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Welcome to OSAS®

The OPEN SY STEMS 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, Inc. has a strong commitment to customer service and product
quality. If you have difficulty using Open Systems, Inc. products, consult your
user’s manual and other OSAS reference materials. If you need more
information, consult a customer support representative.

OSAS Overview

Resource Manager

The Resource Manager application is the foundation or shell of OSAS. It
provides the operating environment that holds the other applications. Resource
Manager also includes three powerful business features: Global Inquiry,
Executive Information Summary (EIS), and Print Manager. With Global Inquiry,
you can drill through your accounting data to find selected information
throughout your system. With EI'S, you can access company information quickly
and view summaries of all aspects of a company or a group of companies. With
Print Manager, when you print reportsto file, your reports can be stored, sorted,
printed, and searched for specific text.

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 named after common accounting operations.
Examples are: General Ledger, Accounts Payable, Purchase Order, Accounts
Receivable, Sales Order, Payroll, and Inventory.
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Welcome to OSAS® Introduction

Running OSAS

1-4

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

Starting OSAS in Windows

To start OSAS on acomputer running Windows, double-click the OSAS shortcut
on the desktop or access the program from the Start menu.

Starting OSAS on Other Operating Systems

To start OSAS on an operating system other than Windows, enter osas at the
operating system prompt.

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

Theterminal ID (-t) isthe identification code assigned to the terminal you are
using to run OSAS. On multiuser systems, each terminal usually has adefault ID
assigned when the terminals were added to the system. Use the -t parameter only
when you want to log on with an 1D other than the default ID. The terminal
parameter isvalid only if you are using Resource Manager for LANS.

The company ID (-c) isthe identification code assigned to a company. If your
system carries two or more companies and you do not enter acompany 1D, the
menu of the company entered by the last person who used the terminal appears.

The access code (-a) is your personal password. Use the Access Codes function
on the Resource Manager Company Setup menu to set up access codes.

The most general expression for getting into OSAS takes all the parameters into
account. For example, if you are on terminal 2 (T2) working with company B,
and the password is apple, specify that information to access the system:

osas -t T2 -c B -a apple
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Introduction Welcome to OSAS®

In UNIX you can enter the parametersin 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.

Note I

In Windows, you can set up OSAS such that it always opens using a certain
access code. Open the OSAS program shortcut’s properties and enter the
access code and your company ID in the Target box. For example, using
apple asyour access code and H as your company 1D, enter the following:

C:\osas\progRM\osastm.exe -m4096 -tT0OO -nTOO - -aapple -cH

If you want the system to prompt for an access code after opening, enter -ain
the Target field, followed by a space, followed by -c and the company ID.

In the Windows icon properties, the parameter marks (-m, -t, or -n) can be
entered in any combination but must be before the separation dash. The
access code and company 1D commands (-a and -¢) must be entered after the
separation dash. See the Resource Manager Installation Manual for more
information on these parameters.
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The Accounts Receivable System

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

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

Information Inquiry

Use the Information Inquiry functions to view (not change) information about
customers, invoices, and history. If you are running OSAS through a multiuser
network, several people can look up the same information at the same time.
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The Accounts Receivable System Introduction

Daily Work

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

Open Invoices and Reports

Accounts Receivabl e offersthree 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 calcul ate finance charges for customers whose invoices are
past due.

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

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

Periodic Processing

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

Master File Lists

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

File Information

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

Customer Files

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

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

e Customer ID and description

e Customer name, address, and phone and fax numbers

e Terms code and distribution code

e Customer class, salesreps, and web and e-mail addresses
e Creditinformation

e Account information

e Tax information

e Baanceinformation

e History information

The ARCMxxx (Credit Cards) file contains alist of the commonly used credit

cards for each customer. Thefile can store the card numbers and types for
reference or for verification during sales transactions and payments.
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The ARCCxxx (Customer Comments) file holds comments about the customers
you do business with. Initially you enter comments using the Customers
function.

Attribute Files

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

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

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

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

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

The ARFCxxx (Finance Charge Codes) file stores information about the finance

charge rates you assess on past due balances. You use these codes as a shorthand
entry method for assigning finance charge rules to your customers.
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The ARDExxx (Additional Descriptions) file stores additional descriptions you
assign to lineitems. Thisfileis used only if you elect to enter additional
descriptive text for line itemsin the Resource Manager Options and Interfaces
function.

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

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

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

The ARRHxxx and ARRExxx (Recurring Entries) files store information about
transactions that come up repeatedly. The ARRHxxx file stores header and tax
information about each recurring entry; the ARRExxx file stores line-item and
tax information about each recurring entry.

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

Resource Manager Files

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

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

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

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

Temporary Files

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

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

The ARCRxxx (Cash Receipts) file stores unposted cash receipt information. You
can enter thisinformation 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
individua invoices. For balance forward customers, you apply them against
outstanding balances. (Customers are designated as open invoice or balance
forward in the ARCUxxx file.)

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

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

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

The ARCTxxx (Transaction Control) file keepstrack of the transactionsin use by

each terminal. It is updated each time you enter or change a transaction. When
you complete atransaction, the record is del eted.
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The Accounts Receivable System Introduction

History Files

The history files get information as aresult of a post.

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

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

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

File Interaction

1-14

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

Invoices and Miscellaneous Credits

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

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

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

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

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

Producing Reports

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

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

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

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

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

The ARINxxx file providesinformation for several reports and for statements:
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The Open Invoice Report provides alist of invoices, miscellaneous credits,
and cash receipts.

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

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

Statements provide a summary of the month’s transactions.

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

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

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

The Cash Receipts Journal provides arecord of revenue you entered as
received in the Cash Receipts and Edit Cash Recei pts functions since the | ast
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:

1-16

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

The Sales Analysis Report provides an analysis of your company’s sales.
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The Accounts Receivable System

The Detail History Report provides an analysis of trendsin your sales based
on detailed line-item information from each sale: which items are being sold
most, which customers are buying most frequently, how much each itemis
being sold for, and so forth.

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

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

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

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

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

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

Posting Transactions

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

When you post transactions, several files are changed:

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

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

The ARCRxxx, ARTHxxx, and ARTDxxx files are purged.
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Gross sales figures are updated in the ARSRxxx file.
The taxable and nontaxabl e sales amounts are updated in the RMTXxxx file.
Lot and serial numbers are removed from the ARLSxxx file.

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

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

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

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

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

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

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

Transactions, Cash Receipts, and Open Invoices Files’ Relationship

Accounts Receivable User’s Manual



Introduction The Accounts Receivable System

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

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

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

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

Periodic Work

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

Periodic Maintenance

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

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

«  Period-to-date accumulators are cleared and credit statuses are updated in
the ARCUxxx file.
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e Aging balances are updated in the ARHSxxx files.

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

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

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

e The period in the ARPDxxx table increments by one.

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

e All period-end tasks are done.

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

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

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

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

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

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

file:
Value Updated (+ or -) Increased Decreased
Genera UsetheCustomers
Information function
Customer UsetheCustomers
Comments function
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Value Updated (+ or -) Increased Decreased

Sales PTD, QTD, Post sales Post miscellaneous

YTD, and LY credits

Cash Receipts Post sales Post miscellaneous

PTD, QTD, YTD, credits

andLY

Discount Taken Post sales Post miscellaneous

PTD, QTD, YTD, credits

andLY

Discount Lost Post orders Post miscellaneous

PTD, QTD, YTD, credits

andLY

Last Invoice Post sales Post miscellaneous
credits

Number

Last Sale Date Post sales Post miscellaneous
credits

Last Sale Amount Post sales Post miscellaneous
credits

Last Payment Date Post sales Post miscellaneous
credits

Last Payment Post sales Post miscellaneous

Amount credits

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 from

the ARINxxx file.

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

Accounts Receivable User’'s Manual
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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 from
the ARINxxx file.

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

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

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

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

Inventory

=

Accounts Bank
Receivable "| Reconciliation "

[Y - General

b

Sales Order

I

Joh 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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Conventions

This manual helpsyou install OSAS on any standard computer running any of
several popular operating systems and hel ps with your accounting software
questions. Use the manual as a reference for the OSAS interface and application
functions.

Manual Conventions
This manual is divided into the following sections:

e Thisintroduction provides an overview of this application and the OSAS
system, the basic functionality of the application including graphical and
text-based application features, and function key references.

e Theremainder of the chapters explains the set up, workflow, and functions
of the application: where each function fits within the application and how to
use each function to get the most out of the application.

Mouse Conventions
The standard mouse has two buttons, left and right, each performing certain
functions. In this manual, these terms are used for operating the mouse: click,

right-click, double-click, and deselect.

The click isasingle 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 isa 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 istoo 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 deselect an 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 refersto asingle press of the right mouse button, while the term right-
click refersto asingle press of the left button.

GUI/Text Command Conventions

When you see the phrase “ use the Proceed (OK) command” in the user’s
manuals, press PgDn in either text or graphical mode. In graphical mode,
clicking OK has the same effect as pressing PgDn.

GUI/Text Menu and Function Conventions

When you start OSAS, the main menu appears and lists the applications available
for use. If you are using UNIX or Linux, the text main menu appears.

If you are using Windows, you can choose between the text main menu, the
graphical main menu, or the start-style main menu. Use the Defaults function
under the Resource Manager Workstation Configuration menu to select the
style of menu you want to appear by default, or you can press Shift+F5 to toggle
between the menu styles from any menu. You can use any of the menus
regardless of whether you use the text or graphical modes for the OSAS
functions.

In addition, if you are using Windows, you can use either text or graphical
function screens independently of the main menu. For example, you can use text
function screens even if you are using the graphical main menu and vice versa.
Select GUI Functions from the Modes menu or press Shift+F6 to toggle between
the text and graphical modes for function screens.
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Access Codes

Your company can limit use of the system by defining access codes and assigning
them to employees. Each code allows access to specific applications, menus, and
functions. If you cannot select a menu, your access code is not authorized for it.

Usethe Access Codes function on the Resource Manager Company Setup
menu to set up access codes.

If you have more than one access code, select Access code from the File menu
or press F4. The Access Code box appears (the exampl e bel ow uses the graphical
mode).

Enter the access code you want to change to, then click OK or press Enter.

Workstation Dates

To change the workstation date, select Workstation date from the File menu or
press F6. The Workstation Date box appears (the example below uses the
graphical mode).

&, Set Workstation D :\ |

wAvaz 3 g TemEE]
Abandon |
E it |

Use the buttons or your keyboard to enter the date and click OK or press Enter to
change the workstation date. Click System Date to change the workstation date
to match the operating system date, click Abandon to restore the original date, or
click Exit or press F7 to close the box without changing the date.
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OSAS Text Menu

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

&, D5AS TODD =] ]

Settings Edit Print Help

03/21/2002 Company H - Builders Supply 3:21 PH

Hain Menu

GENERAL Report Writer

TOO0——————— OPEN SYSTEMS (R) iccounting Softvare — RS EttaRa el —

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

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

« Usethe arrow keysto move the cursor up or down, highlighting the
application you want to use. Then press PgDn or Enter to select it.

*  Pressthefirst letter of the application you want to use. The cursor jJumps to
the first application beginning with the letter. Continue to pressthe letter key
or the down arrow until the application you want is highlighted. When your
choiceis highlighted, press PgDn or Enter to select it.
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«  Position the mouse cursor over the application and click. The application
briefly highlights and switches to the application screen.

e Tojumptothefirst application on the menu, pressHome. To jump to the last
application on the menu, press End.

To select afunction from an application menu, highlight and select your choices
the same way you do on the main menu—uwith one exception: you can press
PgDn only when an option leads to another menu. You must press Enter to select
afunction.

On an application menu, you can press PgUp to move to the menu immediately
aboveit. If you are several menu levels away from the main menu, you can return
to the main menu by pressing PgUp repeatedly or by pressing the Tab key.

You can exit from amenu in these ways:
*  PressPgUp to go to the previous menu (one menu up).

e Pressthe Tab key to go to the main menu.
* UseExit (F7) to go to the operating system.

Commands

1-30

Several commands are available within the menu to perform various tasks such
as changing the system date, entering access codes, switching between sample
data and live data, and so on. To access acommand, press the corresponding key.
If you're working with akeyboard that lacks function keys (labeled with an F
followed by a number) or if you're working with an emulator in UNIX (which
can cause function keys to become unavailable), press the appropriate aternate
key combination to access the command.

Command Alternate

Key Key Description

Esc Opens amenu listing available commands.
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Command
Key

F1 (Help)

F2
(Favorites)

F3 (Change
Company)

F4 (Access
Code/Other)

F5 (Live/
Sample
Data)

F6
(Workstation
Date)

F7 (Exit)

F8 (Print
Screen)

F9 (Change
Year)

Alternate
Key

Esc+H

Esc+W

Esc+D

Esc+O

Esc+X

Esc+F

Esc+M

Esc+L

Esc+U

Accounts Receivable User’'s Manual

Description

Opens the help description for the selected
application/function. You must be within an
application menu to access this command.

Toggles between the Favorites and main menus.

Allows you to switch to adifferent company.

Allows you to enter an access code.

Pressing this key (or key combination) twice
opens a utility menu similar to the Other
Commands menu on graphical screens. See
“Other Commands Menu” on page 1-38 for more
information on the commands available.

Switches between live and sample data.

Allows you to change the workstation date.

Exits from OSAS.

Allows you to output the current screento a
printer, print preview window, or file.

Allows you to change to a different fiscal year
when you are inside the General Ledger or
Payroll menus.
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Command
Key

F10 (Add to/
Delete
Favorites)

Shift+F2
(Application
Info)

Shift+F5
(Menu Style)

Shift+F6
(Toggle GUI
screens)

PgUp

Tab

Enter

Up/Down
arrow

1-32

Alternate
Key

Ctrl+Z

Esc+l

Esc+G

Esc+K

Description

Pressing this key (or key combination) on the
main menu adds the selected application or
function to your Favorites menu. Pressing this
key on the Favorites menu removes the sel ected
application or function from the Favorites menu.

Opens a screen listing information about the
applications you have installed.

On Windows workstations, pressing this key
combination toggles between graphical and text
main menus.

On Windows workstations, pressing this key
combination toggles between graphical and text
function screens.

Moves back one menu level.

Moves back to the main menu from any
application menus.

Selects an application menu or function from a
menu.

Moves the cursor up or down through the menu
selections.
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In a Windows environment, you can choose from two types of graphical-style
menus. The standard graphical menu features application selections that
resemble many Windows functions. The start-style menu is named so because of
its functional resemblance to the Start menu in Windows 95, 98, NT, and 2000.

Both graphical menus provide pull-down menus, convenient tool buttons, and
easy access to your installed applications and their functions using either the
mouse or keyboard. The two graphical menus provide you with avisual choicein
your interaction with OSAS and your data.

When you select an application in either graphical OSAS menu, the application’s
main menu, presenting several related functions, appears beside the OSA S menu.
Selecting afunction leads you to either afunction screen or another menu.

Several commands are available within the menu to perform various tasks such
as changing the system date, entering access codes, switching between sample
data and live data, and so on. You can access commands in these ways (if a
button or pull-down menu selection is muted or gray, it is not available for use):

«  Click the appropriate graphical tool button.
e Select the command from a pull-down menu.
*  Pressthe associated keyboard hot key.

If you use the graphical menu, you can select application menus and functions by
clicking the function or menu nhame on the menu or by highlighting your choice
and pressing Enter. If you choose the start-style menu, you can select
applications from the main menu by using the arrow keys to highlight your
choice and pressing Enter, by clicking the selection, or by holding the mouse
cursor over the selection until the menu appears.

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 the previous menus.

Accounts Receivable User’'s Manual 1-33



OSAS Graphical Menu Introduction

Graphical Main Menu

i, TOOO - DPEN SYSTEMS® Accounting Software ] ]
File Modes Tools Favorites Other Help

Mo ? @0 KREOC

IH Builders Supply Q ! S

mmxm‘mw

Main Menu General Ledger - 2002
GEMERAL Report \witer tions Tranzactions
ODBC Kit Feports Copy Recuring Entries
Billz of Materialz/Kitting Periodic Processing GL Journal
Bank Reconciliation File Maintenance GL Activity Report
Paproll with Direct Deposit Statement M aintenance GL and Tranzaction [nguiry
Fixed Assets aster File Lists
General Ledger
Inventary
Job Cost
Purchase Order
Sales Order
Mare ...

[ |Company H | Terminal TOOD [03/14/2002 [11:30 &M

You can exit from agraphical menu in these ways:

e Select abutton from a previous menu.

¢ Pressthe Tab key to go to the OSAS menu.

»  Click the Close box in the upper-right corner of the window.
+  UseExit (F7).

»  Sdlect Exit from the File menu.
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Start-Style Main Menu

&% TOOO - OPEN SYSTEMS® Accounting Software == ﬂ

File Modes Tools Favorites Other Help

OfLe @D EES

"Dala and Tim Data H  Builders Supply =]

08/14/2002 @ LiveData
11:32.4M © Sample Data

] GEMERAL Report VWhiter
L1 ODBC Kit
(1 Bills of Materislsitting

=T
1 Reconciliation
1 File Meirtenance
(1 Master File Lists

ank ciliation
(1 Payrall with Diract Deposit
[ Fixed &ssets

1 General Ledger

1 invertory

(1 Job Cost

[ Purchase Order

ransactions
Sy Void Checks and Stop Payments
S BR Journal

Sy Bank Account Register

%3 Post Transactions

O5AS

(PEN SYSTEMS® Accounting Saftware

yrYyw

(1 sales order
1 more .

Y¥YTYTYYTYYXYYYY

(OPEN SYSTEMS® Accounting Software

You can exit from a menu in these ways:

e Presstheleft arrow key to go to the previous menu (one menu up).

* Hold the mouse over a different menu choice.

e Pressthe Tab key to go to the OSAS menu.

e Click the Close box in the upper-right corner of the window to close OSAS.
e UseExit (F7) to close OSAS.

*  Select Exit from the File menu to close OSAS.
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Main Menu Elements

1-36

Pull-Down Menus

When using the graphical menus, you can use the pull-down menus and toolbar
buttons to access functions without using the function keys. While the function
keyswork in graphical menus, the menu bar and toolbar buttons give you a
choicein accessing these functions. The OSAS pull-down menu bar is shown
below.

_?a._ TO0O - OPEN SYSTEMS® Accounting Software
File Modes Tools Favaoribes Other Help

To access the menu’'s commands, click one of the menu titles. The menu for that
heading appears and lists avail able commands followed by any hot key
combinations in brackets <>. To use acommand, either click the command name
or press the hot key(s) listed.

File Menu

File Modes Tools Favorites Other Help
Access code <F4> é o
Sample data set  <F5= F=
‘Workstation date  <F&>

Exit <F7=
Command Description
Access Code Opens the Access Code dialog box. See “ Access

Codes’ on page 1-27 for more information.

Sampledataset/Live  Toggles between Sample and Live data.
data set

Workstation date Opens the Workstation Date dialog box. See
“Workstation Dates” on page 1-27 for more
information.

Exit Exits OSAS.
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Modes Menu

File | Modes Tools Favorites Other  Help

v GUI Functions <Shift-F&=
——  Stale GUI Screens  «Shift-F7s ———

Command Description
GUI Functions Toggles between graphical and text function screens.

Scale GUI Screens Toggles scaling of graphical screens on and off.
When selected, this command enlarges graphical
screens. When off, the command restores the OSAS
screensto their original size. This command does not

take effect until you access a function.

Tools Menu

File Modes | Tools Favorites Other  Help

Tp e S [BO

Command Description

Calculator Opensthe OSAS calculator.

Favorites Menu

File Modes Tools | Favorites Other Help

El ﬁ g 7 B Change to Favaorites <F2

Command Description

Changeto Favorites  Toggles between the Favorites and main menus. See
“Favorites Menu” on page 1-65 for more information.
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Other Commands Menu

Fle Modes Tools Favarites | Other Help

El Ser ? @A E Calculator

Execute an Operating System Command
Call a PROJS Program

Product Suggestions

Application Options [nguiry

Global Inquiry

General Information Inguiry
Support Information

User Comments

EIS Dashboard Display

EIS Dashboard History

Paop Up Calendar

Inventory Price Calculator

Command

Calculator

Execute an Operating
System Command

Call aPRO/5 Program
Product Suggestions

Application Options
Inquiry

Global Inquiry

General Information
Inquiry

Support Information
User Comments

ElS Dashboard Display
EIS Dashboard History

Description

Opens the OSAS calcul ator.

Allows you to enter an operating system command
from within OSAS.

Allows you to execute a PRO/5 program.

Creates areport for future OSAS product
suggestions.

Allowsyou to view the application options you have
set up for a particular application.

Allows you to search across your data. You can
select from the installed applications which datato
search.

Allows you to search for information on employees,
customers, and vendors.

Displaysthe OSAS Support Information.

Allows you to record comments for your own use.
Displaysthe EIS Dashboard.

Displaysthe EIS Dashboard history.
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Command Description
Pop-Up Calendar Allows you to create and read date remindersin
OSAS.
Inventory Price Allows you to calculate prices and view quantity,
Calculator cost, and pricing information for inventory items.
Help Menu

File Modes Tools Favorites Other | Help
dr ? @ @ HH £ Help <Fl=
E @ E 5 About 0545

Command Description

Help Opens help descriptions for the application menus
and functions.

About OSAS Opens the About OSAS dialog box.

Main Menu Toolbar

The main menu toolbar gives you quick access to frequently-used OSAS
commands. To access a command, click the appropriate button.

Cew @08 EC

Button Description
EI Opens the Workstation Date dialog box to change the
workstation date. See “Workstation Dates’” on page 1-27 for

more information.
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Description

Opens the Access Code dialog box to switch between access
codes. See “Access Codes’ on page 1-27 for more
information.

Displaysthe Application Information diaog box.

Opens help descriptions for the application menus and
functions.

Opens the OSAS calcul ator.

Displays the pop-up calendar screen. You can use the
calendar to add and review reminders for any date.

Opens an MS-DOS command window.

Displays a screen for calling any BBx program that does not
reguire variables to be passed to it. For more information, see
“Appendix F” in the Resource Manager User’s Manual.

Toggles between the Favorites and main menus. See
“Favorites Menu” on page 1-65 for more information.
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Right-Click Menu

Add to Favorites
Change to Favarites

Sample Data

GL Setup
Function Information

On the graphical and start-style main menus, the right-click menu gives you
quick access to commands that help you manage commands on your Favorites
menu, switch between sample and live data, perform certain setup tasks, and
view function information. To access the menu, click the right mouse button
anywhere on the graphical or start-style main menu.

Command

Add to/Remove
Favorites (F10)

Change to
Favorites/Main
(F2)

Sample Data/Live
Data (F5)

Setup (F9)

Function
Information (F1)

Accounts Receivable User’'s Manual

Description

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

Toggles your display menu between the Favorites
and main menus.

Switches between sample and live data.

Performs certain application setup tasks. For
example, in General Ledger, you can select the year
with which you want to work. If Setup is required in
an application, the application’s user’s manual
describesits use.

Displays information about the selected function.
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Data Set

Data Set
& Live Data
" Sample Data

On the start-style main menu, you can select the Live Data radio button to work
with live data or select the Sample Data radio button to work with sample data.
You can also press F5 to toggle between sample and live data.

Change Company Field

I H Builderz Supply j

On the start-style or graphical main menu, select the company to change to from
the list box.
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Like the text menu, OSAS text function screens can be used on all operating
systems. On Windows workstations, text function screens can also be used with
graphical menus (or vice versa—the text menu can be used with graphical
function screens).

Function screens provide you an interface to the data in your data files, allowing
you to view, update, and change information as needed. Function screens also
allow you to print reports or perform tasks on your data, such as calculations,
purges, or the resetting of accumulated totals.

&, DSAS TODD P[]

Settings Edit  Print  Help

MINMNEAPOLIS WARE

100.0

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

e Select the appropriate command on the command bar.
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e Use commands to accessinformation screens or to toggle commands on and

off. See “Commands and Flags’ on page 1-44 for more information.

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

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

*  PressF7 to exit the screen and return to the main menu.

Text Function Screen Elements

1-44

Command Line

The command line appears at the bottom of the screen and gives you access to
commands that allow you to move around the screen, add or edit information,
change settings for selected lines, or select output devices. Press the highlighted
key to use a command.

Enter = edit, Append, View, Workstation ID, Header

The commands that are available depend upon the function you are using.
Consult the user’s manual for the appropriate application for information on
commands in the command line.

Commands and Flags

Like the text menu, text function screens also contain several commands that
allow you to perform tasks related to the function you are using. Some of these
commands are not available for every function; when acommand is available, a
flag appears at the bottom of the screen.
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To access a command, press the corresponding key. If you're working with a
keyboard that lacks function keys (labeled with an F followed by a number) or if
you’'re working with an emulator in UNIX (which can cause function keys to
become unavailable), press the appropriate alternate key combination to access
the command.

Command Alternate

Key Key Description

Enter Moves the cursor to the next field and accepts the
data entered or access aline for editing.

Esc Opens awindow listing available commands for
the screen.

Ins Toggles between insert and overwrite modes for
entry. When the Ins flag appears, the characters
you enter push other charactersin the field to the
right. If thereis no Ins flag, the characters you
enter overwrite other charactersin the field.

PgUp Moves back to the first field on the screen (or the
first field after the key field) without erasing any
entries.

PgDn Approves the data on the screen, updates the data
file accordingly, and proceeds to the next field or
section.

Tab Moves the cursor to the next block or field that
reguires an entry.

Up/Down Moves the cursor up or down through the fields.

arrow

F1 (Help) Esc+H Opens the help description for the current field.
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Command
Key

F2 (Inquiry)

F3 (Delete)

F4 (Others)

F5
(Abandon)

F6 (Maint)

F7 (Exit)

F8 (Print
Screen)

F9 (Undo
Typing)

F10 (Delete)

Shift+F2
(Info Menu)

Alternate
Key

Esc+W

Esc+D

Esc+O

Esc+X

Esc+F

Esc+M

Esc+L

Esc+U

Ctrl+Z

Esc+l

Description

Opens the Inquiry screen for the current field.
This command is available for afield when the
Inquiry flag appears at the bottom of the screen.
See “Inquiry Commands’ on page 1-60 for more
information.

Deletes the current record or line item (when
alowed).

Opens a utility menu similar to the Other
Commands menu on graphical screens. See
“Other Commands Menu” on page 1-38 for more
information on the commands available.

Abandon processing or clear al fields.

Opens the appropriate File Maintenance function
where you can view or update master file
information. This command is available when the
Maint flag appears at the bottom of the screen.

Exits from the function.

Allows you to output the current screento a
printer, to a print preview window, or to afile.

Clears the contents of the current field.

Deletes information to the end of theline.

Opens an information menu for the function when
the Info flag appears at the bottom of the screen.
The commands that are available depend on the
applications you have installed. See “Information
Menu” on page 1-53 for more information.
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Command
Key

Shift+F3

Shift+F4
(Part #
L ookup)

Shift+F5
(Item Detall
L ookup)

Shift+F6
(Lot
L ookup)

Shift+F7
(Serid
Number
L ookup)

Shift+F8

(Item Descr.

L ookup)

Alternate
Key

Esc+B

Esc+C

Esc+G

Esc+K

Esc+N
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Description

Uses the item alias lookup when the IN Search
flag appears for an Item ID field. See “Inventory
Lookup” on page 1-62 for more information.

In Sales Order, pressing this key combination
allowsyou to enter purchase requisitionsfrom the
Ordered, Units, Shipped, and Backordered
fields.

In salestax fields, pressing this key combination
allows you to view sales tax breakdowns.

Uses the customer/vendor part number ookup
when the IN Search flag appears for an Item ID
field. See “Inventory Lookup” on page 1-62 for
more information.

Uses the item detail lookup when the IN Search
flag appears for an Item ID field. See “Inventory
Lookup” on page 1-62 for more information.

Uses the lot lookup when the IN Search flag
appearsfor an Item ID field. See“Inventory
Lookup” on page 1-62 for more information.

Uses the serial number lookup when the IN
Search flag appears for an Item ID field. See
“Inventory Lookup” on page 1-62 for more
information.

Uses the item description lookup when the IN
Search flag appears for an Item ID field. See
“Inventory Lookup” on page 1-62 for more
information.
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Command Alternate

Key

Ctrl+F
(Quick
Entry)

Ctrl+G
(Bell)

Ctrl+O
(Online
Hints)

Ctrl+Vv
(Verify)

Messages

Key

Description

Toggles quick entry on and off. If thisoptionis
off, the cursor stops at every field possible. If you
want to skip the fields that are not required (thus
speeding data entry), turn this option on. Quick
entry is on when the Quick flag appears at the
bottom of the screen.

Toggles the bell on or off. If the bell ison, it
sounds at an error or when you must verify a
command.

Toggles function key display on and off. If this
option is on, the available function keys appear at
the bottom of the screen to remind you of their
use.

Toggles verification on and off. If verification is
turned on, you must press a key twice to verify
that you want to perform an operation.
Verification is on when the Verify flag appears at
the bottom of the screen.

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

(— Verification

Press «<Pgln> to proceed
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On Windows workstations, you can choose to use the graphical mode for
function screens. These screens contain all the functionality of text screens
presented in a graphical mode similar to other Windows software programs.

4, Tax Locations =100 x|
Commands Edit Modes Other Scroll Commands Help
2z |E @@ 2@ 0%, || Abandon |
Tax Location rANMPLS 2] MName |Mirneapalis, MN Sales Tax
Tar Level [Z TaxID 23-BTE1E2T34
Authoriby [r Tawor:  Freght? [ Mise? T
Tax Liability Acct 202800 g Tax Refundable Acct 202800 g
Clazz  Description Sales Tax Purch Tax Tax Callected Tax Paid
. 5 0,500 g
m Resale Sales 0.000 0.000 0o 0o ﬂ
0z Exempt Sales 0.000 0.000 an an ﬂ
03 Ind#4gr Prod. 0.000 0.000 il il
04 Interstate Comm 0.000 0.000 0o 0o
05 Mator Vehicles 0.000 0.000 0o 0o
08 Food Products 0.000 0.000 il il
07 Clathing 0.000 0.000 0o 0o ﬂ
08 Gasoline 0.000 0.000 0o 0o g
03 Services 0.000 0.000 il il g
Tatal .00 .00
Calculated .00 .00
Over/Shart .00 00
| Enter = edit Tax anI First Last Hext I Prev | Wiew | Header I Goto Class I |

[ |Compary H [08/23/2002 | Teminal TOOD [OVR

You can move around the screen in these ways:

* Usethe mouse or press Tab to move from field to field. Use the scroll

buttons to move from line to linein scrolling regions.

« If ascreen appears prompting for the kind of information to enter or

maintain (such as on File Maintenance or Transactions screens), select the

appropriate option and click OK to continue.

* PressPgDn if prompted to move to the next section.

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

*  PressF7 to exit the screen and return to the main menu.

Accounts Receivable User’'s Manual
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Like the main menu, graphical function screens also contain pull-down menus
and toolbars. These menus and toolbars are described bel ow.

Commands Menu

Function Pull-Down Menus

Commands Edit  Modes Other  Information  Help

Inquiry <F2z
Maintenance <F6x>

Proceed <PgDn:=
Start Ower  <Pglp>
Field Up <Upxz

Field Down  <Down

Abandon <FS=
Delete <F3=
Jump <Ckrl-1=

Bt 7
Command
Inquiry
Maintenance
Proceed/OK

Start Over

Field Up
Field Down

Abandon

Delete

Description

Lists valid entries for the current field.
Opens the appropriate File Maintenance function.
Proceeds to the next screen or saves your entries.

Moves back to the first field on the screen or to the
first field after the key field without erasing any entries
or changes.

Moves the cursor to the previous field.
Moves the cursor to the next field.

Clears data from all fields and moves the cursor to the
first field on the screen.

Deletes the information on the screen. Since this
command can delete an entire record, use it with
caution.
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Command

Jump

Exit

Edit Menu

Description

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

Exits from a screen or a window without saving data.

Commands | Edit Modes Other Information  Help

.}@ 1 Copy  <Shft-F9=
Paste «Shft-F10=

Unda  Ckrl+2
Command
Copy
Paste
Undo

Modes Menu

7@

Description

Copies the contents of the current field.

Pastes the value you copied from a previous field into
the current field.

Restores the contents of the current field from before
you made changesto it.

Select the options you want to use.

Commands Edit | Modes Other  Information  Help

3B W = | B v Verify Exit

v Bell
Quick,

v ‘erify PgDown

Command

Verify Exit

Accounts Receivable User’'s Manual

A

Description

When verification is turned on, you must press a key
twice to verify that you want to exit or abandon
functions.
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Command

Bell

Quick

Verify PgDown

Description

When the bell isturned on, it sounds at an error or
when you must verify a command.

When this option is off, the cursor stops at every field
possible. To make the cursor skip the fields that do not
reguire an entry in certain application functions, select

the option.

If verification isturned on, you must press PgDn
twice to proceed to the next screen or to save your
entries.

Other Commands Menu

Commands Edit Modes | Other Help

RXE BB

Calculator

Execute an Operating System Command
Call 3 PROJS Program

Product Suggestions

Application Options Inquiry

Global Inguiry 3
izeneral Information Inguiry

Support Information

User Comments

EIS Dashboard Display

EIS Dashboard History

Paop Up Calendar

Invenkory Price Calculator

See “Other Commands Menu” on page 1-38 for information on this menu's

commands.

Help Menu

Commands Edit Modes Other Information | Help

:%XEE|E|5@|?@ About 0545

Command

About OSAS

Command Help
Help <Fl=
Online Doc <Shft-F1 =

Description

Opens the About OSAS dialog box.
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Command Description

Command Help Opens the OSAS Key Help screen.

Help Lists information about the field on which you are
working.

Online Doc Launches your.PDF file viewer and opens the

documentation for the appropriate OSAS application.

Information Menu

Commands  Edit Modes Other Scroll Commands | Information  Help
Pl = ‘ B, | BE| ?& Yendar Information
| Wendor Comments
Wendor Documents
Itern Infarmation

Itern Documents

The Information menu appears on some function screensin certain applications.
The functions on the menu are determined by the applicationsinstalled.

The Information menu also gives you access to documents attached to customer,
vendor, employee, invoice, or other records. When the Information menu
appears, select the appropriate Documents command to open the Documents
screen where you can view document information or open attached documents.

Scroll Commands Menu

Commands  Edit  Modes Other | Scroll Commands  Information  Help

i % P ‘ & | BE First.Line <Home>
i Previous Page <Pglp> ———
Previous Line  <Up=
Next Ling <Dawn
Mext Page <PgDn
Last Line <End>
Insert <Ins=
Delete <F3x
Jump <Tjab
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The Scroll Commands menu appears only on screens with scroll regions.

Command

First Line
Previous Page
Previous Line
Next Line
Next Page
Last Line

Insert

Delete

Jump

Description

Moves the cursor to the first data entry field.
Displays the previous page.

Moves the cursor up to the previousline.
Moves the cursor down to the following line.
Displays the following page.

Moves the cursor to the last data entry field.

Inserts characters between pre-existing entriesin a
field.

Deletes the sel ected characters.

Moves the cursor to the next section of the screen in
some functions.

Inventory Lookups Menu

Commands  Edt Modes Other | Inventory Lookups Information  Help

Rxiz k@ @AE

Alias Lookup <5hift-F3z
CuskomerYendor Lookup  <Shift-F4 =
Detail Lookup <5Shift-F5
Lat Lackup <Shift-F&=
Serial Lookup <Shift-F7:=
Description Loakup <Shift-Fg=
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If you use the Inventory application and the cursor isin an Item ID field, you can
use any of the Inventory Lookups commands to search for information about
items and select an item for entry in thefield you arein.

Command Description

Alias Lookup Searches for items with a specified dias listed as an
alternate item. When you enter the alias, you can use
the* and ? wildcard charactersto restrict or widen
the search.

Customer/Vendor  Searchesfor an item based on customer ID or vendor

Lookup ID. When you enter the customer or vendor ID, you
can use the * and ? wildcard charactersto restrict or
widen the search.

Detail Lookup Searches 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: * ? < > =,

Lot Lookup Searches for an item based on lot number. When you
enter the lot number, you can usethe* and ? wildcard
charactersto restrict or widen the search.

Serial Lookup Searches for an item based on serial humber. When
you enter the serial number, you can use the * and ?
wildcard characters to restrict or widen the search.

Description Searches for an item based on item description. When
Lookup you enter the description, you can use the* and ?
wildcard characters to restrict or widen the search.

Accounts Receivable User’'s Manual 1-55



OSAS Graphical Functions

Introduction

1-56

Function Screen Toolbar

il

RR B8 7

Like the main menu’stoolbar, the toolbar |ocated near the top of function screens
gives you quick access to frequently-used commands. Click the appropriate
button to access a command.

Button

X %

@ = B8 B B | W

Result

Opens the appropriate File Maintenance function to update
information about the field you are in.

Deletes the information on the screen. Since this command
can delete an entire record, use it with caution.

Moves the cursor back to the first field on the screen or to the
first field after the key field without erasing any entries or
changes.

Copies the contents of the current field.

Pastes the contents you copied from a previousfield into the
current field.

Opens the OSASS cal cul ator screen.

Opens the pop-up calendar. Use the calendar to add and
review reminders for any date.

Displaysinformation about the field you arein.

Opens your .PDF file viewer so that you can view the online
documentation.
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Right-Click Menu

Online Documentation
Proceed

Start Over

Field Up

Field Do

Abandon

Delete

Jump
Exxit

The right-click menu gives you quick access to commonly used commands such
as those used to access help, move around the function screen, work with
information on EIS dashboards, and so on. The commands that are available on
the right-click menu depend on the function and the field you are currently using.

Function Field Inquiry

[ [a]

When the Inquiry button appears next to afield on afunction screen, you can
either click the 3] button or press the F2 (Inquiry) key to open the inquiry screen
and search for information.

Verification Buttons

Ok | Abandon |

When you’ ve completed data entry on a function screen, you can either click OK
or press PgDn to proceed to the next screen or to save your entries. Click
Abandon or press F5 to abandon entries.
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Menu and Function Commands

OSAS lets you navigate around the main menu and function screensin a variety
of ways. This section describes the commands that are available when you access
a specific command. For example, accessing the Help command makes the
Maintenance and Exit commands available while you are in that function. This
section also describes how to navigate within scroll regions and fields while you
work with OSAS functions.

Help Commands

When you use the Help (F1) command, you can use these commands.

Key Operation

F3 (Delete) Deletes the help screen content. To recover a deleted
screen, copy the xxHELP file from the distribution
mediato the

/PROGxx subdirectory (xx isthe application ID). The
copying process overwrites changes you made to
other help screens.

In graphical mode, you must first press F6 to enter the
edit screen for the help content before you can press

F3.
F6 (Maintenance) Edits ahelp screen.
F7 (Exit) Exits the help screen and closes the window.
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Inquiry Commands

When the Inquiry button |3 appears next to afield or the Inquiry flag appearsin

the lower-right corner of the screen, the Inquiry command is available. Click the
button or press F2 to open the Inquiry screen to look up and select an appropriate
entry.

The Inquiry screen operatesin two modes. Search and Sort. You can toggle
between these modes within an Inquiry window by pressing the Ins (Insert) key.
You can also choose the default mode for Inquiry windows by using the Defaults
function on the Workstation Configuration menu within Resource Manager.

In Search mode, you can move through the keys listed by typing
progressively larger portions of the key you want to find. For example, when
you press C, the window displays keys beginning with the letter C. When
you next press A, the window displays keys beginning with CA, and so on.

In Sort mode, you can change the order of certain Inquiry windows by
pressing the letter key associated with the window sort. You can see the
available sortsin any Inquiry window by pressing Esc (Command Help).

Note I

To shorten your data search, use a partial-key inquiry to cut down the size of
theinquiry list. For example, if you know that the ID starts with JAR, enter
JAR intheID field before you use the Inquiry command. The Inquiry list
starts with JAR and runs through the end of the list.
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The following commands are available inside Inquiry windows. The scroll
buttons are available in graphical mode only.

Key
Home
PgUp
Up
Down
PgDn
End

Ins
(Look Up)

F7 (Exit)

Enter

Esc

(View
Commands)

Button

LK K L 22 1§

Accounts Receivable User’'s Manual

Description

Moves directly to thefirst item on file.
Displays the previous page of the window.
Moves up oneitem.

Moves down one item.

Displays the next page of the window.
Moves directly to the last item on file.

Toggles between Search mode and Sort mode.

Leavesthe Inquiry window without selecting
anything.

Selects the item to which the cursor is pointing.

Opens awindow that shows Inquiry window
commands and the Window ID. The Esc key is
available in text mode only.

In graphical mode, select Command Help from the
Help menu to view alist of commands available.
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Inventory Lookup

If you use the Inventory application and the cursor isin an ltem ID field on a
function screen, you can use any of the Inventory Lookup commands to search
for information about items and select an item for entry in the field. In graphical
mode, these commands are available on the Inquiry Lookup menu. In text mode,
the IN Search flag appears at the bottom of the screen to alert you that these
commands are available.

Command

Alias
Lookup

Customer/
Vendor
Lookup

Detail

Lookup

Lot Lookup

Serial
Lookup

Description
Lookup

Hot Key

Shift+F3

Shift+F4

Shift+F5

Shift+F6

Shift+F7

Shift+F8

Operation

Searches for items with a specified alias listed as
an alternate item. When you enter the alias, you
can usethe * and ? wildcard charactersto restrict
or widen the search.

Searches for an item based on customer or vendor
ID. When you enter the ID, you can use the * and
? wildcard charactersto restrict or widen the
search.

Searches for detailed information about an item.
Enter information in any of the fields that appear,
using these wildcards to restrict or widen the
search: *? <> =,

Searches for an item based on |ot number. When
you enter the lot number, you can use the * and ?
wildcard characters to restrict or widen the search.

Searches for an item based on serial number.
When you enter the serial number, you can use the
* and ? wildcard charactersto restrict or widen the
search.

Searches for an item based on item description.
When you enter the description, you can use the *
and ? wildcard characters to restrict or widen the
search.
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Scroll Region Commands

When the prompt (>) isin aline-item scroll region, you can use the following
commands. The buttons are available only in graphical mode.

Hot Key Button

Home g
Page Up

2
Up
Down j
Page
Down g
End g
F3
Insert
Enter

Operation
Movesto thefirst lineitem in the entire list.

Moves to the previous screen or to thefirst lineif
you are on the first screen.

Moves up one line item.
Moves down one line item.

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

Movesto the last lineitem in the entire list.
Deletes the line item in the selected line.
Inserts aline item at the selected line.

Edits or views the line item in the selected line.

In-Field Editing Commands

When the cursor isin afield that contains information, you can use the following

commands:
Hot Key
Right

Left

Delete

Accounts Receivable User’'s Manual

Description
Moves the cursor to the right.
Moves the cursor to the left.

Deletes the character the cursor is on.
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Hot Key

Insert

Home
End

F9 (Undo)

F10
(Delete to End of
Line)

Shift+F9
(Copy Field Contents)

Shift+F10
(Paste Field Contents)

1-64

Description

Switchesinsert mode on and off. When the Insert
flag appears at the bottom of the screen, characters
you enter push characters after the cursor over. When
insert mode is turned off, characters you enter write
over existing ones.

Moves the cursor to the beginning of the field.
Moves the cursor to the end of the field.

Restores afield to the way it was before you changed
it. You can use this command only whileyou are in
the field; once you move past it, you must use the
Abandon (F5) command.

Deletes the charactersin the field to the right of the
cursor. If insert mode is turned off and you enter a
character in thefield'sfirst position, everything in the
field is deleted.

Copies the contents of the current field.

Pastes the value you copied from a previousfield into
the current field.
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Favorites Menu

The Favorites menu operates in any of the menu formats and gives you quick
and easy access to the OSAS functions you use most, allowing you to add
selections for entire menus or particular functions. After you' ve set up the menu,
you can access the functions either by pressing F2 or by selecting Change to
Favorites from the graphical Favorites pull-down menu.

With the Favorites menu, you save time by eliminating the need to switch
between applications. For example, if you perform tasks in several applications,
such as using the Transactions and Cash Receipts function in Accounts
Receivable, GL Account function in General Ledger, and Price and Availability
and Item Inquiry functionsin Inventory, you can set up a Favorites menu rather

than moving between each application. The Favorites menu for the graphical
main menu isillustrated below.

Favorites Menu - TODO

AR Edit Cash Receipts
GL Accounts

IM Price and Availability
IM Itern Locations

To set up the Favorites menu, do the following:

1. Select the function you want to add to the menu and press F10 (or use the
right-click menu in graphical mode).

2. PressF2 to confirm that your selection was added.
To remove afunction from the menu, follow these steps:
1. Select the function on the Favorites menu that you want to remove.

2. PressF10 (or use the right-click menu in graphical mode).
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Information Menu

The Information menu appears on some function screensin certain applications
and gives you access to additional information about a customer, vendor, item,
jab, bill of material, or employee.

The commands available on the Information menu are determined by the
applications you have installed, and can include:

¢ Genera Information
¢ Comments

e History

¢ Documents

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

Information

The Information command gives you general information about the subject. For
customers, the Information command lists sale amounts and important dates,
while for inventory items, the same command lists quantities, types, and base
prices.

When the Information screen appears, enter the 1D for which you want to view
information. Use the commands available at the bottom of the screen to scroll
between or select anew 1D, then use the Exit (F7) command to return to the
function screen from which you accessed the Information command.
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Comments

Use the Comments command when it appears to view comments added through
File Maintenance functions or to add comments about a customer, item, vendor,
employee, or job.

The Comments screen appears after you access the Comments command. The
Customer Comments screen is shown below as an example.

_-3_ Customer Comments = |EI|1|
Commands  Edit  Modes Other Scroll Commands  Help
%XE§| |ﬂ@ ?@ 0] IAbandonI
Customer D ACEOD 2] ACE BUILDERS
Ref 1D I End Date I A
Date Ref Comment
2
01/20/2002 |2 TRACER PUT OM LAST SHIPMENT. ﬂ
0142000 |3 ACE AGREED TO Pay $3000 ON 2-1.
06/04/2000 1 PLEASE WOTIFY JAME AT ACE WHEN ITEM 15 MAILED.
01/0441933 1 CALLED CUSTOMER ABOUT PAST DUE BALANCE.
[
3
E
| BeflD | endDate| new|D Append | Enter = edit First | Mext | Frew | Last | Goto ||

[ |Company H [10/08/2002 | Terminal TOOD [OVR

1. Enter theID for which you want to view or enter commentsinthe ID field at
the top of the screen. The Inquiry (F2) command is available.

2. ThelD of the terminal you are working at appearsin the Ref ID field. To
work with comments for only the default reference ID, press Enter. To work
with comments for a different reference ID, enter that ID. To work with all
comments, clear thisfield and press Enter.

3. Enter the date of the most recent comment you want to work with in the End
Date field, or press Enter to work with all comments.
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The date, reference, 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.

4. Use these commands to work with the comments on the screen:

* PressR toreturn to the Ref ID field to enter anew reference ID.

e PressD toreturn to the End Date field and enter a new end date by
which to sort comments.

* Pressitoreturnto the ID field and enter anew ID for which to view or
enter comments.

e Press A to add anew comment. The Append Comment screen appears.
* PressE to edit aselected comment. The Edit Comment screen appears.
e PressF to view comments for the first ID on record.

e PressN to view comments for the next ID on record.

e PressP toview or edit comments for the previous ID on record.

e PressL toview or edit comments for the last ID on record.

*  Press G to goto aspecific comment. This command is available only
when there is more than one screen of comments.
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Adding or Editing Comments

The Append Comment screen appears when you add a new comment. The Edit
Comments screen appears when you edit an existing comment. Other than the
title, these screens areidentical.

&, Edit Comment i ] 5
Commands Edit Modes Other Help
2¥iE 2R @A 7@ OK__|_Abandan |

Date 0E/15/2002
Reference 003
Comment SPOKE wITH JON RE: EMaIL CONF. AND ORDER TRACKING

1. If you are working with anew comment, the system date appears; otherwise,
the date entered for the comment you are editing appears. Accept this date,
or enter adifferent date.

2. Thecurrent terminal 1D appears in the Reference field. Edit this reference,
if necessary.

3. Enter or edit the comment, then press Enter to save the comment record.

When available, the History command gives you access to customer history in a
manner similar to OSAS Inquiry functions. Select the customer for which you
want to view detail information, enter a date from which to view information (if
desired), then press Enter to view invoice or payment information.

Use the commands at the bottom of the screen to switch between or change
customers, view totals, or select the line item to view. Use the Exit (F7)
command to return to the function screen from which you accessed the History
command.
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Documents

The Documents command lets you view or open documents attached to certain

master file records. You cannot use this command to attach a document to a

record; instead, use the appropriate File Maintenance function to attach

documents.

Note I

Before you can open documents, you need to have the appropriate file
associations set up in the File Types function on the Resource Manager

Workstation Configuration menu. The entries you make in this function
help OSAS identify which software applications to use to open attached
documents. See the Resource Manager User’s Manual for more information.

The Documents screen appears after you access the Documents command. The
Employee Documents screen is shown below as an example.

_-3 Employee Documents

Commands  Edit  Modes Other Scroll Commands  Help

=101 x|

EXTEY - DK | Abandon |
Employee D BOUOO E Bourne, Linda C |

Document Mame

mpdce.doc

meding.doc

T

| |44 4

Line Mo [ 001 of 003 )

| Header First Last | Mext | Frew | Wiew IgpenDocumentI Goto | |

|Company H [10/08/2002 | Terminal TOOD [OVR
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Enter the ID for which you want to view attached documents. The Inquiry (F2)
command is available.

Use these commands to view document information, open an attached document,
or switch between or select anew ID:

*  PressH toreturn to the header section to select anew ID.

e  PressF to view documents attached to the first ID on record.

e PressL to view documents attached to the last ID on record.

e PressN to view documents attached to the next ID on record.

e PressP to view documents attached to the previous ID on record.

e  PressV to view document information. The View Documents screen appears
and lists the file name, directory path, and description of the attached
document. Press any key to return to the Documents screen.

e Press O to open the attached document in the appropriate software

application. You may need to edit the Resource Manager File Types function
in order to associate files with your preferred applications.

Note I

If you have problems opening a document, return to the function in which
the document was attached and edit the attachment to change the direction of
the slashes used in the directory path. If the directory path contains backward
dashes (\), change them to forward slashes (/) and vice versa.

*  Press G to goto aspecific document line. This command is available only
when there is more than one screen of line items.

Use the Exit (F7) command to return to the function screen from which you
accessed the Documents command when you finished viewing documents.
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Selecting a Range of Information

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

e Toproduce areport that includes all the available information, leave the
From-Thru fields on the report screen blank. For example, if you want
information about all the vendorsto bein areport, leavethe Vendor ID From
and Thru fields blank.

e Tolimit the amount of information in the report, enter the range of
information in the From-Thru fields. For example, if you want areport to
include information only about vendor ACEQQL, enter ACEQOL at both
From and Thru. If you want the report to include information only about
vendorsthat start with CO, enter CO at From and COZzZZ at Thru.

Each field where you enter information on areport screen usually restricts the
overall output of the report. For example, if you leave the Vendor ID From and
Thru fields blank, the report contains information about all the vendors. But if
you enter invoice 100 in the Invoice Number From and Thru fields, and invoice
100 is assigned only to vendor ACEQO1, the report includes information only
about vendor ACEQOL.

Sorting

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

Sorting by alphabetical codes or IDsis easy. For example, the ID ACL comes
before the ID BB because A comes before B.
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Use caution when you enter codes or | Ds consisting of characters other than
letters; the order might not be what you expect. For example, if 20 items are
labeled 1 through 20, and all are included in areport, you might enter 1 at From
and 20 at Thru, expecting them to belisted 1, 2, 3. . . 19, 20. However, since
OSAS sorts in aphabetical order, the numbers are listed in this order: 1, 10-19,
2, 20. In this example, numbers 3 - 9 are not included in the sort since they fall
after 20 in an alphabetical sort. To prevent this situation, pad extra spacesin
codes and 1Ds with zeros so that numbersin alphabetical order are also in
numerical order. In the example above, the items would be labeled 000001
through 000020.

Output the Report

1-74

The type of menus you use controlswhich options are avail able to output reports.
If you are using graphical function screens, you have the following output
options: Printer, Print Preview, File, or E-mail (for selected reports). If you are
using text function screens, you have these options: Printer, Preview, File,
Screen, or Email (for selected reports). See the following instructions for details.

If you are using graphical screens, the Output Information dialog box appears
after you select the range of information to print in the report.

& Output Information Er x|

L Windows Default Printer Lazer
PDL  Print Dialog Laser

' Printer PSL  Piint Setup Laser
LPD ‘windowes Diefault Printer Dot M atrix
" Piint Preview POD  Prirt Dialog Dot Matrix = Standard

PSD  Print Setup Dot Matrix
~ LPw  windows Default Printer ‘Wide Carriage &
File FDW  Pint Dialog Wide Carriage Dot Maliix Loanprezzed
PSw  Print Setup Wide Cariage Dot Matrix
H

File: Mame IE:HUSASESHdataﬁ Browse,
Ok I Cancel

If you are using text screens, these options appear at the bottom of the screen
after you select what to print in the report and how it is organized.

Cutput device - [(Pirinter pi(R)ewview (F)ile (3)creen (E] nd
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Print the Report

1

2.

5.

6.

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

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

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

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

Click OK or press Enter to begin printing the report.

If you want to stop printing after it has begun, press Ctrl+Break.

Click OK or press Enter to continue.

View the Report using Print Preview (Windows Workstations Only)

The Print Preview option is only available for workstations running Windows.
However, before Print Preview will work, you must add asysprint devicelinein
the config.bbx file for that printer. Use the Devices function on the Resource
Manager Workstation Configuration menu to add thisline.

Follow these steps to view areport using Print Preview:

1

2.

Select Print Preview (in graphical screens) or enter R (in text screens).

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

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

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

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

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

Save the Report as a File

To savethereport as atext file, select File or enter F. The data path set up for the
workstation in the Defaults function on the Resource Manager Workstation
Configuration menu appears. If necessary, enter a new data path or click the
Browse button to navigate to the correct directory, then enter the filename
followed by the .txt extension. The filename plus extension that you enter must
be less than 35 characters. Press Enter to save the report in that directory.

View the Report on Screen (Text Screens Only)

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

Follow these steps to view the report on screen:
1. Enter Sto select (S)creen.

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

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

Before you can e-mail reports, you must enter details about your e-mail system
using the E-Mail Setup function on the Resource Manager System File
Maintenance menu.

You can e-mail only selected reports. In general, any report or form that makes
up part of your audit trail cannot be e-mailed.

Follow these steps to e-mail areport:

1

2.

Select E-mail or enter M.

When available, select Standard or enter S if you want to e-mail a standard
width report or select Compressed or enter C if you want to e-mail itin
compressed width. The E-Mail Information screen appears.

_.i_ E-Mail Information o =] |
Commands Edit Modes ©Other Help
2HiE @ @A 2@ Ok || Abandan |
E-Mail Ta amyd(Eosas.com
CC
Subject Tax Groups List
Attachment v

If you e-mailed this report previously, the last e-mail address to which you
sent the report appears. Press Enter to use this address, change it if
necessary, or enter a new e-mail address.

Enter another address to send the email to as a carbon copy, if necessary.

OSAS automatically enters the name of the report in the Subject field.
Change this subject line, if necessary.

Select the Attachment check box (or enter Y in text mode) to send the report
as atext file attachment to the email message. If you clear this box (or enter
N in text mode), the report is sent in the body of the e-mail.

Click OK or press Enter to e-mail the report.
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Report Commands

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

Key Operation

PgUp Moves to the previous page of the report.

PgDn Moves to the next page of the report.

Home Moves directly to the top of agroup of pages.

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

F7 (Exit) Exits to the menu from any point in the report.

Left Moves | eft one character.

Right Moves right one character.

Tab (Toggle) Toggles between the left and right halves of areport.

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

Before You Install Accounts Receivable

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

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

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

Installing Accounts Receivable

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

Setting up Accounts Receivable

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

You can prepare files for use with Accounts Receivable in one of two ways: you
can create and set up your files manually on a new system, or you can convert
your old fileswhen you upgrade from an earlier version. To create files on anew
system, use the Data File Creation function on the Company Setup menuin
Resource Manager (see the Resource Manager User’s Guide). For instructionson
converting your files, see the Conversion section later in this chapter.
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If you plan to use General Ledger, Inventory, Bank Reconciliation or Job Cost
with Accounts Receivable, you must set up those applications before you set up
Accounts Receivable.

Accounts Receivable and Sales Order

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

When you are ready to convert files, use the Data File Conversion function on
the Company Setup menu in Resource Manager (see the Resource Manager
User’s Guide) to upgrade Accounts Receivable data files. You can upgrade from
version 3.2, 4.xx, 5.xx, or 6.0x. If you want to convert to version 6.1 from a
version earlier than 3.2, contact a client support representative.

Note I

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

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

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

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

e Back up your datafiles.
e Make sure that no unposted transactions are in your current version.
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Consider Your Setup

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

Converting to Version 6.1

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

i, Data File Conversion [_ [T %]
commands  Edit Modes Other Help
2riE DR EE 28 OK | Abandon |
Select directory on which to create files.

& /05AS/datal

/0545 /dataZ!

Enter directory that containg the files to be converted.

Ic:\osas\osasBDS\data

Do you want source files erased after conversion™? I

Do you want conversion to pause if a problem iz found? ird

Appl Drescription Wergion Appl Drescription Wergion
AR Accounts Receivable 6.05

AP Accounts Payable 6.05

E —

| Campany H |08/20/2002 | Terminal TOOO | INS

1. All valid OSAS data paths appear. Select the destination directory whereyou
want the new datafilesto reside.

2. Enter the path (drive and directory) that has the files you want to convert.
You cannot enter the same path as the path you selected as the destination.
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10.

If you want source files to be erased after conversion, select the check box
(or enter Y in text mode); if not, clear the check box (or enter N in text
mode).

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

Enter AR in the Appl column; Accounts Receivable appears.

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

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

To convert, use the Proceed (OK) command.

The Do you want a printout of error log after each application? prompt
appears. If you want the error log to be produced after files are converted for
each application, select Yes (or enter Y in text mode); if you want the log to
be produced after files for all applications are converted, select No (or enter
N in text mode). If you are converting only Accounts Receivable files, your
answer to this prompt makes no difference.

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,
select Yes (or enter Y in text mode). To let the conversion run its course and
investigate later, select No (or enter N in text mode).
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11. When the processis finished, the files are converted. Select the output
devicefor the error log.

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

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

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

e A chart of accounts for your business
e ldentification and credit information about your customers

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

« Alist of unpaid invoices organized by customer or an aging report
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Codes and IDs

3-4

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

The system arranges code charactersin a particular order. In the following list
codes and I1Ds are sorted from lowest to highest, and dashes represent blank
spaces.

000000
000001
1

The organization of these codes illustrates the following principles:

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

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

Blank spaces

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

Uppercase letters (A-Z)
Lowercase letters (a—2)
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Alphabetical rules are not intuitive when numbers are involved. Numbers are
sorted as if they were |etters: When the first characters of several IDs are
compared, the ID with the smallest first character is placed first in thelist. If the
first character of the IDsis the same, the second characters are compared and the
ID with the smallest second character isplaced first in thelist. This comparisonis
made for each character in the range of IDs until the IDs are clearly in
alphabetical order.

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

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

«  To prevent organization problems, use zerosto 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 | Ds into more than one part.
For example, use ACE-01 and ACE-11 instead of ACE-1 and ACE-11 or
ACE01.

* If youuselettersin IDs, use either all uppercase or all lowercase letters so
that the IDs can be sorted correctly.

e Usedescriptive IDs. For example, WINOO1 and WINOO2 are more
descriptive I Ds than 000001 and 000002. (If you already use a numbered
system, you might want to stick with it.)

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

For example, setting up two consecutive IDs of WINOO1 and WINQO5 |eaves
room for three customers in between.
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Follow the steps below to set up the Accounts Receivable system. Each step is
explained in this section. If you converted from a previous version of Accounts
Receivable, you can simply verify the contents of these files instead of building

the data.

1. Set upthe options and interfaces.

2. Build thetables.

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

4. Build the ARSRxxx (Sales Rep) file.

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

6. Build the ARPYxxx (Payment Methods) file.

7. Build the ARCUxxx (Customer) file.

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

9. Build the ARRExxx (Recurring Entries Detail), ARRDxxx (Recurring

Additional Descriptions), and ARRHxxx (Recurring Entries Header) files.

10. Enter initial balances.

11. Set up access codes.

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

Job Cost

When Accounts Receivable interfaces with Job Cost, posting in Accounts
Receivable updates billing information in the Job Cost job and phase records.
When you enter invoices, refer to the Job Cost Jobs and Phases List for customer
IDs and contract numbers.

Bank Reconciliation

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

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

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

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

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

. Accounts Receivable Options M= B3

ommand: Edit Modes Other Scroll Command: Help

pxr|RR @a|?e 0K | Abandon |
Drescription Walue

Interface to Inventory? YES ﬂ
Interface toJob Cost? wES ﬂ
Interface to Bank Reconciliation? wES
Usze Transaction Batching? YES
System Generated Batch Mumbers? YES
Usze Additional Descriptions? YES
Copy Additional Descriptions from Inventary? YES
K.eep Detail 5ales History? YES
K.eep Additional Description History? YES
K.eep Summary 5ales History? YES
Dizplay Unit Cost During Line Item Entry? YES
Allow Cugtomer Level Change in Transaction Entry? YES
Allow Expired Credit Card in Payment Entry? YES
Dizplay Quantities and Quantity Breaks During Line Entry? YES ﬂ
Frint Online Invoices? wES g
Use Plain Paper Invoices? YES g

Option (001 of 026 )

Enter = Toﬁl Goto | Wwirite | |

|Company H |05/30/2000 | Terminal TOOD |OVA

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

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

1

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

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

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

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

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

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

Toggleto YES or NO to indicate whether or not you want to keep detail
(line-item) sales history. If you select NO, the ARHIxxx (Detail History) file
isnot used and you cannot cal cul ate commissions for sales reps or print the
Detail History Report.
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10.

11.

12.

13.

14.

15.

Toggleto YES or NO to indicate whether or not you want to keep additional
description history. If you elected not to use additional descriptions, this
option is set to NO and you cannot changeit.

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

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

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

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

appears.

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

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

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

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

Accounts Receivable User’s Manual



Setup

Setup Functions

16.

17.

18.

19.

20.

21.

22.

23.

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

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

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

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

Toggleto YES or NO to indicate whether or not you want to be able to post
datawithout printing reports.

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

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

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

Tables storeinformation 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
linesin the table. For example, in the ARGLxxx table, the system always
treats the account on the first line as the cash recei pts account and the
account on the second line as the discount account.

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

Note I

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

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

These tables are identified by a four- or five-character prefix and a three-
character suffix. The prefix is the table name—ARGL for general ledger
accounts, for example. The suffix isacompany ID or asystemwide table. If you
delete a company-specific table, that company uses the generic table. For
example, if you delete table ARGLAOL, company AOL uses the ARGL table.
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The DFxxxx table (Defaults) and each Quick-Entry table (QExxxx, QHLXxXxX,
QH2xxxx, QIxxxx, and QMxxxx) is identified by atwo-character prefix and a
four-character suffix. The prefix is the table name—DF for Defaults, QI for
Quick-Entry Invoices, and so forth. The suffix isaterminal ID, acompany ID, or
a systemwide table (without a suffix).

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

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

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

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

If you have three companies—AO01, B0O1, and CO1—you might want the
terminalsin companies A01 and BO1 to share table DF. You might want company
CO01 to have some of itsterminals use a set of defaults specific to each one, while
other terminals share values that are common among themselves but specific to
company CO1.

Companies A01 and BO1 can share table DF; no table has the label DFA or DFB.
Company C01 can have table DFC, to be used for the terminals in company CO1
that do not need their own set of defaults. Each terminal in company CO1 that
needs its own set of defaults can have its own table; for example, terminal TO01
has table DFT001.
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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
DFTO001 table applies to both terminal s regardless of the fact that they arein
different companies.

When you enter or edit transactions, the system first triesto find atable with a
terminal suffix specific to your terminal. If it cannot find one, it looks for atable
for the company in which you are working. If it cannot find one, it uses the
systemwide table. For example, if you are using quick entry to enter an invoice
for company A01 on terminal TOO1, the system first looks for QITOOL. If it
cannot find table QITO01, it looksfor QIA. If it cannot find table QIA, it usesthe
systemwide table QI.

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

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

entering information.

See Chapter 11 for information about these codes.

Sales Reps

3-16

The ARSRxxx file stores information about each person who is paid a
commission on sales entered in Accounts Receivable. If you plan to use the
commission system, you must set up sales rep records (see page 10-33) and elect
to keep sales history in the Resource Manager Options and Interfaces function
before you begin processing in Accounts Receivable.
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For each sales rep, you must specify several pieces of information:

»  Personal information

*  Commission rate

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

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

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

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

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

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

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

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

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

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

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

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

Payment Methods

3-18

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

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

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

The system treats the amounts for payment types cash and check the same.

However, when you use a code that is assigned the payment type check, you must
also enter a check number.
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When you use the payment type credit card, set up the credit card company as a
customer, because you ultimately get the money from the credit card company.
To identify the credit card company, enter C in the Group Code field on the
Customers Genera Information screen.

Customers

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

General Information

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

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

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

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

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

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

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

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

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

You can also enter the customer’s e-mail and web site addresses.

Credit and Balance Information

You can enter a default method of payment for the customer.

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

When you run the Periodic Maintenance function, the amount in the New Fin

Chg field is added to the amount in the Unpaid Fin Chg field. Thenthe New Fin
Chg field is cleared.

Accounts Receivable User’s Manual



Setup Setup Functions

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 acredit limit for the customer, and you can put customers on credit
hold. Then when you enter invoices, awarning message appears if the amount
the customer is putting on credit is greater than the customer’s credit limit or if
the customer ison credit hold. (You cannot enter an invoice for acustomer that is
on credit hold.)

Balance Information

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

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

Credit Card Information

The ARCMxxx file can store multiple credit card numbers, cardholder names,
and expiration dates for each customer. You can elect to verify credit cards
entered in transaction and cash receipts entry against the list, or to maintain the
list as areference only.
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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 invoi ce number of the last sale to the customer and the date, amount,
and check number of the customer’slast payment.

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

The numbers 0 through 4 are used:

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

e The number 1 means that an invoice was 31 to 60 days overdue.
e The number 2 means that an invoice was 61 to 90 days overdue.
e The number 3 means that an invoice was 91 to 120 days overdue.
e The number 4 means that an invoice was over 120 days overdue.

The Credit Status field updates when you do periodic maintenance.

Ship-To Addresses

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

Ship to addresses are stored in the ARSAxxx file.

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

You can enter comments about customers on the Customer Comments screen.
When you enter accounts receivable transactions, you can use the Information
menu (or the Shift+F2 command in text mode) to access a customer’s comments.

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

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

User-Defined Fields
You can assign up to 16 user-defined fields, which can be numeric, dates, or
check boxes. You can view thisinformation using the Customers and Open
Invoices Inquiry screens, the Master File List, and Customer Detail List.
User-defined field values are stored in the ARCUxxx.UF file.

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

Documents
You can attach multiple documents to customer records. However, you must set
up file types in Resource Manager before you can attach documents. See the

Resource Manager User’s Guide for more information.

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

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

Usethe Ship-to Addresses function (see page 10-31) to build the ARSAxxx file.
Ship-to numbers are a shorthand method of entering addresses of places where
you want goods to be shipped. When you enter invoices and credit memos, you
can enter the ship-to address number, and the shipping information appears.

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

Recurring Entries

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

Note I

You can set up only noninventory recurring entries.

Group Codes

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

Run Codes

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 (see page 9-7) to purge entries
from the ARRHxxx and ARRExxx files by cutoff dates. Entries with a cutoff date
before the date you specify are purged from the ARRDxxx, ARRHxxx, and
ARRExxx files.

Initial Balances

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

Summary Method

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

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

The summary method consists of the following steps:

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

2. UsetheBuild Open Invoice File function (see page 10-61) to build an

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

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

The detail method consists of the following steps:

1

Use the Transactions (see on page 5-3) and Cash Receipts (see on page
5-25) functions to enter the year-to-date accounts receivable transactions.
Then post the transactions to the appropriate periods.

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.

Use the Build Open Invoice File function (see page 10-61) to build one
invoice for each unpaid finance charge, current amount due, and balance in
an aging period.

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

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

Accounts Receivable User’s Manual



Setup Setup Functions

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 menusin the system, and for individual functions. To control users’ accessto
menus and functions, you can set up an access code for each user or group of
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 arein.

Because the codes are company-specific, you must set up acode for each
company auser 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 auser 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 confidentia information or are sensitive to change. For maximum
security, protect the Accounts Receivable application itself, each of the Accounts
Receivable menus, and the individual functions.

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

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

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

Backing up Data Files

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

Backing up Programs

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

Diskettes

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

Use Resource Manager

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

You must back up all thefilesin the data path for a particular list of
companies at once to ensure that you have up-to-date copies of the system
files. Do not try to use operating system commands to back up only afew
files that have changed; if you do, your system may not work after you
restore them. The Backup function backs up all the datafiles for a specified
company in adata path at one time.
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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, the information becomes historical. You can use the Summary
History function if you elected to keep summary history in the Resource Manager Options
and Interfaces function. You can use the Detail History function if you elected to keep
detail history in the Resource Manager Options and Interfaces function.
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Usethe Customers and Open Invoices functionto ook at customer records and
open invoices. This information comes from the ARCUxxx (Customer) file and
the ARINxxx (Open Invoice) file.

General Information

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

Customers and Open Invoices ;|g|5|
Commands Edit  Modes Other Information Help
2Xiz| @ AR ?€ 0K | Abandan |
Cust D ACEDO |
Mame ACE BUILDERS Termsz Code 2PCT
Address 1 1588 SE 315T STREET 2/10.n/30 Reg
Address 2 2.0% 10 DAYS MET 30
Address 3
City/State PADUCAH KY Group Code 1}
Zip/Country 28655-7865 us Stmt/lnv Code Both
Ship Zone o Cust Level ACEDO1
Attention ACCOUNTS PAYABLE Acct Tupe Open Invoice
Phone (505)555-1646 Distrib Code o
Fax (502)555-1566 Partial Ship? i
Contact BRIAN
Clazz WHSL Tax Group MH
Salez Rep 1 GPD Gany P. Deacon Minnesota
Sales Rep 2 Taxable? |
Teritary MIDATL Exempt |D
E-Mail Addresz  gamnpdeaconi@bigmail. com
wieb Site www_ace-builders.com
LCustomer | First | Last | Mext | Previous | Balance |
Hiztary | Invoices | Ship to's | User fields |
Company H [09/04/2002 |Teminal T00 [OVR

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

Command

Customer

First
Last
Next

Prev

Balance

History

Invoices

Ship to’s

User fields

Action

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

Press F to look at the first customer record on file.
PressL to look at the last customer record on file.
Press N to look at the next customer record on file.

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

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

PressH to look at the sales and payment history for
the customer. See “Look at Customer History” on
page 4-6 section below for more information.

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

Press S to look at the shipping addresses assigned to
the vendor you selected. See “L ook at Customer
Ship-To Addresses’ on page 4-8 for more
information.

Press U to view the user-defined fields for the
vendor you selected.
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Look at Customer Bala

nces

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

% Credit and Balance Information o ] 4
Commands Edit Modes Other Information Help
2xiz|2m A 7€ 0K | Abandon |
| CutomerD  [IEOTT ]3| ACE BUILDERS Open Invoice |
Credit Infarmation
Pyt Method CHE Check
Fit Charge? O
Fin. Charge Code  UU
Credit Limit 315000
Credit Hold =
Balance [nfarmation
Mew Finance Charges .00
Unpaid Finance Charges .00
Current Due .00
Balance 31-60 days .00
B1-90 days .00
91-120 days .00
121+ days 136738.44
Unapplied Credits .00
Tatal Due 136738.44
LCustomer | First Last Mext Erew | General | Hiztary | Invoices | |
| |Company H [08/28/2002 | Terminal TOOD [OVR

The information that ap

pears comes from the ARCUxxx file and is entered using

the Customers function (see page 10-3).

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

more information.

When you are finished |

ooking at the information, press G to return to the

Customers General Information Inquiry screen.
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Look at Customer History

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

& History Information ] 5
Commands Edit Modes Other Information  Help
%XE§| |ﬂ@ ?@ ak. IAbandonI
Cust D ACEDO E
Mame ACE BUILDERS
Period-to-0 ate Gtr-to-D ate ‘rear-to-Date Last Year
Sales 26650.89 216761.42 1665331.24 1223579.63
Profit 2269.42 48490.15 492899.03 370863.25
Mumber of Invoices 2 4 14 8
Finance Charge .00
Payments .00 647524 .54 1627397.84 1110548.58
Discounts .00 .00 12630.63 1595.38
Mumber of Payments 1} 2 14 L
Total Days to Pay 1} 95 715 211
Average Daps to Pay 0.00 4750 51.07 4220
First Date: Last Date Last &mnount Last Inv Mo
Sale 071441999 1272142000 21722.07 12670074
Payment 1142742000 154642 .54 00014189
Customer High Balance 72214410 Credit Status 332211222211 |
LCustomer First Last Mext | Frew | General | Balance | Invoices | |
| CompanyH | 08/28/2002 | Teminal TODO [OWR

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

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

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

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

% Customers and Open Invoices

Commands Edit  Modes ©Other Scroll Commands  Information  Help

=101 x|

2Xiz| 2@ AR ?€ 0k | Abandon |
Customer ID ACEDO 4]  ACE BUILDERS
Account Type Open Invoice
Credit Limit 315000
Include Paid Invoices After IDS.-"29.-"2DD2 Sort By: Invoice Humber
Invaice Type  Stat  Inwvoice Check [ue Date Grogs Amount

MHumber Date MHumber Disc Date Discount Amount
=
E
12670064 INVC_ [REL [11/24/2000 12/24/2000 35467.93 a4
12/04/2000 709.36
12670074 INVC_ [REL [12/21/2000 0142042001 272207
12/31/2000 434.44
24883030 INVC_[REL [12/09/2000 01/08/2001 4928.82
12/19/2000 9358 =
=
=
Total 136738.44
| Enter=cust. inquiry LCustomer First Last | Mext | Erew | Sort | Goto | |

|Company H [08/28/2002 | Terminal TOOD [OVA

Press Enter to return to the main customer inquiry screen.

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

more information.

Press G to move the prompt to a different invoice number. Then enter the invoice
number. (This command appears only if there is more than one screen of invoice

numbers.)
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Look at Customer Ship-To Addresses

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

&, Ship-To Addresses . o ] 4
Commands Edit  Modes Other Scroll Commands  Help

2Xiz| 2@ AR ?€ 0k | Abandon |
Customer (D [ACEDD g

Mame ACE BUILDERS Default ID

=
|
=
E
LCustomer First Last Mext Previous Wiew General |
Balance Hiztary Invoices User fields glto

| [Company H [09/05/2002 | Terminal TOOD [OVR

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

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

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

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

To look at the user-defined fields for the vendor you selected, press U (User
fields). The User-Defined Fields screen appears.

/&, User-Defined Fields ] 4
_gollnmands Edit Modes oOther Help
2Xiz|E @A ?€ OK | abandon |

Customer [ |A[;EUU1 |ﬂ ACE BUILDERS

Decision Maker Thomas Wentworth
Wisits This YT 3

Catalog Sent? I

Last Yisit 1171542000

Prey. Visit 0771142000

Enter = return Header First | Mext | Erew | Last |

[Company H [02/10/2003 | Terminal TOOD [OvR

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

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

Press Enter to return to the main customer inquiry screen.
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Open Invoices

Usethe Open Invoices function to look at the open invoicesthat are on file for a
customer. Thisinformation comes from the ARCUxxx (Customer) file and the
ARINxxx (Open Invoice) file.

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

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

Open Invoices

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

Open Invoices o ] 4

 Commands Edit Modes Other Scroll Commands  Information  Help
%XE§| |ﬂ@ ?@ 0]:¢ IAbandonI
Customer ID ACEDO 4]  ACE BUILDERS
Account Type Open Invoice
Credit Limit 315000
Include Paid Invoices After IDS.-"29.-"2DD2 Sort By: Invoice Humber
Invaice Type  Stat  Inwvoice Check [ue Date Grogs Amount
MHumber Date MHumber Disc Date Discount Amount
3|
39 2]
12670064 INVC_ [REL [11/24/2000 12/24/2000 35467.99 ﬂ
12/04/2000 709.36
12670074 INVC_ [REL [12/21/2000 0142042001 272207
12/31/2000 434.44
24883030 INVC_[REL [12/09/2000 01/08/2001 4928.82
12/19/2000 98.58 j
i
|
Total 136738.44

| Enter=cust. inguiny LCustomer First Last | Mext | Erew | Sort | Goto | |

| |Company H [08/28/2002 | Terminal TOOD [OVA

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

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

When you are finished looking at the information, use the Exit (F7) command to
return to the Information Inquiry menu.
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Detail History

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

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

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

Detail History

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

% Detail History ] 4
'g mapds Edit Modes Other  Scroll Commands  Information  Help
2Xiz @ AR ?€ 0f | Abandan |
Customer |0 ACEOD 4] ACE BUILDERS Start D ate I A
Order Mumber B FO Mumber I"
Type |nvoice ItemAJob/Description Guantity Units Amaint
Date Loc 1D
=
071441993 |WNOOOY ﬂ
IN_ [12670001 150 75.0000|PKG 71467.99 ﬂ
071441993 |WNOOOY
IN_ [12670001 Miscellaneous Char 230.0000 86078.05
071441993 |WNOOOY
IN_ [12670001 300 240.0000 | EA 5546.52
071441993 |WNOOOY
IN_ [12670001 350 35.0000 [EA 5341.88
071441993 |WNOOOY j
IN_ [12670001 400 75.0000|PKG E7379.29 g
07/1441993  |MNOOOY g
LCustomer First Last Mext Erew
Start date Totals Wiew Goto inve Add Descr

Company H |09/05/2002 | Terminal TOOD | 0YE

Accounts Receivable User’'s Manual 4-13



Detail History

Information Inquiry

4-14

=

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

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

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

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

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

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

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

&, Invoice Totals o ] 4
- dommands Edit Modes Other Help
PR r=| B BE@|? & 0K | Abandon
Invoice # 12670001
Cost Sales Prafit Pct
Invoice Total 45237546 530628.25 7825279 14.8
Credits .00 .00 .00
Total 45237546 530628.25 78252.79 14.8
Discounts .00
Fayments h3ID628.25 | Tax .00
------------------------------------- Freight .00
Balance 00 | Misc .00
Press a Keyp.
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Detail History

To look at an expanded summary of theinvoice, press V. Additional
information about the invoice (general ledger account and period,
purchase order number and date, and quantity shipped) appearsin the
View Line window:

&, View Line o ] 4
Commands Edit Modes Other Help
2Xiz @ AR 7€ 0K | Abandon |
‘ Seqft 00000001 Tupe Invoice Irvoice # 12670001
SalezRep1 GPD Percent 100.0 Sales Acct 401000
Salez Rep 2 Percent 0.0 COGS Acct 501000
Ir Aot 104400
Inve Diate 071441999
Cust PO # 47581471 GL Period o7
50 Mumber
Item 100 LocID  MNOOD1 SlsCat  P1
Desc  Electrical Package
Gty Shipped  Units Ext Cost Ext Price Prafit Pt
515.0000 PKG 178313.60 185774.66 7461.06 4.02
Press any key.

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

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

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

menu.
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Summary History

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 (see page
10-3) or the Transactions function (see on page 5-3).

Summary History Customer Inquiry

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

%, Summary History = B3
LCommands Edit Modes Other Information Help
22Xz b2E @Al 28 OK | Abandon |
Customer ID |ACEDD] 4]  ACE BUILDERS
Fizzal Year 2000

Pd Sales COGS Dizcounts Avg Invoice

1 64598.71 60144.04 .00 64598.71

2 111644.07 95876.23 .00 111644.07

3 288828 44 275546.61 2232 88 288828 44

4 1442910 13604.40 2041.45 1442910

5 166661.08 15618517 .00 166661.08

] 83718.08 78921.00 3333.22 83718.08

7 83718.08 78921.00 1674.36 83718.08

] 6747070 47814.88 3348.72 6747070

9 567501.56 197147.61 .00 283750.78

10 154642 .54 109999.54 .00 154642 .54

1 3546799 33890.26 .00 3546799

12 26650.89 2438147 .00 13325.45

YTD 1665331.24 1172432.21 12630.63 118952.23
Enter = next customer Mew D | Wiew period | |
|Company H |05/30/2000 | Terminal TOOD |OVA

1. Enter theID of the customer whose history you want to view.
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Summary History Information Inquiry

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

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

e Tolook at the next customer record, press Enter.

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

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

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

Options and Interfaces function for a period, you cannot look at
customer history for that period.
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Summary History

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

%, Summary History [ [ x]
LCommands Edit Modes Other [nformation Help
2K r= | & 0k | Abandan |
Customer ID ACEOD1 ACE BUILDERS
Fizzal Year 1242000
ItemAob Tupe Guantity  Units Sales COGS
100 1 47.0000 PKG 15258.78 16146.85
150 1 2.0000 PKG 2634 77 1815.06
300 1 50000 EA 104.00 110.05
350 1 10,0000 EA 2145.06 2269.90
450 1 10,0000 EA 1464.09 1611.40
460 1 10,0000 EA 1606.41 1764.70
550 1 3.0000 PKG 4303.77 .00
600 1 10,0000 EA 1143.73 1191.60
200 K 1.0000 PKG 246441 1286.97
Totals 31125.02 26196.53

Enter = Summary History Customer |ngquiry |

|Company H |05/30/2000 | Terminal TOOD |OVA

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

and COGS amounts appear for each period.

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

When you are finished looking at the item and job history, press Enter to return

to the Summary History customer inquiry screen.
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Daily Work

Transactions

Cash Receipts

Edit Cash Receipts
Copy Recurring Entries
Change Batches

Batch Control
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Daily Work

5-2

Introduction

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

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

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

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

the Resource Manager Options and Interfaces function, you can use the
Change Batches or Batch Control functions.
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Transactions

Use the Transactions function to enter customer invoices, cash invoices, and
miscellaneous credits or to edit transactions. The transactions are stored in the
ARTDxxx and ARTHxxx (Transaction) files until you post them to the ARINxxx
(Open Invaice) 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 paymentsto it.
You can enter atransaction before receiving any payment, having received partial
payment, or having received the entire payment.

After you finish entering an invoice, you can print it online if you elected to print
onlineinvoicesin the Resource Manager Options and Interfaces function. You
can print onlineinvoices for any customer, even if the record does not require
that the customer receive invoices. If an invoice was printed online, you cannot
print it again using the Print Invoices function.
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Transactions Daily Work

Transaction Type

Select Transactions from the Daily Work menu. A menu appears.

[ Transactions 0000000000000 MM
. Invoices =[] =]
LCommands Edit Modes Other [nformation  Help
Xz 2R 2@ 22 DK | Abandon |
Batch D 000001 E
[ranst.No AT El E Tra i, Transaction Type ]

fesen LCommands Edit Modes Other Help
Sold to: | al 2 X ts | BmE @A | ok | sbendn |
Trang. pe
ol eous Credits ——
. . 4
" Edit Transact 12
Sales Rep 1 E Percent [ 1 ansactons
Sales Rep 2 E Percent I_
Cust Level E o
Termsz Code E Ship D1ate 05/30/2000
Tems Desc Type GL Period 5]
Tems? 0 Days Met Daps
Order Mo Taratle I_
Ord Date ;o Tax Group I E
Inw Mo Drate | £ Drescription
| ComparyH | 05/30/2000 | Teminal TOOD | OVA

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

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

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

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

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

screen, amain scroll region screen, and atotalsinformation screen; and they all
have the samefields.
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Daily Work

Header Information

5-6

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

screen appears.

5, Edit Transactions I B3
LCommands Edit Modes Other [nformation Help
2Xiz ke Ea ?e DK | Abandon |
Batch 1D Qo000
Tranz Mo 12| Tranzaction Type  Inyoice
Location MM 0007 MINNEAPOLIS WAREHOUSE
Sold to: s CEQD Ship to: I 000000( )
ACE BUILDERS
1588 SE 315T STREET
PADUCAH 28655-7865 us | EN [ Tal
SalesRep1 [GPD (8] 100.0) || Ship Method E
Salez Rep 2 .0 Ship Yia
Cust Level Fick Slip Mo.
Tems Code  [2PCT Ship Date IBEEEED
Tems Desc 2/10.n/30 Tvpe Reg GL Period [12]
Tems? 20Dayz: 10 HMetDaps 30
Order Mo Taxable r
Ord Date [ Tax Group MM E
Inw Mo 00002081 IDE.-"‘I 9/1999 Drescription Minnesota
Field Description
Batch ID If you elected to have the system assign batch
numbers in the Resource Manager Options and
Interfaces function, the batch number appears.
Otherwise, enter the number of the batch the
transaction belongs to, or press Enter to skip this
field. You cannot use the number of a batch that
another workstation is using. If you use the
Maintenance (F6) command, the Batch Control
function is temporarily called up.
Trans No The system assigns a unique number to each

transaction.
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Field
Location
Sold to
Sales Rep 1/Percent
Inquiry Sales Rep 2/Percent

Maint

Accounts Receivable User’'s Manual

Description

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

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

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

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

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

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

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

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



Transactions

Daily Work

5-8

Field

Cust Level

Terms Code

Order No

Ord Date

Description

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

The sum of the commission percentages cannot
exceed 100.

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

appears.

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

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

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

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

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

Inv No

Inv Date

Ship to

Description

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

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

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

If you frequently assign invoice numbers before
entering the transactions, print the Sales Journal (see
page 6-9) before and after you print invoicesto check
for differencesin the numbers. The invoices and the
ARINxxx file must agree so that customer payments
are applied correctly.

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

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

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

Ship Method

Ship Via

Pick Slip No

Description

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

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

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

Enter the code for the shipping method.

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

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

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

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

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

Field

Ship Date

GL Period

Taxable

Tax Group

Description

Description

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

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

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

If you enter an invoicein one period and then ship it
in adifferent period, the GL period adjusts
accordingly.

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

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

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

When you save the header information, the line-item entry screen appears.
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Transactions Daily Work

Line-ltem Entry
The Invoices line-item entry screen appears for one of three reasons:
* You are creating an invoice and have finished entering header information.

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

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

3, Edit Line [ ()=
LCommands Edit Modes Other Inventory Lookups  [Information  Help
2XiE DR EE 28 0K | Abandon |
Entry 001
Itemilab |1 TER vl Loc 1D IMNDDD‘I E Cust D ACEDD1 Tranz Mo 0012
D 100 ] GLCode [ &
Desc Electrical Package Sales Acct (401000 E
SisCat [T 3 COGS Acct [501000 g
TauClass [ 03 8] 000 % FricelD [BUILD a Invécet  [104400 g
Units
Ordered 40000 [FKG 9
Shipped [ 40000 Pice | E25.5400 | Ext Price 2114.16
Backard JE] Cost | 3435500 Ewt Cost 1374.20

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

Field Description

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

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

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

D
Maint I

Description

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

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

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

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

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

Current Quantities [FKG ] Break Quantity Unit Price
Guantity On Hand 18.0000 Basze 1.0000 422 8320
Committed -Doono 1 8.0000 380.5520
InUse 1.0000 2
.............. 3
Available 17.0000 4
On Order 6.0000 [}
Field Description
Desc Enter a description of theitem, or press Enter to
skip thisfield.
Additional If you elected in the Resource Manager Options

Descriptions

Accounts Receivable User’'s Manual

and Interfaces function to use additional
descriptions, you can enter 10 lines of information.
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Sls Cat
Tax Class
Price D
Gl Code

a1

-14

Assign asales category to theitem, or pressEnter to
skip thisfield.

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

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

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

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

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

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

Sales Acct/COGS
Acct/Inv Acct
Maint I

Ordered

units

Shipped

Backord

Accounts Receivable User’'s Manual

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

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

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

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

Enter the type of unit the item is sold by—for
example, EACH if it is sold individually.

Enter the number of units you shipped.

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

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

5-15



Transactions

Daily Work

This dialog box istitled the Append Serial Number dialog box when you enter a
serialized item ID and Append Lot Number when you enter alotted item ID.

5, Append Serial Number I B3
LCommands Edit Modes Other Inventory Lookups Help
axEne @@ ? e 0K | Abandon |
Serial Mo LTOET 31084 4
Orig Gty 0000 - Cost | 2356600
Fuilfill Gty 1.0000  Price | 4239100
Backord Oty .ooao
Comment Sold in as-is condition
Field Description
Serial Number Enter the serial number of the item you want to
include in the transaction.
Unit Price The unit price of the item appears.
The Append Serial Number dialog box appears.
Comment Enter acomment about the serialized item.
Price Accept the default price, or enter the item’s unit

5-16

price.

If you are entering a miscellaneous credit, enter the
unit price from the original invoice.
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i, Append Lot Number = B3
LCommands Edit Modes Other Inventory Lookups Help
axEne @@ ? e 0K | Abandon |
Lot No Z74D0714 a
Orig Gty 1.0000 Cost I 17600 Ext Cost 1.76
Fuilfill Gty 1.0000
Backord Oty [ .oooo
Comment
Field Description
Lot No Enter the lot number of the item you want to include
in the transaction.
Orig Qty Enter the quantity of thislot that was ordered
originaly.
Fulfill Qty Enter the quantity of thislot that was actually
shipped.
Backord Qty Enter the quantity of thislot that is backordered, if
any.
Comment Enter acomment about the lotted item.

If you elected not to display unit costsin the Resource Manager Options and
Interfaces function, no unit cost appears. The total amount of the line item, the
shipped quantity times the unit price, is calculated and appears. If you elected to
display unit costsin the Resource Manager Options and Interfaces function, the
extended cost appears. For an invoice, the cost is approximate; the system
calculates the actual cost when you post.

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

When you save the first line item, the totals are updated and your entries are
saved. You cannot use the Abandon (Cancel) command to cancel the
transaction. To delete the invoice, use the Delete (F3) command on the header
screen and delete the entire transaction.
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Transaction Scroll Region

5-18

When you exit from the line-item entry screen, the Edit transactions screen

appears.
5, Edit Transactions I B3
LCommands Edit Modes Other Scroll Commands  |nformation  Help
AXE | RE @8 78 0k _Abandon |
Soldte:  ACEDD1 ACE BUILDERS Loc 1D 000001
Ship to: MMO0D1 Tranz Mo 0012
[Irwvoice]
ItemAlob 1D Gty Ordered Units Unit Price Ext Price
Diescription Gty Shipped
=
Electrical Package 4.0000 z
150 2.0000|PKG 1317.3840 2634.77 | [
Flurmbing Package 2.0000
300 2.0000 |E& 51.3810 102.76
Interior Door 2.0000
550 3.0000|PKG 1434.5910 430377
Millwork, Package 3.0000 =
£00 2.0000 |E& 286.6500 573.30 =
Standard Window 2... 2.0000 =]
Entry [ 001 of 007 )
Subtotal Freight+Misc Sales Tax Frepayment Met Due
972877 .00 .00 .00 972877
| Enter = edit Append Header | Totals | igw | Goto | DOrline | Mext Tranz |
[ | ComparyH | 05/30/2002 | Teminal TOODO | OVR

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

e Toappendalineitemto the transaction, pressA. Then see“Line-Item Entry

on page 5-12 earlier in this section.

e Toreturn to the header screen, press H. When you return to the header
screen, you do not lose the line-item and totals entries because you already

saved them.

Information” on page 5-20.

To go to the Totals Information screen, press T. Then see “Totals
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To look at an expanded summary of the line item, move the prompt to the
lineitem, and press V. Additional information about the line item such as the
general ledger account and description, quantities ordered and shipped, and
price and cost information appears on the View Line screen:

7, ¥iew Line = B3
LCommands Edit Modes Other Help

2RIz | Eal ?e 0K | Abandan |

Entry 007

ItemAlob  ITEM Loc 1D MNOO01 CustiD  ACEODD1 Trans Mo 000001

D 900 GL Code

Desc Refrigerator - Black Sales Acct 401000

SleCat Al COGS Acct 501000

Tax Clazz 00 000 Price 1D APPL Ir Aot 104400

Units

Ordered 1.0000 EA

Shipped 1.0000 Price 4299100 Ext Price 42991
Backord 0000 Cost 239.6600 Ext Cost 239.66

Press Any Key . . .

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

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

To print an invoice online, press O. (You can print online invoices for any
customer even if the customer record does not require that the customer
receive invoices.) Thiscommand is available only if you elected to print
onlineinvoicesin the Resource Manager Options and Interfaces function.
The Print Online Invoice prompt appears. If you want to print the invoice
later through the Print Invoices function, clear the check box (or enter N in
text mode); you are returned to the Invoices screen. If you want to print the
invoice onling, select the check box (or enter Y in text mode); then see
“Online Invoicing” on page 5-22.

To finish with the transaction on the screen and move to a blank header
screen to enter a new transaction, press N. Then see “Header Information”
on page 5-6.
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Totals Information

When you press T to work with the transaction totals, the Totals Information
screen appears.

5, Totals Information I B3
LCommands Edit Modes Other [nformation Help
axEne @@ ? e 0K | Abandon |
Subtatal 10160.62
Freight IW Tax Class m
Mizcellaneous Chgs I 12.00 Tax Class m
Sales Tax ol
Irvoice Tatal 10922 62
Payment 1 I 5000.00 Methad IEIHK E Check
Payment 2 I |00 Method I g
NetDie 5922.62
Field Description
Subtotal The subtotal appears.
Freight/Tax Class Enter the shipping charges and the tax classto
which you want to apply them.
Miscellaneous Chgs/  Enter the miscellaneous charges (for example,
Tax Class handling) and the tax class to which you want to
apply them.
Sales Tax The salestax on theitem appears. If you change this

field, the Sales Tax screen appears.

5-20 Accounts Receivable User’s Manual



Daily Work Transactions

Sales Tax Information

5, Sales Tax Information I B3
LCommands Edit Modes Other Help
axEne @@ ? e 0K | Abandon |
Tax Location Tax Amount
MN 25 Taxloc Class
T Adfustment 05 [WN [oa
Sales Tax 230
Tax Location The tax location appears.
Tax Amount The tax amount appears.
Tax Adjustment Accept the default sales tax adjustment, or enter a
different amount.
Tax Loc The tax location for the adjustment appears.
Class Accept the default tax class, or enter adifferent tax
class.
Sales Tax The total salestax appears.

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

screen.

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

Payment 1/2 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. For a
Maint I credit card, enter the card number and name, the

expiration month/year, and the authorization number.
For other types of payment, enter amemo, if desired.

Online Invoicing

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

%i, Online Invoicing I B3

LCommands Edit Modes Other Help

2xiE DR EE 28 0K | Abandon |
Invoice Mo IDDDD2DS1

Meszage for Invoice
|Thank you for your order,

Frint Additional Descriptions? v

Company H | 05/30/2002 | Terminal TOOD | OYE

1. Enter the invoice number, or accept the default number. If you are printing
an invoice you did not assign 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.
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3.

If you want the invoice to include the additional descriptions from the
ARDExxx file, select the check box (or enter Y in text mode); if not, clear the
box (or enter N in text mode).

If you do not want to print an alignment character to make sure that the
formsarelined up, clear the check box (or enter N in text mode). If you want
to print an alignment character, select the box (or enter Y in text mode). (This
step does not apply, and this prompt does not appear, if you are printing
invoices on plain paper.)

The Reprint Invoice prompt appears after the invoice is printed.

If the invoice was printed correctly, select No (or enter N in text mode). A
blank header screen appears. Enter another invoice, or exit to the Online
Invoice Totals screen (see “Online Invoice Totals’ on page 5-23).

If the invoice was not printed correctly, select Yes (or enter Y in text mode).
The cursor goes to the Invoice No field, where the next invoice number
appears. Reprint the invoice using the above procedures.

Online Invoice Totals

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

After you enter miscellaneous credits, do the following tasks:

Produce credit memo formsiif you did not print them online.

Produce the Miscellaneous Credits Journal for an audit trail of each credit.
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*  Post the transactions. This task sends the miscellaneous credits information
to the appropriate files: ARCUxxx (Customer), ARSRxxx (Sales Rep),
ARHIxxx (Detail History), and ARHSxxx (Summary History). When you
post, each credit creates an open item in the ARINxxx file and updates
applicable job billing information.
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Use the Cash Receipts function to do these things:

e Record payments from customers

*  Apply payments to on-account balances

*  Apply prepayments from customers that have not been billed

* Record unapplied cash receipts from a source other than a customer
»  Enter deposits for jobs

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

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

5-26

Select Cash Receipts from the Daily Work menu. The Cash Receipts screen

appears.
&, Cash Receipts ] 5
Commands Edit  Modes ©Other Scroll Commands  Information  Help
2z |@ @E| 2@ Ok |_Abandon |
Batch/Dep Mo IDDDDD‘I E Acct Type  Open Invoice |
Date | [ GL Period [5 Session Tatal
Customer |D ACEDO 4] ACE BUILDERS .00
Pyrnt Amt I oo FPayment tethod I E
Applied .00
----------------------------------- Bank ID
Fiemaining .00 Batch/Dep Mo
Check Mumber
Invaice Invaice Dizcount Fayment Dizcount

12670064 11/24/2000 .00 703.36 35467.99 .00 ﬂ
12670074 12/21/2000 2172207 434.44 .00 .00 ﬂ
24383030 12/03/2000 4325.82 98.58 .00 .00 j
3
|

LCustomer | Lpply | Beceipt

Wiew Edit | Done | Qnacctl Totals | Goto | |

[ Campany H [03/06/2002 [T erminal T000 [0VA

Field

Batch/Dep No

Date

Description

The last batch number or deposit number you
entered appears. Accept it, or enter adifferent
number. If you usethe Maintenance (F6) command,
the Batch Control function temporarily appears.
After you enter the number, the amount of the
receipt is added to the total deposit if the number
you enter ison file; if the number isnot onfile, a
new deposit is created.

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

GL Period (1-13)

Customer ID

Pymt Amt

Payment Method

Aging Code

Accounts Receivable User’'s Manual

Description

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

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

For a customer (whose record isin the ARCUxxx
file), enter the customer ID. If you usethe
Maintenance (F6) command, the Customers
function temporarily appears. After you enter the
ID, the customer’s name and type of account
(balance forward or open invoice) appear.

Enter the payment amount you received.

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

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

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

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

Thisfield appears only for balance forward
customers.

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

0 - apply to the oldest item

1 - apply to the unpaid finance charge
2 - apply to the 121+ day bucket

3 - apply to the 91-120 day bucket

4 - apply to the 61-90 day bucket

5 - apply to the 31-60 day bucket

6 - apply to the current bucket

Bank ID The default bank 1D appears.

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

Check Number If you selected a payment method of check, enter
the number of the customer’s check.
Card Number If you selected a payment method of credit card,
enter a credit card number for the customer, or enter

adifferent card number.

If the customer is set up for credit card validation,
the card number you enter must be set up in the
customer record. To enter a new card number for
this customer, use the Maintenance (F6) command
to add it.

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

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

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

Memo If you entered a payment method of other or write-

off, enter memo information associated with the
payment—for example, discount, promotion, trade.

When you save the information about how the payment was made, the command
bar appears.

To apply the cash receipt to a particular invoice, move the prompt to the
invoice line and press A. The Apply Receipt window appears. Press Enter to
apply the total remaining to the invoice, or enter an amount to apply to the
invoice.

When you have applied the entire cash receipt for this customer, you can
press C, and then enter a different customer ID to enter cash receipts for.

To enter new receipt information, press R. The cursor returnsto the receipt
portion of the screen. Enter additional payment amounts for the customer, or
edit the receipt information.

To view the customer’s previous receipts or invoices, press V. The View
Receipts/Invoices screen appears. At the Receipts or Invoices prompt, enter
R to view receiptsor | to view invoices. When you are finished viewing the
information, use the Exit (F7) command to return to the Cash Receipts
screen.

To edit acash receipt that's already applied, press E. Then see page 5-31 for
information about editing cash receipts.

To quit applying areceipt to the customer’s account, press D to change the
cash receipt to the amount you have applied so far.
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To designate the cash receipt as on-account for the customer, press O. If a
default invoice number was set up in the DFxxxx table, it appears. Accept
the default invoice number, or enter a different number. Then enter the
amount you want to apply to the account. If you apply only part of the cash
receipt, the system subtracts it from the receipt to cal culate the amount
remaining.

To view totals information for the batch or deposit number, press T. Receipt,
prepayment, and totals information for each kind of payment method
associated with the batch so far appears:

7, Batch/Deposit Totals M= B3
LCommands Edit Modes Other Help
22X 2R @ 28 0K | Abandon |
‘ B atch/Deposit: IDDDDD‘I ‘
Feceipts Frepayments Total
Cash 8683205 .00 8683205
Check 333891.28 5000.00 338891.28
Credit Card 345.00 .00 345.00
“wirite Off .00 .00 .00
Other .00 .00 .00
Total 421068.33 5000.00 42606833

You can enter adifferent batch or deposit number for a different set of totals.
After you are finished viewing the totals information, use the Exit (F7)
command to return to the Cash Receipts screen.

To move the prompt to a different invoice number, press G, and enter the
number. (This command appears only if there is more than one screen of
invoices.)

When you are finished entering cash receipts, exit to the Daily Work menu.
Produce the Cash Receipts Journal (see page 6-19) to check for errors and
to use as an audit trail. If you find errors, use the Edit Cash Receipts
function (see page 5-31) to edit incorrect cash receipts.
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Use the Edit Cash Receipts function to change information about existing cash
receipts.

Select Edit Cash Receipts from the Daily Work menu. The Edit Cash Receipts
screen appears.

& Edit Cash Receipts B ] 5
Commands Edit Modes Other Information Help

Xz 2R @@ 2?22 OK__|_bandon |
Source Tran Mo
Batch/Dreposit Number 000001 E
Transaction Mumber I 2lﬂ
Cusztomer ID DaL001 ] DALLAS-FT WORTH DOME HOMES
Irvaice Mumber 12670066 a
FPayment D ate 12/21./2000 GL Period I 12

Fapment Amount I F203.92

Disc/Difference I il

Payment Methad [CHK 3] Check
Bank ID FHEOO1 1st Mational Bank
Batch/Dep # 000001

Check Mumber I 13649

[ [Company H [09/06/2002 | Terminal TOOD [OVR

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

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

3. Edit information about the transaction—the customer 1D, invoice number,
payment date, and GL period—or accept the default information.
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Edit information about the payment—the amount, discount difference, and
method of payment (and information related to the payment method)—or
accept the default information.

When you save the information, a blank Edit Cash Receipts screen appears.

Enter a different batch or deposit number and transaction number, or use the
Exit (F7) command to return to the Daily Work menu.
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Use the Copy Recurring Entries function to copy entries from the ARRHxxx
and ARRExxx (Recurring Entries) filesto the ARTDxxx and ARTHxxx
(Transaction) files when the recurring entries come due. Use the run codes and
cutoff datesthat you set up inthe Recurring Entries function to copy the batches
according to your schedule. After you copy an entry, it is treated like another
transaction. When the ARTDxxx and ARTHxxx files are posted, the entries are
moved to the ARINxxx (Open Invoice) file.

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

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

_ﬁ_. Copy Recurring Entries ;Iglll
:gofnmands Edit Modes Other Help
2| 2R @E| ?€ Ok__|_Abandon |
FunCode  From ID‘I
Thru |12
GL Period I 9
Cutoff D1ate IDSJDB£2DD2
Batch D 000002 K1)

Company H 09/06/2002 Terminal TOOD OvR
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Enter the range of run codes whose recurring entries you want to copy.

Press Enter to copy the entries to the default period, or enter a different
period.

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

Enter the ID of the batch to copy to. If you use the Maintenance (F6)
command, the Batch Control function temporarily appears.

Thisfield does not appear if you elected not to use batching in the Resource
Manager Options and Interfaces function.

Select the output device for the log. See “ Output the Report” on page 1-74

for more information When the entries have been copied and the log printed,
the Daily Work menu appears.
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Use the Change Batches function to replace a batch 1D with a different batch ID
or to associate transaction numbers with a different batch.

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

appears.
& Change Batches I ] 3
Cnmmands  Edit Modes Other  Help
22X e @R 7€ OK__|_Abandon |
Change:—————
& Transaction Mumber
" BatchID
Old Batch 1D 000001 al
Tranzaction Mumber oz E
Mew Batch 1D 000002 K1)

| CompanyH | 09/06/2002 | Teminal TOOD [ DYR

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

2. Enter the batch ID that contains the transaction(s) you want to move.
3. If you elected to move a single transaction, enter the number of the

transaction to move.
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: 4. Enter the new batch ID. If you did not specify a transaction number, you are
Inqui
replacing the old batch 1D with this one. If you use the Maintenance (F6)
Maint I command, the Batch Control function temporarily appears.

When you use the Proceed (OK) command, the copy process begins. When
the process is finished, the Daily Work menu appears.
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You can use batches to group invoices, miscellaneous credits, and cash receipts
for printing and posting. If you group transactions by batch, one user can enter
information while another posts transactions.

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

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

appears.
&, Batch Control ] 4
Commands Edit Modes Other Help

22Xz 2R @EE 28 OK__|_abandon |

Batch D 000002 E

Lock Flag Feport Status:

Description  |Monday's entries Sales Journal FReprint -

Status Released 'l Misc Credits Journal Printed -

Cash Receipts Jounal | Uinprinted -
Tem  User Mame Tem  User Name

|Company H [09/06/2002 | Terminal TOOD [OvA

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

2. If aterminal 1D appearsinthe Lock Flag field, the batch is or was produced
or posted on that terminal. Do not change it unless you need to release a
locked batch.
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3. Accept the default description of the batch, or enter adifferent description.

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

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

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

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

After you save theinformation, enter information about a different batch 1D,
or exit to the Daily Work menu.
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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. Thisfunction is useful when you want to print
invoices for several transactions at once.

You can also print the invoice when you enter the transaction. See the Online
command in the Transactions function (see on page 5-3).

When an open invoice customer makes a payment toward a particular invoice,
you must apply the payment correctly. The invoice number in the ARINxxx
(Open Invoice) file must correspond to the information in the ARTDxxx and
ARTHxxx files. Since the Print Invoices function can reassign invoice numbers
(but not credit memo numbers), print the Sales Journal before and after you
print invoicesto keep track of the numbers.
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Print Invoices

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

_ﬁ_. Print Invoices =10l =]

Commands Edit Modes Other Help

»Xiz 2R @A 7€ 0K | Abandon |

|z AR Tranzaction Entry Completed? vl
Batches to Print: 4
Invaoice Date 09/06/2002

First Invoice Mo 00002081
Last Good Invoice Mo [If Restart] 1]

Meszage for All Invoices:
|Thank you for your order.

Frint Additional Descriptions? ird

[Company H [09/06/2002 | Terminal TOOD [OVA

1. If you arefinished entering Accounts Receivable transactions, select the
check box (or enter Y in text mode); if not, clear the box (or enter N in text
mode). If you have not finished entering transactions, return to the
Transaction Reports menu and finish the entries before printing invoices.

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

3. Enter the date you want to print on the invoices or credit memos. This dateis

used to age the invoices if you elected to use online aging in the Resource
Manager Options and Interfaces function.
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Whether or not you print invoices determines how invoices are aged. The
invoice header date is used for aging only if you do not print invoices. This
dateisused for aging if you print invoices regardless of the header date.

4. If you assigned numbers to the invoices, enter the invoice number with
which you want to start. If you did not assign numbersto the invoices, enter
the number of the first form you are going to use.

5. If you are reprinting invoices, enter the number of the last form that was
printed correctly. If you are reprinting and you use prenumbered invoices,
produce the Sales Journal after you print all the invoices so that you have a
record of the invoice numbers.

6. If youwant al invoicesto have a message, enter one.

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

8. Select the output device.

9. If you elect to print the forms, an alignment character is printed in the form’s
upper-right corner. If the X is not centered in the alignment box or if the Xs
are not aligned in the grid on laser forms, adjust the form and select No (or
enter N in text mode). Continue this procedure until the form isaligned; then
select Yes (or enter Y in text mode) to print the invoices and credit memos.

If acustomer’s purchase order number is greater than eight characters, arow
of asterisks (*) is printed in the Order Number column, and the entire order
number is printed directly below the row of asterisks. To align the form so
that the customer’s purchase order number can be seen, make sure that only
the bottom of the alignment character (X) is printed in the upper part of the
alignment box in the form’s upper-right corner.

Sample invoice and credit memo forms are at the end of this section.

After you produce the forms, the Transaction Reports menu appears.
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Invoice
INVOICE

0181
YOUR COMPANY NAME HERE
123 MAIN STREET
YOUR CITY, STATE, ZIP PAGE 1

(123) 456-7890
INVOICE DATE 12/30/00

INVOICE NO, 00000181

ACEO001 000011
ATTN: ACCOUNTS PAYABLE

S

g ACE BUILDERS
5 ACE BUILDERS

.

(o]

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

PADUCAH KY 28655-7865

o4 T=I®

TOTAL DUE 9900.00

01/29/01 01/09/01 0012 11727701 12721701 000011

CUSTOMER PO NUMBER SHIP VIA

2/10,n/30 BR549 Federal Exp 2nd-Day

TERMS DESCRIPTION

100 03 PKG 4.0000 4.0000 528.5400 21146.16
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

L 171.26
MNMPLS 13.17
Subtotal : 9728.76
S N Y B T
2634.77 7093.99 « - 00
Amount Paid : 50.19 Net Due : 9900.00
Fe-order From: Open System Forms 1-800-004-6736 LASER INVOICE 3021
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Credit Memo
INVOICE

0067
YOUR COMPANY NAME HERE
123 MAIN STREET
YOUR CITY, STATE, ZIP il 1
(123) 456-7890
INVOICE DATE 12/30/01

INVOICE NO. 00000067

ACEO01 << CREDIT MEMO>
ATTN: ACCOUNTS PAYABLE

ACE BUILDERS

. 1588 SE 31ST STREET

O PADUCAH KY 28655-7865

ACE BUILDERS
1588 SE 31ST STREET
PADUCAH KY 2B655-7865

orow
o= TV=I®n

TOTAL DUE 3217.69

GPD 01729701 01/09/01 0023 12/07/01 12/30/01

TERMS DESCRIPTION CUSTOMER PO NUMBER SHIP VIA

2/10,n/30 BR549 UPS - Blue

irew o onoened | __sueeen | unr erice xtension
100 00 PKG 1.0000 1.0000 380.5488 380.55
Electrical Package
250 03 cs 1.0000 1.0000 1269.0122 1269.01
Exterior Panels
400 03 PKG 1.0000 1.0000 808.5515 808.55
Interior Materials
900 00 EA 1.0000 1.0000 689.99
Refrigerator - Black

ser 8675309 689.9900

Thank you for your order.

Subtotal : 3148.10
1070.54 2077.56 .00 69. 00
Re-order From: Open Sysiem Forms 1-800-994-6736 LASER INVOICE 3021
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Sales Journal

Print the Sales Journal before you post transactions to check for mistakes and
omissions. The Sales Journal also serves as an audit trail of sales transactions.

Select Sales Journal from the Transaction Reports menu. The Sales Journal
screen appears.

&, sales Journal E =1l x|

Commands Edit Modes Other Help

ExSiEY W 1=

? & 0K | Abandon |

Customer ID Fram | E Print:

Thru I Iﬂ & Line Detail

" Transaction Tatals

Batches to Print: 1] " Break Tatals
Frint By ———————
* Batch/Transaction Additional Description Format lm
" Custamer ID

" Invaice Mumber
" GL Pd/Sales Account
" Item Mo/Loc ID or Job/Phase

| [Company H [09/06/2002 | Terminal TOOD [OVR

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

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

3. Select the order in which you want to print the journal.

4. Select the amount of detail you want to include in the journal.
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5. Select the output device.

Note I

If the Sales Journal does not include some invoice numbers, you probably
printed multiple-page invoices or credit memos. The number of an invoice
that is a continuation of a previous one is skipped. Invoice numbers are not
reassigned for credit memosif you elected to use prenumbered formsin the
Resource Manager Options and Interfaces function.

A sample Sales Journal is at the end of this section.

After you produce the journal, the Transaction Reports menu appears.
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Sales Journal

Sales Journal Report

04,/11,/2001 Builders supply Page 1
5:24 PM sales Journal
By Batch/Grder Ho.

Batch Cust. I0  JIK Job/phase or Loc/Item mo. Rep 1 sales acct.  units  Qty. ordered unit pPrice Ext. Price Tax Class
Gur Ord# Invc. No.  Description Rep 2 COGS Acct. qty. shipped Unit Cost Ext. Cost
Line ship pate Inw. Acct. Qry. Backord.
000002 CASHCA I mMnoool 250 401000 cs 10. 0000 2417.1700 24171.70 03
00000006 24880104  Exterior Panels 501000 10.0000 1342.8700 13428.70
ool 12/21/2000 104400 . 0000
000002 CASHCA I MNOOOL 300 401000 EA 5. 0000 51.3800 256.90 03
00000006 24889104  Interior Door 501000 5. 0000 22.0100 110.05
Qo2 104400 . 0000
000002 CASHCA I MNOOUL 350 401000 EA 1.0000 526.1300 526.13 03
00000006 24889104  Entry Door 501000 1.0000 226.9900 226.95
Q03 104400 . 0000
cust. our ord# Rep 1 Inv. Date Per Tx Grp Freight subtotal salas Tax Inv. Total PMT. PHIPMT. AmMOUNT
Batch  Invc. No Rep 2 ord. Date Miscellaneous
ship To order no Terms Desc. ship pate
CASHUN 00000007 12/21,/2001 12 MNMPLS .00 4683. 92 .00 4683.92 .00
000002 24888105 .00 .00

12,/21,/2001
end of Report|
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Miscellaneous Credits Journal

Produce the Miscellaneous Credits Journal before you post transactionsto
check for mistakes and omissions and to use as an audit trail. If thisjournal
reveal sincorrect transactions, use the Transactions function (see on page 5-3) to

edit or delete them.

Select Miscellaneous Credits Journal from the Transaction Reports menu.
The Miscellaneous Credits Journal screen appears.

& Miscellaneous Credits Journal
Commands Edit Modes Other Help

=101 x|

2| 2@ @E

oK | Abandon |

Customer ID Fram | [a]
Thiu I Iﬂ

Batches to Print: 1]

Frint By:

(+ Batch/Transaction

" Custamer ID

" Invaice Mumber

" GL Pd/Sales Account

" Item Mo/Loc ID or Job/Phase

Frint:

' Line Detail
" Transaction Tatals
" Break Tatals

Additional Description Format

INone 'l

|Company H [09/06/2002 | Terminal TOOD [OVR

Tl 1. Enter the range of customers whose information you want to include in the
; _
journal, or leave the boxes blank to include all customers.
2. Select the batch numbers you want to print. You can print multiple batches at
once.

3. Select the order in which you want to print the journal.
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Miscellaneous Credits Journal Transaction Reports

4. Select the amount of detail you want to print in the journal.
5. Select the output device.
A sample Miscellaneous Credits Journal is at the end of this section.

After you produce the journal, the Transaction Reports menu appears.
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Miscellaneous Credits Journal

Miscellaneous Credits Journal

eEnd of Report|

04,411 /2001 guilders supply Page 1
§:25 PM Miscallaneous Credits Journal
By Batch/order Mo.
Batch cust. ID JIK Job/Phase or Loc/Item Mo. Rep 1 Sales Acct. Units aqty. ordered unit Price Ext. Price Tax Class
our ord# Inve, Moo Description REp 2 COGS ACCT. aty. shipped unit Cost Ext. COST
Lina ship pate Inv. Acct. aqty. Backord.
000002 ACEQOL I_ MNOQODL 100 GPD 401000 PKG 3.0000 324.6500 973.095 0z
Q0000009 24889107 Electrical Package 500000 3.0000 343.5500 1030.65
001 104400 . Q000
Cust. our Ord# Rep 1 Iny. Date Par Tx Grp Freight subtotal sales Tax Iny. Total Pmt. Pmt. Amount
Batch InNVe. Mo Rep 2 ord. pate Miscellaneous
ship To order Mo Terms Desc. Ship Date
ACEQQL 00000009 GRD 12/21/2001 12 MN .00 973,06 .00 973,06 .00
000002 24880107 .00 .00
BATCH 000002 TOTALS Freight subtotal sales Tax Ext. Cost Total
Miscellaneous
.00 973.06 .00 1030.65 G973.96
.00
GRAND TOTAL Freight subtotal sales Tax Ext. COST Total
Miscallaneous
.00 973,06 .00 1030.65 873.96
.00
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Daily Sales Tax Report

The Daily Sales Tax Report shows taxes collected and owed, sorted by tax
group.

Select Daily Sales Tax Report from the Transaction Reports menu. The Daily
Sales Tax Report screen appears.

& Daily Sales Tax Report =1l x|
-g;m-u_m:a.Hds Edit Modes oOther Help
2XiE 2R @A 7€ 0K | Abandon |
Tax Group D From | [a]
Thiu I Iﬂ
Batches ta Print: 1]
Frint Detail or Summary m
Frint Zero Balance Invoices 7 vl
\ [Company H [19/06/2002 | Terminal TODO [CVR
Inquiry 1. Enter the range of tax groups whose sales taxes you want to includein the
report, or leave the boxes blank to include all tax groups.
2. Select the batch numbers you want to print. You can print multiple batches at
once.

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

A sample Daily Sales Tax Report is at the end of this section. After you
produce the report, the Transaction Reports menu appears.
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Daily Sales Tax Report

Transaction Reports

Daily Sales Tax Report

04,411 ,/2001 Builders suppl Page 1
125 PM paily sales Tax Report
By Tax Location
petail
Invoice Inv. Date ---—- Tax Level 1 --—- --—- Tax Level 2 —— -———- Tax Level 3 —— Tax Level 4 —— ———— Tax Level § -——
248809102 12,/21/2001 CA 436.40
24889104 12,/21/2001 CA 1497.28
24889108 12,/21/2001 CA 2892.88-
SUBTOTAL
24889101 12,/21/2001 MD .00
24889103 12/21/2001 MD .00
SUBTOTAL Mo .00
24889107 12/21/2001 MN .00
24889105 12/21/2001 My .00
SUBTOTAL MK 00 MNMPLS .00
24889106 12,/21/2001 TX .00
SUBTOTAL LES .00
TOTAL 959.20-
GRAND TOTAL 959,20
end of Report
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Cash Receipts Journal

The Cash Receipts Journal provides arecord of the cash receiptsin the
ARCRxxx (Cash Receipts) file. Produce it after you have entered all the cash
receipts for the day but before you post the transactions (since posting may clear
the ARCRxxx, ARTDxxx, and ARTHxxx files).

Select Cash Receipts Journal from the Transaction Reports menu. The function
screen appears.

&, Cash Receipts Journal o ] 4
Commands Edit Modes Other Help
»Xiz 2R @A 7€ 0K | Abandon |
Customer ID Fram  [ACEOD E
Thru 15001 E
Method of Payment Fram  |aMx |5
Thu w0 |5
Bank Account ID Fram |l al
Thru a
Batches to Print: 1]
Frint By:
' Custamer |D

" GL Period/Account

(" Bank Account - Deposit/Batch 1D
" Deposit/Batch [D

" Method of Papment

[ [Company H [09/06/2002 | Terminal TOOD [OVR

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

2. Enter the range of payment methods and bank accounts whose associated
receipts you want to include in the journal, or leave the boxes blank to
include all.
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Cash Receipts Journal Transaction Reports

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

4. Select the order in which you want to print the journal .
5. Select the output device.
A sample Cash Receipts Journal is at the end of this section.

After you produce the journal, the Transaction Reports menu appears.
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Transaction Reports

Cash Receipts Journal

Cash Receipts Journal

12/31/2000 Builders supply Page 1

126 PM cash receipts Journal

By Customer ID

Deposit/
Batch ID cust ID Credit Invoice Payment customer /Iny PymT piscount,/ Tﬁpe/
Tran Wo. Bank ID GL Account  Number  Date Age Balance Payment Amount Mthd pifference check# Balance Due
00000l ACEQOL 1010 12670064 12/21,/00 Q 35467.59 353467.9% CHK .00 014269 .00
Q001 FNBOOL
Customer ACEOQL ACE BUILDERS Total 35467.99 .00
00000l CASHCA 1010 12670072 12/21,/00 Q 51487.23 1940.87 CsH .00 CAsH 49546, 36
Q015 FNBOOL
CUSTOMEr CASHCA CASH SALES-DAKLAND, CA Total 1940.87 .00
00000l CASHMD 1010 12670073 12,/21,/00 Q 15618.29 763.29 CsH .00 CAsH 14855.00
Q017 FNBOOL
00000l CASHMD 1010 BAL FwRD 12/21/00 Q 14855.00 14855.00 C=H .00 CAsH .00
0016 FNBOOL
CUSTOMEr CASHMD CASH SALES-BALTIMORE, MD Total 15618.29 .00
00000l CASHMN 1010 12670081 12/21,/00 Q 7415.00 1710.72 CsH .00 CAsH 5708.28
0018 FNBOOL
00000l CASHMN 1010 BAL FwRD 12/21/00 Q 5708.28 5708.28 CsH .00 CAsH .00
0019 FNBOOL
CUSTOMEr CASHMN CASH SALES-MINNEAPOLIS Total 7419.00 .00
000001 CASHPS 1010 12670082 12/21,/00 Q 20431, 56 1788.43 CsH .00 CAsH 27643.13
Q020 FNBOOL
00000l CASHPS 1010 BAL FwRD 12/21/00 Q 27643.13 27643.13 CsH .00 CAsH .00
0021 FNBOOL
CUSTOMEr CASHPS CASH SALES-DALLAS, TxX Total 29431, 56 .0g
GRAND TOTAL Credits: B9877.71 Debits: B9877.71 .00
eEnd of report
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Methods of Payment Journal

The Methods of Payment Journal summarizes cash receipts by methods of
payment. Use this function to produce alist of receipts for credit card claims.

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

&, Methods of Payment Journal o ] 4
Cominands  Edit Modes Other  Help

2XiE 2R @A 7€ 0K | Abandon |

Method of Payment  From | [a]
Thiu I Iﬂ

Batches to Print: 1]

Frint Type: ———————
(* Cash
" Check
" Credit Card
 Wwrite-off
" Other
Al Methads

[Company H [09/06/2002 | Terminal TOOD [OvR

: 1. Enter the range of payment methods whose associated receipts you want to
Inqui
include in the journal, or boxes blank to include all payment methods.
: 2. Select the batch numbers you want to print. You can print multiple batches at
Inquii
o

3. Select the payment types you want to include in the journal.
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Note I

You can include payment methods in two ways:. entering arange and
selecting a payment method. Take care to make the two specifications agree.
For example, if you entered VIS at From and Thru for acredit card and then
selected 1 for cash, the journal would not have any data because no payment
method is both a credit card and cash.

4. Select the output device.
A sample Methods of Payment Journal is at the end of this section.

After you produce the journal, the Transaction Reports menu appears.

6-24 Accounts Receivable User’s Manual



Transaction Reports

Methods of Payment Journal

Methods of Payment Journal

04,411 /2001 Builders suppl Page 1
127 PM methods of Payment Journal
Type Cash
method Description Type GL Account
CSH cash cash 100000
peposit, Invoice Payment Payment
Batch ID Cust ID Number Tran Date Amount
[ele]alelony CASHCA 12670072 0015 12,/21/00 1940.87
000001 CASHMD BAL FWRD 0016 12/21,/00 14855.00
[ele]alelony CASHMD 12670079 0017 12,/21/00 763.29
000001 CASHMN 12670081 0018  12,/21,/00 1710.72
[ele]alelony CASHMN BAL FWRD 0013 12,/21,/00 5708.28
000001 CASHPS 12670082 0020 12/21/00 1788.43
000001 CASHPS BAL FWRD 0021 12,/21/00 27643.13
Paymant Type CSH Total 54409.72
Grand Total 54409.72
end of report
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Deposits Report

Use the Deposits Report function to summarize and list bank deposits from
receipts of type cash and check.

Select Deposits Report from the Transaction Reports menu. The Deposits
Report screen appears.

&, Deposits Report ] 5
Commands Edit Modes Other Help
2xiE bR @EE 28 OK__|_bandon |
Bark Account ID From | [a]
Thiu I Iﬂ
Depositz / Batches to Print: 1}

| [Company H [09/06/2002 | Terminal TOOD [OVR

1. Enter the range of bank accounts whose associated deposits you want to
include in the report, or leave the boxes blank to include all bank accounts.

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

3. Select the output device.

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

After you produce the report, the Transaction Reports menu appears.
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Deposits Report

12/31/2000 Builders supply Page 1
47 PM Deposits Report
Bank FNBOOL
peposit # 000001
Cust ID  CUSTOMEr Name Checks cash  check wo. Payment Date
ACEQOL ACE BUILDERS 500.00 12/31/2000
ACEQOL ACE BUILDERS 35467.59 014269 12/21,/2000
CASHCA CASH SALES-OAKLAND, CA 1940.87 12/21,/2000
CASHMD CASH SALES-BALTIMORE, MD 14855.00 12,/21,/2000
CASHMD CASH SALES-BALTIMORE, MD 763.29 12/21,/2000
CASHMHN CASH SALES-MINNEAPOLIS 1710.72 12,/21,/2000
CASHMN CASH SALES-MINNEAPOLIS 5708.28 12/21,/2000
CASHPS CASH SALES-DALLAS, TX 1738.43 12,/21,/2000
CASHPS CASH SALES-DALLAS, Tx 27643.13 12/21,/2000
DALOOL DALLAS-FT WORTH DOME HOMES 7203.92 013649  12,/21,/2000
GREQQL GREATER NEW YORK DOMES, INC. 10000. 00 123123 12/31/2000
KANOOL KANSAS CITY GEODESIC HOMES 716599.10 087118  12/21,/2000
KANOOL KANSAS CITY GEODESIC HOMES 11267.90 087118  12/21,/2000
KANOOL KANSAS CITY GEODESIC HOMES 4960.03 087118  12/21,/2000
KANOOL KANSAS CITY GEODESIC HOMES 12072.97 087118 12/21,/2000
LOS001 LOS ANGELES CONSTRUCTION CO. 16776.38 109077 12/21,/2000
Los001 LOS ANGELES COWSTRUCTION CO. 342.38 109077  12/21/2000
SUNOOL SUNSHINE HOMES, IMC. 8246.32 003242 12/31/2000
SUNOOL SUNSHINE HOMES, TIRNC. 8246.32 Q07729 12/21,/2000
TENOOL TENNESSEE SHELTERS, INC. 402405, 97 134621 12/31/2000
TENOQO1 TENNESSEE SHELTERS, TNC. 26108.72 009187 12/21,/2000
TENOOL TENNESSEE SHELTERS, INC. 49288.20 009187 12/21,/2000
TENOQO1 TENNESSEE SHELTERS, TNC. G706.21 009187 12/21,/2000
TENOOL TEMNESSEE SHELTERS, INC. 188055, 87 009187 12/21,/2000
VIsS001 VISA 111455.84 055186 12/21/2000
Deposit/Batch Total 392598.84 337689.12 54909, 72
Bank FNBOOL1 Total 392598.84 337689.12 54909, 72
Grand Total 392598.84 337689.12 54909, 72
End of Report
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Post Transactions

When you post transactions, open invoices are created in the ARINxxx (Open
Invoice) file for each sales and miscellaneous credit entry in the ARTDxxx and
ARTHxxx (Transaction) files. The due date for each transaction is updated from
the invoice date and the number of due days for the terms code, and the discount
dateis updated from the invoice date and the number of discount days from the
customer’sterms. A payment record is created in the ARINxxx file for each cash
receipt.

The system creates atemporary file, ARTMTxxx, to storeline-item entries, totals,
and cash receipt information. As you post information, the line-item information
is posted first; then the totals are updated. When all the line items are posted, the
cash receiptsinformation is posted, and finally the bank reconciliation
transactions are posted and summary GL entries are cal cul ated.

If you post detailed information to General Ledger, entries are created in the
GLJIRxxx (Journd) 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 fieldsin the ARPYxxx (Payment Methods) file are updated.

The month- and year-to-date gross sales figuresin the ARSRxxx (Sales Rep) file
are updated.

The taxable and nontaxable totals from the transactions update the totals in the
RMTXxxx (Tax Groups) file.

If you keep detail and summary history, the ARHIxxx fileis updated by line-item

and totals detail, and the ARHSxxx file is updated by summary totals for the
company, customer, and items sold when applicable.
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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 interfaces with General Ledger, debit and credit entries
are created in the GLIRxxx file. If you post detail information, entries are made
for each line item. If you post summary information, one entry is made for each
account.

When you post invoices for sales on credit, entries are made to these accounts:
Sales Sales Tax Freight Misc AR

CR CR CR CR DB

The sales/COGS account code record provides the sales account. The general
ledger account in the tax group record provides the sales tax account. The
distribution codes record provides the other accounts.

The costs for each line item send entries to these accounts:
Inventory COGS

CR DB

Theitem record or the ARGLxxx table provides the inventory account. The item
record or the sales/COGS account code record provides the COGS account.

The miscellaneous credits for each line item send entries to these accounts:
Sales Sales Tax Freight Misc AR

DB DB DB DB CR
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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

Theitem record or the ARGLxxx table provides the inventory account. The item
record or the sales/COGS account code record provides the COGS account.

When you post invoices for cash receipts, entries are made to these accounts:
Discounts

AR Cash
CR DB DB

The payment method record provides the cash account, and the ARGLxxx table
provides the discounts account.

The source of the accounts receivable account (or whichever account is credited
by cash receipts) can vary. If you enter a customer |D when you enter cash
receipts, the associated distribution code specifies the accounts receivable
account. If you do not enter a customer |D when you enter cash receipts, you
specify the accounts receivable account.

Job Cost
If Accounts Receivable interfaces with Job Cost, posting updates the billing
information in the JOBSxxx and JOHIxxx files. If ajob or phase is completed,
posting also updates the actual end date.

Bank Reconciliation

If Accounts Receivableinterfaces with Bank Reconciliation, each posted deposit
creates a summary record in the BRTRxxx (Transactions) file.
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Inventory

If Accounts Receivable interfaces with Inventory, on-hand and in-use quantities
are decreased, and quantities and history are updated. The system also calculates
average pricesin the INUPxxx (Units Pricing) file.

Before Posting
Before you post, do these things:

e If you have amultiuser system, make sure that no one elseisworking with
the batches you are posting. You cannot post if someone else isworking
within the batches.

e Print the Sales Journal (see page 6-9), the Miscellaneous Credits Journal
(see page 6-13), and the Cash Receipts Journal (see page 6-19).

e Back up al the datafiles.

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 ARCRxxx file. Posted entries are cleared from
these files to make room for the next group of entries. Because you cannot
reconstruct the journals after you post, printing them before you post is
important.

Backing up your data files before you post is an important practice. Unforeseen

problems, such as a power surge or failure, can interrupt the post and result in the
loss of data.
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Post Transactions

Select Post Transactions from the Transaction Reports menu. The Post
Transactions screen appears.

&, Post Transactions o ] 4
Commands Edit Modes Other Help
2xiE DR @@ 28 OK__|_bandon |
Have You Backed Up Your Data Files? ird
Batches to Post: 4

Post Tgt—————————————————
(= Curent Fiscalear [ 2002 |
¢ LastFiscal Year [ 2000 |

Frint Zero Balance Logs? I~

[Company H [09/06/2002 | Terminal TOOD [OVA

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

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

3. Select thefiscal year to which you want to post. If Accounts Receivable does

not interface with General Ledger or if you did not create last-year datain
General Ledger, you must post to the current year.
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Transaction Reports

6-34

If Accounts Receivableinterfaceswith General Ledger and you have created
last-year datain General Ledger, select the fiscal year to which you want to
post the journal entries. You can post to the current-year GLIRxxx file or to
the last-year GLIRxxx file.

If you want to age al customers, select the check box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).

If you elect not to age all customers, the system does not make any aging
adjustments.

If you elect to age all customers, the customer aging buckets can be updated
in one of three ways. If you printed invoices, the invoice date entered in the
Print Invoices function serves asthe basis for aging. If you did not print
invoices, the invoice header date serves as the basis for aging.

If you did not enter an invoice number (and therefore no invoice date), the
post date—the system date when you use this function—serves as the basis

for aging.

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

Select the output device.
A sample posting log is at the end of this section.

After posting is completed and the log is printed, the Transaction Reports
menu appears.
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Post Transactions

Post Transactions Log

12,/31,/2000
11:50 am
Terminal: TOOO

Batches Posted:

Q00001 000002 993337 993338

Posted to CURRENT YEAR (20000

Builders supply
POsT Transactions

12,/31,/2000 Builders supply
11:50 M POST ACCOUNTS RECEIVABLE
TOTAL POSTED TO OPEM INVOICE FILE 209284.14-
CUSTOMER FILE 299284.14-
JOB COST JOBS FILE
Transactions Posted to GL Period 12
pescription GL ACCOUNT reference pebit credit
PAYMENTS RECEIVED 100000 AR 333602.55
AR 1010 AR 333602.55
101000 AR 34318.41
INWENTORY 1044 AR 16753.20
INVENTORY 104400 AR 3034.36
SALES ThAx 203800 AR 1091.93
SALES 4010 AR 27090.00
SALES 401000 AR 6136.48
COST OF SALES 5010 AR 16753.20
COST OF SALES 501000 AR 3034.36
PERIOD 12 BALANCE 3B7708.52 3B7708.52
TOTAL GL POSTINGS 3B7708.52 3B7708.52

Page A-

Page B-

1

1
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Post Cash Receipts Log

Builders supply
FOST CASH RECEIPTS

12/31/2000

11:50 AM

mthd Type Description Amount

CSH 1 cash 5440972
1 TOTAL CASH 5440972

CHE 2 chack 279192.83
2 TOTAL CHECKS 279192.83

GRAND TOTAL 333602.55

¥ open Invoice created

GRAND TOTAL

end of Report

12/31/2000 Builders supply
11:50 AM FOST DEPOSITS
Dep # Date Amount

BANK ACCOUNT FNBOOL -
000001 12/31/2000 333602.55
TOTAL FOR BANK ACCOUNT FNBOOL T 333602.55

333602.55

Page C- 1

Page D- 1
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Open Invoices

Introduction

When you enter a transaction whose invoice has been paid completely, and you
post, information about the transaction amounts moves from the ARCRxxx (Cash
Receipts) and ARTDxxx and ARTHxxx (Transaction) filesto the ARCUxxx
(Customer) file and the ARHIxxx and ARHSxxx (Detail and Summary History)
files.

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 areference of your open invoices and as part of alarger audit trail for all
transactions.
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Hold/Release Invoices

UsetheHold/Release Invoices function to put disputed invoices on hold, release
held invoices, split apayment or credit into several parts, or reapply a payment or

credit to an outstanding invoice.

If you put an invoice, amiscellaneous credit, or a cash receipt on hold, it does not

appear on the customer’s statement, but it continues to age properly. Finance

charges are not assessed for held invoices.

Select Hold/Release Invoices from the Open Invoices menu. The Hold/
Release Invoices screen appears.

& Hold/Release Invoices ] 5

Commands Edit Modes Other Scroll Commands  Help

'}?XE§| |ﬂ@ ?@ 0] IAbandonI
Customer |D ACEDO E ACE BUILDERS

Account Type Open Invoice

Invaice Type Stat Inve Date Check Mo Grogs Amount Dizcount

3|
12670064 INVC REL 11/24/2000 35467.99 709.36 ﬂ
12670074 INVC REL 12/21/2000 272207 434.44 ﬂ
24883030 INVC REL 12/09/2000 4928.82 98.58

=

3

E]

Hold/release All Split/reapply | Customer First | Last | Mext | Frew | Goto | |

|Company H [09/08/2002 | Terminal TOOD [OVR

Enter the ID of the customer whose invoices you want to hold or release. If you

use the Maintenance (F6) command, the Customers function temporarily

appears.
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Hold/Release Invoices Open Invoices

After you enter the ID, information about the customer appears: the customer’s
account type, status, date and amount of the last payment, and check number.

« Tohold or release an invoice, move the prompt to the invoice you want to
change and press H to change the status. To change it back, pressH again.

e To change the status of al invoices from one type to another, press A. In the
window that appears, enter H to change all statusesto HOLD or R to change
all statusesto REL (released).

e To split apayment or credit memo into more than one payment or credit
memo or to reapply a payment to an invoice, press S. Then enter the amount
of the new invoice and the invoice number to which you want to apply
payment.

e Towork withinvoicesfor adifferent customer, press C. Then enter the ID of
the customer whose invoi ces with which you want to work.

e Towork with invoices for the first customer on file, pressF.

*  Towork with invoices for the last customer on file, pressL.

e Towork with invoices for the next customer on file, press N.

e Towork with invoices for the previous customer on file, press P.

«  Tomove to a specific invoice number, press G and enter the number. (You
can use this command only if there is more than one screen of invoice
numbers.)

When you are finished working with information for the customer, enter
another customer ID, or exit to the Open Invoices menu.
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Open Invoice Report

The Open Invoice Report lists the invoices, miscellaneous credits, and cash
receiptsin the ARINxxx (Open Invoice) file. Only open invoice customers
(account type O) in the ARCUxxx (Customer) file are included in this report.

The Open Invoice Report shows only summary (totals) information. If you need
amore detailed report for sales analysis, print the Detail History Report (see
page 8-11).

Before you produce the Open Invoice Report, make sure that you have posted all
the transactions.

Select Open Invoice Report from the Open Invoices menu. The Open Invoice

Report screen appears.

_ﬁ_. Open Invoice Reporkt _|EI|1|

Commands Edit Modes Other Help

2¥iE DR @EE 28 OK__|_bandon |
Fick  Customer |0 From  |ACEOO E

Thru  [I15001 £

Include Paid Invoices After |1 2/01/2004

Company H 03/40/2002 Terminal TOOD OvR
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Open Invoice Report Open Invoices

1. Enter the range of customers whose information you want to include in the
report.

2. Enter the date of thefirst paid invoice that you want to includein the report.
Paid invoices dated on or after the date you enter are included in the report.

3. Select the output device. See “ Output the Report” on page 1-74 for more
information.

A sample Open Invoice Report is at the end of this section. The letter H in
the St (status) column indicates that the invoice is on hold. The amountsin
the Gross Amount column are the invoice totals before discounts are taken.

After you produce the report, the Open Invoices menu appears.
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Open Invoices Open Invoice Report

Open Invoice Report

11/08/2002 QSAS w6, 5 Page 1
1:39 pM open Invoice Report

Invoica Invoica Due Discount Gross Discount misc.
Mumber Type ST MOP Date pate pate Amount Amount Payments credits Balance

Customer ACEQ(OL ACE BUILDERS

12670046 IN 09/05/2000 10/05/2000 09/15/2000 746159, 56 1492.39 74619, 56
12670064 IM 11/24/2000 12/24/2000 12/04/2000 35467.00 709.36 110087.55
12670074 IN 12/21/2000 0172042001 12/31/2000 21722.07 434.44 131809, 62
24889030 INM 12/09/2000 01/08/2001 12/19/2000 40928.82 98.58 136738.44

TOTAL 136738.44 .00 .00 136738.44

Customer DALOOL DALLAS-FT WORTH DOME HOMES

12670056 IN 10414 /2000 11,13/2000 10/24/2000 0739, 64 97.40 09739, 64
12670066 IM 11/15/2000 12/15/2000 11/25/2000 7203.092 72.04 16943.56
12670077 IN 12/25/2000 01/24/2000 01/04/2000 8901, 26 89.91 25934, 82

TOTAL 25934, 82 .00 .00 25934, 82

Customer KANOOL KANSAS CITY GEQDESIC HOMES

12670067 IN 11/16/2000 12/16/2000 11/26/2000 71699.10 716,99 71699.10
12670075 IM 12/10/2000 01/00/2001 12/20/2000 11267.90 112.868 82067, 00
24889024 TN 1042042000 11,/19/2000 10/30/2000 73932.30 739.32 156899, 30
24880024 Py CHE 11/27/2000 68972.27 870927.03
24889028 IN 11/12/2000 12,12/2000 11/22/2000 418949, 70 4189. 50 506876, 73

TOTAL 575849, 00 6EO72.27 .00 506876, 73

Customer LOS00L LOS ANGELES CONSTRUCTION CO.

12670058 IN 10/27/2000 11/26/2000 11/06/2000 17118, 76 342,38 17118, 76
12670070 IN 1171372000 12/13/2000 11/23/2000 14977.46 209,55 32006.22
12670073 IN 12/14 /2000 01/13/2000 12/24/2000 47000. 00 940,00 790946, 22

TOTAL 790946, 22 .00 .00 790946, 22

Customer SUNOOL SUNSHIME HOMES, INC.

12670080 IN 12/12/2000 01/11/20001 12/22/2000 8246.32 82.486 8246.32

TOTAL 8246.32 .00 .00 8246.32

Accounts Receivable User’'s Manual 7-7






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 receiptsin 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 anew month,

the Current columnsin the report show activity for the current month and all the
months you did not do periodic maintenance.
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Aged Trial Balance Open Invoices

Select Aged Trial Balance from the Open Invoices menu. The Aged Trial
Balance screen appears.

&, Aged Trial Balance =lo =]
Commands Edit Modes Other Help
»XiE 2R @A 7€ 0K | Abandon |
Pick  Customer ID Fram || E rAge By
Thiu Iﬂ & Invaice Date
Sales Rep From k1 " Discount Date
Thiu B " Invaice Due Date
State From k1
Thru E r Pririt By:
Distribution Code  Fram |3l & Customer I
Thiu |3l £ Customer Mame
Aging Date 09/10/2002 {~ Sales Rep
Cutaff By I[)ate j 03/10/2002 ~ State/City
Include Paid [revoices After 03/10/2002 " Distribution Cade
Aging Breaks: Daps Date
Current 0951072002 Past Due Customers Only? o
Past Due 1 30 |08/11/2002 Full Detail? v
Past Due 2 B0 |0712/2002 Balance Forward Customers? -
Past Due 3 90 |06/12/2002 Zero Balance Customers? o
Past Due 4 120 |05/13/2002 Frint Fage Ereaks ]
[Company H [09/10/2002 [Terminal TODO [CVR

1. Enter the range of customers, salesreps, states, and distribution codes you
want to include in the report, or leave the boxes blank to include all.

2. Accept the default aging date, or enter the date the system isto use asa
starting point for aging.

3. You can exclude paid invoices from the aging report by specifying a cutoff

date. Specify the point at which you want to cut off invoices on the report.

«  Select Date from the list box and accept the default cutoff date, or enter
adifferent cutoff date. Invoices dated later than this date do not appear
in the report.

e Select Period from thelist box and enter the GL period and year.
Invoices with periods after this one do not appear in the report.
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Open Invoices

Aged Trial Balance

10.

11.

12.

13.

14.

Accept the default date, or enter the date of the first statement that you want
to include in the report. Invoices paid before the date you enter are not
included in the report.

Aging breaks are the dates that define aging buckets, or categories of
invoices with a particular aging status. The categories are Current and Past
Due 1-4. Accept the default dates, or enter different dates.

Select the date by which you want to age invoices.
Select the order in which you want to print the report.

If you want to include only customers whose balance is past due, select the
check box (or enter Y in text mode); if not, clear the box (or enter N in text
mode).

If you want to list line-item transactions associated with each customer,
select the box (or enter Y in text mode). If you want to list only totals
associated with each customer, clear the box (or enter N in text mode).

If you want to include balance forward customers, select the box (or enter Y
in text mode); if not, clear the box (or enter N in text mode).

If you want to include zero balance customers, select the box (or enter Y in
text mode); if not, clear the box (or enter N in text mode).

If you want to include the contact ID, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).

If you want information about each sales rep, state/city, or distribution code
to begin on a new page, select the box (or enter Y in text mode). If you want
the information produced in a continuous flow, clear the box (or enter N in
text mode). You can print page breaks only if you elected to organize the
report by salesrep, state and city, or distribution code (in step 11 above) and
if you have more than one page of data.

Select the output device. See “ Output the Report” on page 1-74 for more
information.
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Aged Trial Balance Open Invoices

A sample Aged Trial Balance is at the end of this section. Unapplied credits
(inthe Unapplied column) are applied to the customer totals for each aging
period. The letter H in the St (status) column shows that the invoice is held.
The Current column shows balances that are not 31 days old yet.

After you produce the report, the Open Invoices menu appears.
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Open Invoices Aged Trial Balance

Aged Trial Balance

11/08,/2002 OSAS w6, 5 Page 1

H PM petail accounts receivable aged Trial Balance

Aged By Invoice Date

Invoice T p Inv Date AmMoUNT current 31-60 61-90 91-120 over 120 unapplied
ACEO0L ACE EUILDERS (505)555-1646 CONTact BRIAN sales Rep GPD Garry P. Deacon
12670046 I 0%/05/00 74619, 56 74619, 56
12670064 I 11/24/00 35467.99 35467.99
12670074 I12/21/00 21722.07 21722.07
24889030 I 12/09/00 45928.82 45928.82
CusT ACEQQL TOTAL 136738.44 .00 .00 .00 .00 136738.44 .00
DALOOL DALLAS-FT WORTH DOME HOMES (111)555-2389 CONTact BOE PARKER sales Rep DMM Donna M Mendelsohn
12670056 I 10/14/00 730,64 730,64
12670066 I 11/15/00 7203.92 7203.92
12670077 I1z2/25/00 8991.26 8991.26
CUST DALOOL TOTAL 25934.82 .00 .00 .00 .00 25934.82 .00
KAMOOL KANSAS CITY GEODESIC HOMES (888)555-5333 COntact sSCoTT sales Rep JAH James A. Hovland
12670067 I 11/16/00 71699.10 71699.10
12670075 I 12/10/00 11267.90 11267.90
24388024 I 10/20/00 73032.30
24883024 P 11/27/00 BBY72, 27— 4860.03
24883028 I 11/12/00 418945.70 418945.70
CUST KANWOOL TOTAL S06876.73 .00 .00 .00 .00 S06876.73 .00
LOSO0L LOS ANGELES COMSTRUCTION CO. (993)555-9802 COMTAct MARY BETH sales Rep GPD Garry P. Deacan
12670058 I 10/27/00 17118.76 17118.76
12670070 I 11/13/00 14977.46 14977.46
12670073 I 12/14/00 47000.00 47000.00
CusT LOSO0L  TOTAL 79096.22 .00 .00 .00 .00 79096.22 .00
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Cash Flow Report

The Cash Flow Report helps you calculate the amount of cash that is due to be

received with any one of four aging periods you specify. (It does not show paid
invoices.)

The information comes from the ARINxxx (Open Invoice) file and the ARCUxxx
(Customer) file.

Select Cash Flow Report from the Open Invoices menu. The Cash Flow Report
screen appears.

&, Cash Flow Report o ] 4
Qﬁﬁﬁgﬁds_ Edit Modes oOther Help

ExiEY W 1=

? & 0K | Abandon |

Pick Customer|D Fram | [a]
Thiu I Iﬂ

Print —————————————————
’7 & Allinvoices

= Orly held invoices

Enter four dates for aging periods
09/10,/2002
10/10/2002
11/09/2002
12/09/2002

[ | CompanyH | 09410/2002 | Teminal TODD |[DYR

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

2. Select theinvoices you want to include in the report. You can include all
invoices or only invoices that are on hold.
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Cash Flow Report

Open Invoices

Enter four aging periods for the invoices, or accept each default date. Enter
the datesin chronological order, the earliest datefirst.

Select the output device. See “ Output the Report” on page 1-74 for more
information. After you produce the report, the Open Invoices menu appears.

Cash Flow Report

11/08/2002 QSAS w65 Page 1
1:49 PM Cash Flow Report
AlT Invoices

Invoice S T Due Discount after after after after
Number T P Date Date Amount curreant 11,/08/2002 12/08/2002 0L/07/2003 0270642003
Customer ACEQQOL  ACE BUILDERS
12670046 I 10/05/2000 09/15/2000 74610, 56 74610, 56
12670064 I 12/24/2000 12/04 /2000 35467.99 35467.99
12670074 I 0172042001 12/31/2000 21722.07 21722.07
24889030 I 0170872001 12/19/2000 4928, 82 4928, 82

Customer Total 136738.44 136738.44 .00 .00 .00 .00
Customer DALOOL  DALLAS-FT WORTH DOME HOMES
12670056 I 1171372000  10/24/2000 9730. 64 9730. 64
12670066 I 12/15/2000 11,/25/2000 7203.92 7203.92
12670077 I 0l/24/2000 01/04/2001 8001.26 8001.26

Customer Total 25034.82 25034.82 .00 .00 .00 .00
CusTomer KAMOOL KANSAS CITY GEODESIC HOMES
12670067 1 1271672000  11/26/2000 71600.10 71600.10
12670075 I 0170972001 1242042000 11267.90 11267.90
24388024 1 1171972000 10/30/2000 73032.30
24883024 P 1172772000 11/27/2000 GBBO72.27- 4960, 03
24883028 I 1271272000 1172272000 418049, 70 418049, 70

Customer Total S506B876.73 S506B876.73 .00 .00 .00 .00
Custaomer LOS00L  LOS ANGELES CONSTRUCTION CO.
12670058 1 11/26/2000  11/06/2000 17118.76 17118.76
12670070 I 12/13/2000 11/23/2000 14977.46 14977.46
12670073 I 0171372001 12/24/2000 47000. 00 47000. 00

Customer Total 70006.22 70006.22 .00 .00 .00 .00
Customer  SUNOOL  SUMSHIME HOMES,
12670080 I 01711720001 1272272000 8246.32 8246.32

customer Total 8246.32 8246.32 .00 .00 .00 | .oo
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Calculate Finance Charges

If your company assesses finance charges, use the Calculate Finance Charges
function to calculate finance charges on overdue invoices, to produce areport of
finance charges, and to update the new finance charge in the ARCUxxx
(Customer) file.

Finance charges are assessed only for customers that are set up for finance
charges and that have an associated finance charge code in the ARCUxxx file.
The calculation is based on the minimum charge, the percentage, the invoice or
due date, and the cutoff days specified in the customer’s finance charge code.

If you recalculate finance charges, you must do it before you do periodic
maintenance. Performing periodic 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

Select Calculate Finance Charges from the Open Invoices menu. The
Calculate Finance Charges screen appears.

& Calculate Finance Charges o ] 4
Commands Edit Modes Other Help
2xiE 2R @EE 28 OK__|_bandon |
Pick Customer D From || E
Thiu I Iﬂ
Statement [ ate IDS.-"‘I 0/2002

Finance Charges Bazed Off Ilnvoice Date 'l

iy |

7-18

[Company H [09/10/2002 | Terminal TOOD [OVR

Enter the range of customers for which you want to cal culate finance
charges, or leave the boxes blank to include all customers.

Accept the default statement date, or enter adifferent date. Invoice aging for
open invoice customers is based on this date.

To calculate finance charges based on the due date, select Due Date. To
calculate finance charges based on the invoice date, select Invoice Date.

Finance charges are calcul ated for invoices dated before the default date,
which is determined by the number of daysin each customer’s finance
charge code and the due or invoice dates.

Select the output device. See “ Output the Report” on page 1-74 for more
information.
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Open Invoices Calculate Finance Charges

A samplefinance charge report is at the end of this section. The letters BF in
the Type column indicate a balance forward account; the letters Ol indicate
an open invoice account. The statement FINANCE CODE = 0 indicates that
the customer is not assessed finance charges.

After you produce the report, the Open Invoices menu appears.
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Calculate Finance Charges

Open Invoices

Calculate Finance Charges Report

11/08,/2002 OSAS w6, § Page 1
152 PM calculate Finance charges
Customer Type unpaid Balance with Balance  Calculated
o Nama Fin. chg. Wo Charge Charged Fin. chg.
ACEQOL ACE BUILDERS oL .00 .00 136738.44 .00 Finance Code = 0
1.50%, over 30 days, .00 Min. charge
CASHCA CASH SALES-OAKLAND, CA EF .00 1940.87 49546, 36 .00 Finance Code = 0
0.00%, over 0 days, .00 min. charge
CASHMD CASH SALES-BALTIMORE, MD EF .00 763.29 14855.00 .00 Finance Code = 0
0.00%, over 0 days, .00 min. charge
CASHMN CASH SALES-MINNEAPOLIS EF .00 1710.72 5708.28 .00 Finance Code = 0
0.00%, over 0 days, .00 Mmin. charge
CASHPS CASH SALES-DALLAS, Tx EF .00 1788.43 27643.13 .00 Finance Code = 0
0.00%, over 0 days, .00 Min. charge
DALOQL DALLAS-FT WORTH DOME HOMES oL .00 .00 25934.82 389.02
1.50%, over 30 days, .00 Min. charge
GREOQOL GREATER MWEW VORK DOMES, INC. EF .00 8445.46 11653.44 175.40
1.50%, over 30 days, .00 Min. charge
KANOQL KAMNSAS CITY GEODESIC HOMES oL .00 .00 S06876.73 7603.15
1.50%, over 30 days, .00 min. charge
LOS00L LOS ANGELES COMSTRUCTION CO. oL .00 .00 79096.22 1186.44
1.50%, over 30 days, .00 min. charge
SUMOQL SUNSHIME HOMES, INC. oL .00 .00 8246.32 123,69
1.50%, over 30 days, .00 Min. charge
TENOOL TEWWESSEE SHELTERS, INC. oL .00 .00 197517.17 .00 Finance Code = 0
1.50%, over 30 days, .00 Min. charge
VISOOL VISA oL .00 .00 11155.84 .00 Finance caode = 0
0.00%, over 0 days, .00 min. charge
TOTAL .00 14652.77 1075411.75 9477.70
End of reporto
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Statements

Statements show the month’s transactions, summarizing your customer accounts.
Use the Statements function to print statements for customers whose records
specify that they receive statements.

Select Statements from the Open Invoices menu. The Statements screen
appears.
_ﬁ_. Statements =1l x|

Commands Edit Modes Other Help

»XiE 2R @A 7€ 0K | Abandon |
Pick Customers  From I Iﬂ Frint Statements:
Thiu I Iﬂ & For &)l Customers
= For All Custamers With Activity
Clozing Date 09/11./2002 (= with Monzero Balances
Statement D ate 03/11/2002 € 'ith Positive Balances
Cutoff Date 09/11./2002 = with Balances 30+ Days Old
Include Paid Invoices after = with Balances B0+ Days Old
Print ¥TD Finance Charge? o = with Balances 90+ Days Old
Print PO Murnber? r
Frint By:
' CustomerdInvoice Mumber
" Custamerdlnvoice Date
Dunning Messages: 90 Days Legal action iz imminent,

B0 Daps Seriously past due. Fleaze remit.

30 Days f'our account is past due,

General Fleaze pay promptly.

| | companyH | osfitjeonz | Terminal ToOD [ oOWR

1. Enter the range of customers for whom you want to produce statements, or
leave the boxes blank to include all customers.

2. Accept the default date as the closing date, or enter the date that customers
must pay their statements to avoid finance charges.

3. Accept the default date as the statement date, or enter the date you will issue
the statements. This date is used to age invoices for open invoice customers.
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Statements

Open Invoices

7-22

10.

11.

12.

Accept the default date as the cutoff date, or enter a different cutoff date.
Invoices dated later than this date do not appear on the statements.

Accept the default date, or enter the date of the first paid invoice you want to
include in the statements. Paid invoices dated on or after the date you enter
are included in the statements.

If you want to print customers' year-to-date finance charges on the
statements, select the check box (or enter Y in text mode); if not, clear the
box (or enter N in text mode).

If you want to print purchase order numbers on the statements, select the box
(or enter Y in text mode); if not, clear the box (or enter N in text mode).

Select the order in which you want to print the statements.
Select the group of customers whose statements you want to print.

The messages that were used the last time you printed the statements appear.
Accept the messages for their respective aging periods, or enter different
messages. The messages are printed on the statements.

Select the output device. See “ Output the Report” on page 1-74 for more
information.

If you elect to print the statements, an alignment character is printed in the
statement’s top right-hand corner. If the X is not centered in the alignment
box or if the Xs are not aligned in the grid on laser forms, adjust the form
and select No (or enter N in text mode). The alignment character is printed
again. Continue this procedure until the form is aligned; then select Yes (or
enter Y in text mode) to print the statements.

After you print the statements, the Open Invoices menu appears.
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Open Invoices Statements

Statement
YOUR COMPANY NAME HERE STATEMENT

123 MAIN STREET
YOUR CITY, STATE, ZIP
(123) 456-7890

PAGE 1
DATE 12/30/2001
AGCOUNT NO ACEQO01
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.

|_INVOICEDATE | INVOICE NO CHECKNO | CHARGES | CREDITS

09/05/2001 12670046 74619.56 74619.56
12/09/2001 24889030 IN 4928.82 4928.82
12/21/2001 12670074 IN 21722.07 21722.07
12/21/2001 12670206 IN 100.00 100.00
12/21/2001 12670207 CR 15693.74 15693.74-
12/30/2001 00000066 IN 9925.02 9925.02

PO Number BR549

12/30/2001 00000067 CR 3217.69 3217.69-
PO Number BR549

Legal action is imminent.

YTD Flnance Charges added to your account: .00
2001 w111 be reflected on your next statement.
CURRENT 31 -60 DAYS [ e1-90pavs [ OVER90DAYS FINANCE CHARGE
17764.48 .00 .00 74619.56 .00 92384.04
PRe-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 isvaluableif you are planning a marketing strategy and want to consider a
specific group of buyers.

Produce the Customer Analysis Report before you do periodic maintenance,
because periodic maintenance clears several fieldsin the ARCUxxx (Customer)
file.

Select Customer Analysis Report from the Open Invoices menu. The
Customer Analysis Report screen appears.

_ﬁ_. Customer Analysis Report ;Iglll

Commands Edit Modes Other Help

2| 2@ @E

? & 0K | Abandon |

Pick CustomerlD Fram [ [a]
Thiu I Iﬂ

Select:

Period-to-D1ate History?
Quarter-to-Date Histary?
‘rear-to-Date History?
Last-v'ear Histary?

Frint By ————————
" Custamer ID
{* Sales Rep D

A

| CompanyH | 09411/2002 | Teminal TODD |[D¥R

1. Enter the range of customers you want to include in the report, or leave the
boxes blank to include all customers.
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7-26

2. Select or clear the check box (or enter Y or N in text mode) to indicate the

types of history information you want in the report.

The selections progressively cover more history; for example, the year-to-
date history includes period-to-date history. When you elect to include a
field, the information is broken down at that level. For example, when you
include Period-to-Date, the period information is broken down as such.
When you exclude Period-to-Date and include Year-to-Date, the period-to-
dateinformation is presented as an overall part of the year’'stotal.

Select the order in which you want to print the report.
Select the output device. See “ Output the Report” on page 1-74 for more
information. A sample Customer Analysis Report is at the end of this

section. The sales amount is the net of the line items.

After you produce the report, the Open Invoices menu appears.
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Customer Analysis Report

Customer Analysis Report

1170 [\Ji) OSAS WB. 3 Page 1
1:55 PM Customar Analysis Report
By Sales Rep ID
Customer REp —-- Terms --—-— Dist. credit Limit Balance Due First sales Last sales
I Mame Per Days Met Code Date
(CASHCA  CASH SALES-OAKLAND, CA 0.0 o] o] [ex8 o] 51487.23 09/21/2000 12/06/2000
————————————————————————— sales History
sales rofit Inv Averaga Inv.
PTD 1940.87 703.25 1 1940.87
Q7D 49654, 63 32489.135 3 16551. 54
¥TD 664 87,23 378B86.40 4 16621, 81
LAY .00 .00 o] .00
(CASHMD  CASH SALES-BALTIMORE, MD 0.0 o] o] [ex8 o] 15618.20 03,/04,/2000 12/20/2000
————————————————————————— sales History
sales profit Inv Averaga Inv.
PTD 763.20 459,20 1 763.20
aTo 34113.39 13388.03 3 11371.13
YTD 108136, 359 65727.30 5 21627.32
LAY . .00 0 .00
(CASHMN  CASH SALES-MINNEAPOLIS 0.0 ] ] o1 ] 7419.00 07/05/1999 12,/01/2000
- salaes History
5a profit Inv Average Inv
FTD 1710.72 OB8.42 1 1710.72
Q7D 1590000 7032. 66 3 5300.00
¥TD 138196, 60 67834.18 5 27639.32
LAY 318006, B0 192200.00 2 150408.40
(CASHPS  CASH SALES-DALLAS, Tx 0.0 o] o] [ex8 o] 20431. 56 07/15/1999 12/15/2000
————————————————————————— sales History
sales profit Inv Averaga Inv.
PTD 1710. 64 761.00 1 1719.64
aTo 37700.14 25682, 06 3 12566, 71
YTD 522780.14 421503.76 g 65347.52
LAY 497802.70 331111. 20 3 165934.23
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Commissions Report

The Commissions Report shows the sales information for each sales rep who
had activity during the selected range of dates. If you elected not to save detail
sales history in the Resource Manager Options and Interfaces function, no
information is available for this report.

Produce the report before you do periodic maintenance, because you can clear
the ARHIxxx (Detail History) file through that function. Open invoicesin a
period whose history you deleted are not included in the Report.

You can produce a report with commissions broken down by line items,
commissions broken down by invoices, or summary commissions. The line-item
detail report shows the price, profit, and commission for each line item. The
invoice detail report shows the total price, profit, and commission for each
invoice. The sales rep summary report shows only the totals for each sales rep.

If asalesrep’s commission isbased on paid invoices, commissions are cal cul ated
only on the portion of salesthat 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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Select Commissions Report from the Open Invoices menu. The Commissions
Report screen appears.

i CommissionsRepork o il 4
Commands  Edit - Modes Other Help
X bl @@ ?e OK__ | _Abandon |

Pick  Sales Rep Fram R
Thiu PRT |4

Invoice Date  From 11./01/2000

Thru 11/30/2000

Frint:
& Line Item Detail

€ Invaice Detail

" Sales Rep Summary

[ | companyH | ospitjzonz | Terminal TOOD | OWR

1. Enter the range of sales reps whose commissions you want to includein the
report, or leave the boxes blank to include all sales reps.

2. Enter the range of dates of the invoicesto be taken into account in the report.
3. Select the type of detail you want to include in the report.

4. Select the output device. See “Output the Report” on page 1-74 for more
information. After you produce the report, the Open Invoices menu appears.
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Commissions Report

11/08,/2002 O5AS V6. § page 1
H PM commissions Report
sales Rep: DMM Employee ID: 11/01/2000 Thru 11/30/2000 Line Item Detail
Mame: ponna M Mendelsohn
Cust. ID Inv. Mo. Date Inventary ID pescription Extendad Prica profit Percent  Commission
TENOOL 12670069 11/11,/2000 550 Millwork Package 26109.72 2060, 64 100.0
TENOQO1 12670069 11,/11,/2000 TRANSACTION TOTALS .00 .00 100.0
TENOOL 12670069 11/11,/2000 Invoice Total 26109.72 2060, 64 100.0 1370.76
TENOQO1 24889029 11,12/2000 Heating/cooling Pack 29572.92 29572.92 100.0
TENOOL 24889020 11/12/2000 TRAMSACTION TOTALS .00 .00 100.0
TENQO1 24889029 11,12/2000 Invoice Total 29572.92 29572.92 100.0 1552.58
DALOOL 12670066 11,/15,/2000 100 Electrical Package 2164.37 86,093 100.0
DALOOL 12670066 11/15/2000 150 Plumbing Package 1005, 81 156.60 100.0
DALOOL 12670066 11,/15,/2000 450 slide by window 24" 813,38 27.48 100.0
DALOOL 12670066 11/15/2000 460 slide by window 30" 2320.36 o0.21 100.0
DALOOL 12670066 11,/15/2000 TRANSACTION TOTALS .00 .00 100.0
DALOOL 12670066 11/15/2000 Invoice Total 7203.02 361.31 100.0 378.21
sales Rep DMM Total Based on 5.250% of met sales J/Booked sales 62886, 56 32003.87 3301.55
011,/08/2002 05AS VG, § page 2
158 PM commissions Report
sales Rep: GPD Employes ID: DEADOL 11/01/2000 Thru 11/30/2000 Line Item Detail
Mame: Garry P. Deacon
Cust. ID Inv. Mo. Date Inventary ID pescription Extendad Prica profit Percent  Commission
Los00l 12670070 11/13/2000 600 standard window 24" 14977. 46 8335.11 100.0
LOS001 12670070 11,/13/2000 TRANSACTION TOTALS .00 .00 100.0
Los00L 12670070 11/13/2000 Invoice Total 14977. 46 8335.11 100.0 748,87
ACEQOL 12670064 11/24,/2000 100 Electrical package o018.10 420.44 100.0
ACEQOL 12670064 11/24,/2000 400 Interior Materials 2695.17 128.34 100.0
ACEQOL 12670064 11/24,/2000 450 slide by window 24" 4229, 50 30.05 100.0
ACEQOL 12670064 11/24,/2000 460 slide by window 30" 178.49 2.02 100.0
ACEQOL 12670064 11/24,/2000 600 standard window 24" 3177.04 151.29 100.0
ACEQOL 12670064 11,/24,/2000 610 standard window 30" 1516, 83 72.23 100.0
ACEQOL 12670064 11/24,/2000 650 steel Supports 14652. 68 754.46 100.0
ACEQOL 12670064 11/24/2000 TRANSACTION TOTALS .00 .00 100.0
ACEQOL 12670064 11/24/2000 Invoice Total 35467.00 1577.73 100.0 1773.40
sales Rep GPD Total Based on 5.000% of met sales J/Booked sales 50445.45 9012, 84 2522.27
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AR Analysis Report
Sales Analysis Report
Detail History Report
Customer Sales Report
Customer Activity Report
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Promotional Analysis
Print History Invoices
Tax Audit Report
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History Reports

Introduction
The history reports get information from the ARHIxxx and ARHSxxx (Detail and

Summary History) files. Each report serves as areference for activity after you
post; together they provide a source of datayou can use to complete an audit trail
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AR Analysis Report

The AR Analysis Report provides an analysis of your company’s outstanding
receivables. The report has three parts. Each part compares the receivables of a
period you specify with those of a previous period, the previous three periods,
and the same period of the previous year.

Thefirst section of the report shows the total sales and a breakdown of salesinto
aging buckets and the number of days sales were outstanding. The second section
shows a composite of receivables that are outstanding for more than 30, 60, 90,
and 120 days. The third section shows the average invoice amount, number of
days sales were outstanding, number of invoices you sent to customers, and
number of payments you received from customers.

The system reads backwards through the ARHSxxx (Summary History) file to
find data for the previous periods. If you did not do period-end maintenance for a
period, the datais inaccurate for that period.

You cannot produce this report if you did not elect to keep summary history in
the Resource Manager Options and Interfaces function, if the reporting period
you specify has no summary history, or if you did not build the ARPDxxx table.
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AR Analysis Report History Reports

Select AR Analysis Report from the History Reports menu. The AR Analysis
Report screen appears.

& AR Analysis Report P ]
‘Commands Edit Modes Other Help
Xtz R @R 2L 0K | Abandon |

Fieport Period/r'ear |DS.-"2002

Days in Period I li]

[ [Compary H [09/11/2002 | Terminal T0O0 [OVR

1. Accept the current period and fiscal year that appear 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 periodsin the report. An asterisk (*) in the report indicates that no
summary history isavailable for that period or it isinsufficient for arange of
periods. In the first section of the report, finance charges are included in the
Total AR column but not in the individual aging columns. The amountsin
the second section are a composite of all receivables that are outstanding for
more than 30, 60, 90, and 120 days.

After you produce the report, the History Reports menu appears.
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History Reports AR Analysis Report

AR Analysis Report

12/11,/2000 Builders supply Page 1
8:09 PM AR Analysis Report
Period 12 - 2000
Accounts Receivable Balance Days Sales
current 31-60 61-90 91-120 over 120 Total AR outstanding
Period 12 234754.20- 304636.10 .00 .00 .00 77422.57 6.64
3-period Avg 78515.90- 307597.76 453.08 .00 54554.16 286602.66 26.60
Prior Period 793.51- 282089.78 .00 .00 63127.31 344423, 58 36.42
Last vear Period 12 .00 % .00 % .00 % .00 % .00 % .00 % .00 %
—————— over 30 ————-— —————— over 60 —————— ————— over 90 -———— —————— over 120 -——-—
Total Aamt PCt/Tot Total Aamt PCt/Tot Total Aamt PCt/Tot Total Aamt PCt/Tot
Period 12 304636.10 393.47 .00 .00 .00 .00 .00 .00
3-Period Auvg 362605.00 126,52 55007.24 15.19 54554.16 1%.03 54554.16 1%.03
Prior Period 345217.09 100.23 63127.31 18.33 63127.31 18.33 63127.31 18.33
Last vear Period 12 .00 % .00 % .00 % .00 % .00 % .00 % .00 % .00 %
Period 12 ——— 3-Period avg ——-— -—— prior period --- -same Period Last vr-
Amount Amount PCt PCt Amount PCt
Average Invoice 38883.23 74649.85 191.98 141842.58 364.79 .00 % .00 %
Average Days to Pay 25.68 40.86 159.11 82.20 320.09 .00 % .00 %
Days Sales outstanding 6.64 26.60 400,60 36.42 548.49 .00 .00
Humber of Invoices 9 4 48.11 2 22.22 0 # L00
Wumber of Payments 22 11 51.50 5 22.73 0 d .00 %
eEnd of report
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Sales Analysis Report

The Sales Analysis Report provides an analysis of your company’s sales based
on areporting period you specify and of the last fiscal year’s trends by period.

The report has two parts. The first part shows the current and previous years
sales, COGS, gross profit, number of invoices, and average invoice amounts for
the reporting period, quarter, and year. The second part of the report shows the
sales, COGS, gross profit, average invoi ce 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) fileto

find datafor the previous period. If you did not do period-end maintenance for a
period, the datais inaccurate for that period.
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Sales Analysis Report History Reports

Select Sales Analysis Report from the History Reports menu. The Sales

Analysis Report screen appears.

i, sales Analysis Report o ] 5

.t}{\gmands Edit Modes oOther Help

EE Y- - DK | Abandon |
Fiepart Period Y'ear IDS.-"2DD2

[ | CompanyH | 09411/2002 | Teminal TODD |[D¥R

1. Accept the current period and fiscal year that appear from the ARPDxxx
table, or enter a different period or fiscal year.

2. Select the output device.

A sample Sales Analysis Report is at the end of this section. An asterisk (*¥)
in the report indicates that no summary history is available for that period or
isinsufficient for arange of periods.

After you produce the report, the History Report menu appears.
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Sales Analysis Report

12/31/2000 Builders sSupply Page 1
H PM sales analysis Report
Period 12 - 2000

- ——— Current Year Last vYear -- -

current Period Quarter-to-pate vear-to-pate Current Period Quarter-to-pate vear-to-pate
sales 3409045.05 969701, 60 4475637.45 ¥ .00 .00 .00
OGS 160082.27 455247.67 2195720.358 * .00 .00 .00
Gross profit 185866.78 514453.93 2279917.06 * .00 .00 .00
Average Invoice 38883.23 7435302.43 114755.93 * .00 .00 .00
Wumber of Invoices 9 1z 39% 0% 0% 0%

12-month Trend

Periods sales COGS —————————  ————— Gross profit ---- --- average Invoice —-- -No. of Inw
Amount PCt/Curr Amount PCt/Curr Amount PCt/Curr Amount PCt/Curr Amount PCt
current 340040, 05 100.00 160082.27 100.00 185866.78 100.00 38883.23 100.00 9 100.00
Back 1 283685.16 81.06 153015.12 95,59 130670, 04 68.82 141842, 58 364.79 2 22.22
Back 2 336067.30 596.03 142150.28 88.80 153517.11 102,132 168032.70 432.15 2 22.22
Back 3 545837.38 155.98 292110.93 182.48 253726.45 133.63 809872.90 233.96 ] 66,67
Back 4 531269.93 151.81 266535.62 166,50 26473431 135.43 106253, 99 273.26 3 55.56
Back § 2428828, 54 694,05 1181826.17 738.26 1247002.37 656,78 161921. 90 416.43 15 66,67
Back 6 .00 .00 .00 .00 .00 g * [els] g * Q .00
Back 7 Qo0 .00 % Qo0 .00 % .00 Qo * Qo0 Qo * Q .00 %
Back 8 [els] g * [els] .00 .00 g * [els] g * Q .00
Back 9 .00 .00 % Qo0 .00 % .00 Qo * Qo0 Qo * Q .00 %
Back 10 .00 .00 [els] .00 .00 g * [els] g * Q .00
Back 11 .00 .00 % Qo0 .00 % .00 Qo * Qo0 Qo * Q .00 %
Back 12 .00 .00 [sls] .00 .00 g # [sls] g # Q .00

End of Report
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Detail History Report

Print the Detail History Report to find out which items are being sold most,
which customers are buying most frequently, what each customer is buying, what
each salesrep isor isnot selling, when items are being sold, and how much each
item is being sold for.

You cannot produce the report if you did not elect to keep detail history in the
Resource Manager Options and Interfaces function.

Select Detail History Report from the History Reports menu. The Detail
History Report screen appears.

/& Detail History Report . I ] 3

:Eo-n;[h_ands Edit Modes oOther Inventory Lockups  Help

2Xiz 2R @A 7€ 0K | Abandon |
Pick  Customer ID Fram |l E Print By:
il Iﬂ & Custamer D
Sales Rep 1 Fram [a] " Sales Rep ID
il [al " Jobor ltem D
Job or ltem ID From [a] | ¢ SalesCategory
Thiu |3l
Salez Category  From el
Thru [
Invaoice Date From A Select:
Thru I Invaice Line [tems v
Invoice Mumber — From Fayments vl
Thru Sales Tax ird
Freight Charges ird
* Full detail Misc Charges v
£ Summary arly Finance Charges v
Addl Descriptions Ird

{* Quantity in base units
= Quantity in selling units

[ | CompanyH | 09411/2002 | Teminal TODD |[D¥R

1. Enter therange of customers and sal es reps you want to include in the report,
or leave the boxes blank to include al.

2. Enter therange of associated job or item numbers and sal es categories whose
invoice information you want to include in the report, or leave the boxes

blank to include all.
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10.

11.

12.

13.

14.

Enter the range of dates of the invoices and the range of invoices you want to
include in the report, or leave the boxes blank to include all.

Select the amount of detail you want to include in the report.
Select the type of units you want the report to reflect.
Select the order in which you want to print the report.

If you want the report to include invoice line items, select the check box (or
enter Y in text mode); if not, clear the box (or enter N in text mode).

If you want the report to include payment information, select the box (or
enter Y in text mode); if not, clear the box (or enter N in text mode).

If you want the report to include sales taxes, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).

If you want the report to include freight charges, select the box (or enter Y in
text mode); if not, clear the box (or enter N in text mode).

If you want to include miscellaneous charges, select the box (or enter Y in
text mode); if not, clear the box (or enter N in text mode).

If you want the report to include finance charges, select the box (or enter Y in
text mode); if not, clear the box (or enter N in text mode).

If you want the report to include additional descriptions, select the box (or
enter Y in text mode); if not, clear the box (or enter N in text mode). You can
include additional descriptions only if you elected to use additional
descriptions in the Resource Manager Options and Interfaces function.

Select the output device.

A sample Detail History Report is at the end of this section. The profit on
each saleis shown as a dollar amount in the Profit column and as a percent
in the % column.

After you produce the report, the History Reports menu appears.
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Detail History Report

04,/11/2001 Builders supply PAGE 1
8:20 PM petail History Report
By Custamer ID
cost/ sales/ profit %

CUSTOMER ACEQOL ACE BUILDERS 1813375.42 2476380.45 663005.03 26.8
CUSTOMER DALOUL DALLAS-FT WORTH DOME HOMES 162611.15 494356.79 331745.64  67.1
GREDOL PRT FREIGHT CHARGES 24889101 12/21,/5% 345.00 345.00 .00 0.0
GREQOL PRT MISC CHARGES 24889101 12/21,/9% 436.00 436,00 .00 Q.0
CUSTOMER GREQUL GREATER WEW YORK DOMES, INC. 251547.94 395913.06 144365.12  36.5
CUSTOMER KANOUL KANSAS CITY GEODESIC HOMES 355815.46 726927.21 371111.75  51.1
CUSTOMER LOS001 LOS ANGELES CONSTRUCTION Co. 342568.49 710581.74 368013.25  51.8
CUSTOMER SUNQOQ1 SUNSHINE HOMES, IRNC. 22571.77 B5238. 57 42666, 80 65,4
CUSTOMER TEWOQL1 TEWNESSEE SHELTERS, INC. 249266.23 Fr0042.54 520776.31  67.6

GRAND TOTAL 3197756.46 5635440.36 2441683, 90 43.3
end of Report
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Customer Sales Report

The Customer Sales Report shows how much money you are making from your
customers, the gross profit you made on the sales, the average invoice amounts,
and the number of invoices. You can list only customer sales history, or you can
include item and job history. If you elect to include item and job history, the

report shows the quantities sold.

You cannot print the report if you did not elect to keep summary history in the
Resource Manager Options and Interfaces function, if the reporting period you
specify has no summary history, or if you did not build the ARPDxxx table.

Select Customer Sales Report from the History Reports menu. The Customer

Sales Report screen appears.

_ﬁ_. Customer Sales Report
'gommands Edit Modes Other Help

=101 x|

2t ml @al?e

0K | Abandon |

Fick  Customer ID From
Thru

Customer Class  From
Thru

Salez Rep Fram
Thru

o 5}
" Custamer Mame
" Customer Class
" Sales Rep

ACED a
IS0 a

DM [a]
FRT |al

Frint [temAlob History?

Fiepart Period Y'ear

v
|08£2DD2

[Company H [09/11/2002 | Terminal TOOD [OvR

1. Enter the range of customers you want to include in the report, or leave the
boxes blank to include all customers.
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Customer Sales Report History Reports

2. Enter the range of customer classes you want to include in the report, or
leave the boxes blank to include all customer classes.
3. Enter the range of sales reps whose associated customers you want to

include in the report, or leave the boxes blank to include all sales reps.
4. Select the order in which you want to print the report.

5. If youwant to include history for items and jobs, select the check box (or
enter Y in text mode); if not, clear the box (or enter N in text mode).

6. Accept the current period and fiscal year that appear from the ARPDxxx
table, or enter a different period or fiscal year.

A sample Customer Sales Report is at the end of this section.

After you produce the report, the History Reports menu appears.
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Customer Sales Report

04 /11 /2001 Builders suppl Page 1
121 pM customer sales report with Job/Item Detail for period 12,2001
By Customer ID

Customar ———Quant"\ty sold sales -—- Gross Profit —-- Average Invoice —-- - o of Invoices -
Item Mumber quantity units AmOUNT  PCT/TOT AmOUNT  PCT/TOT AmMOUNT  PCT/TOT AmOUNT  PCT/TOT
ACEQOL ACE BUILDERS 110461.72 31.57 47436.64 24,58 110461.72 284.09 1 11.11
100 587.0000 PKG 35098.80 31.77 523.26 1.85 .00 .00 .00
350 30.0000 EA 7150.1%9 6.47 B876.89 1.85 7150.1%9 6.47 1 100.00
450 10.0000 EA 1626.77 1.47 49,07 .10 1626.77 1.47 1 100.00
460 20.0000 EA 3569.79 3.23 138.79 .29 3569.79 3.23 1 100.00
600 25,0000 EA 3177.04 2.88 157.79 L33 3177.04 2.88 1 100.00
700 10.0000 SET 10550.93 9.455 B8535.13 17.99 10550.93 9.455 1 100.00
200 10.0000 PKG 24644.10 22.31 12111.61 25.53 24644.10 22.31 1 100.00
Total Items/Jobs 83817.62 77.69 22792.54 48.05 50718.82 45,92
CASHCA CASH SALES-DAKLAND, CA 24954 .73 7.13 11188.99 5.89 24954 .73 64.18 1 11.11
250 10.0000 Cs 24171.70 596,86 10743.00 596,01 24171.70 596,86 1 100.00
300 5.0000 EA 256,90 1.03 146.85 1.31 256,90 1.03 1 100.00
350 1.0000 EA 526.13 2.11 209,14 2.67 526.13 2.11 1 100.00
Total Items/lobs 24954.73  100.00 11188.9% 100.00 24954.73  100.00
CASHMD CASH SALES-BALTIMORE, MD .00 .00 .00 .00 .00 .00 .00
Total Items/JIobs .00 .00 .00 .00 .00 .00
CASHMN CASH SALES-MINNEAPOLIS 4683, 94 1.34 2477.89 1.31 4683, 94 12.05 1 11.11
400 1.0000 PKG 1485. 50 31.71 629,89 25.42 1485. 50 31.71 1 100.00
450 4.0000 EA 1526.60 32.59 882.04 35.60 1526.60 32.59 1 100.00
460 4.0000 EA 1671. 84 35.69 965,96 38.98 1671. 84 35.69 1 100.00
Total Items/Jobs 4683.94  100.00 2477.89 100.00 4683.94  100.00
GRAND TOTALS - a1l sales 140100.35 40.03 61103, 52 32.18 46700.13  120.10 3 33.33

- Items/Jobs 115456.29 32.99 36459.42 15.20 9621.36 24.74
end of Report
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Customer Activity Report

The Customer Activity Report shows who your top customers are. The
customers are listed in descending order of sales: the customer who bought the
most is listed first and the customer who bought the least is listed last.

If you organize the report by customer 1D, the report shows only grand totals. If
you organize the report by customer class, the report shows subtotals for each
classin addition to grand totals. If you list the customers by salesrep ID, the
report shows subtotals for each sales rep in addition to grand totals.

You cannot produce the report if you did not elect not to keep summary history in

the Resource Manager Options and Interfaces function, if the reporting period
you specify has no summary history, or if you did not build the ARPDxxx table.
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Select Customer Activity Report from the History Reports menu. The
Customer Activity Report screen appears.

_.i_ Customer Activity Report . _|EI|1|
Commands  Edit Modes Other  Help
2xiE DR @EE ?e OK__|_bandon |
Fick  Customer ID Fram ACEOD al
Thiu /15001 al
Customer Class From
Thru
Sales Rep Fram DM 8]
Thru FRT |3

" Sales Rep

Fiepart Period Y'ear IDS.-"2DD2

[Company H [09/11/2002 | Terminal TOOD [OvR

1. Enter the range of customers, customer classes, and sales reps you want to
include in the report, or leave the boxes blank to include all.

2. Select the order in which you want to print the report.

3. Accept the current period and fiscal year that appear from the ARPDxxx
table, or enter a different period or fiscal year.

4. Select the output device.

A sample Customer Activity Report is at the end of this section.

After you produce the report, the History Reports menu appears.
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Customer Activity Report

04,/11/2001 Builders supply Page 1
8:22 FM Customer Activity Report for Period 12/2001
By Custamer ID

CUST customer  ——————e sales ———————— —— Gross profit ————— — Average Invoice —-- - No of Invoices -
D Name Amount  PCt/Tot Amount  PCt/Tot Amount  PCt/Tot Amount  PCt/Tot
ACEQO1 ACE BUILDERS 110461.72 31.57 47436, 64 24.98 110461.72 284.09 1 11.11
CASHCA CASH SALES-OAKLAND, CA 24054 .73 7.13 11188.99 5.85 24054 .73 64,18 1 11.11
CASHMN CASH SALES-MINNEAROLIS 4683, 94 1.34 2477.89 1.31 4683, 94 12.05 1 11.11
CASHMD CASH SALES-BALTIMORE, MD .00 .00 .00 .00 .00 .00 .00
GRAND TOTALS | 140100.35 40.03 61103, 52 32.18 46700.13 120.10 3 33.33

End of Report
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Summary Invoice History

Usethe Summary Invoice History function to produce areport that summarizes
sales information by invoice totals from history.

Select Summary Invoice History from the History Reports menu. The
Summary Invoice History screen appears.

_ﬁ_. Summary Invoice History = |EI|1|
Lﬂmmands Edit Modes oOther Help
2XiE @ @@ 7€ 0K | Abandon |
Pick  Customer ID From  |ACEOO E
Thiu  [¥IS001 B
Irwoice Mo Fram
Thiu {~ Sales Rep 1
Irwoice Date Fram  |071/01,/2000 " Sales Rep 2
Thru  [12/31/2000
Sales Rep 1 From |DMM |5
Thu  |PRT |4
Sales Rep 2 From DM |5
Thu  |PRT |4
\ | CompanyH | 08411/2002 | Teminal TODD |[D¥R
Inquiry 1. Enter therange of customers you want to include in the report, or leave the

boxes blank to include all customers.

2. Enter the range of invoice numbers and invoice dates you want to include in
the report, or leave the boxes blank to include all.

3. Enter the range of salesreps you want to include in the report, or leave the
boxes blank to include al sales reps.

4. Select the order in which you want to print the report.
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5. Select the output device.
A sample Summary Invoice History Report is at the end of this section.

After you produce the report, the History Reports menu appears.
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Summary Invoice History

Summary Invoice History Report

12,/31,/2000 Builders supply Page
3:28 PM summary Invoice History
sart by Ccustomer ID

Cust ID Invoice Inv. Date Rep 1 Rep 2 order nNo. ship To subtotal sales Tax Freight Misc Total
Cust Name .0, Number
TENQOL 12670005 07/26/1999 DMM 000000 20856.41 .00 .00 .00 20856.41
TENHESSEE SHELTERS, INC. 41754
TENQOL 12670015 12/01/1999 DrmM 000000 28200.27 .00 .00 .00 28200.27
TENHESSEE SHELTERS, INC. 43941
TENOOL 12670026 02/05/2000 DrmM 000000 37307.88 .00 .00 .00 37307.88
TENHESSEE SHELTERS, 44587
TENQO1 12670028 03/18/2000 DM Q00000 17534.38 .00 .00 .00 17534.38
TENHESSEE SHELTERS, 45001
TENQO1 12670036 06/26/2000 DM Q00000 B86082.05 .00 .00 .00 B86082.05
TENHESSEE SHELTERS, 46187
TENQO1 12670039 07/03/2000 DM Q00000 51713.57 .00 .00 .00 51713.57
TENHESSEE SHELTERS, 46732
TENOOL 12670049 09/14/2000 DM Q00000 4230.04 .00 .00 .00 4230.04
TENHESSEE SHELTERS, 47901
TENQO1 12670059 10/17/2000 DM Q00000 69.33 .00 .00 .00 69.33
TENHESSEE SHELTERS, 48355
TENQO1 12670069 11/11/2000 DM Q00000 261098.72 .00 .00 .00 261098.72
TENHESSEE SHELTERS, 48760
TENQO1 12670076 12/19/2000 DM Q00000 5706.21 .00 .00 .00 5706.21
TENHESSEE SHELTERS, 49008
TENQO1 24889007 07/11/1999 DM Q0000007 000000 453451.44 .00 .00 .00 453451.44
TENHESSEE SHELTERS, 41754
TENQO1 24883013 10/02/1999 DM Q0000001 000000 256298, 64 .00 .00 .00 256298, 64
TENHESSEE SHELTERS, 43005
TENQO1 24883015 12/17/1999 DM Q0000002 000000 459288.20 .00 .00 .00 459288.20
TENHESSEE SHELTERS, 43942
TENQO1 24883023 09/03/2000 DM Q0000002 000000 59145, 84 .00 .00 .00 59145, 84
TENHESSEE SHELTERS, 47590013
TENQO1 24889026 10/03/2000 DM Q0000003 000000 459288.20 .00 .00 .00 459288.20
TENHESSEE SHELTERS, 48356
TENQO1 24889029 11/12/2000 DM Q0000003 000000 59145, 84 .00 .00 .00 59145, 84
TENHESSEE SHELTERS, 48761
TENQO1 24889031 12/09/2000 DM Q0000002 000000 57667.20 .00 .00 .00 57667.20
TENNESSEE SHELTERS, INC. 49009

Customer TEWOOL Total 1262185.22 .00 .00 .00 1262185.22

GRAND TOTAL 1262185.22 .00 .00 .00 1262185.22
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Promotional Analysis

The Promotional Analysis Report shows a comparison of promotional pricing
with other types of pricing.

You can produce this report only if Accounts Receivable interfaces with
Inventory, where the product promotional information is stored.

Select Promotional Analysis from the History Reports menu. The Promotional
Analysis screen appears.

&, Promotional Analysis =lo =]
Commands Edit Modes Other Inwventory Lockups  Help
»XiE 2R @A 7€ 0K | Abandon |
Fick  Proma 1D From El — Sart By:
Thru &) & |tem/Lacation
Item ID From 100 [a] " Location/ltem
Thru  [320002 |a " Customer
Location 1D From  |CA0001 B " Sales Rep 1
Thiu | Tx0001 E {~ Sales Rep 2
Customer ID From  [ACEOD E " Sales Category
Thru  |CASHPS k1
Sales Rep 1 From DM |5
Thu  |JaH |4
Sales Rep 2 From B r— Price Comparison to:
Thiu B & List
Invoice Date  From  [10/01./2000 £ Minimum
Thru  |12/31/2000 " Base
" Average
" Current Caleulated
[ [Company H [09/11/2002 [Terminal TODO [CVR
1. Enter therange of promotion I Ds, items, locations, customers, and sel es reps

you want to include in the report, or leave the boxes blank to include all.

2. Enter the range of invoice dates you want to include in the report, or leave
the boxes blank to include all invoice dates.

3. Select the order in which you want to print the report.

Accounts Receivable User’'s Manual 8-27



Promotional Analysis History Reports

4. Select the item you want to compare the promotional pricing to.
5. Select the output device.
A sample Promotional Analysis Report is at the end of this section.

After you produce the report, the History Reports menu appears.
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Promotional Analysis

Promotional Analysis Report

eEnd of report

04,/11,/2001 Builders supply Page 1

B:24 PM Promotional Analysis

Item Location custamer Rep 1 cat  units quantity List Price Proma Price variance  wvariance

pescripiton ep 2 Inv. Date Percant

700 CAQO0L Los00L GPD ML SET 2.0000 3144.50 2643.52 500.98 15.93

Cabinets 12,/14 /2000

Item 700 CA0001 Total 2.0000 3144.50 2643.52 500.98 15.93
Promo YR-END Total 2.0000 3144.50 2643.52 500.98 15.93
GRAND TOTAL 2.0000 3144.50 2643.52 500.98 15.93
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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 invoicesif you did not elect to keep detail history inthe
Resource Manager Options and Interfaces function or if you purged the
ARHIxxx (Detail History) file.

Note I

Your original and history invoices may be different, because not all the
information from your original invoicesis saved in history.

Select Print History Invoices from the History Reports menu. The Print History
I nvoices screen appears.

_ﬁ_. Print History Invoices _|EI|1|
Commands Edit Modes Other Help

2XiE 2R @A 7€ 0K | Abandon |
Fick  Customer ID From  |ACEOO E
Thu  [¥I15S001 E
Invoice Mumber  From
Thru
Invaoice Date From  {10/01/2000
Thu  [12/01/2000

Frint:

&+ Invaices

" Credit Memos
" Bath

Meszage for All Invoices:
|Thank you for your order.
Frint Additional Descriptions? vl

|E0mpanyH 09/11/2002 | Terminal TOOD | 0WHR
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8-32

1

Enter the range of customers for which you want to print invoices or credit
memos, or leave the boxes blank to include all customers.

Enter the range of invoice numbers and invoice dates you want to print, or
leave the boxes blank to include all.

Indicate whether you want to print invoices, credit memos, or both.

Accept the default message that the system prints on the invoices and credit
memos, or change the message.

If you want to print additional descriptions, select the check box (or enter Y
in text mode); if not, clear the box (or enter N in text mode).

Select the output device.

After you print the invoices, atotals log prints.
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Print History Invoices

Print History Invoices Form

BUILDERS SUPPLY
1157 VALLEV PARK DR
SHAKOPEE MW 55379

<<INVOICE REPRINT>>

BUILDERS SUPPLY
1157 VALLEV PARK DR
SHAKOPEE MW 55379

Run Totals:

Taxable 4566265, 66
Won-Taxahle 6394, 64
Tax 1510.00
Fraight .00
Misc .00
Total sales 4574570.30
Prepaid Amount 2786220.68
Total credit sales 1788349.62
Invoices printed: 1

Page 1
ACEQOL
sold Ta: ATTN: ACCOUNTS PAVABLE ship Ta: ACE BUILDERS
ACE BUILDERS 1588 SE 315T STREET
1588 SE 31ST STREET PADUCAH KY 28655-7865
PADUCAH KV 28655-7865
Date Rep ID order No. ord Date ship via Tarms Iny_ Mo
07,/14,/5% GPD 47581471 C.0.D. 12670001
Item/pDescription guantities units Price Amount
10
Electrical Package shipped 515.0000 PKG 360.7275 185774.66
15
Plumbing Package shipped 75.0000 PKG 952.9065 71467.99
Thank vou for your order.
Location Tax Breakdown
Tax Tocation not on file .00
.00
subtotal 530628.25
Non-TaxabTe Taxahle Sales Tax Freight MisC * Invoice Total ¥
) 062825 ) ) ) 53062875
Amount Paid 530628.25
Net Due : .00

<<INVOICE REPRINT>>
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Tax Audit Report

The Tax Audit Report shows amounts allocated for as many as five tax levels.
This information comes from the transactions posted to the ARHIxxx (Detail

History) file.

Produce this report before you delete records or purge history.

You cannot produce the report if you did not elect to keep detail history in the

Resource Manager Options and Interfaces function.

Select Tax Audit Report from the History Reports menu. The Tax Audit Report
screen appears.

& Tax Audit Report I ] 3
Commands Edit Modes Other Help
2xiE DR @@ ?e OK__|_abandon |
Fick  Tax Group From |CA& k1
Thiu  [T=HOUS E
Customer D From  |4CEOO k1
Thiu  [¥IS001 B
Invoice Date Fram || / /
Thiu 4
Frint Invaoice Detail? I~
Frint Zero T ax Invoices? o
[Company H [09/11/2002 | Terminal TOOD [OVR
Inquiry 1. Enter therange of tax groups and customers you want to include in the

report, or leave the boxes blank to include all.
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2. Enter the range of invoice dates you want to include in the report, or leave
the boxes blank to include all invoice dates.

3. If youwant to print invoice detail, select the check box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).

4. If you want to print zero-tax invoices, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).

5. Select the output device.

A sample Tax Audit Report is at the end of this section.

After you produce the report, the History Reports menu appears.
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Tax Audit Report

Tax Audit Report

12/05/2001 Builders supply Page 1
156 PM Tax audit Report

Invoice Invoice Invoice Level 1 Tax Level 2 Tax Level 3 Tax Level 4 Tax Level 5 Tax

Date Wumber subtotal
Tax Group CAR

Tax Group CAR TOTAL .00 .00 .00 .00 .00 .00
Tax Group CAT

Tax Group CAT TOTAL .00 .00 .00 .00 .00 .00
Tax Group MDR

Tax Group MDR TOTAL .00 .00 .00 .00 .00 .00
Tax Group  MHR

Tax Group MHR TOTAL .00 .00 .00 .00 .00 .00
Tax Group  MWT

Tax Group MNT TOTAL .00 .00 .00 .00 .00 .00
Tax GFUU51/1§52001 12670071 CASHPS B8598.20 343.93 .00 .00 .00 .00

12/15/2001 12670032 1715.64 68.79 .00 .00 .00 .00

Tax Graoup TXD TOTAL 10317.34 412.72 .00 .00 .00 .00

GRAND TOTALS 10317.34 412.72 .00 .00 .00 .00
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Periodic Processing

Sales Tax Report

Periodic Maintenance
Purge Customer Comments
Purge Selected Files
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Periodic Processing

9-2

Introduction

Use the Periodic Processing functions to update accounts, remove datafrom files,
and print the Sales Tax Report.
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Print the Sales Tax Report at the end of each period for information about how
taxes have been allocated for the tax groups you set up. Print the Sales Tax
Report before you clear the sales tax in Resource Manager (see the Resource
Manager User’s Manual).

Select Sales Tax Report from the Periodic Processing menu. The Sales Tax

Report screen appears.

& Sales Tax Report I ] 3
gf-mmands Edit Modes oOther Help

>XiE 2R @A 7€ 0K | Abandon |

Fick Tax Authority  From
Thru

Tax Location  From
Thru

Frint By —————
(+ Tax Location
= Tax Autharity

JJEIQI
L2 ]l2

Frint:
Sales ird
Purchases Ird
Zero Balance Tax Classes [
[Company H [09/11/2002 [Terminal TODO [CVR
Inquiry 1. Enter therange of tax authorities and tax locations you want to includein the

report, or leave the boxes blank to include all.
2. Select the order in which you want to print the report.
3. If youwant to print sales, purchases, and zero balance tax classes, select the

appropriate check box (or enter Y in text mode); if not, clear the box (or enter
N in text mode).
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4. 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

12/31/2000 Builders supply Page 1
2:50 PM sales Tax Report
By Tax Locatiaon
—————— General_Ledger ACCOUNTS --——---- ——— Tax on ———
Tax Loc Wame Leval Tax auth. Tax ID Tax Liabilty Tax Expense Rrefundable  Frt. Wisc.
CAR california - resale 1 CA 45-983458923 2038 [lls} [lls}
Tax Description  Tax Per.
Class ref. Per. Taxahle montaxahle Tax calculated over/short  refundable
00 Consumer Goods 6.000 sales .00 632184.13 .00 .00 .00
.000 Purchases 118644.12 642,00 7118.65 7118.65 .00 .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 41.22 41.23 L0Ll- .00
04 Interstate Comm 8.000 sales .00 .00 .00 .00 .00
.000 Purchases .00 .00 .00 .00 .00 .00
05 motor wvehicles .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 .000 sales .00 .00 .00 .00 .00
.000 Purchases .00 .00 .00 .00 .00 .00
09 Services .000 sales .00 .00 .00 .00 .00
.000 Purchases .00 .00 .00 .00 .00 .00
TOTAL FOR LOCATION CAR sales .00 1264368.26 .00 7155.88 7155.88-
Purchases 119331.22 642,00 7159.87 7159.88 L 01— .00
09 Services .000 sales .00 .00 .00 .00 .00
.000 Purchases .00 .00 .00 .00 .00 .00
TOTAL FOR LOCATIOMN TxXT sales .00 .00 .00 .00 .00
Purchases .00 .00 .00 .00 .00 .00
Taxable Nontaxable Tax calculated over /short refundable
GRAND TOTAL Sales 70181.49 BB65529. 51 3396.56 7159.88 3763.32-
Purchases 1158331.22 642,00 7155.87 7155.88 L01- .00
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Periodic Maintenance

Usethe Periodic Maintenance function to perform maintenance tasks on several
files and prepare them for the next processing period, quarter, or year. (You
cannot do periodic maintenance until the ARPDxxx tableis set up for the
company for which you are doing maintenance)

You should do periodic maintenance at the end of each period. If you do not,
transactions are posted to incorrect periods, and the amounts in the aging buckets
in the ARCUxxx file for balance forward customers are wrong.

When you perform period-end maintenance, the system performs several tasks:

Accumulates the balance totals in the ARCUxxx (Customer) file for balance
forward customers

Ages the figuresin the ARCUxxx filein the aging periods

Updates the ARINxxx and ARCUxxx files with newly calculated finance
charges

Clears the period-to-date accumulators and updates credit statusesin the
ARCUxxx file

Clears the month-to-date gross sales amountsin the ARSRxxx (Sales Rep)
file

Clears the month-to-date payments in the ARPYxxx (Payment Methods) file
Posts finance charges to the GLIRxxx (Journal) file if Accounts Receivable
interfaces with General Ledger; you also have the option of clearing the

year-to-date finance charges in the ARCUxxx file

Increments the period by 1 in the ARPDxxx table
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When you perform quarter-end maintenance, the system performs these tasks:
e Performsall the period-end tasks

e Clearsthe quarter-to-date accumulators in the ARPYxxx file and the
ARCUxxx file

Note I

Quarter-end maintenance does all the period-end maintenance tasks.
Therefore, you must perform only quarter-end maintenance at the quarter’s
end.

When you perform year-end maintenance, the system performs these tasks:
e Performsall the period- and quarter-end tasks

*  Updatesthe last-year accumulators and clears the year-to-date accumul ators
in the ARPYxxx file and the ARCUxxx file

e Clearsthe year-to-date gross sales amounts in the ARSRxxx file

« Clearsthe high balance in the ARCUxxx fileif you select the option on the
function screen

e Incrementsthe current fiscal year by 1in the ARPDxxx table

Note I

Year-end maintenance does all the period- and quarter-end maintenance
tasks. Therefore, you must perform only year-end maintenance at the end of
the year.
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If you have a multiuser system, make sure that no one elseis using the Accounts
Receivable system while you are doing periodic maintenance. If you run this
function while someone elseis using the ARCUxxx, ARSRxxX, ARINXXX,
ARRHXxxx, or ARRExxx files, the files are not updated.

Select Periodic Maintenance from the Periodic Processing menu. The Periodic
Processing screen appears.

&, Periodic Maintenance ] 5
. Shmmands Edit Modes Other Help

2¥xrE bR @B ?e OK | Abandon |
Have ou: Choose One:
-Printed Statements? (+ Period-End Maintenance
--Printed the Customer Analysis Report? " Quarter-End Maintenance
-Backed Up Your Data Files? I~ " YearEnd Maintenance

Customer High Balances? O]
Current Period/Fiscal Year 0872002

| [Company H [09/11/2002 | Terminal TOOD [OVR

1. Theinformation in the Customer Analysis Report comes from the
ARCUxxx, ARINxxx, and ARSRxxx files. Since the Periodic Maintenance
function affectsthe datain the ARCUxxx file, print statements, the Customer
Analysis Report, and back up your data files before you do period-, quarter-,
or year-end maintenance.

If you have not printed the statements, printed the Customer Analysis
Report, and backed up your data files (see the Resource Manager User’s
Manual), clear the check box (or enter N in text mode), return to the
Periodic Processing menu and do these tasks before proceeding. When you
have done these things, select the box (or enter Y in text mode).
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9-10

Select the type of periodic maintenance you want to perform.

If you want to clear the year-to-date finance charges in the ARCUxxx file,
select the check box (or enter Y in text mode); if not, clear the box (or enter
N in text mode).

If you want to clear the high balancesin the ARCUxxx file, select the box (or
enter Y in text mode); if not, clear the box (or enter N in text mode).

You can clear customer high balances only during year-end maintenance.

To begin processing, use the Proceed (OK) 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 Error Log

12/31/2000 Buildars supply PAGE 1
15 PM period-end Error Log

BALAMCE IM CUST FILE = 42845.72- IM OPEM IMVOICE FILE = 43045.72- FOR CUSTOMER 'ACEQQL'

TOTAL MEW FIMAMCE CHARGE POSTED = 18.00 FOR GL PERIOD 12

end of Report
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Purge Customer Comments

Use the Purge Customer Comments function to delete comments about a
customer whose comments you no longer need.

Note I

Before you purge customer comments, produce the Customer Comments
List (see page 12-11) and make sure that the comments you intend to delete
are not needed later. Then file the list so that you have arecord of the
comments.

Select Purge Customer Comments from the Periodic Processing menu. The
Purge Customer Comments screen appears.

#, Purge Customer Comments _|EI|1|
Comipands Edit Modes Other Help
»XiE 2R @A 7€ 0K | Abandon |
Fick  Customer D From  |ACEOO E
Thu  [I1S001 £
Date From  |07/01/2000
Thru  |12/31/2000
Reference From
Thru

Company H 094112002 Terminal TOOD OvR
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1. Enter the range of customers whose comments you want to purge, or leave
the boxes blank to include all customers.

2. Enter therange of dates that the comments you want to purge were recorded,
or leave the boxes blank to include al dates.

3. Enter the range of references whose comments you want to purge, or leave
the boxes blank to include all references.

When you are finished making your selections, use the Proceed (OK)

command to purge the comments and return to the Periodic Processing
menu.
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Use the Purge Selected Files function to clear the ARHDxxx (Additional
Descriptions), ARHIxxx (Detail History), ARHSxxx (Summary History), and
ARRExxx and ARRHxxx (Recurring Entries) files, and paid invoices from the

ARINxxx (Open Invoice) file.

Select Purge Selected Files from the Periodic Processing menu. The Purge
Selected Files screen appears.

& Purge Selected Files ] 5
dommands Edit Modes Other Help
2¥iE bR @E?e OK__|_abandon |
Have you backed up your data files? vl
Remave:
Fiecurring Entries with Cutoff D ates Before 01,/01./2000
Dretail History for Invoices Dated Before 01,/01./2000
Summary History Before Period/Fizcal Year 1 4| 2000
Paid Invoices with Period rear Before 14 2000

[Company H [09/11/2002 | Terminal TOOD [OVA

1. If you have backed up your datafiles, select the check box (or enter Y in text
mode); if not, clear the box (or enter N in text mode). If you have not backed
up your files, exit to the Periodic Processing menu and do so before

continuing.

2. Enter the date of the recurring entries you want to purge. Recurring entries

dated before the date you enter are purged.
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3. Enter the date of the invoices for which you want to purge detail history.
Detail history for invoices dated before the date you enter are purged.

4. Enter the period and year of the summary history you want to purge.
Summary history before the period and year you enter are purged.

5. Enter the date of the paid invoices you want to purge. Paid invoices dated
before the date you enter are purged.

To purge the files and return to the Periodic Processing menu, use the
Proceed (OK) command.
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Customers

Use the Customers function to set up and maintain customer records. You can
set up a customer as an open-invoice or as a balance-forward account. For open-
invoice accounts, you keep detail on invoices and apply payments to specific
invoices. For balance-forward accounts, you keep detail on invoicesfor the
current month and apply payments to the total balance.

After you set up the customer records, you must create initial (opening) balances
for them. Theway you create initial balances depends on whether you have open-
invoice or balance-forward accounts or both. See the Build Open Invoice File
function (see page 10-61) for information about how to enter initial balances.

Select Customers from the File Maintenance menu. The selection screen
appears.

& Customers ] 4

Commands Edit Modes Other Help

2XiE 2R @[ 2@ 0K | Abandon |

Customer ID IAEE oot Iﬂ

Customer Mame ACE BUILDERS

D'o'v'ou Wwant ta Maintain:
General Information
Credit and Balance Information
Credit Card Infarmation
Hiztory Information
Ship-To Addresses
Customer Comments
Uszer-Defined Fields

AAARRRR

Company H |09/11/2002 | Terminal TOOD | 0YE
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Field

Customer ID

Copy From?

Customer Name

Description

Enter the ID of the customer with which you want to
work.

To delete the customer record, use the Delete (F3)
command.

Before you delete a customer record, perform
Periodic Maintenance (see page 9-7) and make sure
that the customer does not have a balance or open
invoicesin the ARINxxx (Open Invoices) file.

When you delete a customer record, the customer’s
comments are not automatically deleted. You must
use the Purge Customer Comments function (see
page 9-13) to delete the comments.

If you entered a new customer D, you can copy the
class, salesrep, territory, terms code, group code,
statement code, customer level, account type, and tax
information from an existing customer record. If you
frequently use a particular combination of tax codes,
distribution codes, and other information, set them up
with the customer name Default. When you enter a
new customer that uses the same information, you
can copy from the Default customer.

Enter the ID of the customer whaose record you want
to copy.

If you entered an existing ID in the Customer ID
field, the customer’s name appears; if not, thefieldis
skipped.
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Customers

Field

Do You Want to Add/
Change

Accounts Receivable User’'s Manual

Description

The Customers function has these subscreens:

» General Information

» Credit and Balance Information
* Credit Card Information
 History Information
 Ship-To Addresses

¢ Customer Comments

» User-Defined Fields

¢ Documents

If you want to enter or change information on a
subscreen, select the check box (or enter Y in text
mode) and turn to the appropriate screen below; if
not, clear the box (or enter N in text mode).

When you add customers, you must enter general
information.
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General Information

If you elected to add or change general customer information, this screen
appears:

/& General Information =10l =]
. Cominands Edit Modes Other Help

22Xz 2R @EE?e OK__|_bandon |
Cust D ACEDOD1
Mame ACE BUILDERS Terms Code 2PCT E
Address 1 1588 5E 315T STREET 2/10.n/30 Reg
Address 2 2.0% 10 DAYS MET 30
Address 3 i
City/State FADUCEH S Graup Code o
Zip/Country 28EF5-TEE5S [0 Ta StmtInv Code Both v[
Ship Zone 01 Cust Level ACEOD E
Attention ACCOUNTS PAYABLE Acct Tupe Open lrwvoice -
Phane (5055551645 Distib Code e
Fax (5025551566 Partial Ship? =
Contact BRI&N
Class wWHSL T ax Group IMN Iﬂ
Salez Rep 1 N E] Gany P. Deacon Minnesota
Sales Rep 2 E Taxable ? o
Teritary MIDATL Exempt |0 I
E-Mail Address |garrydeacon@bigmail.com
wieb Site Iwww.ace-builders.com
[ [Company H [09/11/2002 | Terminal TOOD [OVR
Field Description
Cust ID The customer 1D from the header screen appears.
Name Enter the customer’s name.

Address 1/Address 2/  Enter the customer’s address.

Address 3
City Enter the customer’s city.
State Enter the customer’s state or province.
Zip Enter the customer’s zip or postal code (afive-digit

Zip code or a nine-digit zip code with the hyphen).
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Customers

Inquiry

Inquiry
Maint

Inquiry

Inquiry
Maint
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Field

Country

Ship Zone

Attention

Phone/Fax

Contact

Class

Sales Rep 1

Sales Rep 2

Territory

Terms Code

Description

Enter the customer’s country code, or leave thisfield
blank. If you enter a country code, it must be among
the valid codes entered in Resource Manager (seethe
Resource Manager User’s Manual).

Enter the customer’s ship zone. Thisfield isfor
reference only.

Enter the name of the person or department you send
invoices or statements to. This nameis printed on
invoices, statements, and mailing labels.

Enter the customer’s phone and fax numbers using
the mask that appears in the field. The phone mask
used is determined by the customer’s country code.

Enter the name of the person you usually contact
about billing questions or invoice payments.

Enter the class the customer belongs to, or press
Enter to skip thisfield.

Enter the ID of the sales rep who usually sellsto the
customer, or press Enter to skip thisfield. If you
enter an existing 1D, the name of the salesrep

appears.

Enter the ID of any other sales rep who usually
sharesin sales to the customer, or press Enter to skip
thisfield. If you enter an existing 1D, the name of the
sales rep appears.

Enter the territory the customer isin, or press Enter
to skip thisfield.

Terms codes describe the terms of the customer’s
payment.
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Field Description

Enter the customer’s payment terms code. If you use
the Maintenance (F6) command, the Terms function
temporarily appears. After you enter the terms code,
the terms percentage, days, and net due days appear.

Group Code (0-9 or C) The group codeisused in the Recurring Entries
function to identify groups of customersthat have the
same periodic billing requirements. Enter the code of
the group the customer belongsto. Enter C for a
credit card customer.

Stmt/Inv Code Enter | if you want to send the customer only
invaices, S if you want to send only statements, B if
you want to send both invoices and statements, or N
if do not want to send either invoices or statements.
For a customer that pays cash, enter N.

Evenif you do not send statements, you may want to
produce statements to keep a proper audit trail.

Cust Level Enter the level assigned to the customer, or press
Enter to skip thisfield. (If Accounts Receivable
interfaces with Inventory, the Inquiry command is
available.)

Acct Type In an open invoice account you track and apply
payments to specific invoices. In abalance forward
account you track and apply payments to a monthly
invoice total.

For an open invoice account, enter I. For a balance
forward account, enter B.

Distrib Code Distribution codes describe how payment
information is to be distributed in accounts in
General Ledger.

10-8 Accounts Receivable User’s Manual



File Maintenance Customers

Field Description

Enter the GL distribution code for the customer. If
you use the Maintenance (F6) command, the
Distribution Accounts function temporarily
appears. After you enter the distribution code, the
account information appears.

Partial Ship? If the customer accepts partial shipments, select the
check box (or enter Y in text mode); if not, clear the
box (or enter N in text mode). If the customer does
not accept partial shipmentsand you ship an order for
the customer, a message warns you if you try to back

order items.
Tax Group Enter the ID of the tax group where you want sales
tax for the customer to be assigned. If you use the

Maintenance (F6) command, the Tax Groups
function temporarily appears (see the Resource
Manager User’s Manual). After you enter the tax
group code, information about the tax group appears.

Taxable? If the customer should be charged salestax, select the
check box (or enter Y in text mode); if not, clear the
box (or enter N in text mode).

Exempt ID If the customer is non-taxable, you should enter the
customer’s tax exemption ID for your tax records.

E-Mail Address Enter the electronic mail address of your main
contact at the customer’s office, if available.

Web Site Enter the Internet address of the customer’s web site
for reference purposes.

When you save the entries using the Proceed (OK) command, the next screen
you selected appears. If you did not select another screen, the Customers
selection screen appears.
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Credit and Balance Information

If you elected to add or change the customer’s credit information or balances, this
screen appears:

% Credit and Balance Information ] 5

'iommands Edit Modes Other Help

2Xiz 2R @8 7€ 0K | Abandon |
| Customer [ ACEDO1 ACE BUILDERS Open Invoice |
Credit Infarmation

Pyt Methad IEHK Iﬂ Check

Fin Charge? I~

Fin. Charge Code  [ULI 2]

Credit Limit 315000

Credit Hold o

Balance nfarmation

Mew Finance Charges I .00
Unpaid Finance Charges I .00

Current Due .aa
Balance 31-60 daps .00
E1-90 days g
91-120 days .00
121+ days 136738.44
Unapplied Credits .00
Total Due 136738.44

[ [Company H [09/11/2002 | Terminal TOOD [OVR

The Credit and Balance Information screen stores basic credit information and
summary amounts for each customer. This balance information is updated by the
ARINxxx file when you post. If you elected to use online aging in the Resource
Manager Options and Interfaces function, the ARINxxx file also updates the
bal ances each time you work with an open item customer. As aresult, you can
enter the initial balances here and have the system update them as often as you
want.

If the customer is an open invoice customer whose individual invoices you want
to work with, setting initial values on this screen is not important.
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Customers

Note I

Unless you are setting up the system for the first time and will use the Build
Open Invoice File function, be wary of changing the values on the Credit
and Balance Information screen. Changes you make after setting up the
system affect the validity of your data. If you make changes, the system
warns you when you use the Periodic Processing function that the balances
in the ARINxxx file do not match those in the ARCUxxx file.

Field

Pymt Method

Fin Charge?

Fin Charge Code

Accounts Receivable User’'s Manual

Description

Enter the customer’s usual method of payment. If
you use the Maintenance (F6) command, the
Payment Methods function temporarily appears.
After you enter the payment method code, the pay
type and description appears.

If you want to be able to apply afinance chargeto the
customer, select the check box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).
If this customer is not eligible for finance charges,
and you use the Calculate Finance Charges
function, Finance Code = 0 appears after the
customer’s information on the log.

If you elected to assess finance charges on past due
balances for this customer, enter the finance charge
code associated with the proper terms, percentage
and minimums for the finance charge calculation. If
you use the Maintenance (F6) command, the
Finance Charge Codes function temporarily

appears.
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Field

Credit Limit

Credit Hold?

New Fin Chg

Unpaid Fin Chg

Current Due/Balance

10-12

Description

Enter the customer’s credit limit, accept the default
value, or enter 0 if the customer has no credit limit. If
the credit used on a transaction surpasses the
customer’s credit limit, a message states that the
customer’s credit limit has been reached.

If the customer is on credit hold, select the check box
(or enter Y in text mode); if not, clear the box (or
enter N in text mode). If you place the customer on
hold and then enter a sale paid for on credit, a
message states that the customer is on credit hold and
the system does not allow the transaction.

The FINCHxxx table determines how you assess
finance charges or penalty feesfor late payments. As
you assess charges, post information, and receive
payments, the Calculate Finance Charges function
updates this value. Accept thisvalue, or enter a
different value.

If the customer has an unpaid finance charge, enter it,
or accept the default value. The valueis updated
when you use the Periodic Maintenance function, at
which time new finance charges are added.

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 valuein the Current Due field.
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Field Description

Unapplied Credits If you owe the customer money for returned items,
and the balances have not been applied to a specific
invoice or aging bucket, enter the credit amount as a
negative value here.

Total Due The new finance charge, unpaid finance charge,
current due, and balance are added, and the unapplied
credit is subtracted from that number. The result
appears as the overall amount the customer owes
you.

When you save the entries using the Proceed (OK) command, the next screen

you selected appears. If you did not select another screen, the Customers
selection screen appears.

Accounts Receivable User’'s Manual 10-13



Customers File Maintenance

Credit Card Information

If you elected to add or change the customer’s credit cards, this screen appears:

& Credit Card Information . o ] 4

__rr}-nands Edit Modes oOther Scroll Commands  Help
2Xiz| @ AR ?€ 0f | Abandon |
Customer [ ACEDO1 ACE BUILDERS Open Invoice
‘alidate Credit Cards? ird
=
MasterCd 2111737790209022 Ace Builders, Ine. 9/2002 ﬂ
WIS WISA 1111634766239320 Ace Builders, Ine. 4/2001 ﬂ
|
3
E]

| Enter = edit Append Header Mext soreen | PBrev. screen | Goto | |

| [Company H [09/11/2002 | Terminal TOOD [OvR

The Credit Card Information screen stores multiple credit card numbers, names
and expiration dates for the cards commonly used by the customer for
prepayments and paying invoices on account. You can elect to verify credit card
numbers entered in the Transactions and Cash Receipts functions against this
file, or you can use the information on this screen for reference only.

If you want to restrict credit card numbers entered during transaction and cash
receipt entry to the card numbersin thislist, select the validate Credit Cards?
box (or enter Y in text mode); if not, clear the box (or enter N in text mode).

If you elect to validate card numbers and you enter a new credit card number in
the Transactions or Cash Receipts functions, an error message appears.
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If you choose not validate card numbers, you may enter any card number, name,
and expiration dateinformation in the Transactions or Cash Receipts functions.

e To continue with the next customer maintenance screen you selected, press
N. If you did not select another screen, the Customers selection screen

appears.

«  Toreturn to the previous customer maintenance screen you selected, press P.
If you did not select another screen, the Customers selection screen appears.

» Tochangeyour entry in the Validate Credit Cards? field, pressH.
e Togotoaspecific credit card in thelist, pressG.

» Toaddacard, pressA. To edit acard, press Enter. In either case a Credit
Card Information window appears

&, Edit Credit Card Information ] 4

é mandé Edit Modes Other Help

22Xz he @a e OK__|_Abandon |
PymtMethod [V [2]  wiISA
Card No 1111634766233920
Mame Ace Builders, Inc.
Exp IEFAED]

Field Description
Payment Method Enter the payment method code associated with the

type of credit card you are adding for the customer.
The description of the payment method appears.

Card No Enter the credit card number asit appears on the
card. Do not enter spaces between blocks of
numbers.

Name Enter the card holder’s name as it appears on the
card.
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Field

Exp (Month and Year)

Description

Enter the month and then the year that the credit card
expires. If you attempt to enter a payment using the
card on a date after the expiration month and year, a
message appears to warn you that the card has
expired.

When you save the entries, you are returned to the credit card information scroll
region. When you save the entries using the Proceed (OK) command, the next
screen you selected appears. If you did not select another screen, the Customers
selection screen appears.

History Information

10-16

If you elected to add or change customer history, this screen appears:

/& History Information ] 5
Commands Edit Modes Other Help
22Xz 2R @E 28 OK__|_abandon |
Cust 1D ACEOD
Name ACE BUILDERS
Period to Date Qtr to Date ‘rear to Date Last Year
Sales | pees0es | 2E761.42 | 1665331.24 | 1223579.63
Prafit | 226942 | 43430.15 | 43289303 | I70863.25
Mo/l | 2 4 | 14 | ]
Fin Chg | ]
Pymts | | £4752454 | 1627397.84 | 1110548 58
Disc | .00 | 1263063 | 1595.33
No/Pyrits | 0 | 2 | 14 | 5
Tot Daps/Pay I 1] I 95 I 715 I 21
g Days/Pay 0.00 4750 51.07 42 20
First Date Last Date Last Amount Last [ Mo
Sale 07/14/1993 [12/21/2000 | 2172207 |12670074
Payment J11/27/2000 | 154542.54 Jooo14183
Customer High Balance I 72214410 Credit Status I Jza1zzz2n
Company H |09/11/2002 |TerminaITDDD 0vR
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The History Information screen stores sales and payment history for each
customer. When you post transactions, the ARTDxxx and ARTHxxx
(Transaction) files update the period-, quarter-, and year-to-date accumul ators.

If you elected to keep summary history in the Resource Manager Options and
Interfaces function, thisinformation is also sent to the ARHSxxx (Summary
History) file. If you keep summary history and you use the Periodic
Maintenance function, one of three things can happen:

*  When you do period-end maintenance, the period-to-date information is
transferred to the ARHSxxx file and the period-to-date amounts are cleared.

*  When you do quarter-end maintenance, the period- and quarter-to-date
information is transferred to the ARHSxxx file and those amounts are
cleared.

¢ When you do year-end maintenance, the year-to-date amounts are
transferred to the Last Year column and the period-, quarter-, and year-to-
date amounts are transferred to the ARHSxxx file. Then those amounts are

cleared.
Field Description
Sales Enter the amount you made from sales to the
Period to Date/ customer this period, this quarter, thisyear, and last
Qtr to Date/ year.
Year to Date/
Last Year
Profit Enter the amount of profit the customer accounted
Period to Date/ for this period, this quarter, this year, and last year.

Qtr to Date/
Year to Date/
Last Year
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Field

No/Inv

Period to Date/
Qtr to Date/
Year to Date/
Last Year (N5)

Fin Chg

Period to Date/
Qtr to Date/
Year to Date/
Last Year

Pymts

Period to Date/
Qtr to Date/
Year to Date/
Last Year

Disc

Period to Date/
Qtr to Date/
Year to Date/
Last Year

No/Pymts
Period to Date/
Qtr to Date/
Year to Date/
Last Year

Tot Days/Pay
Period to Date/
Qtr to Date/
Year to Date/
Last Year

Description

Enter the number of invoices you sent the customer
this period, this quarter, this year, and last year.

Enter the finance charges applied to the customer’s
balance this period, this quarter, this year, and last
year. When you do periodic maintenance, the accrued
finance charges update these fields.

Enter the amount the customer paid you this period,
this quarter, this year, and last year.

Enter the discounts applied to the customer’s balance
this period, this quarter, this year, and last year.

Enter the number of payments the customer sent you
this period, this quarter, this year, and last year.

Enter the total number of days the customer took to
pay all invoices this period, this quarter, this year,
and last year.
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Field

Avg Days/Pay
Period to Date/
Qtr to Date/
Year to Date/
Last Year

First Sale Date

Last Sale Date

Last Sale Amount

Last Inv No

First Payment Date

Last Payment Date

Last Payment Amount

Last Payment Number

Customer High
Balance

Accounts Receivable User’'s Manual

Description

Calculation of the average number of days the
customer took to pay all invoicesthis period, this
quarter, and this year is based on your entriesin the
Tot Days Pay and No Pmts fields.

Enter the date of the first sale to the customer.

Enter the date of the last sale to the customer. This
field is updated when you post transactions.

Enter the amount of the last sale to the customer. This
field is updated when you post transactions.

Enter the number of the last invoice you received
from the customer. Thisfield is updated when you
post transactions.

The date of the customer’s first payment appears.

Enter the date of the last payment the customer made.
Thisfield is updated when you post transactions.

Enter the amount of the last payment the customer
made. Thisfield is updated when you post
transactions.

Enter the number of the last check the customer
issued to you. Thisfield is updated when you post
transactions. If the customer’s last payment was with
cash or by credit card, CASH appears.

Enter the highest outstanding balance the customer
has had. Thisfield is updated when you post
invoices. You can clear the customer’s high balance
when you do year-end maintenance.
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Field Description

Credit Status The system keeps arunning status of the customer’s
credit history and updates the status when you do
periodic maintenance. Each character in the field
represents 1 of 12 periods: the current period (the
first character) and the previous 11.

For each period, one of these values appears:

0 All invoices (if any) were paid within 30 days
1 Aninvoice was 31 to 60 days overdue

2 Aninvoicewas 61 to 90 days overdue

3 Aninvoicewas 91 to 120 days overdue

4 Aninvoice was more than 120 days overdue

When you save the entries using the Proceed (OK) command, the next screen
you selected appears. If you did not select another screen, the Customers
selection screen appears.
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Ship-To Addresses

If you elected to add or change ship-to addresses, the Ship-To Addresses screen

appears.
&, Ship-To Addresses ] 5
. Commands Edit Modes Other Scroll Commands  Help
2Xiz 2@ AR ?€ 0f | bandon |
Customer D ACEDD1
Mame ACE BUILDERS Default 1D
Ship-Ta Mame City St Zip
z
2
2
L
3
E

| Enter = edit Append Mext soreen PBrev. screen | Default | Goto | |

[ [Company H [09/11/2002 | Terminal TOOD [OVR

The Ship-To Addresses screen displays all addresses associated with a customer
ID, so you do not have to look up each address separately.

e Toset aparticular address as the default Ship-To Address through Accounts
Receivable, press D. At the confirmation message, use the Proceed (OK)
command to accept the address as the default.

e Toreturn to the previous customer maintenance screen you selected, press P.
If you did not select another screen, the Customers selection screen appears.

e To continue with the next customer maintenance screen you selected, press

N. If you did not select another screen, the Customers selection screen
appears.
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e Toadd an address, press A. To edit a card, press Enter. In either case a Ship-
To Address dialog box appears.

_.i_ Append Ship-To Address
‘Zommands Edit Modes Other Help

=101 x|

ERHEY N FIE Ty

Ship Ta I 1]

Mame

Addr 1

Addr 2

Addr 3

City

State Zip Code I
Country E

Ship Yia I

Ship Zone I_

T ax Group I Iﬂ

Field

Ship To

Name/Address 1-3/
City/State/Zip Code/
Country

Ship Via

Ship Zone

Description

Enter the ID for the ship-to address.

Enter the customer’s name and address, city, state,
Zip or postal code, and country code, or accept the
default information if you are editing an address. You
can use the Inquiry (F2) command to look up and
select states and country codes from the lists that

Enter the method you usually useto ship itemsto the
customer—for example, the name of a shipping
service.

Enter the customer’s ship zone. Thisfield isfor
reference only.
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Field Description

Tax Group Accept the default tax group, or enter the tax group

that applies to sales shipped to this address. When
you enter atax group, the description appears. If you
enter a different tax group, it overrides the tax group
you set up for the customer in the Customers
function.

When you save the entries using the Proceed (OK) command, the next screen

you selected appears. If you did not select another screen, the Customers
selection screen appears.
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Customer Comments

If you elected to add or change customer comments, the Customer Comments
screen appears.

5, Customer Comments I B3
LCommands Edit Modes Other Scroll Commands Help
ANz |mE @Al ?e 0K__ | Abandon |
Custamer IAEEDD‘I ACE BUILDERS
Ref ID I End Date |1 243142000
Date Ref Comment
01 oo 2 PLEASE NOTIFY JANE OF g
01/20/2002 |2 TRACER PUT ON LAST SHIPMENT. ﬂ
01/414/2002 |3 ACE AGREED TO PAY $3000 ON 2-1-89. ﬂ
01/04/2002 [1 PLEASE MOTIFY JANE AT ACE WHEN ITEM 15 MAILED.
01/04/2002 [1 CALLED CUSTOMER ABOUT PAST DUE BALANCE.
N
3
|

| Ref 1D | end Date | Append | Enter=edit| \Ejulix] | |

[ |Company H [12/31/2002 | Terminal TOOD |OVA

To work with comments for only the default reference ID, press Enter. To work
with comments for a different reference ID, enter that ID. To work with all
comments, clear thisfield and press Enter.

Enter the date of the most recent comment you want to work with, or press Enter
to work with al comments.

The date, reference, sequence number, and text that appear for each comment
depend on the reference ID and end date you enter. The comments are arranged
by date—the most recent date first—then by reference ID and then by sequence
number.
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To work with comments associated with a different reference ID, pressR.
Then enter the reference ID and end date.

To work with comments with a different end date, press D and enter the new
end date.

To return to the previous customer maintenance screen you selected, press P.
If you did not select another screen, the Customers selection screen appears.

To continue with the next customer maintenance screen you selected, press
N. If you did not select another screen, the Customers selection screen

appears.

To go to acomment for a specific date, press G and enter the date.

To add a comment, press A. To edit a comment, press Enter. In either case a
comment entry window appears.

& Append Comment I ] 3
.Qommiands Edit Modes oOther Help
2rrE 2R @E| ?€ Ok __|_abandon |

Date 09/11,/2002
Reference 02

Comment Please notify Jane of any short shipments,|
Field Description
Date If you have not added or edited any other comments,

the system date appears; otherwise, the date of the
last comment you worked with appears. Accept the
default date, or enter adifferent date.

Reference Enter the reference ID of the comment you want to
add or edit.
Comment Enter or edit the comment, and press Enter to save

the comment record.
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When you save the entries using the Proceed (OK) command, the next screen
you selected appears. If you did not select another screen, the Customers
selection screen appears.

User-Defined Fields

If you elected to add or change user-defined field information, the User-Defined
Fields screen appears.

&, User-Defined Fields ] 4
Suiimands  Edit Modes Other Help
2¥iE DR @EE 28 OK__|_abandon |
Cusztomer ID ACEDD1 ACE BUILDERS
Decision Maker Fhomas wentwarth
Wisits This YT I 3
Catalog Sent? ird
Last Yisit |1 1/15/2000
Prew. Yizit |D?£1 1/2000

\ [Company H [02/10/2003 | Terminal TOOD [OVA

Enter the appropriate information for each user-defined field you set up using the
Resource Manager User-Defined Fields Setup function. See the Resource
Manager User’s Guide for more information on setting up user-defined fields.

When you save the entries using the Proceed (OK) command, the next screen

you selected appears. If you did not select another screen, the Customer selection
screen appears.
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Documents

If you elected to add or change documents attached to a customer record, the
Documents screen appears. There are many types of documents you can attach to
customer records, for example, contracts, sales notes, pricing documents,
brochures, and so on.

_.i_ Documents _I- _ID ll
Commands Edit  Modes Other Scroll Commands  Help
2Xiz| 2@ AR 7€ 0k | Abandon |
Cusztomer ID ACEDD1 ACE BUILDERS |
=]
ARSAMPLE XLS 2]
g
&
3
=z
Ling Mo [ 001 of 002 )

Enter = edit Append Wiew Open document | FBrew screen | Mext Screenl Goto | |

|Company H [02/10/2003 | Terminal TOOD [OvR

Note: You must set up file typesin Resource Manager before you can attach
documents. See the Resource Manager User’s Guide for more information.

* PressP to view the previous screen in File Maintenance.
e PressN to view the next screenin File Maintenance.
e Press G to movedirectly to a different document. Then enter the document

name or exit to the Documents screen. (This command appears only if you
have more than one screen of attached documents.)
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Attach a Document

To attach a document to a customer record, follow these steps:

1. Click Append or enter A to attach a document. The Append Documents

dialog box appears.
&, Append Documents ] 5
Commands  Edit  Modes Other
2XiE R @@ 2@ OK__|_abandon |
Document COMF2002.BHP
Path L:/Conferencel2/CONF2002 BMP
Drezcription 2002 Conference Brochure

2. Enter the document file name and extension, the full file path, and a
description of the file you want to attach to the master file record.

3. UsetheProceed (OK) command to attach thefile.

Edit Attached Document File Information

To edit file information about attached documents, select the document and then
press Enter. Edit the file information in the Edit Documents dialog box, then use
the Proceed (OK) command to save your changes.

To view the file information about attached documents, select the document and
then select View (or pressV in text mode). The View Documents dialog box
appears. Press any key to exit.

To edit the document itself, select Open document (or press O in text mode) to
launch the appropriate application and open thefile.

Note: If you have problems opening a document, press Enter to change the
direction of the slashes used in the attachment’s directory path. If the directory
path contains backward slashes (), change them to forward dlashes (/) and vice
versa.
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Delete Attached Documents

To remove a document attachment, select the attached document you want to
delete and press F3. When the confirmation message appears, press Y to delete
the attachment or N to return to the Documents screen. Keep in mind that this
procedure only removes the attachment from the master file record; it does not
delete the file from its storage location.

After you are finished working with the Documents screen, select Next Screen
(or press N in text mode) to return to the Customers selection screen. Enter
another customer ID, or use the Exit (F7) command again to return to the File
Maintenance menu.
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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.

Select Ship-to Addresses from the File Maintenance menu. The Ship-to
Addresses screen appears.

& Ship-to Addresses ] 5
Commands Edit Modes Other Help
22Xz 2R @A 2@ 0K | Abandan |
Cust 1D ACEOD E ACE BUILDERS
Ship Ta 000001| 2
Mame Applied Technical Services, In
Addr 1 1190 Atlanta Industrial Drive
Addr 2
Addr 3
City b arietta
State G4 |3]  ZipCode IBDDBB
Country us =l
Ship Yia I
Ship Zone I_
T ax Group I Iﬂ
|E0mpanyH 09/11/2002 | Terminal TOOD | 0WHR
Field Description
Cust ID Enter the ID of the customer you want to assign
shipping addresses to. The customer’s name appears.
Ship To Enter the ID for the ship-to address.
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Field Description

Name/Address 1-3/ Enter the customer’s name and address, city, state,
City/State/Zip Code/ Zip or postal code, and country code, or accept the
Country default information. You can use the Inquiry (F2)
command to look up and select states and country
codes from the lists that appear.

Ship Via Enter the method you usually useto ship itemsto the
customer—for example, the name of a shipping
service.

Ship Zone Enter the customer’s ship zone. Thisfield isfor
reference only.

Tax Group Accept the default tax group, or enter the tax group
that applies to sales shipped to this address. When

you enter atax group, the description appears. If you
enter a different tax group, it overrides the tax group
you set up for the customer in the Customers
function.

After you save the ship-to information, enter information about a different
shipping address, or use the Exit (F7) command to return to the File
Maintenance menu.
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Use the Sales Reps function to set up and maintain records for sales reps whose
sales you want to track. You can pay a salesrep on commission only if you set up
sales rep records and elected to keep sales history in the Resource Manager
Options and Interfaces function.

You can pay commissions on any combination of line items, tax, freight, and
miscellaneous charges; and you can base commissions on net sales or gross
profit. Sales reps can receive their commissions when the invoice is sent or paid.

After you enter the sales reps, produce the Sales Reps List (see page 12-5) to
check for mistakes and to use as a reference when you enter accounts receivable
transactions.

Select Sales Reps from the File Maintenance menu. The Sales Rep screen

appears.
i, Sales Reps =lo =]
Edmmands  Edit Modes Other Help
22Xz 2R @Ea 28 OK__|_abandon |
SalesRep D [DRE |2
Mame Donna M Mendelsohn Run Cade I_D
Address 1 6712 Gth Avenue Morth
2::'9“3 Commission Pet 5250 %
ress
Percent of -
City/State Dalles EEE L SalesiMet) T
Zip Cade 777738976 County  [US [a] Eaaon Booked Sales 7|
Phaone [111)532-9873
Fax [ ] -
Empl ID a
Pay on: SALES HISTORY
Line Items vl Month ta Date ‘rear to Date
Tax o Grozz Sales | T2364.67 | 821577.40
Freight -
Mizc. - Last Sales Date |1 2/258/2000
E-Mail Address Idonnam@builders_supply.c:om |
Company H 094112002 Terminal TOOD OvR
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10-34

Enter the ID of the salesrep.
Enter personal information (name, address, phone numbers, and so on).

Enter an employee ID for the sales rep for your reference. You might want
thisreference to the Payroll system if the salesrep isan employee. However,
even though Accounts Receivable does not interface with Payroll, you can
use the Inquiry (F2) command to look up an employee ID if Payrall is
installed for this company.

Enter the run code you want to assign to the sales rep, or press Enter to skip
thisfield. This codeis adigit you can assign to the sales rep for reference
only; the system does not use it in any calculations and uses it for sorting
only if you make modifications to the system.

Enter the percentage of the sale you want the sales rep’s commission to be.

Select the amount the commissions are to be paid on: S for the net sales
amount, G for the gross profit of the sale, or N for neither amount.

Enter B if the commissions are to be paid when the sale is entered or P if
they are to be paid when the saleis paid.

For each type of charge, select the check box (or enter Y in text mode) if the
salesrep’s commission is to be based on that type of charge, or clear the box
(or enter N in text mode) if it is not.

Enter the sales rep’s month- and year-to-date gross sales. The figures are
updated when you post the sales rep’s transactions.

10. Enter the date of the rep’s last sale. Post transactions updates this field.
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Note I

The ARHIxxx (Detail History) file provides information for the sales history
fields and the Commissions Report. If you change the information in these
fields, the ARHIxxx fileis hot updated and the data in the Commissions
Report does not match the datain the ARSRxxx (Sales Rep) file.

11. Enter the salesrep’s electronic mail address for reference purposes.
After you use the Proceed (OK) command to save the information that you

entered about the sales rep, enter information about another sales rep, or use the
Exit (F7) command to return to the File Maintenance menu.
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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
(see on page 5-33) to copy them to the ARTDxxx and ARTHxxx (Transaction)
fileswhen they come due.

To save time, you can copy a group of Recurring Entries to the ARTDxxx and
ARTHxxx filesinstead of entering each transaction each time you send the bill.
By assigning each entry a run code, you can process these groups of entries on
different schedules—monthly, bimonthly, or whatever fits your company’s needs.

Select Recurring Entries from the File Maintenance menu. A menu appears.

‘& Recurring Entries 101 =l

‘#: Header Information 10§ =]
Commands. Edit  Modes Other Infor

2Xiz 2R @8 7€ 0K | Abandon |
Recuring Ma I [al =1Ex]

Commands  Edit Modes Other Help

? @& 0k | dbandon |

Sold o |—|§_5§‘XE§|E_§,|§@

Tra
’7(" Edit Recuring Entries

Sales Rep 1 2] Percedt T T Ship Method =
Sales Rep 2 13 Percert | 0 Ship Yia

Cust Level Fick Slip Mo.

Terms Cade |

Tems Desc Type

Tems? .0 [raps Met Daps Tarable I

Order Mo T ax Group | Iﬂ
Ord Date i Description

Run Cd [ CuifDate [/ 7

Company H | 09/11/2002 | Terminal TOOD | 0YE
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The Recurring Entries Transaction Type menu offers two choices: Recurring
Entries and Edit Recurring Entries. The only difference between the two
functionsisthe fact that when you use Recurring Entries, you create data; when
you Edit Recurring Entries, you work with existing data.

Select the action you want to perform and use the Proceed (OK) command to
continue.

Recurring Entries Header

After you make your selection from the Recurring Entries menu, the header
screen appears.

4, Edit Recurring Entries
LCommands Edit Modes Other [nformation Help
2XiE DR EE 28 OK | Abandon |
Recuring Mo I 1 E
Sald ta: [eCEQDT a Ship ta: | a
ACE BUILDERS
1588 SE 315T STREET
PADUCAH KY 28655-7865 us
Sales Rep 1 GPD 8] Percert | 100.0 Ship Methad UPSE 4
Salez Rep 2 4] Percent | .0 Ship Yia UPS - Blue
Cust Level ACEDD Fick Slip Mo.
Terms Cade 2PCT 4
Tems Desc 2/10.n/30 Tvpe Reg
Tems? 20 Dayz 10 MetDays 30 Taxable r
Order Mo Tax Group IMN 4
Ord Date I Drescription Minnesota
Run Cd 1 Cutaff Date I‘I 2/31/2000

Field Description
Recurring No Enter a number that identifies the recurring entry.
Sold to If the recurring entry isfor one customer, enter the ID
of the customer. The customer’s name and address

ot
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Recurring Entries

Field
Sales Rep 1/Percent
Sales Rep 2/Percent
Cust Level
Terms Code
Ord No
Ord Date

Accounts Receivable User’'s Manual

Description

If the recurring entry isfor a group of customers,
enter an asterisk (*) and the customers' group code.

If you entered a customer ID in the Sold to field, the
ID of the sales rep who usually sells to the customer
appears. Accept it, or enter adifferent ID.

Then enter the percentage of the sale you want to
base the sales rep’s commission on, or press Enter
for acommission of 100 percent.

If you entered a customer ID in the Sold to field, a
second salesrep ID who usually sellsto the customer
appears. Accept it, or enter adifferent ID.

If you entered an ID, enter the percentage of the sale
you want to base the sales rep’s commission on. The
sum of the two percentages you entered cannot
exceed 100.

Accept the default customer level, or enter adifferent
customer level.

The terms code describes the terms of the payment.

Accept the default terms code, or enter a different
code. If you use the Maintenance (F6) command, the
Terms function temporarily appears. After you enter
the terms code, the description for the code appears.

To identify the transaction, enter the sales order
number or the customer’s purchase order number. To
skip thisfield, press Enter.

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

Run Cd

Cutoff Date

Ship to

Ship Method

Ship Via

Description

You copy Recurring Entries by run code to the
ARTDxxx and ARTHxxx files. Use the same run code
for entries that you copy on the same basis. For
example, you could use 01 for entries you copy on
the first day of each month, 15 for entries you copy
on the fifteenth day of each month, and so on.

Enter the run code to which the recurring entry
belongs.

Enter the date after which you no longer want the
entry to be copied to the ARTDxxx and ARTHxxx
files, or press Enter to skip this field.

Enter the shipping address code for one customer or
for agroup of customers. If you use the Maintenance
(F6) command, the Ship-to Addresses function
temporarily appears.

If you enter a code for one customer and the code is
in the ARSAxxx (Ship-to Address) file, the address

appears.

If you enter a code for a group of customers, the
associated shipping addressis used for the customers
in the group with the same shipping address code
when you copy the entry. If the codeisnot valid for a
customer, no address is used when you copy the
entry.

Enter a notation for the shipping method. If you use
the Maintenance (F6) command, the Ship-to
Addresses function temporarily appears.

If you entered a shipping address code that ison file,
the means by which the method is shipped appears.
Accept it, or enter a different shipping method.
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Field Description
Pick Slip No Enter the picking slip number for the entry.
Taxable For each entry, select the check box (or enter Y in

text mode) if the location is taxable, or clear the box
(or enter N in text mode) if it is not.

Tax Group Enter the tax group for the customer. If you use the

Maintenance (F6) command, the Tax Groups
function temporarily appears (see the Resource
Manager User’s Manual). After you enter the tax
group, the description appears.

Description The description of the tax group appears.

When you approve the header information, the line-item entry screen appears.
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Append Line

The Append Line dialog box can appear for one of three reasons:

* You are creating a recurring entry and you finish entering header

information.

*  You usethe Append command on the command bar to add an item to the

end of thelist.

e You use the Edit command on the command bar to edit anitem in thelist. If
you use this command, the line-item entry screen istitled Edit Line instead

of Append Line.

%, Append Line = B3
LCommands Edit Modes Other [nformation Help
2xrE BB @8 7€ Ok | abandon |
I Entry DOZ2
Desc  [SERVICE CHG GLCode [C1 @]
Slz Cat Sales Acct  [402000 K1
Tax Class | 01]a) 000 % COGS Acct ED2DDD 4]
Ir Aot [104400 3
Units
Ordered | 1.0000 | [EA Frice | 25.0000 Ext Price 25.00
Cost I .0000 | Ext Cost .00
Field Description

Desc

Additional text

10-42

Enter a description of the recurring entry.

If you elected in the Resource Manager Options and
Interfaces function to enter additional descriptive
text about line items when you enter invoices, the
Additional Description Lines window appears when
you press Enter in the Desc field. You can enter 10
lines of additional text.
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Recurring Entries

Field
Sls Cat
Tax Class
GL Code
Sales Acct/COGS Acct/
Inv Acct
Ordered
Units
Price/Cost

Accounts Receivable User’'s Manual

Description

When you are finished entering text, press Enter at a
blank line. The text is saved and you are returned to
the line-item entry screen.

The sales category usually refersto an inventory
item. Enter a category, or press Enter to skip this
field.

Accept the default value, or enter adifferent salestax
class. The effective tax rate for this class appears
when you enter the price.

The GL code identifies the pairs of general ledger
sales and cost-of-goods-sold (COGS) accountsto use
for aline of an entry. (The codes are set up in the GL
Codes function.)

If you entered a GL code in the DFxxxx table, the
code appears.

If you entered a GL code, the sales and COGS
accounts appear. The inventory account appears from
the ARGLxxx table. Accept each default account
number. (The Inquiry command is available if
Accounts Receivable interfaces with Genera
Ledger.)

Enter the number of units that were sold.

Enter the type of unit the item is sold by—for
example, EACH if itis sold individually.

Enter the item’s unit price and unit cost.

Theentry’stotal price (the quantity ordered timesthe
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 information, 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 the Abandon (Cancel) command to cancel the entry. To
delete the entire recurring entry, use the Delete (F3) command on the header
screen.

Recurring Entries Scroll Region

10-44

When you exit from the line-item entry screen, the Recurring Entries scroll
region screen appears.

%, Recuring Entries I B3

LCommands Edit Modes Other Scroll Commands  |nformation  Help

2XERE @A 28 0t | _#bandon |
Soldte:  ACEDD1 ACE BUILDERS TranNo 0001
Ship to: Type Invoice
Drescription Gty Ordered Units Unit Price Ext Price

|04 |44 | 4

Entry [ OO1 of 001

Subtotal Freight Mizcellaneous Sales Tax Met Due
125.00 .00 .00 8.13 133.13
Enter = edit Append Header Totals | Wiew | \Ejulix] | Mest trans | |

|Company H [12/31/2002 | Terminal TOOD |OVA

The Recurring Entries screen is divided into these sections:

e Information from the header screen is summarized at the top of the screen.
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e Theline-item entry area or the line-item scroll region isin the middle of the
screen.

« Theentry totals appear at the bottom of the screen.

Enter one of these commands to perform the associated action.

Command Action

Enter To edit aline item, move the prompt to the line item
and press Enter.

Append Press A to append alineitem to an entry. Then see
“Append Line” on page 10-42.

Header Press H to return to the header screen. When you
return to the header screen, you do not lose the line-
item and total entries because you already saved
them.

Totals Press T to enter or edit totals associated with the
recurring entry. The Totals Information window
appears (see below). The total amount of the entry
(the subtotal plusthe salestax, freight, and
miscellaneous charges) and the total amount of the
invaice (the subtotal plus the salestax, freight, and
miscellaneous charges) appear.

View PressV to look at an expanded summary of the line
item, move the prompt to the line item. Additional
information about the line item such as the general
ledger account and description appears on the View
Line screen. Press any key to return to the Recurring
Entries screen.

Goto Press G to go to a particular lineitem. Then enter
the line number. (This command appears only if
there is more than one screen of line itemsin the
scroll region.)
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Command

Next trans

Totals Information

10-46

Action

Press N to enter a different recurring entry. The
Transaction Type menu appears. Enter a different
recurring entry, or use the Exit (F7) command to
return to the File Maintenance menu.

This window appears when you use the Totals command from the Recurring

Entries scroll region:

5, Totals Information I B3
LCommands Edit Modes Other [nformation Help
2xiE DR EE 28 0K | Abandon |
Subtotal 125.00
Freight I—DD Tax Class m
Mizcellaneous Chgs I .00 Tax Class m
Sales Tax 813
Irwcice Total 13313
Net Due 13313
Field Description
Subtotal The subtotal of the line items appear.
Freight Enter the shipping charges.
Tax Class If you indicated that freight istaxable in the Resource

Manager Tax Groups function, the freight’stax class
appears. Accept the default tax class, or enter the tax
class to which the shipping charges should be

applied.

Accounts Receivable User’s Manual



File Maintenance

Recurring Entries

Field

Miscellaneous Chgs

Tax Class

Sales Tax

5%, Sales Tax Information
LCommands Edit Modez Other Help

Description

Enter the miscellaneous charges (for example,

handling). Then enter the tax class to which the
miscellaneous charges should be applied.

If you indicated that freight istaxable in the Resource
Manager Tax Groups function, the freight’stax class

appears. Accept the default tax class, or enter the tax

class to which the shipping charges should be
applied.

Enter the sales tax. If you enter asalestax that is
different from the calculated amount (which is based
on the tax class and tax group), awindow appears:

[_ (O]

25 e BE 2@ oK

| Abandaon I

Tax Location
MN

T ax Adjustment

Sales Tax

Taw Armount
25 Taxloo Class

05 [H [0

Field

Tax Location
Tax Amount

Tax Adjustment
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Description
The tax location for the recurring entry appears.
The tax amount for each |ocation appears.

Accept the default sales tax adjustment, or enter a
different amount.
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Maint I
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Field Description

Tax Loc Enter the tax location for the adjustment.

Class Accept the default tax class, or enter adifferent tax
class.

After you enter the tax class, the cursor returns to the Totals Information dialog
box.

When you are done entering the information on the totals screen, use the

Proceed (OK) command to save your entries and return to the Recurring Entries
Scroll Region screen.
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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:

¢ ARGLxxx
¢ ARPDxxx
e DFxxxx

¢ DUNxxx
¢ FORMXxX
e QExxxx

e QHIxxxx
e QH2xxxx
e QIxxxx

e QMXXXX

For more information about each of these tables, see their individual descriptions
in this section.

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
Select Tables from the File Maintenance menu. A blank tables screen appears.
=lolx|
Commands Edit Modes Other Help
2XiE 2R @A 7€ 0K | Abandon |
Table ID | 4]  Description |
Mumber of Colz I_D Column Length I_D Type I vl
|
[ CompanyH [ 09/11/2002 | Teminal TODD [OWR
1. Toadd or change atable, enter the table ID. To set up a company-specific

table, enter the table ID plus the one- to three-character company ID. To set
up aterminal-specific table, enter thetable ID plus the four-character
terminal ID. To delete the table, use the Delete (F3) command.

2. If you entered anew table ID, the Copy From field appears. To copy a
company- or terminal-specific table, enter the table ID plus the company 1D
and terminal ID. A set of tables comes with the sample company, Builders
Supply. You can copy the sample tables for acompany and then change the
appropriate fields. To copy a sample table, enter the table ID.

3. Accept the default table description, or enter a different description.
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The number of columns, their length, and the type of data you can enter—
alphanumeric (A), numeric with 2 decimals (N), numeric with 3 decimals (3), or
numeric with 4 decimals (4)—appear.

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.

A =lolx|
gominands Edit Modes oOther Help
AXiE R @B 7€ 0K | Abandon |

Table 1D ARGL 4] Description |GL Accounts T able
Mumber of Colz I 2 Column Length I 12 Type IA vl

IDESCRIPTIDN G/L NUMEEER

CASH RECPTS |l00000

DISCOUNTS 404000
INVENTORY 104400
FIN CHRG 202000

[ CompanyH [ 09/11/2002 | Teminal TODD  [OWR

1. Accounts Receivable posts to four accounts: cash receipts, discounts,

inventory, and finance charges. Accept each account shown, or change the
description of each account.
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The cash receipts account is used only if Accounts Receivable does not
interface with Bank Reconciliation and if the payment method record is
missing. The inventory account is used for non-inventory items and when
Accounts Receivable is not interfaced with Inventory.

2. For each account description, accept the default general ledger account
number, or enter a different account number

Do not delete lines or rearrange field names. The system looks for the
defaults by their position in 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.
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ARPDxxx Table

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.

=101 x|
;(!b.'-‘rﬁ‘fﬁ’:%\:ls_ Edit Modes Other Help
22Xz 2R @EE 28 OK__|_bandon |
Table D ARFDH 4] Description |&R Periods Table
Mumber of Colz I 3 Column Length I 12 Type IN vl
|rERIOD FISCAL YEAR $ PERIODE/YEH
2.00 Z002.00 1z.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 .00
[ | ComparyH | 09/11/2002 | Teminal TOOD  [OVR

Enter the number of the current period in the PERIOD (1.00-13.00) box. The
period increments when you do periodic maintenance.

Enter the current fiscal year inthe FISCAL YEAR box. Thefiscal year increments
when you do year-end maintenance.

Enter the number of accounting periods your company usesin ayear (1.00-
13.00) in the # PERIODS/YR box.
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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.

0[]
Commands Edit Modes Other Help

22Xz 2R @Ea 28 OK__|_abandon |
Table D DF 4] Description |Defaults Table

Mumber of Colz I 2 Column Length I 12 Type IA vl

IFIELD DEFAULT VALUE

EATCH ID 00000l

DIST CODE ol

GL CODE D1

C/R INVOICE |[DEPOSIT

[ CompanyH [ 09/11/2002 | Teminal TODD  [OWR

The fields you can enter defaults for appear. Accept the default fields, or change
them.

Do not delete lines or rearrange field names. The system looks for the defaults by
their position in the table; it treats the number on the first line asthe batch ID, the
value on the second line as the distribution code, and so forth.

For each field, enter the value that you want to appear when you enter invoices,
miscellaneous credits, and cash receipts.
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DUNxxx Table

The DUNxxx table stores dunning messages for statements in the Statements
function. These messages appear at the bottom of a statement. You can change
the message on that function screen or in the DUNxxx table.

When you enter atable ID, the rest of the DUNxxx table appears.

0[]
EWnds Edit Modes oOther Help
2Xiz 2R @8 2@ 0K | Abandon |

Table 1D DLk 4] Description IDunning Meszages Table
Mumber of Colz I 1 Column Length I 36 Type IA vl

IHessages

Please pay promptly.

Tour account is past due.
Seriously past dus. Pleasze remit.

Legal action iz imminent.

[ CompanyH [ 09/11/2002 | Teminal TODD [OWR

Enter the message for statements less than 30 days past due, from 31 to 60 days
past due, from 61 to 90 days past due, and from 91 days or more past due,
respectively. The system assigns the message on the first line to statements less

than 30 days past due, the message on the second line to statements from 31 to 60
days past due, and so on.
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FORMxxx Table

The FORMxxx table stores the message you want to print at the bottom of each
invoice.

When you enter the table ID, the rest of the FORMxxx table appears.

i ARTB — (o]

Zommands Edit Modes Other Help

22Xz 2R @Ea 28 OK__|_abandon |
Table D FORM 4] Description |Form Mumber T able

Mumber of Colz I E Column Length I 12 Type IA vl
I

Invoices 2081 |Thank wou folr your order|.

[ CompanyH [ 09/11/2002 | Teminal TODD [OWR

The number that appears before the message is the next invoice number that is
printed when you print invoices.

To change the default message, maintain the same spacing. If you want to change

the message when you print invoices, enter the message in the Print Invoices
function.
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QExxxx, QHxxxx, QIxxxx, and QMxxxx Tables

The QExxxx table stores the quick-entry stops used by the Transactions
function when you edit transactions and the QHxxxx tables when you enter
header information. Two tables store thisinformation: QH1xxxx stores quick-
entry stops on the left half of the invoice header screen, and QH2xxxx stores
quick-entry stops for the right half of the header screen.

The QIxxxx table stores quick-entry stops used by the Transactions function

when you enter invoices and the QMxxxx table when you enter miscellaneous
credits.
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When you enter the table ID, the rest of the table appears. A QExxxx tableis

shown below:
_{olx]
Commands Edit Modes Other Help
2¥XiE 2R @R ?& OK__|_Abandon |
Table 1D GE 4] Description IQuick Entry Table - Edit Trans
Mumber of Colz I 2 Column Length I 12 Type IA vl
|FIELD DATA

Description
Addnl Descr

Category
Tax Code
Price Struct |T
GL Code

Sales Acct
COGS Acct
Inv Acct

Qty Ordered |T

Units E
Qty Shipped |E
Qty Ekord

Unit Price E
Unit Cost E

| [ CompanyH [ 09/11/2002 | Teminal TODD  [OWR

The fields that appear on the line-item entry screen when you add or change
transactions appear. Accept the default fields, or change them.

Do not delete lines or rearrange the descriptions. The system looks for these
accounts by their position in the table; it applies the information on thefirst line
to the Description field, the information on the second line to the Additional
Descriptions fields, and so forth.

If you want the cursor to stop at afield only when you press Enter, enter E. If you

want the cursor to stop at afield when you press Tab or Enter, enter T. If you do
not want the cursor to stop at afield, leave the field blank.
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Printing Tables
After you have set up or changed atable, usethe List (F8) command to produce a

copy of it. You can also use the Tables List function (see page 12-23) to produce
alist of all Accounts Receivable tables.
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Build Open Invoice File

Before you use Accounts Receivable, you must build the ARINxxx (Open
Invoice) file, which storesinvoices, 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, select NO for the Use
Online Aging option in that function.

If al your customers have open invoice accounts and you want individual
invoices for them, use the Invoices option in the Transactions function (see on
page 5-3) to build the ARINxxx file.

If you have some balance forward customers, use the Build Open Invoice File
function to quickly enter their open invoice balances. You should also use this
function if you have open invoice customers you want only one summary invoice
for in each aging period.

For open invoice customers, the Build Open Invoice File function creates an
open invoice for each balance you entered in the ARCUxxx (Customer) file.
Because these summary invoices lack the detail they have when you enter
invoices manually, you must bill them the first month for the total balance due.
This situation is corrected when you begin entering invoices as part of your daily
processing.
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Note I

You must enter balances for the customers before you run the Build Open
Invoice File function. You must run this function before you post invoices.
You can run this function only once.

Aging classifies receivables by the amount of time that has passed since the date
of the sale. Accounts Receivable has five aging periods:

e Thecurrent period

e 31to60daysold

* 61to90daysold

e 91to120daysold

e Morethan 120 days old

When you run the Build Open Invoice File function for open invoice customers,
you create an invoice for each aging period, and the system assigns an invoice
date for the current period—the date you enter in the Current Date field.
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Select Build Open Invoice File from the File Maintenance menu. The Build
Open Invoice File screen appears.

5, Build Open Invoice File
LCommands Edit Modes Other Help

? & 0K | Abandon |

2XrE 2R B8

== ARMING - This program is to be used
only at spstem initialization.

Current D ate I A

|Company H [12/31/2002 | Terminal TOOD |OVR

1. Enter the current date from which invoices will be aged.

2. UsetheProceed (OK) command to build the ARINxxx file. When
processing is complete, you are returned to the File Maintenance menu.

3. Print the Aged Trial Balance report (see on page 7-9) 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 (see on page 5-3) to enter the invoices manually.

4. When the ARINxxx fileis correct, post the invoices.
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Change Fields

Use the Change Fields function on the File Maintenance menu to change any
code used from one value to another. The Change Fields function can change
codes within this application, aswell asin other applications. To produce alist of
fields changed, use the Print Log feature. A sample of the log appears on page
10-68.

When you select Change Fields from the File Maintenance menu, the Change
Fields screen appears:

&, Change Fields =lo =]
Commands Edit  Modes Other Scroll Commands  Help
2Xiz| @ AR 7€ 0f | Abandan |
Field ID 4R TERMS CODE E
Frint Log? ird
Original ' alue Mew Value File Description Time Tag
i =||| | Customer Fils Lang " |
2]|| |Recuring Entries Detail Lang " _
||| |4R Rec. Entries Header fi Long " |
Transaction Detail File Long I
Transaction Header Long "
50 Recuring Order Header Long "
50 Recuring Order Detail Long "
50 Open Order Detail File Lang "
Sales Order Header File Long "
r
r
Iad T |
= LB
= r
= LineNo[ 000001 of 000OOD |
Tab =tag Enter = edit Append Begin code change | Header | Goto | Field 1D |

| |Company H [09/11/2002 | Terminal TOOD [OVR

The screen contains three sections. The top, or Header, section, which includes
the Field 1D and Print Log? fields, is where you select the code or ID to change,
and whether or not you want to produce the printed log.

Thelower left, or Values, section iswhere you build alist of the values you want
to change by specifying the old value and the new value.
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File Maintenance

Header

Inquiry |

Values

10-66

Thelower right, or Files, section containsalist of thefilesthat are changed in the
applications you installed on your system.

1. Enter theField ID you want to change. You can change only Accounts
Payable fields from the Accounts Payable menu. To change I Ds and codes
from other applications, run the Change Fields function in the respective
application.

2. Select the Print Log? check box to print alist of the files that are changed.

3. After you enter theField ID and indicate your preference for printing the log,
use the Proceed (OK) command to begin entering field values to change.

4. To edit or add original/new valuesin this section, select aline and press
Enter to edit the current line. The Edit Original/New Values dialog box
appears. Press A to append another value to the list. The Add Original/New
Values dialog box appears.

5. Enter the current field value you want to change in the Original Value box.

6. Enter the new value that you want to use for thisfield in the New Value box.

7. Select acommand.

e Press Tab to switch to the File Description section to specify which
files change during processing.

e PressEnter to edit the current line.
e Press A to append another value to thelist.

*  PressB to begin the change field process.
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*  PressH toreturn to the header section to change the selection you made
for printing the log.

e PressG togoto aparticular entry. Thisoption is only available when
there is more than one page of entries.

e PressF to choose anew field ID (this abandons any field changes you
entered, but have not yet saved).

8. Continue entering old values and new values until you have specified all of
the values you want to change in the Values section.

Files

Thefilesthat contain the Field ID you selected appear in the File Description

section. You should change IDs in al of the files as a general rule. Exclude files

from the change process only when your reseller or support representative
instructs you to so.

9. TheTime field gives you an idea of the relative time it takes to change the
fieldin agivenfile. Fileswherethis code or ID are a part of the key to the
file can be changed more quickly than files where each record in the file
must be scanned for the code or ID. Each fileisrated as Short or Long to
denote the estimated time required to change the field.

10. The Tag field denotes whether the file is affected by the copy process. Tag
thefileto change fields in thefile.

11. Select acommand.
*  Press Tab to switch to the Values section of the screen.

* PressEnter totoggle afile asincluded or excluded from the copy
process.

* PressAtotagal of thefiles.

e PressN tountag all of thefiles.
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*  PressB to begin the change field process.

«  PressH toreturn to the header section to change the selection you made
for printing the log.

* PressG togotoaparticular entry. Thisoption is only available when
there is more than one page of entries.

* PressF to choose anew field ID (this abandons any field changes you
entered, but have not yet saved).

12. When you have tagged the files you want to change, press B to begin the
change process. When the changes are complete, thelog printsif you elected
to produce it.

13. Enter anew Field ID to change, or usethe Exit (F7) command to return to the
File Maintenance menu.

Change Fields Log

12/31/2000 Builders SuppTy Page 1
6:12 PM Change Code Loy

File name records read Records Converted original Total Record New Total Records
ARCUH 2 1 13 13
ARCCH 1 Q 17 17
ARCRH Q q o o
ARHIH 568 166 569 569
ARHSH 124 123 549 549
ARINH El 8 a4 a4
ARFYH 4 q 8 8
ARREH 3 1 3 3
ARRHH 3 1 3 3
ARSAH 1 Q [ [
ARTDH q q q q
ARTHH Q 0 ol 0
TNATH ] 4 189 183
INHIH Improper field length for record Test; KNUM=0, Record=ENTRY

INHIH 457 120 1010 1010
TINLHH Improper field length for Record Test; KNUM=0, Record=ENTRY

INLHH Q Q 406 406
INSHH Improper field length for Record Test; KNUM=0, Record=ENTRY

INSHH 27 Q 573 573
J0BSH 25 Q 25 25
JOHIH 1 Q 135 135
JOHTH Q Q 189 189
SORHH [ 1 [ [
SORLH 21 4 21 21
SOTDH 20 1 20 20
SOTHH 8 1 8 8
Fiald 1D AR CUSTOMER ID

original value MNew value

ACEQOL ABCOO1
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GL Codes

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

Select GL Codes from the Codes Maintenance menu. The GL Codes screen

appears.
4. GL Codes o ] 4
Commands Edit Modes Other Help
22Xz 2R @EE 28 OK__|_bandon |

GL Code |E1 Iﬂ

Description IEontract Sales

GL Sales Account 402000 E

GL COGS Account 502000 El

|Company H [09/12/2002 | Terminal TOOD [OvR

1. Enter the code for the sales’yCOGS account pair.

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

Inquiry
Maint

®
[
0O
o)
o
@
n

11-4

4.

Accept the default general ledger sales account, or enter a different account
number. (The Maintenance and Inquiry commands are availableif Accounts
Receivable interfaces with General Ledger.) If Accounts Receivable
interfaces with General Ledger, the account number is verified in the
GLMAxxx (Master) file.

Accept the default general ledger cost-of-goods-sold account, or enter a
different account number. If Accounts Receivable interfaces with General
L edger, the account number is verified in the GLMAxxx file.

After you save the salesyCOGS account information, enter information for a
different GL code, or exit to the Codes Maintenance menu.
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Use the Distribution Accounts function to add or change the codes that contain
your general ledger distribution accounts or to set up a selection of different
distribution accounts.

You assign distribution codesto customers when you set them up. When you post
transactions that involve the customers, the GL journal information is posted
from the ARTDxxx and ARTHxxx (Transaction) files to the accounts you
specified in the associated distribution code.

Select Distribution Accounts from the Codes Maintenance menu. The
Distribution Accounts screen appears.

&, Distribution Accounts o ] 4
Commands Edit Modes Other Help
2XiE 2R @A 7€ 0K | Abandon |
Distribution Code [T T
Description IHeguIar Customers]
GL Accounts:
Receivables 101000 k1
Sales Tax 203800 k1
Freight 405000 E
Miscellaneous 801000 k1

[Company H [09/12/2002 | Terminal TOOD [OVR

1. Enter the distribution code with which you want to work.
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11-6

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

Accept each default general ledger account number, or enter a different
account number for receivables, sales tax, freight, and miscellaneous
charges. (The Maintenance and Inquiry commands are available if Accounts
Receivable interfaces with General Ledger.)

After you save the distribution account information, enter information about
adifferent distribution code, or exit to the Codes Maintenance menu.
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Usethe Terms function to add or change codes for payment termsfor customers.
These codes serve as a shorthand method of assigning particular conditions for
doing business with a customer. For example, you can assign aterms code with
10 discount days to one customer and a terms code with 30 discount daysto
another customer.

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

Select Terms from the Codes Maintenance menu. The Terms screen appears.

_ﬁ_. Terms _I- _ID ll
Commands Edit Modes Other Help

22Xz 2R EE 28 OK__|_bandon |

Terms Cade 1PCT E

Type m

Percent 1.0

Dizcount Daps 10

Met Due Days i}

Description I‘I.-"‘I 030

\ | CompanyH | 09412/2002 | Teminal TODD |[D¥R

1. Enter the terms code with which you want to work.
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Codes Maintenance

11-8

If you want the terms to be prox terms, cal culated as days from the
beginning of the next month, enter P. If you want the terms to be regular
terms, calculated as days from the invoice date, enter R.

Enter the discount percentage used for the terms (up to 100.0%), or accept
the default percentage.

Enter the number of days for which the discount is valid.

Enter the number of days the customer is given to pay the net due without a
discount.

The description that appears is based on your entriesin the previous fields
and appears on the customer invoice and statement. Accept the default
description, or enter a different description.

Note I

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

After you save the terms code information, enter information about a
different terms code, or exit to the Codes Maintenance menul.
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Shipping Methods

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

Select Shipping Methods from the Codes Maintenance menu. The Shipping
M ethods screen appears.

& Shipping Methods ] 5
Commands Edit Modes Other Help
2XiE 2R @A 2@ 0K | Abandon |
Shipping Code FEDZ E
Drescription IFederaI Exp 2nd-Day
Company H 09/42/2002 Terminal TOOD OvR
1. Enter the shipping code whose information you want to add or change.

2. Enter the shipping code’s description, or accept the default description. The
description isused in the Ship Via field in transactions when you enter the
shipping method code.

3. After you save the information, enter another shipping method code, or exit
to the Codes Maintenance menu.
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Payment Methods

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

Select Payment Methods from the Codes Maintenance menu. The Payment
M ethods screen appears.

&, Payment Methods
Commands Edit Modes Other Help

=101 x|

22Xz 2R @EE 28 OK__|_abandon |
Payment Method Cade IEHK Iﬂ
Description Check
Short Description Check
Fayment Type 2 Check
Bank Account D FMEOOM Iﬂ 1st National Bank
Diebit GL Account 100000 E
Period to D ate Gtr to D ate ‘rear to Date Last Year

Fayments |

o

96231768

| 315817236

.00

| CompanyH | 09412/2002 | Teminal TOOD [D¥R

1. Enter the payment method code with which you want to work. To delete the

payment method code, use the Delete (F3) command.

2. Accept the default description, or enter a description of the payment method.
This description appears when you use the Inquiry (F2) command in a

Payment Method field.
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Codes Maintenance

S

S

T

11-12

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

Enter the type of payment to which the payment method belongs.

Thisfield appears if the payment type is cash or check. Enter the bank
account 1D associated with the payment method.

Thisfield appears if the payment typeis credit card. Enter the credit card
customer 1D associated with the payment method.

To track receivables from acredit card company as you would monies owed
you by other customers, enter the credit card company as a customer in the
Customers function (see page 10-3) and enter C inthe Group Code field to
identify it asacredit card company.

Enter the default general ledger account associated with the payment code.
(The Inquiry and Maintenance commands are available if Accounts
Receivable interfacesto General Ledger.

Enter the amount of the payments received using this payment method this
period, this quarter, this year, and last year. When you post transactions, the
ARTDxxx and ARTHxxx (Transaction) files update the ARPY xxx file.

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

Use the Finance Charges function to set up different finance charge codes for
specific customers. Assign the finance charge codes to the customer when you
set up the customer’srecord. The codes are used to determine the finance charges
when you run the Calcul ate Finance Charges function.

Select Finance Charges from the Codes Maintenance menu. The Finance
Charges screen appears.

/&, Finance Charges =10l

ANt |ne @@ ?e DK | Abandon |

Finance Charge Code IUU Iﬂ

Drescription IFinance charge code from 5.2
Percent IW
Minimum Charge I—DD
Open Invoice Days I—SD

Balance Forward Days I‘] -30Days 'l

Company H |09/12/2002 | Terminal TOOD | 0YE

1. Enter the finance charge code with which you want to work.

2. Accept the default description, or enter adescription of the finance charge
code.

3. Enter the percentage. The finance charges are calculated by applying this
percentage to the past-due balance for the customer.
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4. Enter the minimum amount to be charged. If the calculated charge isless
than the minimum you enter, the minimum amount is assessed.

5. For open invoice customers, enter in the number of days an invoice must be
past due to accrue finance charges.

6. For balance forward customers, enter the aging period for which finance
charges are calculated. You can choose any of these time periods:

e 3ldaysand over
e 6ldaysand over
e 91 daysand over
e 121 daysand over
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Master File Lists Screen

All Master Lists are printed in asimilar manner. Use the instructions below to
print alist from the Master File Lists menu, modifying them as necessary for the
list you are printing. For example, if the pick screen for the list you want to print
does not contain check box options, skip that step and continue to the next.

Follow these steps to print a master list:

1

Select the list you want to print from the Master Lists menu. The selection
screen for that list appears. The Recurring Entries List screen is shown

below as an example.

_ﬁ_. Recurring Entries List
'gommands Edit Modes oOther Help

=101 x|

o 2xtE ke a2 e

0K | Abandon |

Customer ID Fram | E Print:

Thru I Iﬂ & Line Detail

" Transaction Tatals

" Break Tatals
Print By, —————————
{* Recurring Entry Murmber Additional Description Format
" Custamer |D
" Run Code

INone 'l

[ |Company H [09/12/2002 | Terminal TOOD [OvR

2. Select therange of valuesto print on the list from the boxes.

L eave these fields blank to select all values, or enter valuesinto a
combination of fieldsto select specific information to print on the list.
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10.

If the screen has check boxes that control what type of information prints,
select or clear the boxes (or enter Y or N in text mode) to include or exclude
that information type. For example, select whether or not you want to
include user-defined fields, documents, sales rep addresses, and so on.

Inthe Print section of the screen, select theinformation you want included in
thelist, for example, GL codes, distribution codes, and so on.

In the Print By section of the screen, select how you want the list ordered,
for example, by customer 1D, zip code, or customer name.

Select whether or not you want the additional descriptionsto print and in
which format.

Select whether or not you want to suppress blank lines.
Select whether or not you want a page break after each table.

Select the output device. See “ Output the Report” on page 1-74 for more
information.

If you elected to produce standard labels, aline of X'sis printed so that you
can align the labels. Then this prompt appears:

Is form aligned?

If the labels are not aligned, select No (or enter N in text mode) and adjust
them. When the labels are aligned, select Yes (or enter Y in text mode) to
produce them. The attention line is on the first line of the mailing labels
according to the U.S. Postal Service standard.

After you produce the list, the Master File Lists menu appears.
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Sales Reps List

The Sales Reps List contains information from the ARSRxxx (Sales Rep) file:
the salesreps’ |Ds, names, addresses, commission information, and sales history.

List Example

11/08,/2002 0SAS v6. 5 Page 1
2:22 FM sales Reps List
———————————— sales Rep ——————————— Employee ID commission sales MTD
ID  Hame Phone” Number Pay on sales ¥TD Last Sale Date
Address Fax Humber Basis
oMM Donna M Mendelsohn 5,250 Line Items YES 72364.67 12/25/2000
6712 5th avenue worth (111)532-59873 Met sales sales Tax HNO 821577.40
Booked sales Fraight [ile]
Misc [{ls}
pallas T F7773-8B976 us
donnam@buiTders_supply. com
GPD  Garry P. Deacaon DEAQOL 5.000 Line Items YES 73650.89 12/21,/2000
819 Cross Street (999)563-7650 Net sales sales Tax WO 1912522.91
Booked sales Freight e}
misc (o]
Los angeles CA  99873-3412 us
garryd8builders_supply. com
1AH  James A. Hovland HOWOOL 5. 500 Line Items YES 11267.90 12,/10,/2000
15830 cedarhurst orive (888)567-8324 Met sales sales Tax HNO 696228.41
Booked sales Fraight [ile]
Misc [{ls}
Kansas Cit Mo 56663-2341  US
Jamesh@buiTders_supply. com
PRT Patrick R Thomassen THOOL 5.250 Line Items YES 16695, 78 12/19,/2000
1674 west 77th sStreet (100)873-8954 Net sales sales Tax WO 323809.71
Apt 1203 Booked sales Freight e}
misc (o]
MNew YORK Ny 10027-4359 us
patrickt@builders_supply.com
eEnd of report
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Customer Detail List

The Customer Detail List shows the information stored in the ARCUxxx

(Customer) file: each customer’s name and address, credit and tax information,

current balances, sales and payment history, and user-defined fields and

documents associated with each customer.

List Example

11/08/2002
2126 PM

ACEODL

ACE BUILDERS

1588 SE 31ST STREET

PADUCAH Ky 28655-7865 us
ATTN: ACCOUNTS PAYABLE

ship Zone: 01

ship-To:

Phone: (50505551646

Fax: (502)555-1566

Mew Finance Charge: .00

unpaid Finance charge: .00

Current Due: .00

Balance 31-60: .00
61-90: .00
o1-120:

.00
121+ 136738.44
unapplied Credits:
136738.44

Total Due:
E-mMail Address: garrydeacon@bigm
web site: www., ace-builders
period-to-pate
sales 26650, 89
profit 2260.42
HMumber of Imvoices 2
Paymants .00
Discounts Loo
Number of Payments 4]
Total Days to Pay 4]
Average Days to Fay 0. 00
lst pate
sale 07 /14 /1999
Payment
¥TD Finance Charge .00

o
custom
By

Cardholder:
Credit Status: 3
verify Credit cards?
ail.com
. com
Qtr-to-bDate Year-to-Date Last vear
216761.42 1665331, 24 1223579, 63
48400.15 402800, 03 370863.25
4 14 8
647524, 54 1627397, 84 1110548, 58
.00 12630.63 1595.38
2 14 5
a5 715 211
47.50 51.07 42.20
Last Date Last AmMount Last Mumber
12/21/2000 21722.07 12670074
11/27/2000 154642.54 00014189
High Balance 722144.10

SAS W6, 3
er Detail List
customer ID

partial ship?
Territory:
contact:
sales Rep 1:
sales Rep 2:
Group Code:
Statement Code:
Account Type:
Dist Code:
Cust Lavel:
Finance chg?

Fin. Charge Code:

Terms Code:

Taxahle?
Tax GFDLIFI:
Exempt ID:

Credit Limit:
Credit Hold:

Payment Method:
card Mumber:

Page

Class: wHSL
GFD Garry P. Deacon
o

Bath .
OFIEFI Invoice

2PCT Reqg
2.0% 10 DAYS, MET 30
MM Minnesota
315000
[Lle]

CHE
N

-3-2-2-1-1-2-2-2-2-1-1
MO
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Customer Labels

Customer labels are a helpful referenceto the customersyou have onfile. Usethe
Customer Labels function to print 1-by-3%2-inch mailing labels for customer
invoices and statements.

Labels Example

AW CEQOL

|AW_E BUILDERS

[L588 SE 31sT STREET
FADUCAH, KY 28635-78G53  US

DALO0L

DALLAS-FT WORTH DOME HOMES
[L025 37TH AVE SE

DALLAS, Tx 77777 US

JSRECOL

JSREATER MEW YOREK DOMES, IMC.

[L001 AVE OF THE AMERICAS

MEW YORK CITY, My 10012-4335 US

ANOOL

KANSAS CITY GEODESIC HOMES
2382 WEST 53RD AVENUE
[AaNSAS CITY, MO 56665 US

LoSO0L

LOS AMGELES COMSTRUCTION CO.
G042 VENTURA ECULEVARD
EMNCIMNG, CA  S9000-0584 US

SUNOOL

SUMSHIME HOMES, IMC.

[L000 OCEAN BOULEWVARD
IAMI, FL 33333-4323 UsS

[TENOOL

ITEMMESSEE SHELTERS, INC.

[LO0] COUNTRY ROAD

MASHWILLE, TM 54327-4383 US

[VIS00l

[WISA

2347 WEST WIRGINIA AVE
SUITE 1025

DOVER, DE  14003-2347 U5

Accounts Receivable User’'s Manual 12-9






Customer Comments List

The Customer Comments List shows the commentsthat are on file for a
customer. You can use the list as a reference when you enter accounts receivable

transactions.

List Example

11/08,/2002
131 PM
Customar Date ref Comment

ACEQOL  ACE BUILDERS
09/11/2002 02

01/20/2000 2

01/14/1999 3
01/04,1999 1
CASHCA  CASH SALES-ODAKLAMD, CA
01/24/1999 1

DALOOL  DALLAS-FT WORTH DOME HOMES
054072000 1

02/14/2000 1
01/21/1909 1

GREQOL GREATER MEW YORK DOMES,
02/28/2000 1

01/16/1999 1
01/15/1999 1

KANDOL  KANSAS CITY GEQDESIC HOMES
02/14/2000 1

0151371900 1

LOSO0L  LOS ANMGELES CONSTRUCTION CO.
07/14,/2000 1
05/27/2000 1 MEW CREDIT LIMIT SET

SUNODL  SUNSHINME HOMES, INC
12/08/2000 1

end of Report

PLEASE MOTIFY JAME OF AMY SHORT SHIPMEMTS.
TRACER PUT ON LAST SHIPMENT.

ACE AGREED TO PAY $3000 ON 2-1-02.
PLEASE NOTIFY JANME AT ACE WHEN ITEM IS MATILED.
CALLED CUSTOMER ABOUT PAST DUE BALAMCE.

CUSTOMER REQUESTED A CREDIT APPLICATION.

CUST REQS THAT WE OMLY TAKE ORDERS FROM JACKIE
SENT MEW CREDIT APPLICATION

CUSTOMER REQUESTED THAT WE SENMD INYV TO MEW ADDRESS

INC.
BOB HAS BEEN PROMOTED. NEW CONTACT IS JULIE.
BOB SAID WE SHOULD SKIP THE REFUND REQUEST.

BOB CALLED AND REQUESTED A REFUND ON CREDIT BAL.

CUSTOMER REQUESTED THAT ALL MAIL BE SENT TO MEW HOQ

JAME REQUESTED A FAX COPY OF IMV # 39830,

RICHARD REQ'D DETAILED HISTORY OF JUNE'S ACTIVITY.

CUSTOMER REQUESTED A REFUMD FOR DEFECTIVE WIMDOWS.

O5AS VG, 5 Fage 1
Ccustomer Comments List
By Customer ID/Date

Accounts Receivable User’'s Manual
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Customer Credit Cards

The Customer Credit Cards function allowsyou to print alist of the credit card
information you have on file for your customers.

List Example

11/08/2002 0SAS w65 Page 1
2:34 PM Customer Credit cards List

Cust. ID MOP Code cCard Number Card Holder's Name Expiration Date
ACEOQL AMX american Express 3111774895320122 Ace Builders, Inc. 7/2001

ACEDQL [ 1t Master Card 2111737790209022 Ace Builders, Inc. 9/2002

ACEQOL VIS VISA 11116347662335920 Ace Builders, Inc. 4,2001

DALODL AM¥ American Express 3111627738926637 Bob Parker 4,/2001

KANODL VIS VISA 1111774302002533 James A Hovland 3/2002

LOS00L DIS Discover 41112377364098598 LA Construction Co 12/2000

LOosQ0L mMc mMaster card 2111466577462534 LA Construction co 12,2001

SUNDOL AM¥ American Express 3111278929733944 Randy P sulivan 3/2002

SunMaoL AMX american Express 3111362799304 887 Rrussell T Johnson 5,/2001

SUNODL DIS Discover 4111239958687748 Randy P sulivan 272002

SunMaoL mMc mMaster card 2111543825300022 Randy P sulivan 7/2001

TENDOL VIS WISA 1111627112639919 scott weatherly 3/2002

end of Report
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Ship-to Address List

The Ship-to Address List isahelpful reference of your customers’ shipping

addresses.

List Example

guilders supply Page 1
ship-to Address List
By Customer ID
ship-to

ship-ta  wMame e Tax Group —---——----——-
Cust ID  address ship via Group pescription
000001 KANSAS CITY GEODESIC HOMES MORTH AMERICAN T Texas
KANOOL 2382 WEST 53RD AVENUE

KANSAS CITY, MO 56666-5425 US
000001 SUNSHIME HOMES, INC. ups - Red MO Maryland
SUNOOL 1000 OCEAN BOULEVARD

MIAMI, FL 33333-0823 US
000002 SUNSHIMES HOMES, INC. ups - Red MO Maryland
SUNOOL 9350 W. GULFSTREAM DRIVE

TAMPA, FL 33333-8825 US
000001 TENNESSEE SHELTERS-MASHVILLE urs - Blue T Texas
TENOOL 100 Hwr 42

MASHVILLE, TN 54320-4736 US
000002 TENNESSEE SHELTERS-MEMPHIS urs - Blue T Texas
TENOOL 300 W. 37TH STREET

MEMPHIS, TM 54338-4938 US
000003 TENNESSEE SHELTERS-CHATTANOOGA urs - Blue T Texas
TENOOL 9000 CO RD 4

CHATTANOOGA, TH 54897-2034 US

eEnd of Report

Accounts Receivable User’'s Manual
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Ship-to Address Labels

Use the Ship-to Address Labels function to print 1-by-3Y%2-inch mailing labels
showing each customer’s ID, ship-to 1D, and address.

Labels Example

KANOCLIOOOO0]T  NORTH AMERICAN
KANSAS CITY GEODESIC HOMES

2382 WEST 53RD AVENUE

KANSAS CITY, MO 56666-3425 US

SUNOOLOO0O0L  UPS - Red
SUMNSHIME HOMES, IMC.

1000 OCEAN BOULEWVARD
MIAMI, FL 33333-08B23 UsS

SUNOOLOO000Z  UPS - Red
SUNSHIMES HOMES, INC.
9350 W. GULFSTREAM DRIVE
TAMPA, FL 33333-8825 Us

TENOQLOOO00L  UPS - Blue
TEMMESSEE SHELTERS-MASHVILLE
100 Hwy 42

MASHWILLE, TM 543209-4736 US

TENOQLO00002  UPS - Blue
TEMMESSEE SHELTERS-MEMPHIS
300 w. 37¥TH STREET

MEMPHIS, TW 54338-4938 UsS

TENOQLOOO003  UPS - Blue
TEMMESSEE SHELTERS-CHATTAMOCGA
o000 CO RD 4

(CHATTANOOGA, TH  54897-2034 U5
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Recurring Entries List

Produce the Recurring Entries List after you set up recurring entries to make sure
that everything is correct and to use as a reference when you copy recurring
entries to the ARTDxxx and ARTHxxx (Transaction) files. Produce a new list
each time you add, change, or delete recurring entries.

If you find incorrect transactions in the Recurring Entries List, use the Edit
Recurring Entries option in the Recurring Entries function (see page 10-37) to

correct them.

List Example

11/08,/2002 O05AS VG, § PAGE 1
138 PM rRecurring Entries List
By Recurring Entry Mumber
Entry cust ID sales Account Units  qty. ordered unit price Ext. Cost Ext.pPrice Tax Class
Line Run Code COGS ACCOUNT aty. shipped unit Cost
pescription Inv. Account
0001 ACEDOL 401000 EA 1.0000 125.0000 .00 125.00 00 MN
Qo1 1 500000 1.0000 . 0000
CONSULTING FEE 104400
Cust ID Oorder Mo. Order Date SRL SRZ Tx Grp. Freight subtotal sales Tax Invoice Total
ship To cutoff Date Terms Desc. miscellaneous
ACEQOL GRD N .00 125.00 .00 125.00
12/31/2000 2/10,n/30 .00
0002 DALDOL 401000 EA 1.0000 125. 0000 .00 125.00 00 TX
Qo1 1 500000 1.0000 . 0000
CONSULTING FEE 104400
Cust ID Oorder Mo. Order Date SRL SRZ Tx Grp. Freight subtotal sales Tax Invoice Total
ship To cutoff Date Terms Desc. miscellaneous
DALOOT Dl T .00 125.00 .00 125.00
1/10,n/30 .00
0003 sSuUNDOL 401000 EA 1.0000 125.0000 .00 125.00 00 MD
Qo1 1 500000 1.0000 . 0000
CONSULTING FEE 104400
Cust ID Oorder Mo. Order Date SRL SRZ Tx Grp. Freight subtotal sales Tax Invoice Total
ship To cutoff Date Terms Desc. miscellaneous
SUNOOT PRT MO .00 125.00 .00 125.00
1/10,n/30 .00
Freight subtotal sales Tax eExtended Cost  Extended Price
miscellaneous
GRAND TOTAL .00 375.00 .00 .00 375.00
.00
End of Report
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Codes List

The Codes List isareference of the codes used for sales/COGS account pairs,
distribution codes, terms codes, and shipping methods codes. Thisinformationis
entered in the DFxxxx table and the ARCDxxx (Codes) file; produce this list
before you change information in either place.

List Example

11/08,/2002 0SAS V&, 5 | Page 1
2:46 PM Codes List
GL Codes

code  Description sales Account COGS ACCOUNT

1 contract sales 402000 502000

R1 rRetail sales 401000 501000

pistribution Account Codes

1D Description rReceivables sales Tax Freight miscellaneous
01 Regular Customers lolo00 203800 405000 801000
02 Credit Card Customers 101000 203800 405000 801000

Terms Codes

Caode pescription Type Percent Due Days Net Due Days

lpCcT 1/10,n/30 Reg 1.0 10 30

2FCT 2410, n/30 Reg 2.0 10 30

SPCT 5/10,n/30 Req 5.0 10 30

BRCT B/10, N30 Reg 8.0 10 30

coD C.0.D. Reg .0 o] o]

CODCHK  CoD-Comp Chk Reg .0 4] 4]

MET ns30 Reg .0 o] 30

FLO nsLl0 EoM Prox .0 1] 10
shipping methods

Code pescription

FED2 Federal Exp 2nd-Day

FEDO Federal Exp overnite

FEDP Federal Exp Priority

UPsSE uprs - Blue

URSR Urs - Red
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Tables List

Produce the Tables List to get information from a particular Accounts
Receivabletable. Thisfunction isvaluable if you plan to change a table and want
alist to compareit against.

List Example

11,/08,/2002 0SAS w6, 5 Page 1
2:48 FM Tables List
Accounts Receivable
Table ID ARGL pescription GL Accounts Table
wo. of columns 2 column Length 12 Type A
DESCRIFTION  G/L NUMBER
CASH RECPTS 100000
DISCOUNTS 404000
THVENTORY 104400
FIN CHRG 802000
11,/08,/2002 0SAS w6, 5 Page 2
2:48 FM Tables List
Accounts Receivable
Table ID ARPCH pescription ar pPeriods Tahle
wo. of columns 3 column Length 12 Type M
FERIOD FISCAL YEAR # PERIODS/VR
8.00 2002.00 12.00
.00 .00 .00
.00 .00 .00
[els] .00 [els]
Qo0 .00 Qo0
[els] .00 [els]
Qo0 .00 Qo0
[els] .00 [els]
Qo0 .00 Qo0
[els] .00 [els]
Qo0 .00 Qo0
[els] .00 [els]
Qo0 .00 Qo0
[sls] .00 [sls]
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System Messages A

Messages on the screen or in areport indicate an error, tell you how to enter data,
or inform you about what is happening in the function you are using. Self-
explanatory messages are not listed.

Access denied.
Your 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 problem appears. Then this message appears on the Resource
Manager Data File Creation or Data File Conversion screen to inform you that
the process has been aborted. Correct the problem described in the first message
and try again.

At least one history selection must be YES.
You must include at least one type of history in the Customer Analysis Report.

A valid bank account ID is required.

If Accounts Receivable interfaces with Bank Reconciliation, you must enter a
bank account ID that isin the BRBAxxx (Bank Accounts) file.

Bank account (ID) is not on file.
Bank account (ID) not found.

The bank account 1D you entered is not in the BRBAxxx (Bank Accounts) file.
Enter adifferent ID; the Inquiry (F2) command is available.
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System Messages References

Basic Error = nn Host Error =xxx Line = nnnn Program = XXXXXX
Basic Error = nn Line =nnnn Program = XXXXXX

A serious error has occurred. Write down the information that appears and get
help from a support technician.

Cannot delete customer with (assigned data).

You cannot delete the record of a customer that has open invoices, orders, or
unposted transactions on file.

Cannot delete last line of a transaction.

You cannot create a transaction with zero line items; a transaction must have at
least one line item. You can delete an entire transaction from the header screen.

Cannot run graphical version of this function. xxxxxxxx.BRC not found.

OSAS cannot | ocate the graphical resource file associated with the function you
aretrying to run. If you do not have the graphical version of OSAS, return to the
menu and turn off GUI functions using the Shift+F6 keyboard command or using
the Workstation Defaults function in Resource Manager. If you have the
graphical version of OSAS, seek help from a support technician.

Could not find any valid source files for this application.

The source directory you specified does not have filesfor 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 (if you are on the
header screen), or the line item you are entering together with the other balances
on account for this customer exceeds the customer’s credit limit. In either case,
press Enter to override the credit limit and continue entering the invoice, or exit
from the function.
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Customer (ID) has open invoices.
You cannot delete the record of a customer that has open invoices on file. If you
know the customer has paid in full, make sure that the payments were recorded
and posted properly. Do periodic maintenance, and then delete the customer
record.

Customer is on credit hold.
You cannot enter an invoice for a customer that is on credit hold.

xx data files exist. Do you want this task to erase them?
The directory where you are creating files already hasfiles for the selected
application and company. To continue with the conversion and erase the existing
files, enter Y. To create only the missing files (if any), enter N. To cancel the
operation, exit from the function.

Date must be greater than previous date entered.

You must enter the aging period datesin chronological order in the Cash Flow
Report.

Delete entire transaction?

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

To delete the line item, use the Delete (F3) command.
Destination file (drive:/path/file name) not found. No conversion.

The filename or path you specified does not exist.
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System Messages References

Disk drive not ready.

The system cannot access one of the disk drivesto find the file for whichiit is
looking. Sometimes the door of a disk driveisopen, or aCD isnot in the drive;
check it. If closing the door or inserting the CD corrects the problem, press
Enter; if not, consult your system administrator or hardware support specialist.

Drive not available.

The system does not have the disk drive ID you entered. Press Enter and enter a
different ID. If this message appears when you enter the correct drive 1D, get help
from a support technician.

Entry in process on terminal nnnn.

Another user is entering or editing a transaction in the batch you are working
with. You cannot process the batch whileit isin use.

Field size is too large.

The amount of the line item makes one of the calculated amounts exceed the
space provided for it. Check the amounts you entered in the fields. If they are
correct, you must enter the transaction as two transactions to accommodate the
total.

File unavailable (XxXXxXxxxx).

This message appears for one of three reasons:

«  Thefunction you are trying to access needs one or more files that are locked
by another user on your system. When afileislocked, other users cannot
access it during posts and other functions that need to keep the file intact.

«  Thefunction you are trying to access needs one or more files that are not on
your system. Use the Options and Interfaces function on the Resource
Manager Company Setup menu to verify that the correct interfaces have
been selected. If that doesn’t solve the problem, get help from a support
technician.

e You are working with the wrong company. Return to the menu; then use the
Change Company (F3) command to enter the ID you want.
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In any case, press Enter to get back to the menu, correct the problem, and select
the function again.

(filename) does not exist. Cannot convert it.

One of thefileslisted in \xxDATA is not in your old data directory. See
Destination file (drive:/path/file name) not found. No conversion.

GL account (#) is a memo account.
You cannot use a memo account in the sales, COGS, or inventory account.
GL account (#) is not in Master file.

The account number you entered is not in the GLMAxxx (Master) file. Enter the
correct account number; the Inquiry (F2) command is available.

Invalid date - mm/dd/yyyy.
Invalid date - dd/mm/yyyy.

The date you entered isinvalid, or the format you used isincorrect (for example,
American format in a European-format system). This message is usually
accompanied by one of two explanatory messages:

Month out of range (1 to 12)
or

Day out of range (1 to nn)

If you entered an invalid date, press Enter and enter avalid one. You can enter
dates in either format: 010102 or 01012002.

Invalid entry.
Theinformation is not valid in the field where you entered it. Check the data and

enter it again. Consult the user’s manual or use the Help (F1) command for
information.

Accounts Receivable User’'s Manual A-5



System Messages References

Invalid number of periods in ARPDxxx table.

The valid number of periods you can use in the ARPDxxx tableare 1, 4, 12, and
13.

Invalid Period Conversion table.
The CNVTxxx table for the company isinvalid. A common reason isthat you did
not update the table with the corresponding data for the next period. Use the
Period Setup function to make adjustments (see the Resource Manager User’s
Manual).

Invalid year.
The fiscal year you entered isinvalid.

Iltem/Job (#) is not on file.

Theitem or job number you entered is not on file. Enter a different number; the
Inquiry (F2) command is available.

Job (ID) is not on file.
Job (ID) not found.

The job number you entered is not on filein the Job Cost JOBSxxx (Jobs) file.
Check your records. Then enter ajob number that the Job Cost system
recognizes, or add the job number to Job Cost.

Mask format error use (mask).

You entered data that does not fit the predefined format for the field. Enter the
data again, using the predefined format.
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Maximum number of lines is 998.
Maximum number of lines reached. Cannot insert.

You cannot insert alineitem if the transaction already has 998 line items.
Must be (within range).

You must enter a value within the range specified in this message.
Must be greater than 0.

You must enter an invoice number that is greater than zero when you print
invoices.

Must build (table ID) first.
You must build the table shown in this message before you can use the function.
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 1D for the new batch number when you use the Change
Batches function.

No more open invoices for (ID).

The customer does not have any more open invoices to scan.
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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 acompany whose
ARINxxx (Open Invoice) file has been initialized and contains open invoices. If
you are using the wrong company, exit to the File Maintenance menu, change to
the correct company, and then try the function again.

Over maximum of 999 sequences for this date and reference ID.

You can enter a maximum of 999 comments for a particular date and reference
ID.

Percentages cannot total more than 100.
The sum of the two sales rep’s percentages cannot exceed 100.

Press Enter to adjust payment amount and return to menu.
You cannot exit to the menu until the remaining amount to be applied is zero.
Press Enter to adjust the payment amount and return to the menu, or use the up-
arrow key to return to the scroll region.

Printer busy.

You are trying to use a printer that isin use. Press Enter to continue with your
entry, and try to print later.

Record in use.
Another terminal isusing the record you are trying to access. Exit from the

function. Then try to access the record again when the other terminal is finished
with it.
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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 salesrep that is not set up in the ARSRxxx (Sales Rep)
file. Enter adifferent ID (the Inquiry (F2) command is available) or use the
Maintenance (F6) command to add a new salesrep to the file.

Summary history not available for this period.

You cannot print the report for this period because it does not have any summary
history. It might have been deleted from the ARHSxxx (Summary History) file,
or you might have elected not to keep summary history in the Resource Manager
Options and Interfaces function when this period was active.

Tax (ID) is not on file.

You entered atax group ID that is not in the RMTXxxx (Tax Groups) file. Enter a
different ID; the Inquiry (F2) command is available.

There is no summary history for customer (ID) in (fiscal year).

You cannot print the report for this fiscal year because it does not have any
summary history. It might have been deleted from the ARHSxxx (Summary
History) file, or you might have elected not to keep summary history in the
Resource Manager Options and Interfaces function during this year.
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Thru value cannot be less than From value.
Thru value must be greater than From value.

The value you entered in the Thru field is smaller than the value you entered in
the From field. Press Enter, then enter the correct value in the Thru field.

Transaction is not on file.
Transaction number not found.
Transaction number not on file.
Transaction (#) not found.

The transaction number you entered is not in the ARTHxxx (Transaction) file.
Enter adifferent transaction number; the Inquiry (F2) command isavailable. The
transaction may also be stored in a different batch. Change the batch ID and try

again.
Transaction in process on terminal (ID).

Theterminal in this message is adding the transaction number. Assign a different
number to the transaction.

Unable to execute program (program).
The system cannot run the program you selected from the menu. Make sure that
the displayed program isin the application’s program directory, and select the
function again.

Unable to load menu record (menu) from file (file).

The application’s menu record is not in the menu file, or the menu fileismissing.
Make sure that the application is properly installed and try again.

Unable to lock - file in use.

One of the function’sfilesislocked because another workstation on the systemis
using it. Try the function again when no one elseis using thefile.
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Unable to open file.
Unable to open - file in use.

Thefileyou aretrying to useis either corrupted or locked at another terminal on
the system. Wait afew minutes and try again. If the condition continues, get help
from a support technician.

Unable to print to device.

The system cannot access the output device you are trying to use. Make sure that
the output deviceis online.

Valid entries are (range).
Valid units are: n.

Enter one of the valid selections shown in this message.
Warning: customer is on credit hold.

The customer ison credit hold. Press Enter to remove the message; then continue
working with the customer ID, or enter a different customer ID.

Warning: summary history not available for all comparisons.

Summary history is not available for all the comparisonsin the report. In each
column of the report where summary history is unavailable or insufficient, .00 *
prints.

You must build ARPDxxx table before (doing operation).

You must build the ARPDxxx table for the company before you can use the
Periodic Maintenance and Post Transactions functions. These functionsrely
on being able to sort by period.

Your hard disk is full - unable to finish copying.
The system cannot finish converting files because your hard disk isfull. Delete

unneeded files, optimize your hard disk, or take other measures to make space.
Then restore the backup you made before converting thefiles, and try again.
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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?

If you use prenumbered forms, the invoice numbers are reassigned when you
print invoices to match the numbers of the preprinted forms. To make sure that
the invoice number in the ARINxxx (Open Invoice) file is the same as the one on
the invoice you send to the customer, the system updates the invoice record with
anew number.

This numbering method is important for open invoice customers because when
they make payments toward specific invoices, you must apply the paymentsto
theright invoices.
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When | enter invoices, the wrong general ledger period shows up. Why?

The period corresponds to the system date. If the system date is wrong, the
general ledger period date iswrong.

Check the system date. If it iswrong, changeit. If it is correct, check the datesin
the Period Setup function in Resource Manager to make sure that you specified
the correct periods and their corresponding months for the company.

What does the system do with an unapplied credit?

Cash receipts and credit memos that are not applied to specific invoices for open
item customers are put in the unapplied credits bucket in the customer record and
inthe Aged Trial Balance. You can use the Hold/Release Invoices function to
apply these credits and payments to specific invoices.

I had printer problems before | finished printing invoices. The printer problem is fixed now,
but how do I start over without reprinting all the invoices?

Use the Restart option. Enter the new first invoice number and the number of the
last invoice that printed correctly.

I was in the middle of posting and had computer problems. Can | recover?

Yes. If you backed up your data files before posting, restore the backup and start
the post over.

The Post Transactions function has arestart feature. If you did not back up
before posting, start the post over. Each posted transaction is flagged as posted,
so if atransaction or batch of transactions was completely posted, it will not be
processed again. If the system was in the middle of posting a transaction or a
batch of transactions, it processes the transaction(s) again.

Then print the Open Invoice Report, the Detail History Report, and the
appropriate reports from interfaced applications. Make adjustments for the
double-posted entry, if any. (Only one transaction line or cash receipt can be
double-posted.)
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The Current column in the Aged Trial Balance shows both last month’s and this month’s
activity for my balance forward customers. Why?

You did not do periodic maintenance before you entered this month’s activity.
You can correct this situation in one of two ways:

e If you caught the error in the first few days of the month and you have a
backup of your sales history since the beginning of the month, produce the
Detail History Report from the first of the month to the present date,
organized by customer ID. Then restore the backup from the end of the
previous month and do periodic maintenance. Refer to the Detail History
Report to reenter this month’s activity.

e If youdid not back up your files or if you did not catch the error until well
into the month, let the current month’s customers go without aging. Keep
activity for both this month and next month in the current period and do
periodic maintenance at the end of the month.

How does the system calculate finance charges, and what are the Open Invoice Days and
Balance Forward Days fields for?

Finance charges are calculated for invoices (for open item customers) or balances
(for balance forward customers) that are older than the number of days specified
in the finance charge code record associated with each customer. The Open
Invoices Days isthe humber of days after which finance charges are assessed on
unpaid invoices, based on invoice or due dates. The Balance Forward days
refersto the aging buckets used to summarize past-due balances for balance
forward customers.

How does the prenumbered forms option assigh numbers?
If you elect to use prenumbered invoice formsin the Resource Manager Options
and Interface function, existing invoices with assigned numbers will be
overwritten. Miscellaneous credits with invoice numbers are never overwritten.

Why are history invoices different from my original invoices?

Not all the datain the ARTHxxx and ARTDxxx (Transaction) filestransfersto the
ARHIxxx (Detail History) file.
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When are paid invoices removed?

Paid invoices dated before the date you specify are removed through the Purge
Selected Files function.
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Information Windows C

When you use the Invoices, Miscellaneous Credits, and Edit Transactions
optionsin the Transactions function, and the Cash Receipts, Enter Recurring
Entries, and Edit Recurring Entries functions, the Information menu (or the
Shift+F2 function key in text mode) is available on the header, line-item entry,
and totals screens. Use the functions on the Information menu to access windows
that show customer and credit history and customer comments.

When you pull down the Information menu (or press Shift+F2 in text mode), a
menu appears.
Information Help

Customer Infarmation

Customer Comments
Customer Higtary
Item |nfarmation

To access an information screen, select it from the menu. Then refer to the
appropriate heading below for more information.
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Customer Information Window

When you select Customer Information from the Accounts Receivable
Information menu, the customer information screen appears.

i, Customer Information M= B3
Commands Edit Modes Other Help
2| BE| 2@ OK__ || Ahandon |
Customer |0 IAEEDD‘I E Mame ACE BUILDERS |
Mew Fin Charge 00 || Temitory MIDATL Clazs WHSL
Unpaid Fin Charge .00 || Price Code ACEOD1 Fin Code
Current Due 136738.44 || Credit Limit 315000
Balance 31-60 .00 || High Balance F22144.10
£1-30 .00 || Credi Status F32211222211
91-120 .00
121+ .00 || 1stSale 071441999
Unapplied Credits 00 || LastSale 124212000 21722 .07
Total Due 136738.44 || LastPmt 1172742000 154642 .54
Period-to-0 ate Qtr-to-D ate ‘rear-to-Date Last Year
Sales 26650.89 216761.42 1665331.24 1223579.63
Profit 2269.42 4849015 492899.03 370863.25
Mumber of Invoices 2 4 14 8
Payments .00 647524 .54 1627397.84 1110548.58
Discounts .00 .00 12630.63 159538
Average Daps to Pay .00 .00 .00 .00
Enter for Mext ID | LCustomer | |

To view information for the customer that is a phabetically next in the ARCUxxx
file, press Enter. To view information for a different customer, press C and enter
the customer 1D; the Inquiry (F2) command is available.

When you are finished viewing the information, use the Exit (F7) command to
return to the function screen you were using.
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Customer Comments Window

When you select Customer Comments from the Accounts Receivable
Information menu, the Customer Comments screen appears.

%, Customer Comments I B3
LCommands Edit Modes Other Scroll Commands Help

2RIz | Eal ?e 0K__ | Abandon |

Custarner IAEEDD‘I E ACE BUILDERS
Ref D I End Date IDB.-"D‘I 42000

Date Ref Comment
3|
01/20/2000 |2 TRACER PUT ON LAST SHIPMENT. ﬂ
0141441939 |3 ACE AGREED TO PAY $3000 ON 2-1-89. ﬂ
01/0441933 [1 PLEASE MOTIFY JANE AT ACE WHEN ITEM 15 MAILED.
01/0441933 [1 CALLED CUSTOMER ABOUT PAST DUE BALANCE.
Bl
3
E]
Ref 1D end Date new |0 First Mext | Frew | Last | \Ejulix] | |

|Company H |05/01/2000 | Terminal TOOD |OVR

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, use the Exit (F7) command to
return to the function screen you were using.
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Customer History Window

When you select Customer History from the Accounts Receivable Information
menu, the Customer History screen appears.

7, Detail History Inquiry = B3
LCommands Edit Modes Other Scroll Commands Help
22Xz b2E @Al 28 0k | Abandon |
Customer ID IAEEDD‘I § ACE BUILDERS
Start D ate A
Tp  Invoice Drate Item A ob/Description Guantity Units Amant

] 99 2
12670001 07/14/99 Miscellaneous Charg 230.0000 86078.05 ﬂ
12670001 07/14/99 300 240.0000) E& 5546.52
12670001 07/14/99 350 35.0000| EA 5341.88
12670001 07/14/99 400 75.0000| PKG E7379.29
12670001 07/14/99 450 50.0000| EA 5133.83
12670001 07/14/99 480 70.0000| EA 12459427
12670001 07/14/99 550 50.0000| PKG 54395.25
12670001 07/14/99 £00 145.0000) E& 18426.82 j
12670001 07/14/99 E10 53.0000| EA 12589.69 g
12670001 08/27/99 PaYMENT CHKE 2461 530628.25 g

LCustomer | First | Last | Mext | Frew |
Start date | Totals | Wiew | Goto invoicel

The screen that appears and the supporting functions are identical to the Detail
History Inquiry function on the Information Inquiry menu. You can use this
window to view line items and invoice total s from history.

When you are finished viewing information, use the Exit (F7) command to return
to the function screen you were using.
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ltem Information Window

When you select Item Information from the Accounts Receivable Information
menu, the Item Information screen appearsif Accounts Receivable interfaces
with Inventory.

%i, Item Information M= B3
LCommands Edit Modes Other Scroll Commands Help
2RIz | Eal ?e 0K | Abandan |
Lozation 1D | IR = Quantity
Item |0 |1DD 4] || OnHand 18.0000
Item Status Active InUse 1.0000
Itern Type 1 Monserialized Committed 0000
Available 17.0000
Sales Oty Amount || On Order 6.0000
MTD 100.0000 3607275
Y¥TD 849.0000 307519.61 Last Sale Date 1241042000 |
3|
2
C_|4
[
[
r |=
r |3
r_|z

| Enter = Mext [tem Mew ltem Previous ItemI Location | \Ejulix] | |

[ |Company H |05/01/2000 | Terminal TOOD |OVR

To view information for the inventory item that is al phabetically next in the
INVExxx file, press Enter. To view the previous item alphabetically in thefile,
press P. To view information for a different item, press N and enter the item ID.
To change the location in which the items you want to look at are stored, press L
and enter the location ID. The Inquiry (F2) command is available for both the
Item ID and Location ID fields.

When you finish viewing the information, use the Exit (F7) command to return to
the function screen you were using.
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A
Abandon
function key, 1-50
pull-down menu command, 1-50
verification button, 1-57
About OSAS
pull-down menu command, 1-52
Access Code
tool button, 1-36
access code
entering in graphical menus, 1-36
Access Codes
parameter, 1-4
access codes
company-specific information, 3-27
setting up, 3-27

what to protect, 3-27
account types
setting up, 3-20
Accounts Receivable

before converting, 2-5

before you install, 2-3

converting to version 6.1, 2-6

description, 1-7

files, 1-9

installation, 2-3

installing new version before converting, 2-5

interfaces, 1-23
Bank Reconciliation, 3-9
General Ledger, 3-9
Inventory, 3-9
Job Cost, 3-9

menu structure, 1-7

setting up, 3-3

setup considerations, 2-6

system requirements, 2-3
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adding
comments, 1-70
additional descriptions, 1-15
specifying whether to keep history, 3-12
using those stored in Inventory, 3-11
Additional Descriptionsfile
description, 1-11
setting up, 3-11
Additional Descriptions History file
description, 1-14
setting up, 3-12
additional text
option for lineitems, 3-11
Aged Trial Balance
balance forward accounts, 7-9, B-3
description, 1-16
function, 7-9
open invoice accounts, 7-9
sample, 7-13
screen, 7-10
unapplied credits, 7-12
aging
breaks, 7-11
cash receipt codes, 5-27
online, 3-13, 3-25, 10-61
periods, 10-62
Alias Inventory L ookup
function key, 1-55, 1-62
pull-down menu command, 1-55
alphabetical sorting, 3-5
Application Information
tool button, 1-40
Application Setup
right-click menu, 1-41
applying cash receipts, 5-29
AR Analysis Report



description, 1-16
function, 8-3
sample, 8-5
ARBTxxx file, 1-13
ARCCxxx file
description, 1-10
setting up, 3-23
ARCMxxx file
description, 1-9
setting up, 3-21
ARCRxxx file
description, 1-13
setting up, 5-25
ARCTxxx file, 1-13
ARCUxxx file
description, 1-9
setting up, 3-19
balance information, 3-21
comments, 3-23
general information, 3-19
historical information, 3-22
payment information, 3-20
ARDCxxx file
description, 1-10
ARDExxx file
description, 1-11
setting up, 3-11
ARFCxxx file
description, 1-10
ARGLxxx file
description, 1-10
ARGLxxx table
description, 10-51
screen, 10-51
setting up, 3-14, 10-51
ARHDxxx file
description, 1-14
setting up, 3-11
ARHIxxx file
description, 1-14
setting up, 3-11
ARHSxxx file
description, 1-14
setting up, 3-12
ARINxxx file
description, 1-13
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setting up, 10-61
ARL Sxxx file, 1-13
ARPDxxx table
description, 10-53
setting up, 3-14
ARPY xxx file
description, 1-11
setting up, 3-18
ARRDxxx file
description, 1-11
setting up, 3-24
ARREXxxx file
description, 1-11
setting up, 3-24
ARRHxxx file
description, 1-11
setting up, 3-24
ARSAXxxx file
description, 1-11
setting up, 3-24
ARSMxxx file
description, 1-10
ARSRxxx file
description, 1-11
setting up, 3-16
setting up commissions, 3-17
ARTCxxx file
description, 1-10

ARTDxxx file
description, 1-13
setting up, 3-24

ARTHxxx file
description, 1-13
setting up, 3-24

B

backup schedule

for datafiles, 3-28
for programs, 3-28
setting up, 3-28
Balance and Credit Information
setting up for customers, 3-20
balance forward accounts, 10-3, 10-61
Aged Trial Balance, 7-9, B-3
cash receipts, 5-27
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balances
zero, B-1
Bank Reconciliation
effects of posting transactions, 6-31
interface with Accounts Receivable, 3-9
base applications
defined, 1-3
Batch Control
file, 1-13
function, 5-37
batch numbers
option for generating automatically, 3-11
batches
changing, 5-35
copying recurring entries, 5-33
option for transactions, 3-11
purpose of, 3-11
replacing, 5-35
uses of, 5-37
Bell mode
pull-down menu command, 1-52
Build Open Invoice File
aging periods, 10-62
balance forward accounts, 10-61
function, 10-61
online aging, 10-61
open invoice accounts, 10-61
prerequisite to using, 10-62
summary invoices, 10-61

C
Calculate Finance Charges
function, 7-17
Calculator
tool button, 1-37, 1-56
Cash Flow Report
description, 1-16
function, 7-15
sample, 7-16
cash on delivery terms, 11-8
Cash Receipts
aging codes, 5-27
balance forward accounts, 5-27
batches, 3-11

deposit information, 5-25
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editing, 5-31
function, 5-25

partial payments, 5-25
posting invoices, 6-31

relationship with transactions and open invoices, 1-18

screen, 5-26
Cash Receiptsfile
description, 1-13
setting up, 5-25
Cash Receipts Journal
description, 1-16
function, 6-19
sample, 6-21
when to print, 6-19
Change Batches
function, 5-35
screen, 5-35
Change Fields
sample log, 10-68
screen, 10-65
change to/from Favorites
tool button, 1-37, 1-41
changing companies
graphical menus, 1-42
checks
payment type, 3-18
click
defined, 1-25
COD terms, 11-8
codes
payment methods, 3-18
setting up, 3-4, 3-16
sorting, 3-4
Codes List
function, 12-21
Codes Maintenance functions
setting up, 3-16
Codes Maintenance menu structure, 1-7
combination method
initial balances, 3-26
Command Help
pull-down menu command, 1-53
commands
in-field editing, 1-63
report, 1-78
scroll region, 1-63
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comments
adding, 1-70
editing, 1-70
entering, 3-23
viewing, 1-68
commissions, 10-33
based on paid invoices, 7-29
setting up, 3-16
Commissions Report
description, 1-16
function, 7-29
screen, 7-30
when to print, 7-29
companies
changing, 1-42
company
assigning access codes, 3-27
tablesfor, 3-14
company information

printing on plain-paper invoices and statements, 3-13

company parameter, 1-4
conventions
report, 1-73
user’s manual, 1-25
conversion
before converting, 2-5
setup considerations, 2-6
tax information, 2-5
converting to OSAS version 6.1, 2-6
Copy
function key, 1-51, 1-64
pull-down menu command, 1-51
tool button, 1-56
Copy Recurring Entries, 1-15
before copying, 5-33
copying batches, 5-33
function, 5-33
Credit and Balance Information
changing, 10-10
entering, 10-10
finance charges, 3-21
money owed, 3-21
setting up, 3-21
unapplied credits, 3-21
credit card
option to enter expired card as payment, 3-12

IX-4

payment type, 3-19
Credit Card Information
changing, 10-14
entering, 10-14
setting up for customers, 3-21
Credit Cards
file, 1-9
credit hold, 3-21
credit limits
setting up, 3-21
credit memo
splitting, 7-4
credit statuses
assigning to customers, 3-22
list of, 10-20
updating, 3-22
credits
applying to oldest items first, 3-13
Ctrl-Jfunction key, 1-51
Ctrl-Z function key, 1-51
cursor
moving down or forward one field, 1-50
moving up or back onefield, 1-50
selecting item, 1-61
Cursor end
function key, 1-64
Cursor home
function key, 1-64
Cursor left
function key, 1-63
Cursor right
function key, 1-63
Customer Activity Report
description, 1-17
function, 8-19
requirements, 8-19
sample, 8-21
screen, 8-20
Customer Analysis Report
description, 1-16
function, 7-25
when to print, 7-25
Customer Comments
accessing, 3-23
changing, 10-24
deleting, 10-4
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entering, 10-24
file, 1-10
Customer Comments List
function, 12-11
sample, 12-11, 12-13
Customer Detail List
function, 12-7
sample, 12-7
Customer file
description, 1-9
setting up, 3-19
balance and credit information, 3-20
balance information, 3-21
comments, 3-23
credit card information, 3-21
documents, 3-23
general information, 3-19
historical information, 3-22
payment information, 3-20
ship to addresses, 3-22
user-defined fields, 3-23
Customer Information window, C-2
Customer Labels
function, 12-9
sample, 12-9
Customer Sales Report
description, 1-17
function, 8-15
requirements, 8-15
sample, 8-17
Customer/V endor Inventory Lookup
function key, 1-55, 1-62
pull-down menu command, 1-55
Customers
account types, 3-20
aging, 6-34
balance forward accounts, 10-3
balance information, 3-21
changing levels, 3-12
clearing high balances, 9-10
comments, 3-23, 10-24
credit and balance information, 10-10
credit card information, 3-21, 10-14
credit hold, 3-21
credit limit, 3-21
credit statuses, 3-22
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Customer Comments screen, 10-24
deleting, 10-4
distribution codes, 3-20
documents, 3-23
finance charges, 3-20, 3-21
function, 10-3
general information, 10-6
General Information screen, 10-6
group codes, 3-19
header screen, 10-3
history information, 3-22, 10-16
money owed, 3-21
open invoice accounts, 10-3
partial shipments, 3-20
payment information, 3-20
setting up, 3-19
ship to addresses, 3-22
ship-to addresses, 10-21
statement code, 3-19
tax groups, 3-20
unapplied credits, 3-21
user-defined fields, 3-23
viewing
balances, 4-5
detail history, 4-13
history, 4-6
invoice totals, 4-14
invoices, 4-7
open invoices, 4-11
payment history, 4-6
sales history, 4-6
summary history, 4-17
Customers and Open Invoices
function, 4-3
viewing
customer balances, 4-5
customer history, 4-6
invoices, 4-7
ship to addresses, 4-8
user-defined fields, 4-9
cutoff date, B-3

D
Daily Sales Tax Report
function, 6-17
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sample, 6-18
Daily Work menu structure, 1-8
data dictionaries, 2-3
Data File Conversion
function, 2-5, 2-6
DataFile Creation
function, 2-3
datafiles
backing up, 3-28
Defaultstable
description, 10-54
setting up, 3-15
Del function key, 1-63
Delete
customer comments, 10-4
customer records, 10-4
function key, 1-50
pull-down menu command, 1-50
tool button, 1-56
delete
information on a screen, 1-50
lineitem, 1-54, 1-63
Delete character
function key, 1-63
Delete Line command
function key, 1-54, 1-63
pull-down menu command, 1-54
Delete to End of Line
function key, 1-64
Deposits Report
description, 1-16
function, 6-27
sample, 6-28
Depreciation Tables List
list, 10-68
Description Inventory Lookup
function key, 1-55, 1-62
pull-down menu command, 1-55
deselect
defined, 1-26
Detail History
file, 1-14
function, 4-13
specifying whether to keep, 3-11
Detail History Report
description, 1-17

IX-6

function, 8-11

sales categories, 5-14

sample, 8-13
Detail Inventory Lookup

function key, 1-55
detail method

initial balances, 3-26
DFxxxx table

description, 10-54

screen, 10-54

setting up, 3-15
Distribution Account Codesfile

description, 1-10
Distribution Accounts

function, 11-5

screen, 11-6
distribution codes

assigning to customers, 3-20

definition, 10-8

setting up, 3-20
Documents, 1-71

File Types, 1-71

opening, 1-72

viewing, 1-72
double-click

defined, 1-25
Down Arrow

inquiry command, 1-61

report command, 1-78

scroll region command, 1-54, 1-63
DUNxxx table

description, 10-55

setting up, 10-55

E
Edit Cash Receipts
function, 5-31
screen, 5-31
edit lineitem, 1-63
editing
comments, 1-70
EIS
defined, 1-3
End
inquiry command, 1-61
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report command, 1-78
scroll region command, 1-54, 1-63
End function key, 1-64
Enter
inquiry command, 1-61
scroll region command, 1-63
Esc
inquiry command, 1-61
Executive Information Summary

defined, 1-3
Exit
function key, 1-51
pull-down menu command, 1-51
exit
from inquiry window, 1-61
from report to menu, 1-78
from screen or window, 1-51
F

F1 function key, 1-53
F10 function key, 1-64
F2 function key, 1-50
F3
function key, 1-56
scroll region command, 1-54, 1-63
F3 function key, 1-50
F5 function key, 1-50
F6
function key, 1-56
F6 function key, 1-50
F7
inquiry command, 1-61
report command, 1-78
F7 function key, 1-51
F9 function key, 1-64
Favorites Menu, 1-65
adding itemsto, 1-41
changing to/from, 1-41
Favorites Menus
removing items from, 1-41
Field Down
function key, 1-50
pull-down menu command, 1-50
Field Up
function key, 1-50

IX-7

pull-down menu command, 1-50
File Maintenance menu structure, 1-7
files

Accounts Receivable, 1-9

backing up, 3-28

purging, 9-13, 9-15
Finance Charge Codesfile

description, 1-10
finance charges

balance information, 3-21

calculation, B-3

recalculating, 7-17

setting up, 3-20
First Line command

function key, 1-54, 1-63

pull-down menu command, 1-54
FORMXxxx table

description, 10-56

setting up, 10-56
Function help, 1-41
function keys

Ctrl-J, 1-51

Ctrl-z, 1-51

Del, 1-63

Down Arrow, 1-50

End, 1-64

F1, 1-53

F10, 1-51, 1-64

F2, 1-50, 1-57

F3, 1-50

F5, 1-50

F6, 1-50

F7,1-51

F9, 1-64

Home, 1-64

Ins, 1-64

Left, 1-63

PgDn, 1-50

PgUp, 1-50

Right, 1-63

Shift+F3, 1-62

Shift+F4, 1-62

Shift+F5, 1-62

Shift+F6, 1-62

Shift+F7, 1-62

Shift+F8, 1-62
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Shift-F1, 1-53 pull-down menu command, 1-53

Shift-F10, 1-64 tool button, 1-39, 1-56

Shift-F3, 1-55 help commands

Shift-F4, 1-55 F3, 1-59

Shift-F5, 1-55 F6, 1-59

Shift-F6, 1-55 F7,1-59

Shift-F7, 1-55 History command, 1-70

Shift-F8, 1-55 History Information

Shift-F9, 1-51, 1-64 changing, 10-16

Up Arrow, 1-50 entering, 10-16

setting up for customers, 3-22

G history reports, 1-16

Hold/Release Invoices
changing invoice status, 7-4

General Information

screen, 10-6 -
setting up for customers, 3-19 fur_ct} on, 7-3
General Ledger splitting payments, 7-4
Home

effects of posting transactions, 6-30
interface with Accounts Receivable, 3-9
posting detail or summary information to, 3-13

inquiry command, 1-61
report command, 1-78

GL Codes scroll region command, 1-54, 1-63
definition, 10-43 Home function key, 1-64
function, 11-3

GL Codesfile |
description, 1-10 IDs

Global Inquiry setting up, 3-4
defined, 1-3 sorting, 3-4

graphical menu Information command, 1-67
exiting from, 1-34 Information Inquiry menu structure, 1-7
features of, 1-33 Information menu, 1-67
right-click menu, 1-41, 1-57 Comments command, 1-68
sample screen, 1-34 defined, C-1

graphical menus Documents command, 1-71
right-click menu, 1-41, 1-57 History command, 1-70

group codes Information command, 1-67
assigning to customers, 3-19 initial balances
definition, 10-8 combination method, 3-26
recurring entries, 3-19, 3-24 detail method, 3-26

GUI/Text Using OSAS with Contractors’ Job Cost, 1-33 finance charges, 3-21

setting up, 3-25

H summary method, 3-25

Header Information Inquiry .

Recurring Entries screen, 10-38 function key, 1-50, 1-57
Transactions screen, 5-6 graphical, 1-57
partial-key, 1-60

Help, 1-41

function key, 1-53 pull-down menu command, 1-50
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inquiry commands
Down Arrow, 1-61
End, 1-61
Enter, 1-61
Esc, 1-61
F7,1-61
Home, 1-61
Ins, 1-61
PgDn, 1-61
PgUp, 1-61
Up Arrow, 1-61
Ins
inquiry command, 1-61
scroll region command, 1-54, 1-63
Ins function key, 1-64
Insert Line command
function key, 1-54, 1-63
pull-down menu command, 1-54
Insert line item, 1-54, 1-63
Insert mode
function key, 1-64
Install Applications
function, 2-3, 2-5
installing Accounts Receivable, 2-3
and Sales Order, 2-4
interfaces with Accounts Receivable, 1-23
Bank Reconciliation, 3-9
General Ledger, 3-9
Inventory, 3-9
Job Cost, 3-9
Inventory
effects of posting transactions, 6-32
interface with Accounts Receivable, 3-9
Inventory Lookup
commands, 1-55, 1-62
Inventory Lookup commands, 1-54
alias lookup, 1-55
customer/vendor lookup, 1-55
description lookup, 1-55
detail lookup, 1-55
lot lookup, 1-55
serial lookup, 1-55
Shift-F3, 1-55
Shift-F4, 1-55
Shift-F5, 1-55
Shift-F6, 1-55
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Shift-F7, 1-55
Shift-F8, 1-55
Inventory lookup commands
Alias Lookup, 1-62
dias lookup, 1-62
Customer/Vendor Lookup, 1-62
Description Lookup, 1-62
Detail Lookup, 1-62
Lot Lookup, 1-62
Serial Lookup, 1-62
inventory search commands, 1-62
Shift + F6, 1-62
Invoices
additional text for line items, 3-11
aging, 6-5
aging online, 3-13
assigning numbers, 5-9
batches, 3-11
changing status, 7-4
copying recurring entries, 1-15
Enter Serial Numbers window, 5-16, 5-17
entering, 1-14
for miscellaneous credits, 1-14
for sales, 1-14
general ledger period, B-2
hold/release, 7-3
lineitems, 5-12
number, B-1
online, 3-19, 5-3, 5-9
Online Invoice Totals screen, 5-23
Online Invoicing screen, 5-22
options
printing on plain paper or forms, 3-12
printing online, 3-12
using forms, 3-12
using prenumbered forms, 3-13
posting
for cash receipts, 6-31
for credit sales, 6-30
printing, 6-3
forms, 6-5
online, 5-19, 5-22
reprinting, 6-5, B-2
Sales Tax Information window, 5-21
splitting payments, 7-4
Totals Information screen, 5-20
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viewing, 4-7
detail history, 4-13
expanded summary, 4-15
totals, 4-14

J
Job Cost

effects of posting transactions, 6-31
interface with Accounts Receivable, 3-9

Jump

function key, 1-51

pull-down menu command, 1-51
Jump command

function key, 1-54

pull-down menu command, 1-54

L

laser forms
invoice, 3-12
statement, 3-13

Last Line command
function key, 1-54, 1-63
pull-down menu command, 1-54
Left Arrow
report command, 1-78
Left Arrow function key, 1-63
lineitems
additional text, 3-11
option to display unit cost, 3-12
recurring entries, 10-42
live data
changing to, 1-36, 1-41, 1-42
Lot and Serialized Item file, 1-13
Lot Inventory Lookup
function key, 1-55, 1-62
pull-down menu command, 1-55
lot numbers, 1-15

M

Maintenance
function key, 1-50
pull-down menu command, 1-50
tool button, 1-56

manual

IX-10

conventions, 1-25
Master File Lists menu structure, 1-9
master lists

screen example, 12-3
Menu styles, 1-26
menus

Codes Maintenance, 1-7

Daily Work, 1-8

File Maintenance, 1-7

History Reports, 1-8

Information Inquiry, 1-7

information menu, 1-67

Master File Lists, 1-9

Open Invoices, 1-8

Periodic Processing, 1-8

structurein AR, 1-7

Transaction Reports, 1-8
Methods of Payment Journal

description, 1-16

function, 6-23

sample, 6-25
miscellaneous credits

additional text for line items, 3-11

after entering, 5-23

batches, 3-11

entering invoices, 1-14
Miscellaneous Credits Journal

description, 1-15

function, 6-13

sample, 6-15

when to print, 6-13
money owed

balance information, 3-21
mouse commands

click, 1-25

deselect, 1-26

double-click, 1-25

right-click, 1-25
MS-DOS prompt

tool button, 1-40

N

Next Line command
function key, 1-54, 1-63
pull-down menu command, 1-54

Accounts Receivable User’'s Manual



Next Page command
function key, 1-54, 1-63
pull-down menu command, 1-54

(0]
OK (Proceed)
function key, 1-50
pull-down menu command, 1-50
on-account cash receipts, 5-30
online
aging, 3-25, 10-61
invoice totals, 5-23
invoices, 3-12, 5-3, 5-11, 5-19
printing, 5-22
Online Documentation
function key, 1-53
pull-down menu command, 1-53
tool button, 1-56
Online Invoicing screen, 5-22
open invoice accounts, 10-3, 10-61
Aged Trial Balance, 7-9
Open Invoicefile
building, 10-61
description, 1-13
Open Invoice Report
before printing, 7-5
definition, 1-8
description, 1-16
function, 7-5
Open Invoices
function, 4-11
relationship between transactions and cash receipts,
1-18
opening
documents, 1-72
Options
table, 10-49
Options and Interfaces
screen, 3-10
setting up, 3-9
toggling an option, 3-10
writing (saving) the specifications, 3-11
OPTxxx table, 10-49
OSAS
running, 1-4
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setup considerations, 2-6

system requirements, 1-4
output device

printer, 1-75

P

parameters
access code, 1-4
command to start OSAS, 1-4
company 1D, 1-4
general expression, 1-4
termind ID, 1-4
partial payments
recording, 5-25
partial shipments
assigning to customers, 3-20
partial-key inquiry, 1-60
Paste
function key, 1-51, 1-64
pull-down menu command, 1-51
tool button, 1-56
payment history
viewing, 4-13, 4-17
payment information
setting up, 3-20
Payment Methods
definition, 3-18
function, 11-11
screen, 11-11
setting up, 3-18
Payment Methods file
description, 1-11
setting up, 3-18
payment types
check, 3-18
credit card, 3-18
definition, 3-18
payments
partial, 5-25
splitting, 7-4
period-end maintenance
consequences of, 10-17
effects of, 9-7
Periodic Maintenance
credit status, 3-22
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effects of period-end maintenance, 9-7
effects of quarter-end maintenance, 9-8
effects of year-end maintenance, 9-8
error log, 9-11
function, 9-7
period end, 1-19
purging transactions, 3-25
quarter end, 1-20
reguirements, 9-9
when to do, 9-7
year end, 1-20
Periodic Processing
menu structure, 1-8
purpose of, 1-8
PgDn
inquiry command, 1-61
report command, 1-78
scroll region command, 1-54, 1-63
PgDn function key, 1-50
PgUp
function key, 1-56
inquiry command, 1-61
report command, 1-78
scroll region command, 1-54, 1-63
PgUp function key, 1-50
Pop-Up Calendar
tool button, 1-56
Post Transactions
before posting, 6-32
cash receipts, 6-31
credit sales, 6-30
effects on Bank Reconciliation, 6-31
effects on General Ledger, 6-30
effects on Inventory, 6-32
effects on Job Cost, 6-31
function, 6-29
results, 1-17, 6-29
posting, 1-17
detail or summary information, 3-13
interrupted, B-2
without printing reports, 3-13
Previous Line command
function key, 1-54, 1-63
pull-down menu command, 1-54
Previous Page command
function key, 1-54, 1-63
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pull-down menu command, 1-54
Print History Invoices
function, 8-31
Print Invoices
aging, 6-5
forms, 6-5
function, 6-3
purchase order number, 6-5
reprinting, 6-5
Print Manager
defined, 1-3
printing
invoices, 6-3
onlineinvoices, 5-22
statements, 7-21
tables, 10-59
PRO/5 Command
tool button, 1-40
Proceed (OK)
function key, 1-50
pull-down menu command, 1-50
verification button, 1-57
Proceed command, 1-29
programs
backing up, 3-28
Promotional Analysis Report
description, 1-17
function, 8-27
prox terms, 11-8
pull-down menu
functions
commands, 1-50
Edit, 1-51
Help, 1-52
Information, 1-53
Inventory Lookup, 1-54
Modes, 1-51
Other, 1-52
Scroll Commands, 1-53
graphical menus, 1-36
Favorites, 1-37
File, 1-36
Help, 1-39
Modes, 1-37
Other, 1-38
Tools, 1-37
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pull-down menus
functions
information menu, 1-67
purchase order number
oninvoice forms, 6-5
Purge Selected Files
function, 9-13, 9-15

Q
QExxxx table
description, 10-57
screen, 10-58
setting up, 3-15
QH1xxxx table
description, 10-57
setting up, 3-15
QH2xxxx table
description, 10-57
setting up, 3-15
QHxxxx table
description, 10-57
setting up, 10-57
Qlxxxx table
description, 10-57
setting up, 3-15
QMxxxx table
description, 10-57
setting up, 3-15

quantities option, 3-12
quarter-end maintenance, 1-20
consequences of, 10-17
effects of, 9-8
Quick mode
pull-down menu command, 1-52
Quick-Entry tables
description, 10-57
setting up, 3-15

R
Recurring Additional Descriptionsfile, 1-11
Recurring Entries
adding line items, 10-45
additional text for line items, 3-11
copying, 1-15, 5-33
to invoices, 1-15
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to transaction files, 3-24
editing line items, 10-45
editing totals, 10-45
entering totals, 10-45
function, 10-37
group codes, 3-24
line-item entry, 10-42
run codes, 3-24, 10-37
setting up, 3-19, 3-24
Recurring Entries files
description, 1-11
setting up, 3-24
Recurring Entries List
function, 12-19
sample, 12-19
regular terms, 11-8
report commands, 1-78
Down Arrow, 1-78
End, 1-78
Exit, 1-78
F7,1-78
Home, 1-78
PgDn, 1-78
PgUp, 1-78
Right Arrow, 1-78
Tab, 1-78
Up Arrow, 1-78
Reports
conventions, 1-73
including al information, 1-73
limiting information, 1-73
selecting information for, 1-73
reports
history, 1-8
menu structure, 1-8
openinvoice, 1-8
posting data without printing, 3-13
producing, 1-15
transactions, 1-8
Resource Manager
Data File Conversion function, 2-5, 2-6
Data File Creation function, 2-3
features of, 1-3
Install Applicationsfunction, 2-3, 2-5
Right Arrow
report command, 1-78
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Right Arrow function key, 1-63
right-click
defined, 1-25
RMCDxxx file, 1-12
RMTXxxx file, 1-12
run codes
defining, 1-15
recurring entries, 3-24, 10-37

S
sales
entering invoices, 1-14
Sales Analysis Report
description, 1-16
function, 8-7
requirements, 8-7
saes categories
Detail History Report, 5-14
sales history
for commissions, 10-33
option to keep detail history, 3-11
option to keep summary history, 3-12
viewing, 4-13, 4-17
Sales Journal
description, 1-15
function, 6-9
invoice number, B-1
missing invoice numbers, 6-10
when to print, 6-9
Sales Order
installing, 2-4
Sales Reps
commissions, 3-16, 10-33
function, 10-33
setting up, 3-16
Sadles Repsfile
description, 1-11
setting up, 3-16
setting up commissions, 3-17
Sales Reps List
function, 12-5
sample, 12-5
Sales Tax Information window
Invoices, 5-21
Recurring Entries, 10-47
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Sales Tax Report
description, 1-17
function, 9-3
when to print, 9-3
sample data
changing to, 1-36, 1-41, 1-42
scroll region commands, 1-63
Down Arrow, 1-54, 1-63
End, 1-54, 1-63
Enter, 1-63
F3, 1-54, 1-63
Home, 1-54, 1-63
Ins, 1-54, 1-63
PgDn, 1-54, 1-63
PgUp, 1-54, 1-63
Tab, 1-54
Up Arrow, 1-54, 1-63
Serial Inventory Lookup
function key, 1-62
pull-down menu command, 1-55
Serial Number Entry window, 5-16, 5-17
serialized items, 1-15
Set up application, 1-41
setting up
access codes, 3-27
backup schedule, 3-28
checklist, 3-7
codes, 3-16
customers, 3-19
information to gather, 3-3
initial balances, 3-25
options and interfaces, 3-9
payment methods, 3-18
recurring entries, 3-24
saesreps, 3-16
ship-to addresses, 3-24
tables, 3-14
tax groups, 3-18
Shift+F2, C-1
Shift+F2 menu, 1-67
Comments command, 1-68
Documents command, 1-71
History command, 1-70
Information command, 1-67
Shift-F1 function key, 1-53
Shift-F10 function key, 1-51, 1-64
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Shift-F3 function key, 1-62
Shift-F4 function key, 1-62
Shift-F5 function key, 1-62
Shift-F6 function key, 1-55, 1-62
Shift-F7 function key, 1-55, 1-62
Shift-F8 function key, 1-55, 1-62
Shift-F9 function key, 1-51, 1-64
shipping addresses

groups of customers, 10-40
Shipping Methods

function, 11-9
Shipping Methods file

description, 1-10
Ship-to Addressfile

description, 1-11

setting up, 10-31
Ship-to Address Labels

function, 12-17

sample, 12-17
Ship-to Address List

function, 12-15
Ship-to Addresses

function, 10-31

group codes, 3-24

setting up, 3-24
sorting

alphabetical, 3-5

codesand IDs, 3-4
Start Over

function key, 1-50

pull-down menu command, 1-50

tool button, 1-56
Start-style menu

exiting from, 1-35

features of, 1-33

right-click menu, 1-41, 1-57

sample screen, 1-35
statement code

setting up, 3-19
Statements

applying creditsto oldest itemsfirst, 3-13

description, 1-16

function, 7-21

options

printing on plain paper or forms, 3-13
using forms, 3-13
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printing, 7-21
Summary History
file, 1-14
function, 4-17
item inquiry screen, 4-19
specifying whether to keep, 3-12
viewing period, 4-18
Summary Invoice History
description, 1-17
function, 8-23
summary method
initial balances, 3-25

T
Tab
report command, 1-78
scroll region command, 1-54
Tables
al companies, 3-14
ARGLxxx, 10-51
ARPDxxx, 10-53
assigning to aterminal, 3-15
Defaults, 3-15
deleting or rearranging information, 3-14
DFxxxx, 10-54
DUNXxxx, 10-55
for any situation, 3-15
FORMxxx, 10-56
function, 10-49
individual companies, 3-14
prefix and suffix information, 3-14
printing, 10-59
Quick Entry, 3-15
setting up, 3-14
system selection, 3-15, 3-16
use of, 10-49
TablesList
function, 12-23
sample, 12-23
Tax Audit Report
function, 8-35
Tax Classesfile, 1-12
Tax Groups
file, 1-12
setting up, 3-18, 3-20
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terminal
assigning table to, 3-15
parameter, 1-4
Terms
cash on delivery, 11-8
function, 11-7
miscellaneous credits, 5-8
regular, 11-8
terms codes
definition, 1-7, 10-7, 10-39
miscellaneous credits, 5-8
Terms Codes file
description, 1-10
toggle
between halves of reports, 1-78
tool button
Access Code, 1-36
Application Information, 1-40
Calculator, 1-37, 1-56
change to/from Favorites, 1-37
Copy, 1-56
Delete, 1-56
Help, 1-39, 1-56
Maintenance, 1-56
MS-DOS prompt, 1-40
Online Documentation, 1-56
Paste, 1-56
Pop-Up Calendar, 1-56
PRO/5 Command, 1-40
Start Over, 1-56
Workstation Date, 1-36
toolbar
function screen toolbar, 1-56
graphical menus, 1-39
totals
transactions, 5-20
Totals Information screen, 10-46
Transaction Control file, 1-13
Transaction files, 1-13
Transaction Reports
descriptions, 1-15
filesthat provide information, 1-15
Transactions
after entering miscellaneous credits, 5-23
batches, 3-11
before changing or deleting, 5-4
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current quantities and quantity-break prices window,
5-13

Enter Serial Numbers window, 5-16, 5-17

function, 5-3

invoice numbers, 5-9

lineitems, 5-12

Online Invoice Totals screen, 5-23

Online Invoicing screen, 5-22

options
changing customer’s price level, 3-12
displaying quantities and quantity breaks, 3-12
entering expired credit card as payment, 3-12

partial payments, 5-25

posting, 1-17

printing invoices online, 5-19

relationship with cash receiptsand openinvoices, 1-18

Sales Tax Information window, 5-21

totals information, 5-20

when to enter, 5-3

unapplied credits, 7-12, B-2

balance information, 3-21

Undo

function key, 1-51, 1-64
pull-down menu command, 1-51

unit cost

displaying for line items, 3-12

Up Arrow

inquiry command, 1-61
report command, 1-78
scroll region command, 1-54, 1-63

user’'s manual

conventions, 1-25

Vendor Comments

viewing, 4-9

verification button

Abandon, 1-57
Proceed (OK), 1-57

Verify-exit mode

pull-down menu command, 1-51

Verify-PgDn mode

pull-down menu command, 1-52
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View inquiry command, 1-61
viewing
comments, 1-68
documents, 1-72

W
Workstation date
tool button, 1-36
workstation date
entering in graphical menus, 1-36

Y

year-end maintenance, 1-20
clearing high balances, 9-10
consequences of, 10-17
effects of, 9-8
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