the total amount of open orders for the
selected customer.

Items: After you select an order of the Orders Button screen, you can see all items pending delivery for that order.

Sizes: After you select an item of the Items Button screen, you can see all sizes sold for this item when the item is sold by
size.

App-Credt: This button is used by credit manager to approve and order or an invoice for a customer that have failed the

automatic credit validation. The user doing the order or invoice must be waiting for the approval on the order screen. The
approval will be for this order only.

Accounts Receivable



Computer Distributors, Inc.
CDI Premium Applications

INVOICE INQUIRY

This inquiry is use to locate and se a particular invoice.
Using the filter button you can select a range of invoices by invoice number or by date
or by customer etc.

Then you can select the invoice and use the ITEMSiNV button to see the items on that
invoice.

|~ PRE-FILTER DETAIL HEADER BUTTON PASSWD

0 QUIR AR 00:00:0

TOTAL WH|INV-NO|DATE CUST-NAME BOX|SHIPPED|RETURN|PRICE-EXT|P.O. |LOT|SLSMAN|ORDER |VIA[DRP
b frwvwo T 1406326 05/03/07 PETRONTLO 70 S0z eai 09 no !

INV-NO 1 ADG329 05/08/07 NARANJITO SHOPPING CENTER 1l0zZ.0 100.053,500.00 H cdi A90739 02 no

INV-NO 1 ADE330 05722407 PEDRO ACEVEDOD 2.0 1.0 lz.84 AS no

INV-NO 1 ADE331 05/ZZ/07 PEDRO ACEVEDD 3.0 1.0 lz.84 AS no

INV-NO 1 AD6332 05/22/07 PEDRO ACEVEDOD 3.0 1.0 1z.384 AS no

INV-HO 1 A0&333 05/2Z2/07 PEDRO ACEVEDO 3.0 1.0 1z.84 AS no

PTOTALS i} 121.0 102.053,554.30 no
<

OPERN INV HIST INY ITEMS INV s

" PRE-FILTER DETAIL | HEADER | BUTTON PASSWD

A*CITY-TAX* 1 ADE323 05/08/07 1.0 0.0 750.00 cdi A90739 02 no
A*STATE-TAX* 1 A0&3Z3% 05/08/07 1.0 0.0 £,750.00 cdi A9073%9 02 no
bTUT.kLS 0 102.0 100.0 53,500.00 no
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END OF DAY STATUS

This inquiry is very useful to see how are today sales and collections going.
If the Invoice Journal and the Cash Receipt Journal has not been close, you can see the
open Jjournals.

% CDI Premium Applications, Computer Distributors, Inc. (787)793-3434 fax (787)793-6354

1 ALMACEN CaA

NAMB:  AlMACEN CAPARRA OFFICE TELEPHONE:  (9g7; 793-3434 E
ADDLl:  cApARRA OFFICE CENTER ADDZ: 22 ORTEGON STREET
hCCT: ADD3:  ChpARRA HEIGHTS PR 00920

MANAGER:  y7cTOR RODRIGUEZ

=
" PRE-FILTER DETAIL | HEADER | BUTTON PASSUD|
B 0 R CA R BA 00:00:04
TOTAL |INVOICE[CASHIER|TP|DATE CUST-NO|NAME OLD-BAL PAID Dsi| NEW-BAL|REF RECPT ~
1 R06008 1 03/06/06 ACASH __Cliemte Cash 00 sz 00 00 00008 =
A05947 1 02/24/06 a0l LUIS ACEVEDO .00 .32 .00 .00 00000
ADE002 1 03/06/06 ACASH Cliente Cash .00 .32 .00 .00 00000
AD5950 1 02/24/06 a0l LUIS ACEVEDO .00 .3z .oo .00 00000
A0600Z 1 03/06/06 ACASH Cliente Cash .00 .32 .00 .00 00000
AODE9SL 1 02/24/06 a0l LUIS ACEVEDO .00 1.00 .00 .00 00000
ADS960 1 02/28/06 a0l LUIS ACEVEDO .00 6.32 .00 .00 00000
ADE0OOL 1 03/06/06 ACASH Cliente Cash .00 1.32 .00 .00 00000
ROS9EL 1 |
A0E000 1 [T PRE-FILTER DETAIL | HEADER | BUTTON PASSUD|
AD5944 1 B 0 AR 0 DURNA A" 00:00:0
AD5959 1 TOTAL |CASHIER|INVOICE[DATE CUST-NO|NaME TOTAL|FRG/MIC| DISC PROFIT|PROS% [TERMS([DRP
1 A06234 10/12/06 acash Cliente Cash 80.12 .00 .00 66.79 83CA no
I 1 ADE2Z35 10/12/06 acash Cliente Cash 105.51 .00 .00 87.96 83CA no
B 1 AD6236 10/12/06 acash Cliente Cash 67.26 .00 .00 56.07 83CA no
< | 1 AD6237 10/12/06 acash Cliente Cash 65.94 .00 .00 54.97 83CA no
CASHIER INV.JRNL == 1 h06238 10/12/06 acash Cliente Cash 85.73 .00 .00 71.47 83CA  no
B 1 ADE239 10/12/06 acash Cliente Cash 92.32 .00 .00 76.96 83CA no
| 1 A06240 10/24/06 acash Cliente Cash 1,674.75 .00 .00 1,265.34 76CA  no
1 406241 10/24/06 acash Cliente Cash 1,674.75 .00 .00 1,265.34 76CE  no
| 1 AD624Z 10/25/06 acash Cliente Cash 65.94 .00 .00 57.25 87CA no
Enter data or press ESC to end) 1 R06243 10/25/06 acash Cliente Cash 6.60 .00 .00 5.73 87CA no
| 1 AD6244 10/25/06 acash Cliente Cash 938.92 .00 .00 85.89 87CA no
B 1 ADE245 10/27/06 acash Cliente Cash 362.70 .00 .00 314.92 87CA no
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A/R SHORT BALANCE

This report will show the age balances by customer.

™ PRE-PILTER TATATL | WIADER | DUTTON FASIWD

TOTAL -} [UFT=HiHI B L=TIN [UER THID DALTYEED Tl B AFIRLED
(i }] ADODLE TN AHITH 1,170, 72 N ] ] a0 L,l7i.7%
CTdTY &0ODEF FEMRD FRRMANTAE B 1, W ./ ./ ] -a0  E.akL.0R
CTdY AOGODd LTS ACEFED 1,BLE, . 4] . 4 . 4] -ab L 81d.ED
CTdY AOGDEE TONN EDVIRL b 2 . 4 . 4 . 4] -ab 4. ED
CTdY &08Ed FERRD BHITH a0, 0 ] ] , 4] -ab . a0
(52 }] AL LIId ALEFEDG L¥ [T, B2 ] ] ] a0 13,087.E0
ChdY AOLTER FEFRD RITIRL 4, BED, B4 ] ] ] a0 WA
CTdY &OLTEY LTS SHLIH E, ELE, 7 , 4] . 4] , 4] -ab E,E14.07
CTdY AOLEFY TN ACEWEDG =5, F31,18 =0, BE].00 ] , 4 -ab ARH. W
CTdY &LOE FEFRD ACEVEDLD =%, FIT, BB EE. ] , 4 A0 =§,5F0.8%
CTdY ] TAEHIN PLENTOH B0, 0 , 4 , 4 ] -ab ]
CTdY &OE1IEYL LOTd ROUTRA 1y, M7, 42 ] ] ] ap 19,307 42

A/R SHORT AGING BY SALESMAN.

This report will show the age balances by customer By Salesman.
L

[T PRE-FILTER DETAIL | HEADER | BUTTON PAssuD|
i () P i AM A REPORT 00:;00
SLE|SALES-NAME [CUST HNAME INV-NO|THM|DATE BAL-DUE |AGE CURE. [20DAYS| €0DAYS| S0DAYS OVERSD
i1 vendedor uno Acash Cliente Cash ACO204 CAO2/701/06 -.85 203 oo .00 .00 i) -85
1 vendedor umo ACASH Cliemte Cash A067EE CA 11/15/06 131 6z 187 oo oo oo oo 131 62
1 vendedor wuno ACASH Cliente Cash AOBEET CA 11715706 13162 137 .oo .ao .ao _ono 131.62
1 vendedor wuno ACASH Cliente Cash AOBEEE CA 1171506 ZE3_EZ 137 oo .ao oo _ono ZE3_EE
1 wendedor uno ACASH Cliente Cash ADEZEE CA 11/15/06 131.6E2 137 M) s} s} M) 12l.6E
1 wendedor uno ACASH Cliente Cash ADEzE4 CA 11/15/06 131.6E2 137 M) s} s} M) 12l.6E
1 wendedor uno ACASH Cliente Cash AQEZE3 CA 11/15/06 131.6E2 137 . 0o s} s} M) 121l.6E
1 vendedor wuno acash Cliente Cash AOEZ47 CA 103006 Z6.09 213 oo .ao oo _ono Z6.0%9
1 vendedor wuno acash Cliente Cash AOEE46 CA 102706 28_9F 216 oo .ao oo _oo 2892
1 vendedor wuno acash Cliente Cash ADGE4L CA 10527706 FEZ_70 216 oo .ao .ao _ono ez 70
1 vendedor uno acash Cliente Cash A0sZ44 Ch 10FSEE/0E 28,92 E18 oo .00 .00 oo Q892
1 wvendedor uno acash Cliente Cash A0EEZ43 Ch 10SEE/0E .50 218 .oo .ao .00 .oa S.50

CUSTOMER SHIP TO REPORT

This report will print the ship to’s of customers selected.

CUSTOMER LABEL PRINTING

This procedure is used to print labels for customer files of envelopes.

Accounts Receivable
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CUSTOMER WITH OPEN ON ACCOUNT OR CREDIT MEMOS

Use this report to check which customers has either On Accounts payments or Credit memos

open

(Not used yet).

This is useful to check with the customer with invoices if any they want to paid using
this open payments or memos.

[T PRE-FILTER DETATL | HEADER | BUTTON PASSWD
i (] [P DN ACCO ) CRED D0:00:0
TOTAL [CUST  [MAME OPEN-INVOICE |0N-ACCOUNT [CREDIT-AnT|DEEIT-2nT|  BALaNCE|sLsHAN
M. ..BSgdis LUIS ACRVEDOD ___32051.95 lld6.84 2.00 ;00 30.8%5. 11l
] A-POPU PEDRO ROVIRA 90442_60 54.70  7566.00 .00 82,82Z1.90 AS
E 4000001 LUIS SMITH 699285 158_00 23.20 .00 6,8l1.65al
] A0D00006 CLINET CASH 6 873.20 20_00 .00 -00 853.20 al
E AD00007 cash sale 7 .00 20_00 00 -00 -20.00 al
] AD0OOL JOHN ACEVEDO 8203752 B81908.40 3274.65 1250.00 -1,895.534l
4] A000010 JACOBO BASURA 10_00 157_90 o0 J00  -147.90 41
] A0000L3 PASTOR MENTA 425.00 57.90 .00 .00 367.10 &1
] 4000014 SPEEDY GONZALEZ .00 115.80 .00 .00 -115.80 41
] s00002 PEDRO ACEVEDOD 3034820 .00 141.63 .00 30,206.57 AS
E A00003 LUIS ROVIRA 600423 _00  £004.00 -00 ~z341
] a0l LUIS ACEVEDO 20105.20  1000.00 7.68 _00 19,097.52al
A
04 T ' OiA CR '

CLOSE ACCOUNTS REPORT

This report will show all accounts that have been close.

HISTORIC ADJUSTMENT REPORT

Use this report to review any adjustment made to an invoice.

[T PRE-FILTER ©DETAIL | HEADER | BUTTON PASSUD
; 0 R CO DNS D0:00:0
TOTAL |cusT  |cusT-MiME 1nv-wo|eay DatE|REr|pavMEnt| pIsc|eeT-cim|crEpIT|DERIT|SALS M
A D AQOOOOQL LUIS SMITH . ADDO3S 05704507 oo R oo R LD.DD_ . - Q0 LS.DDAL s
- AODODO1 JOMN ACEVEDO AD010S 05/22/07  100.00 .00  0.00 .00 .ODAL
A00001 JOHN ACEVEDO AOOL06 05/18/07 1000.00 .00  0.00 .00 .0O0AL
A00001 JOHN ACEVEDO AOOZ64 05/18/07 o0 .00  0.00 2.16 .00AL
L00O001 JOHN ACEVEDO addS5 05/18/07 100.00 .00  0.00 00 .00AL
L0001 JOHN ACEVEDO addS6 05/18/07 50.00 .00  0.00 00 .00AL
A0O001 JOHN ACEVEDO AROLLS 05/18/07 123 -150.00 .00 -160.00 00  .00AL
2000012 PETRONILOD AUE328 05/03/07 2.94 .00  ©0.00 00 .00edi
800002 PEDRO ACEVEDOD AOOZES 05/22/07 3.00 .00  0.00 00  .00AL
200002 PEDRO ACEVEDO AO4087 05/22/07 12.00 .00  0.00 00 .00AL
800002 PEDRO ACEVEDOD AO40S9 05/22/07 oo .00 0.00 00 .00AL
800002 PEDRO RCEVEDOD AO4100 05722707 oo .00 0.00 00  .00AL
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CASH OR COD INVOICES STILL OPEN

This is a very [T PRE-FILTER DETAIL | HEADER | BUTTON PAz:uD|
useful report to
check if there : U i AMD LOU U UH
are any cash or TOTAL [cvsT-wo|omv-mo|cusT-wanE EAL-DUE|DATE Tr|ace|sLs
cop inveice l....... Begdis a00003 LUIS AcRVEDO 189,50 10/17/04 30 926 AL ;
Eiiﬁ;ﬁypizrgent’ A4GDIE AOOOLS LUIZ ACEVEDO 6,265.0503/03/04 30 999 Al
should not have A&GDIS AO0DDZ3 LUIS ACEVEDO 7,206.12 03/03/04 30 999 Al
cash invoice AGGDIS AOOLS4 LUIS ACEVEDO 158.50 10/31/04 30 912 Al
open, and COD A&GDIS AOOLSZ LUIS ACEVEDO 358.50 10/31/04 30 91Z Al
invoices should A&GDIE ADOLSE LUIE ACEVEDO 277.5010/24/04 30 9194l
Ziyoiirﬁyfor one ASGDIE A00200 LUIE ACEVEDO 358.50 10/31/04 30 912 Al
AGGDIS AO0D204 LUIS ACEVEDO 277.50 10/24/04 30 919Al
A&GDIS AO0DZ08 LUIS ACEVEDO 358.50 10/31/04 30 91Z Al
AEGDIS AO0D21Z LUIS ACEVEDO 358.50 10/31/04 30 912 Al
A&GDIS AOO216 LUIS ACEVEDO 358.50 10/31/04 30 S1Z Al
AGGDIE AO0D220 LUIS ACEVEDO 358,50 10/31/04 30 91ZAl

HISTORIC COLLECTIONS AND ADJUSTMENT REPORT.

This report is use to review payments, returned checks and adjustment for any date range.

Accounts Receivable
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AIR INVOICE DATA ENTRY

ions, Computer Distributors, Inc. (T87)793-3434 fax (787)793-6354

AfR ITHVDICE ENTEY

CUST-NUMEBER: Al TRANS-DATE: 05708707 CUST-HAME: JOHN ROVIRA
LN INV-NO DATE TERMS GROSS DISC FREIGHT SLSH NET AMT
1 A25633 05/08/07 2% 500.00 0.00 0.00 m 500. 00
2 [I 05/08/07 [2% [ 0.00 0.00 0.00 |m

Use Invoice Data Entry to enter information for preparing customer invoices, and to provide a first step toward evaluating
and processing your receivables. All invoices, debit memos, credit memos, and adjustments to previously recorded
invoices must first be entered. This function is normally used to entered the opening balances of a customer when starting
with the CDI Premium System. It should not be used if you are using the Order Processing Module , after the initial
balances entry have been made.

Invoice Journal can be printed immediately after entry of invoices

To adjust an invoice after it has been updated, see Adjust Entry Procedure..

If you use a manual Accounts Receivable system or a different computerized system, you must first perform certain
preliminary data entry procedures to ensure that your accounting records are in balance.

Accounts Receivable
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INVOICE JOURNAL

The Invoice Journal is an accounting report itemizing the Invoices done normally on that day.

Information in the journal includes the invoice number, date, customer number, terms, freight, sales tax, and net and total
amounts. A total of all invoices is provided. If you use the GL interface in your Accounts

Receivable module, totals are provided Gl account. A recap of general ledger accounts to post to each division is provided

at the end of the report.

The Gross Profit information for each invoice will be show by default, but you can set a parameter to avoid printing it..

On the Accounts Receivable Transaction menu, click invoice Journal. Review the Invoice Journal and use it to balance

your invoice entries.

After Printing the report you can decide to post the journal to the G/L and close the Journal or end the procedure and keep
adding invoices.. Be sure to save the most recently modified Invoice Journal as an audit trail of invoiced receivables.
After printing or previewing the Sales Journal, the following dialog box

appears..

If you do not update at this time, the invoice information is included the next time an update is attempted.

A/R INVOICE JOURNAL

Invoice Journal Option:

SORT BY CUSTOMER NUMBER
SORT BY INVOICE NUMBER

n & O N -

. SORT BY ORDER-NUMEBER

FROM DAT!:IOS/OB/O?

TO DATE:

SORT BY CUSTOMER TYPE, CUSTOMER NUMBER
SORT BY CUSTOMER TYPE, INVOICE NUHBER

TERMINAL ID: chi

WAREHOUSE NO:ll

Select sorting option.

FROM-DATE: The default setting is that
all invoice no already updated in an
invoice journal will be printed. Enter
the date for this invoice journal.

TO-DATE: This option is not normally
set. If you set this parameter you will
be able to enter up to what date do
you want the Journal to be printed and
updated.

TERMINAL-ID: If this option is set you
will be able to request the invoice
journal for the invoices made by that
USER or Terminal..

Warehouse-no: If this option is set you
will be able to request the invoice
jornal for a warehouse.

You can combined multiples alternatives from this options.
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Invoice Journal Example:

AS OF: 05/08/07 oON: 05/08/07 WORK_ARER COMPUTER DISTRIBUTORS, INC. Page: 1
Prog: ARINVIR B:46 AM FISCAL-YR: 2007 PERIOD: 05 Comp : A

INVOICE JOURNAL BY INVOICE NUMBER TERMINAL: cdi
INV. ORDER IRVOICE STATE CITY
HUMEBER NUMEER DATE SLEMAN WH CUST N A M E GROZS TAX TAX HNET FROFIT FROFIT%
ADG31E 03/08/07 ecdi 1 acash # Cliente Cash 96,90 .00 1.45 88,35 96.90 100.%
ADB3I1S RS0T73B 03/20/07 ecdi 1 a000012 PETRONILO 498.00 27.39 T.47 532.86 83.00 16.7%
ADB3I20 AS0T738 03/22/07 edi 1 a000012 PETRONILO 562.50 30.94 B.44 601.88 93.75 16.7%
ADB3IZ1 AD0T738 03/22/07 edi 1 al000012 PETRONILD 564.00 31.02 B.486 603.48 94.00 16.7%
B I T T 1 I T L e

5412.78 103.74 47.53 5562 .54 TOTAL

AS OF: 05/08/07 oON: 05/08/07 WORK,_AREA COMPUTER DISTRIBUTORS, INC. Page: 2
Prog: ARINVJIR B:46 AM FISCAL-YR: 2007 PERICD: 05 Comp : F.

INVOICE JOURNAL BY INVOICE NUMBER TERMINAL: cdi

CASH-SALES CREDIT-SALEES TRANSFER-NO
2019, 57 3542 .57
GROSS DISC FREIGHT MISC STATE-TAX CITY-TAX HET

MTD TOTALS: 5,412 78 0.00 0.00 i lil 103.74 47.53 5,562 .54
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CASH RECEIPTS ENTRY

Use Cash Receipts Entry to record cash or credit payments against outstanding customer balances.

For open item customers, you can apply the cash or credit payments against specific open invoices, or you can record a
cash or credit prepayment or non specific invoice payment, entering a payment to On Account. You can also use

Cash Receipts Entry to apply credit memos against open invoices. Cash Receipts Entry allows you to control the entry of
each cash deposit by bank code and date of deposit. You can process any number of payments for a single day.

For each deposit, you must enter the corresponding deposit information when you print the Cash receipt Journal.
Before completing the entry, the system automatically compares

the check total amount against the total of all invoices applications entered to ensure accurate entry of data.
Transactions recorded using Cash Receipts Entry are printed on a journal, checked for accuracy, and updated the
General Ledger.

On the Accounts Receivable Transaction menu, click Cash Receipts Entry. The following Cash Receipts window appears.

% CDI Premium Applications, Computer Distributors, Inc. (787)793-3434 fax (787)793-6354

Payment Date: |05/08/07 Customer: Al JOHN ROVIRA Wh: |01 Total Updated Deposits: 7,414.60
Open Inv.: 185,940.31 On Account: _ Ret Chks: Debits: 0.00 Credits: Z,420.58 Balance: 182,467.43
o Open Invoices " Paid Invoices Pa g l_
Ope" Invoices Ref._ ate balance|Inv. amount selected
S |
8| A00053 05/23/04 3,938.03 15930.00 11993_.97 =
ADOO61 08715704 72,012.23 90000.00 11087.77 §
B A05578 03701704 2Z2.08 2zZ.08 -00 \
-AOSSSQ 05/11/04 0.30 -30 -00 < | >
: 205662 0Z/15/0S 10.00 10.00 -00 m Returned Check btn-edit-ant
AD6051 03709706 z.76 775.68 772.92
_AOGOSB 03720706 7.76 7.76 -00 - sl
= 206078 04712706 27009 01268 €42.59 invoice |pay-amount| pay-disc| oth-allow| debit-amt|credit-:
_AOGOSD 04/12/06 53.17 53.17 -00
—ADGDSS 04712706 53.17 53.17 -00
_AOSIO'J 04/13/06 53.17 53.17 .00
_).06110 04/18/06 Z2.69 2.69 .00 v
Open On Accounts & Memos
Invoice|Date Balance|S1lsRep|Trms Het Amt. Payments Cret:
AC0405 11/03/06 -25.00m 2% -25.00 -00
ACO0406 11/03/06 -25.00m 2% -25.00 -00 o
= AC0407 11/03/06 -25.38m 2% -25.38 .00 v
> =
~ Previous Invoice Transactions -
~
03/29/06 CASH8Z 400.00 - T < | > -
03/29/06 CASH83 1000.00 0.00 0.00 0.00
03/26/06 CASH84 150.00 0.00 0.00 0.00 e B
~|10/25/05 Aroz97 0.00 0.00 0.00 100 [Aitheckeiocel SRC-00 Jalancec .00
< | ! n Account Cancel Update |
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Fields on the screen:

Payment Date: You must decide what payment date will mean to your company.
You could enter:
Date on customer check (Not usually recommended)
Date payment arrive to your company.
Date payment was entered into the system
Customer: Enter Customer Number.

Wh: If the option of entering payments by warehouse/Location is on, the warehouse assigned to this user will be
automatically entered. You can change it if this payment is from another warehouse.

Total Update Deposits: This is a running total of payments entered by this user for which the Cash receipt Journal have
not been updated yet.

Open Inv: This is the sum of all invoices Due by the customer.

On-Account: This is the sum of all payments received by the customer that have not been posted to any particular
invoice. The on account field can be use to receive payments form the customer, reducing his balance but without
applying to any particular invoice. This is useful if you want to ask with your customer to clarify to which invoice you must
applied his payment. It can be used also to enter deposits for an order that will be shipped at a later date.

Ret-Chks: Sum of open returned checks not paid by the customer.

Debits: This is the sum of Debits memos owe by the customer. Not usually used).

Credits: This is the sum of Credit memos not used yet by the customer.

Balance: Customer outstanding Balance.

Open Invoices toggle: This option will show all open invoices due by the customer on the Open Invoices Browser
Use this to select which invoices are been paid by the customer.

Paid Invoices: This option will show all Paid invoices customer on the Open Invoices Browser
Use this to reverse a payment applied to and invoice. Because the invoice was paid it will only show on the paid
invoices toggle.

Open Invoices Browser: This Browser show the Open Invoices or Paid depending the option selected.
You can sort the invoice Doble clicking the column label of the desire column.

Open On Accounts & Memos Browser: This Browser show the Open Memos and on account.
You can sort the invoice Doble clicking the column label of the desire column.

Previous Invoice transactions: This will show all transactions for the invoice selected in the open Invoices Browser.

Payment Check Browser: This will show the Information for the payment been entered. Including the amount pending to
be applied from that payment.

Accounts Receivable
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New Payment Button: Use this button to start a enter a new customer payment.
Returned Check: Use this button to start a enter a new customer returned check.

Btn-edit-amt: Use this button to applied a partial payment / discount to and invoice. You must select the invoice on the
Selected Invoices Browser first.

Selected Invoices Browser: This will show all invoices that are been paid with this payment.
Check total: Total of payment entered.
Balance: Balance of payment pending application.

On Account Button: If you do not want to applied the payment or the remaining amount to any particular invoice, use
this button to enter the amount to on account.

Cancel Button: use to cancel payment entry.

Update Button: After applying the payment use the Update Button to finis and update this payment.

Payment Procedure:

After entering the date, customer and warehouse, select the New payment Button and
fill the screen data.

Check/ Reference Entry

Payuent Type: [CRNIICL NN ~ |

Check/Ref Number: I REPEAT
Check/Ref Dace:lOS/lO/O? REPEAT

Description: I

Amount:l

Cancell Continue

Payment Type: Cash, Check, Visa etc.

Check/Ref number: Enter Check or reference Number.
Date: Date of check

Description: Any general comment.

Amount: Total Amount of check or payment.

To applied payments to and invoice Doble Click the invoice on the Open invoices Browser.

Each line represents payment distribution to an invoice .You can enter as many line as needed. If a discount is allowed,
for the invoiced amount, you will also debit this account.
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The posting balance is updated after each line is entered. If the posting balance for the current check or payment is large
enough to pay the entire invoice, the default amount posted is the same as the invoice balance. If the entire invoice

cannot be paid, the portion that can be paid is displayed at the Amount Paid.

The invoice will be copied to the Selected Invoices Browser.
Keep doing this until you have applied the whole payment.

If you want to applied a Partial payment, select the invoice on the Selected Invoices Browser and use the Btn-Edit-amt

button.

X]

Edit Payments Amounts

Inwoice: AODGO7S
Payment : |G

Discount: |D -oo
Allowance: |D - 0o

Payment: Enter amount of payment to applied to the invoice.
Discount: Enter Discount to be applied to that invoice.
Allowance: Enter Allowance to be applied to the invoice.

After applying the whole payment use the Update button to finish.

Remember to print the Cash Receipt Journal after entering all payments.

Accounts Receivable
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CASH RECEIPTS JOURNAL

The Cash Receipts Journal is an audit report used to check

ARCASHIRFCERIIELEUSAL the accuracy of the data entered in Cash Receipts Entry. The

IEINIHALRTDC cdi printed entries may include receipts against invoices debit
WADEHOUSE - ool memos, on account and reFuned cheqks. .

For cash receipts, information on the journal includes the
DEPOSIT SLIP |2552355452[ bank code, posting date, deposit amount, customer number

and name, check number and amount, discount amount, and
the invoice numbers to which the cash receipts are applied
along with any outstanding balance. Totals are provided for
each posting by deposit date / cashier or user.

BEPDRT OPTIODMS: |l = BEPORT BEY CUST-NUMEER ;J

TO-DATE:

Terminal-Id: If the option of Journal by user is on you will enter here the user or terminal for the person entering the
payments.

Warehouse: If the option of journal By warehouses is on enter the warehouse for this payments.
Deposit Slip: Enter the Deposit slip Number use in this payments. (this is useful for the New bank reconciliation Module).
Report Options: Select desire sorting for report.

To-date: If the option to use a cut of date for the Journal is on enter the cut off date desire.. The journal will always print
anything not already updated up to the To-DATE date.

Printing the Cash Receipts Journal

On the Accounts Receivable Transaction menu, click Cash Receipts Journal. If the deposit balance for any of the deposit
does not balance, the amounts receipt by the cashier,. you must correct your entries in Cash Receipts Entry before
continuing with the update.

Review the Cash Receipts Journal to verify your entries; prepare an adding machine tape of the checks and credit card
payments posted, and check the total against the total on the journal. These totals should match.

If the totals are in balance, proceed with the update. If the totals do not match, return to Cash Receipts Entry and make
any corrections before performing the update.
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SAMPLE CASH RECEIPT JOURNAL

AS OF: 05/10/07 ON: 05/10/07 WORKE AREM COMPUTER DISTRIBUTORS, INC. Fage: 1
Frog: ARCSHIR 4:25 EM FLSCAL-YR: 2007 FERICD: 035 Comp &
CASH BECELIPT JOURNAL WHS:001 TERMINAL:cdZ

COST HAME TNV, REFERENCE 5LM OLD-BAL TEH . AMT DISC/OTALW MEW BAL CHECE DATE RECEIPT
ADOGOL  JOHN ACEVEDD hODO42 2777 Al T5.08 T4.08B .00 .00 12345 0s5/10/07 645
ADOGOL  JOHN ACEVEDD ADOLOE Al 2143.25 200.9%2 1,942.33 .00 12345 as/10/07 645
AQOGOL  JOHN ACEVEDD AOOLO% Al 2143.25 220.00 ] 1923.25 12345 a5/10,/07 645
AOO0O1  JOHN ACEVEDD nOOT1A nl 2143.25 150.00 1,993.25 .00 ALAGS a5/10/07 66
AODOO1 JOHN ACEVEDD AOO11S Al 214325 S0.00 2,093 25 00 ALMGS as/10507 RT3
AOQOOO12 PETRONILD AOG319 cdi 532,88 b3z 80 00 .00 05720707

AQOCO1Z PETRONTLOD ADB3IZ0 cdi G01.88 601,88 .00 .00 3722707

AQDOD1Z PETRONILO ADg321 cdi 603,48 603,98 00 .00 3s22707

ADODOOLZ PETRONILO ADG3ZH cdi 2.94 2.94 .00 .00 0s/03/07

adoed? PEDRC ACEVEDO AD4080 Al .00 5.00 .00 1.00 ALAGS-2B 05710707 6587
a@0002 PEDRC ACEVEDO ADA0S0 Al 14.00 &.00 .00 6.00 ALMGSZ 05710407

al JOHN ROVIRA ADSEE2 m 10.00 10.00 .00 .00 555 05710407

al JOHN ROVIRA ADB0TE m 270.0% 200.00 T0.09 .00 555 as/10/07

al JOHN ROVIEM AOGOSD m 53.17 53.17 oo o0 555 as5/10/07

al JOHN ROVIRA ROB107 m 53.17 46.36 M) 6.81 555 as/10/07

al JOHHN ROVIEA AlBLLS m 190.47 1%0.47 ] .00 555 as5/10/07

ACASH Cliente Cash Ale3le cdi 74.57 74.57 ] .0a az/s08,07

ACASH Cliente Cash ADG218 cdi 98.35 98.35 ] .on 05708707

TOTAL CASH COLLECTTOMS 1,914.08 0.oo0
TOTAL AR COLLECTICHS 1,213.00 @, 088,92

3,127.08 6, 098.92 9,226.00

TOTAL HETUSNED CHECKS 0.00
PAYMENTS DISCOUNTS ALLOWANCES TOTAL PHDHA
MTD CASH RECEIFPTS 3,127.08 6, 098,92 ] 9,226.00

Updating the Cash Receipts Journal

After reviewing the Cash Receipts Journal, proceed with the update.

During the update process, the following occurs:

» The General Ledger Transaction file is updated with the Cash, Accounts Receivable, and Miscellaneous general ledger
account postings. The deposit date for each deposit is used as the posting date when the Transaction Register is printed
and updated.
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MEMOS & ON-ACCOUNT APPLICATION

Use this procedure to Match Credits to Open Invoices.

Match Credits to Open Invoices matches credits such as prepayments, credit memos, against open invoices in the Open
Invoice file. Users can perform selective matching of credits to outstanding invoices by invoice date or invoice number.
There is no requirement that the invoice numbers and credit numbers must match. The Application Journal Report shows
all invoices for which credits were applied.

i MEMO'S & ONJACC APPLICATION
USTOMER NUMBER: Al JOHN ROVIRA

_BLL-DUE DATK_ - . &DISC A ,
3,930.03 05/23/04 15930.00 §,448.49 24 03/26/06 11992.97  2.00 = 30 =
72,012.2308/15/04 90000.00 34,000.00 3803/27/06 11087.77 -56900.00 m 30 A90447 A90447 b
.00 10/20/04 14.00 Z.80 Z005/11/06 14.00 . DD m 30
.00 0101708 £z2.38 27.24 EZ2 057117086 £2.38 .00 m 320 A9046Z A90462
.00 03/10/04 152.00 31.00 Z005/11/06 152.00 . DD m 30
.0008/10/04 172.00  41.00 24 05/11/06 172.00 .00 = 30
.00 03/10/04 154.00 32.00 21057117086 154.00 .00 m 30
.00 03/10/04 155._98 32.98 ZZ205/11/06 155.98 .00 m 30
.00 04/10/04 151.99 20.9% Z005/11/06 151.99 . DD m 30
.00 01/13/04 1.00 .90  9012/13/08 1.00 .00 = 30
22.08 03/01/04 22.08 3.8 17 .00 .00 m 30 b
€ [m| »

ENTER "OA" TO APPLY ON-ACCOUNT OR MEMO NUMBER
INVOICES: 191366.24 OM/ACC:  7048.32 DEBITS: .00 CREDITS:  2420.58

IHEHCI b | INVOICE: DR: CR: ANODUNT BALANCE

On the MEMO field enter or click the Credit Memo Number you are going to use.
To apply an on-account amount, type OA on the MEMO field.

Enter the invoice Number that you want to apply the memo or on-account amount.
Enter the amount to apply in the DR or CR field.

After entering all Memos depress F4 or the exit icon to finish.

PRINT THE MEMOS & ON ACCOUNT JOURNAL.

You should print this report after running the above procedure.

Accounts Receivable
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ACCOUNTS RECEIVABLE REPORTS

The Accounts Receivable Reports menu provides informative reports to help you analyze customer sales, improve
collections, determine credit policies, and manage your sales effort. In addition to management reports, you can also
produce customer listings and mailing labels to improve communication and service to your customers.

CUSTOMER REPORT

The Customer Listing provides a list of customer-related information. You can print permanent, temporary, or all
customers in the customer number range selected.

You can specify the degree of detail to print, from a simple name and number listing to a detailed listing including the
customer name, number, address, tax schedule, and terms information.

The listing also includes

sales history data such as period-to-date, year-to-date, and prior-year sales. You can elect to print tax exemption
numbers, ship-to address information or customer memos on file for the

selected range of customers.

CUSTOMER MAILING LABELS

Use Customer Mailing Labels to print customer names and addresses on labels, You can print permanent, temporary, or
all customers in the selected range.

RE-PRINT INVOICE

The Re-Print Invoice provides a detailed invoice information entered in Invoice Data Entry. If the Sales Order or Job Cost
modules are integrated with Accounts Receivable, you can also access invoice history information for invoices entered in
these modules.

The customer number and name, billing address, ship-to address, and invoice total are shown for each invoice. Line item
detail information can also be provided for each invoice.

This will look as the original invoice.

Accounts Receivable
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USING THE MONTH END MENU

Accounts Receivable Month End Menu

The Accounts Receivable End of month menu contains options that are

normally performed at the end of each accounting period. Finance Charge options allow you to apply finance charges on
overdue customer balances. After the finance charges are applied, you can use Statement Printing to print statements for
selected customers.

Match Credits to Open Invoices allows you to match prepayments, credit memaos, to open invoices by invoice number or
invoice date.

Period End Processing allows you to print monthly Accounts Receivable reports automatically and close out period-to-
date information from

Accounts Receivable Manual

A/R AGING INVOICE REPORT

The Aged Invoice Report provides a detailed list of invoices by customer number and by aging categories for all, or a
selected range of customers. This report provides an overview of outstanding receivables balances and is useful for
managing collections and achieving an efficient receivables turnaround. You can include open invoices only, paid invoices
only, or all invoices of both types. You can specify complete invoice item detail, invoice information without item detail, or
summary total information by customer. You can also include, and age, any credit memos issued during the selected
period.

The report can include any one or all of the four aging categories specified in Accounts Receivable Options. For each
invoice, the report shows the invoice number, invoice date, amount, due date, and discount due date (if applicable). Totals
are printed by customer number and by Cust-Type, By salesmen of a multiple list of options , with a grand total of all
invoices shown as the report total.

Printing the Aged Invoice Report
On the Accounts Receivable End Of Month menu, click A/R Aging Report.

The Transaction Report provides a complete recap of the Accounts Receivable invoices, detailing all receipts,
adjustments, or other activities that affect the Accounts Receivable balances during a specified period.

The Aged Invoice Report uses the invoice date or due date specified in Accounts Receivable Options. The Transaction
Report uses the transaction date.

When transaction detail prints, the payment type and other payment type transactions generated through the Sales Order
module are added to the report.

You can select a range of customer numbers to include in the report. In addition, you can include all invoices on file, or
select either open or paid invoices. You can print the transaction information in detail form, or summarize it by invoice.

Use the Aging for exception reporting

The aging report have multiple options allowing you to select customer or invoices base
on a particular criteria.

Accounts Receivable
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A/R AGING - PARAMETERS SCREEN

Aging Date:
Sort Option:
Aging Type:
Minimum Days Past Due Or Blank for All:

Minimum Balance To Report Or Blank For All:

Last Sales Date: P
il

IBY Customer Type And Customer

0

IBY Customer Name

-9999999.99

r- Accounts With Credit Limit Exceeded?

Customer Type From: To : 22222222

Control Account Number :

_:J To : I

IUSE SALESMAN FROM CUSTOMER MASTER _:J
=l

II' - Detailed Aging Report vI

Salesman From :I

Salesman Source:

Invoice Sort: I):.y Invoice Date

Detail:

Detail Option: II'.I]:-»‘:n Invoices

Ayging Agement: I}'.-?jn'utx Aged by due date _V_I

Terms Code:l

Select Transactions: Ile Invoices

Aging Period Days First: Second: Third: Fourth:

[T geparate Line On Each Customer?

Aging Date: Enter Date of aging cut of. Normally end of month.
Last Sales Date:
Sort Option: Sort By Customer Number or Customer name.

Aging Type:

El

Customar Ty Salesman by Customer
Salesnan by Specific Customer Type
Saleszman by Custonmer

Lot by Customer (Trans Tvpe)

Salesnan by Route

Poute by Customer

Customer Type ind Customer

Customer Type And Customer

Minimum Days Past Due: Leave blank for all customer or enter due days to generate a
report with customers with invoices over those due days.

Minimum Balance: Leave as is for all customer or enter an amount to generate a report
with only the customers that have balances over that amount.

Accounts with credit limit exceeded: Mark if you only want customers over the credit
Limit.

After The Credit Limit Option you must sue F2 Key or the GO icon to continue to the next Group of
options.

Accounts Receivable
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Customer Type: If you selected and option to print by Customer Type, you can enter a
Range of Customer types, or leave as is for all types.

Control Account Number: This option has been deleted in the new version.
Salesman: If the aging by salesman was selected you can enter a range of salesman.
Salesman Source: If the aging by salesman was selected you can select if you want the

invoices to be on the aging of the salesman that the customer has assign it in the master
file or the salesman that was entered in the invoice.

Invoice Sort: Sort the invoices from a customer by invoice date or by invoice number.

Detail: Select if you want detail aging (Each invoice will be printed) or Summary (Only
customer totals will be printed).

Detail Option: Select to print only Open Invoices or Invoices owe in the current account
and payments, adjustments etc for those invoices.

Aging Agement: Select if you want to age the invoices by the due date or by the invoice
date.

Terms Code: You can select all invoices or only invoices for a particular term.

Select Transactions: Select all invoices, all invoice excluding Returned Checks, Only
Returned Checks, Only Credit Memos or only Debit Memos.

Age Period Days: You can change the default days grouping. EX: 7 15 30 45 60
If you Previously selected invoices over 90 days, you can change the grouping

columns to 90 120 150 180 etc.

Separate Line: Mark if you want to print a line between each customer.

Accounts Receivable
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RECEIPTS CONTROL REPORT

If you are using consecutive receipts booklets, you can use the feature to contro wich
booklets has been given to the salesperson or collection person.

This report Will show the status of the Booklets given.
SALES BY SALESMAN BY INVOICE

This report will show all invoice made by each salesman in the range of date selected.

SALESMAN COMMISSION REPORT

The Salesman Commission Report details commissions earned in the Range of dates entered. Commission information
for each salesman includes the invoice number, the invoice date and total, as well as the cost, gross profit, percent of
profit earned and collections. Totals are provided by salesman, followed by a total of all commissions reported.

The report shows the invoice amount paid and the commission payable amount for invoices fully paid if the Commissions
by collections is in use.

Options available to calculate commissions:
On the salesman master file you have 3 commissions percentage fields.

To paid commission on sales made, enter the commission percentage for that salesman on the
COMMIS-SALES field.

To paid commission on collections made, enter the commission percentage for that salesman on the
COMMIS-RECEI field.

To paid commission on the profit of the sales made, enter the commission percentage for that salesman on the
COMMIS-PROFI field.

To paid commission on the profit of the sales made when the invoice is fully paid, enter the commission

percentage for that salesman on the COMMIS- SALESMAN COMMISSIONS REPORT

PROFI and on the COMMIS-RECEI fields. R W
What this means is that a 5% COMMIS-PROFIT e A S bl
Will normally be paid for the profit made when the FROMASALESHAN ECEr ‘
invoice was done. But if you enter 5% in the TO SALESMAN.....
COMMIS-RECEI Your are telling the systems that FROMICUSTOMERNTYPE |—
the commission will be paid when the invoice is
fU”y pa|d TO CUSTOMER TYPE I—
FROM ROUTE........ I—
You can use any combination of commissions. TO ROUTE........ |7
ENTER T P R e s aan e e oo IB_
Printing the Salesman Commission Report $ = SALES
On the Accounts Receivable End Of Month menu, click o TG
Salesman Commission Report. .
ENTER COST.....cocvceeeves II'
A = ACCOUNTING COST
S = SALESHMAN COST
DO YOU WANT TO PRINT PROFIT ON REPORT 7: IE—
WAREHOUSE-NO OR 939 FOR ALL F—
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Enter type: You can select if you want to print Only Sales , only collections or Both.

Enter Cost: Normally Accounting cost should be used. To use Salesman Cost and option must be fill before.

Accounts Receivable
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INVOICE JOURNAL REPORT BY DATE

The Invoice Journal Report by date provides a recap of all sales activities for the period recorded in the Accounts
Receivable system. All invoices recorded in Order Processing sales order system are included on this report.

Invoices by invoice number. The invoice information detailed by this report includes the invoice date, amount, customer,
discount etc.

This report is like the Invoice Journal but for a range of dates.

Printing the Monthly Sales Report
On the Accounts Receivable End of Month Reports menu, Invoice Journal report By Date.

COLLECTIONS AND ADJUSTMENT REPORT

The Collections Report provides a recap of all cash receipts processed for a specified date using Cash Receipts Entry.
The information for each deposit includes the deposit date and number, and the customer name and number.

Each check deposited and each invoice to which it is applied is detailed with the cash amount applied, discount applied,
and invoice balance information. Debit and credit adjustments and Returned checks are also printed. Totals are provided
by type of transaction.

This report must be printed before the A/R Purge procedure.

SERVICE CHARGE CALCULATION

Use Service Charge Calculation to calculate finance charges on overdue amounts before printing customer statements.
You can specify a customer number range, date, and minimum balance to use in the calculation.

If applying finance charges is an exception rather than a common practice in your business, you may want to skip Finance
Charge Calculation and enter the finance charges.

Applying Services Charges

On the Accounts Receivable End of Month Menu, click Service Charge Calculation.

Finance charges are calculated for all customers that have not been exempted from it.

Calculations are based on the minimum overdue balance for applying a finance charge established in Accounts
Receivable Options. When the calculations are completed, you can calculate the finance charge

for another range of customers,.

If you use the Fixed amount method for calculating finance charges, the fixed amount is entered in Accounts Receivable.
and added to the customer balance. If an A is entered in the SERV_CHR-IND of the customer master, no finance charge
is calculated.

If you use the Percentage method for calculating finance charges, the percentage entered in Accounts Receivable
Options is used to perform the calculation.

You can use the EXCLUDE INVOICE SERVICE CHARGES program to exclude individual invoices of
the service charges calculations.

Accounts Receivable
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MAINTENANCE OF SERVC,

COMPANY-CODE: |3 fopk AREA COMPUTER DIST ¥ COMP:  yopR AREA COMPUTER DISTRIBUTOR

TYPE: MIN-BAL-ACC: l 50.00
MIN-BAL-INV: | 0.00 INVOICE-DUE: |°4

PERC-CHARGE: IQO .00 QTY-CHARGE: 5.00

In the A/R Receivable File Maintenance Menu you can configure how the services charges
are applied.

Type: Enter 1 to use percent for service charges. 2 for a fixed amount.

Min-Bal-Acc: Enter the minimum balance to exclude customer from service calculations. If
a customer have a balance greater that the amount entered here a service charge will be
calculated.

MIN-BAL-INV: Enter the minimum balance of an invoice to exclude from service calculation.

Perc-charge: Enter service charge percent if percent is used.

Qty-Charge: Enter Dollar amount if a fixed amount will be charge.

Accounts Receivable
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CUSTOMER STATEMENT PRINTING

Use Statement Printing to print statements for
selected customers on preprinted statement
forms or plain paper. Statements are printed
using the information entered in Invoice Data
Entry, Repetitive Invoice Entry, Cash Receipts
Entry, Finance Charge Calculation, or Finance
Charge Entry.

Name and address information and invoice
and payment detail information, can be
printed. You can print statements for a range
of customer numbers, a group and/or
customers with a certain minimum balance.

You can send the statements to
Word and send then as fax or email.

In the Statement Printing window you can add
generic messages.

MESSAGE

**STATEMENT PRINTING™™

SALES-REP-ID:
SALES-REP-ID:
FROM-CUSTOMER:
TO-CUSTOMER:

Minimum days past due :
Minimum amount:

First Customer Type : |[DEFAULT

Last Customer Type : |[DEFAULT

LI
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CLEAR MTD/YTD CUSTOMER FILE

Period End Processing is performed at the end of each accounting period (usually the last business day of each month) to
clear the monthly files and prepare for the following month's business. When performed at year end, this process also
clears year-to-date balances accumulated in the Customer master file, to prepare for the new year. Other Period End

A/R PURGE

Processing options allow you to remove invoices with zero balances, and purge the Monthly Cash Receipts file. The
Invoice History file will also be cleared. All transactions will be copied to the History file and remove from the current file.

Accounts Receivable



