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Overview of Accounts Payable

The Accounts Payable (AP) module gives users a simple and efficient way to

process and pay vendor invoices and to manage vendor information. You

can also use the AP module to look up information quickly, such as a

vendor’s phone number, and to display histories of invoices received and

paid.

The AP module exchanges information with the General Ledger module.

However, invoices entered into AP are not recorded in GL until the

corresponding checks are written unless your AP is setup to use AP Accrual.

With the Accounts Payable module, users can do all of the following:

¢

¢

View vendors by name, site, trade, and category.

View open accounts payable by user, site, property manager, vendor, or
due date.

Display a history of invoices entered in the AP module or checks written
to vendors in the Cash Management or AP module.

Add vendors and modify vendor information.
Enter and modity invoices.

Write, reprint, and void checks.
Authorize checks for invoices (authorized users, only)

Generate reports.

The Accounts Payable module has the following features:

¢

O

MultiSite Systems, LLC

Microsoft Outlook® user interface design, for simplicity and consistency
with other MultiSite modules.

Compatibility with Microsoft Office 97®, 2000, and XP.

Note: A mail merge feature that integrates AP with Microsoft Word®
for creation of letters and mailing labels is currently under construction.

Filters that provide custom views, so that users can see only the
information they need to perform their own jobs.
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¢ Invoice Entry window is designed for minimal mouse usage.

¢ Default descriptions and General Ledger codes, which help speed the
invoice entry process.

¢ Checks can be written individually or in batches on a standard office laser
printer, using inexpensive blank check stock.

¢ Full 1099 support.

¢ Supports both centralized and decentralized processing (data
synchronization enables work to be performed at remote locations and
then “synced” with the server at the central office).

¢ Users at remote sites and traveling property managers can access and
update information.

¢ Unlimited histories of vendor invoices and checks are automatically
maintained in the system.

¢ Unlimited journal items, such as notes, correspondence, phone calls,
meetings, and so forth, can be added and updated for each user.

¢ Word files, Excel® files and image files, such as scanned contracts,
photos, or correspondence can be attached to any journal item (note).

¢ Automatic posting to the General Ledger module (when checks are
written for invoices).

¢ TFast, easy generation of reports that can be viewed, printed, exported to
Excel, or sent as an e-mail attachment from one simple window.

¢ Security levels limit access to sensitive information, as needed.

Logging Into Accounts Payable

» To log into the Accounts Payable module, do the following:

1 On your regular Windows® Desktop, double-click the Remote Desktop
shortcut.

2 The system connects to a remote server via the Internet. Your
Windows Desktop changes to the one associated with the MultiSite
program.
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3 The Windows login window appears.

User Mame: I;'.jb

Current Period: IDEEDUS

Cancel |

4 If it is not already displayed, enter your user name in the User Name text
box.

5 Keep the default Current Period (the current global period for accounts
payable activity).

@ Note: Only users with special administrative rights to the Accounts
Payable module can change the date in the Current Period text box of
this window.

6 Click OK.

The default main screen for Accounts Payable appears, as shown in the
next section, Navigating in Accounts Payable.

Navigating in Accounts Payable

The modules in MultiSite Suite are designed to look like Microsoft
Outlook®, for simplicity and familiarity.

When you first log into Accounts Payable, the following screen automatically
appears:
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Clipboard
button

Search for
Vendor button

Note button

buttons that open other
MultiSite modules

Exit bUtton Eturporate - AP: Dates MDT-Filtered: Division - Corporate:  Filtered for Active Yerdors [_ 5] x]

Fil= Edit Yiew Tools Help '
a DE ZomBenHn Qe

List View Filter All Records

[
Q¢ Online Help

label bar —> button

I Wendor Mame IVID Main Trade " City I State I LastPayablel I‘——- Column
headers
slider bar
“Yendor Motes
Open AF Views

Invoices

Checks

Letters

Reports
status bar '—_’tList “iew Filter Al Records | MUK | CAPS | 06/23/2003 | 9:18 &M

This default screen is already set up to search for and display a list of
vendors. You would see the same screen if you clicked the List View folder
under Vendor Views or clicked the Search for Vendor button on the toolbar
(for more information, see 1 Zewing 1 endors).

Label Bar/Slider Bar Sections

AP is made up of 6 sections—one for each type of activity:

¢ Vendor Views for displaying lists of vendors according to various search
criteria, displaying details about each vendor, printing vendor profiles,
adding vendors, modifying vendor information, and viewing a history of
invoices or checks for each vendor.

¢ Open AP Views for displaying lists of unpaid invoices, according to
various search criteria.

¢ Invoices for entering new invoices, modifying existing invoices, and
auto-authorizing checks for an invoice.
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Toolbar Buttons

MultiSite Systems, LLC

Checks for writing, voiding, and reprinting checks.

Letters is still under construction. When it is finished, it will generate
letters to vendors directly from AP.

Reports for generating, printing, exporting, and/or sending Accounts
Payable reports.

To navigate to one of these 6 areas, click on the corresponding label bar. The

label bar slides to the top, revealing the slider bar area underneath. You click

the different icons in the slider bars to display different sets of records,

perform various activities, or generate different types of reports.

Note: When you first click on a label bar, the other parts of the main
screen remain in their previous view until you click an icon inside the
newly-opened slider bar.

An explanation of each toolbar button is as follows:

¢

Exit closes the AP program and returns you to the remote server
Desktop.

You can also click the Microsoft x button at the top right corner of the
screen or choose Exit from the File menu.

Search for Vendor places your cursor in the text box above the vendor
List View, so that you can search for a vendor by name.

You can also search for a vendor by name by clicking the List View icon
in the Vendor Views slider bar or by choosing Find Vendor from the
Edit menu in the main screen menu bar.

Clipboard copies the name and address of the currently selected vendor
to the Windows Clipboard®, so that you can paste the information into
another softwate program, such as Microsoft Word®.

Note enables you to add a note (journal item) to a vendor’s record.

You can also add a note by displaying a vendor’s record and then
navigating to the blank line in the Vendor Notes section at the bottom of
the view panel.
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¢ Module buttons in the center of the toolbar open the other modules in
the MultiSite Suite.

¢ Online Help opens the online help for the program.

Menu Commands

An explanation of each menu on the menu bar is as follows:

¢ File menu enables you to change the setup of your default printer
options (Printer Setup). You can also use it to print the current screen
that is displayed (Print Screen) or to exit the AP module (Exit).

¢ Edit menu enables you search for a vendor by vendor name (Find
Vendor). For more information, see [zewing 1 endors.

¢ View menu contains various filtering commands that enable you to filter
records that you view in the system, thus shortening the amount of time
that you spend waiting for the system to retrieve unneeded records. For a
specific explanation of each filter command, see the Filtering Records for
Customized Viewing subsection in the topic Iewing 1 endors.

¢ Tools menu enables you to do the following:

< The Preferences command lets you set user preferences, such as the
default current accounting period, the parameters for some of the
record retrieval filters, the location of the printer to which you send
checks, and so forth (see Setting User Preferences).

< 'The Move Vendor command enables you to move information from
one vendor’s record to a duplicate record for that same vendor. This
command is used in conjunction with the Delete Vendor record
(explained below).

< The Delete Vendor command enables you to delete a vendor from
the AP system. You would use this command to delete a duplicate
record for a vendor after moving the vendor’s information from the
duplicate record to the one that you’d like to keep in the system.

<~ Rebuild your system layout files when you are experiencing technical
trouble (see Rebuilding Iayout Files).

5 Note: This is something that customer support may ask you to do if
you are experiencing system difficulties; it is not advisable to choose this
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Shortcut Menu

option on your own.

< The Show Reminders command lets you set and display reminders to
notify you of specific tasks to be done (see Setting Reminders).

< The Notepad and Calculator commands display the Windows
Notepad® and Calculator® (see Displaying the Windows Notepad &
Calcnlator).

¢ Help menu displays the online Help and the version number of the AP

module.

A short-cut menu is available from the vendor list, as well as from any
specific vendor’s detail record. You can right-click on a vendor’s record to
display the menu and select various commands to perform specific tasks or
view or print additional information. For more information, see the Shortcut
Menn Commands section in the ewing 1 endors topic.

Click-level Sorting

MultiSite Systems, LLC

AP supports click-level sorting. This means that if you click on any of the
column headers in a grid of records, all the records will sort according to that
column header. The records sort in ascending order.

For example, if you click the City column header in the List View panel of
vendors below, the records will sort according to City in alphabetical order.
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Status Bar

Navigating in Accounts Payable

= Corporate - AP:  Dates NDT-Filtered:  Division = Corporate:  Filtered for Active Yendors

Selecting Specific Records
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e Edt Wiew Tools Help
# 058 Zooann oBe €
List View Filter All Records
“endor Name WD Main Trade City State LastPayablal column
B | LOWES BUSINESS ACCOUNT | LOWESEUSH  [Hardware ATLANTS GA 08/08/2001 headers
LOWES BLISINESS ACCOUNT | 44757 Miscellaneous | ATLANTA [GA | T1/11/1933
LOW/ES BUSINESS ACCOUNT | LOMWESBUSNT | Hardware CAROL IL OE/1E/2003
LOWES BLISINESS ACCOUNT | 44433 [Miscellanzous | DALLAS | TX | 04/03/2001
LOWES BUSINESS LOWES BUST [ Miscelaneous 04/23/2003
LOWESHOMECENTER | LOWEST | Miscel GREENSEDRD NG| 12/13/2001
LOWES HOME CEMTER, INC. | 44604 Miscelansouz COLUMBLA SC 0E/10./1998
LOWES HOME | LOWES HOM1 | General ' I T2z
LOWES OF ALBEMARLE AN | 44070 Miscelansouz ALBEMAF!LE_ MHC 024111998
LOWES OF I [Miscellneous | CHRISTIENSBU VA | 12/13/2000
LOWES OF DURHAM OCH 44123 Miscelansouz DIRHAM HC 104281998
LOWES OF EASLEY, SCELS | 4111 |Miscelaneous | EASLEY S| A e
LOWES OF ELIZABETH ECH | 44574 Miscelansous ELIZABETH = 114301998 -
“endor Motes
I Type I Datel Subject IAuthor I
Open AP Views * | | | |
Irvoices
Checks
Letters
Feports
Lizt Views Filter &ll Recards MUM | CAFS | DB/23/2003 | 5:22 Abd
The status bar at the bottom of the AP screen always tells you where you are
in the program. Status information often appears at the top of grids of
records, as well.
For example, in the picture above, the type of view is displayed in the status
bar, as well above the record grid.
Many of the records in AP (as well as in other MultiSite modules) display
records in a grid, either in the main screen panel or in a popup window. To
put your focus on a specific record or row, click anywhere in the row. A
small black triangle appears in the selection bar to the left of the record,
indicating which record is selected, as shown below.
version 6 8
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selection bar —» | Yendor Hame WD Main Trade

B | LOWES BUSIMESS ACCOUNT |LOWESBLUSIT | Hardware
LOWES BUSINESS ACCOUNT | 44757 Miscelansouz
LOWES BUSIMESS ACCOUNT | LOWESEUSNT | Hardware
LOWES BUSINESS ACCOUNT | 44493 Mizcellansous
LOWES BUSINESS LOWES BUST | Mizcelaneous
LOWES HOME CENTER: LOwWEST Mizcelansous
LOWES HOME CENTER, IMC. | 44604 Mizcelansouz
LOWES HOME LOWES HOMT | General

Navigating in Records

You can move your focus from one text box or cell in a record to another by
clicking with your mouse or pressing the Tab key on your keyboard. On

some panels and windows, you can also press the Enter key on your
keyboard.

You can move from one row in a grid to another by clicking with your
mouse or pressing the up or down arrow keys on your keyboard.

You can also resize columns in grids by placing your cursor between two
column headers and dragging your mouse pointer to the left or right. To save
the new column size, so that the system displays it whenever you re-open the
grid, click anywhere inside the grid after resizing it.

Navigation Workflow

Typically, after you log into Accounts Payable, you click the label bar of the
section you want to use, first. Then you click the icon in the corresponding

slider bar and continue working in the panels that appear in the main screen
or in popup windows that appear.

Specific instructions for each procedure are included in this manual.

Logging Out of Accounts Payable

To log out of AP, simply click the exit button on the main screen toolbar.
You return to the remote server Desktop.

To log out of the remote server, click the Start button on the Windows
Taskbar and choose Log off [Your Username].
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Viewing Vendors

In AP, you can display vendor information quickly and easily from the
Vendor Views slider bar. This slider bar contains icons that enable you to
look up vendors by the following search criteria:

¢ Name

¢ Category
¢ Site

¢ Trade

When you search by name, the system displays a list of vendors containing a
brief overview of important information and payments made (List View).
From this list, you can navigate easily to the detailed record of any vendor by
double-clicking on it or by right-clicking and selecting Vendor 2 Column
View from the shortcut menu.

When you search by category, site, or trade, the system automatically displays
the detailed record of the vendor (2-column view).

Specific instructions for each search criteria follow below.

= Tips:
¢ If a vendor calls, the fastest way to find them is to use the List View
(see Searching by Name directly below). Right-click on the vendor’s
record and choose AP History or Pay History from the shortcut
menu (or press Ctrl+H or Ctrl+P, respectively). This is the fastest
way to display a vendor’s invoices or checks.

¢ You can shorten the list of vendors or vendor details that the system
displays by using the various filtering options on the View menu in
the main screen menu bar. In this way, you can avoid lengthy data
retrieval times and locate records more efficiently. For instructions,
see the Filtering Records for Customized 1 iewing section in this topic.

MultiSite Systems, LLC version 6 10
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Searching by Name

» To search for a vendor by name, do the following:

1 If the Vendor Views label bar isn’t already open, click on it to display the
various viewing options.

2 In the Vendor Views slider bar, click the List View folder icon.
The List View panel appears, as shown below.

= Tip: When you first log into AP, the List View panel appears
automatically by default. You can also open the List View by clicking on
the Search for Vendor button (binocular button) on the main screen
toolbar or by pressing the shortcut key combination Ctrl+L on your
keyboard.

Eturpurate - AP: Dates NOT-Filtered: Division = Corporate: Filtered for Active ¥endors

a ol= ZEmoon oo el

List View Filter All Records

File Edit Wew Tools Help

I endor Name IVID ain Trade " City I State I Lale'ayabIe[I

“Yendor Motes
Open AF Views
Invoices
Checks
Letters
Feports
| List Wiew Filter All Records | MU | CAFS | 06/23/2003 | 9:18 &M

3 In the text box at the top of the panel, enter the first few letters of the
vendor’s name.

4 Press the Enter key on your keyboard.

A list of vendors with names that match the letters you entered appears
in the panel.

MultiSite Systems, LLC version 6 11



MultiSite Suite: Accounts Payable Module Viewing Vendors

Eturpurate - AP: Dates NOT-Filtered: Division = Corporate:  Filtered for Active ¥endors
File Edit Wiew Tools Help

# pE Zenpan on €

List View Filter All Records

YYendor Hame YD | Main Trade
LDW’ES EUSINESS AEEUUNT LUWESBUSI'I ‘Haldware

LastF‘a_l,labIe[I =
UE.-"UB;"ZUU'I

LOWESBUSHIT | Hardware

LOWES BUST | Miscellaneous

1LAE
: uaxzaxzutu
i EWEST [Wisoglensos™ GINE T2
|| LDW’ES HEIME EENTEH INE 44504 Mizcellaneous EULUMBIA SC 061047 998
|| LDW’ES EIF ALBFMAHLE AMN MU'IEI izcellaneous ALEEMARLE [ 03/11/19928
|| 44123 izcellaneous DURHAM ] 10428419928
LDW’ES EIF EL\ZABETH EEN 44514 Mizcellaneous ELIZABETH [ 11430479928 -
“endor Motes
I Type | Dalal Subject | Authar I
Open AF Views * ‘ | | |
Invoices
Checks
Letters
Reports

[ List i Fiter AllRecords \ [ W[ cars [os/zav2003 [3:22 ant

5 Use the scroll bar or the down arrow key on your keyboard to navigate
down the list until you find the vendor you want.

6 Do one of the following:

¢ Double-click on the vendor name.

¢ Select the vendor name, then right-click and choose Vendor 2
Column View from the shortcut menu that appears.

The vendor information appears in the standard 2-column view, as
shown below.
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Viewing Vendors

Etorporate - AP: Dates NOT-Filtered: Division = Corporate: Filtered for Active Yendors

Fil= Edit Yew Tools Help

s o= Zanpnoon el

Custom View Fields for LOWES HOME CENTER

Figld M ame Field Walue

| [ “hot Lpdatable® LOWEST

Y Mame LOWES HOME CEMTER

Contact

E Strest 1703 50UTH FORTY DRIVE

| | B Strest 2

E City GREEMSECORO %

E State NC

EZip 27407

Fiemit Street SGM 0404

Remit Strest 2 1703 SOUTH FORTY DRIVE

Fiemit City GREENSEORD

Femi State NC

Remit Zip 27407

Phaone

P | Insurance Cart Regd False]
Insurance Cert Expire. 12:00:00 &M
Fequie10939 Falze
Open AP Views

Invaices “endor Motes for LOWES HOME CENTER
Checks I1ope | Date | Subject [auther |
Letters *] | | | |
Reports

[ | £ | 08r23/2008 | 322 am

Lizt Yiew Filter Al Records ‘ LOWES HOME CENTER

Searching by Category

MultiSite Systems, LLC

When vendors are added to the system, they can be assigned to one or more
categoties (see Authorizing a 1 endor

Keeping np with unique vendors is always troublesome with most companies.
Eventually, duplicate vendors get setup as new vendors. Usually duplicate
vendors become noticeable when 1099’s are printed. MultiSite has an

optional method of controlling the creation of new vendors. In essence here

is how the new vendors are controlled.

e Any non-Read-Only user can add new vendors.
e By default, all Vendors will be saved as “Un-Authorized”.

e The “Un-Authorized” status does not hinder users from entering

invoices using the new un-authorized vendor.

O When the invoice prints out large “NOT AUTHORIZED”

prints on the invoice.

O The new vendor stays in the un-authorized status until an
administrator authorizes the new vendor.
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O During the automated check writing in the Check Wizard the
un-authorized vendor outstanding invoices will be paid. The
top voucher portion of the check will have a bold caption
“NOT AUTHORIZED?”. This is a last minute effort to put
emphasis on an un-authorized vendor. The top voucher
portion can be torn off and the check mailed to the vendor.
Later, the vendor can be authorized or moved to another
existing vendor.

e “Un-Authorized” vendors can be viewed in the AP module by
clicking the icon “UnAuthorized” located in the “Views” group
sidebar. The main grid will be filled with a list of all vendors with the
un-authorized status.

e Admin users can authorize vendors by clicking on the checkbox in
the unauthorized view.

e The procedure to authorize vendors is:

o

Adding & Editing Vendor Categories) to help users find the vendor by
categoty.

&

Note: It is not a system requirement to assign a category to a vendor.
Therefore, if you search for a vendor by category and do not see him in
the list, it does 7o mean that his record is not in the system. You might
tind the vendor by searching by name, trade or some other method.

»To search for a vendor by category, do the following:

MultiSite Systems, LLC

1

If the Vendor Views label bar isn’t already open, click on it to display the
various viewing options.

In the Vendor Views slider bar, click the Category folder icon.

A list of categories appears in the center part of the screen.
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Eturpurate - AP:  Dates NOT-Filtered: Division = Corporate:  Filtered for Active Yendors
File Edit ‘iew Tools Help

w 5 FAoBEH o

Individual

|

-+ Contractor
- Do Mot Use
- Exteriorg
B8 Print Profi &3
i ABERDEEN CARPETETEXT
[ dar " Fex Barbeque
- Inkeriors
Landscaping
- Legal
-+ Mail Order
- Municipality
- Other
- Painter
- Retail Store
- Roofer
- SubContractor ;I—I —’I
Supplier “endaor Motes
- wholesale I Type I Dalel Subject
: E3| |
Open &P Views
Irwvoices
Checks
Letters
Repoits | | _’I 4 | | i
| Category Fiter 41 Fiecards el [rum | £ | 08r23/2003 324 M

3 Click on a category to display the expander button (plus sign) to the left
of the category name. Then click on the expander button to display the
corresponding vendors, underneath.

4  Click on the name of the vendor whose record you want to display.

The vendor’s details appear in the 2-column view panel, as shown.

Eturpurate - AP:  Dates NOT-Filtered: Division = Corporate:  Filtered for Active Yendors

Fil= Edit Yew Tools Help

s pE ZeopoE on €

Custom View Fields for A. B. HAIR CARPETS INC

EJ Cantractor = | Field Name: Field/ alue
ABLE SEVWER & DRAIN C » |VI D *Not Updatable® 00874
- Brent (DUMMY) & Associ YMame 4 B HAIR CAAPETS INC ]
“ HOWBAD COMSTRUCTI Contact
DoMatUse B Shiest P O BOX 567
[ Exteriors B Street 2
B Individual B City. MORLINA
- ABERDEEN CARPET&TE [ | E State ME
- Rex Barbeque BZip. 2753
E- Interiors
] F 0 BOX 66T
A4 MORLIMA
- AFFORDABLE CARPET W |
- Landscaping 27hE3
Legal AES ARE T _E
- Mail Order L
- Municipality “Yendor Motes for & B. HAIR CARPETS INC
- Other [ Tupe | Date] Subject
- Painter *
Open AP Views FRietail Stare =) | |
Irvoices - Rooter
Checks - SubContractar b
Letters - Supplier -
Feports 1 | | _’I_I 1 I I _'I
Eategom Flt=tAE Recois [ B. HAIR CARPETS INC [0 £ [08r23,2003 [ 905 am
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Searching by Site

Different vendors are used to purchase products and services for different
sites. If you know the site associated with a vendor, you can look up the
vendor by site name by following the instructions below.

»To search for a vendor by site, do the following:

1 If the Vendor Views label bar isn’t already open, click on it to display the
various viewing options.

2 In the Vendor Views slider bat, click the Sites folder icon.

A list of sites appears in the center part of the screen.

Filtered for Active Yendors

Division = Multi-Family:
s Enea®n an €
L

Custom View Fields for A _E TELEVISION NETWORK

Dates NOT-Filtered:

—] 3 <
== Multi-Family - AP:

File Edit Wiew Tools Help

L]

MultiSite Systems, LLC

- &% T HOMES (269) - Field Nams Fisld Y alue
- ALDERSGATE [2) B 10 Mot Updatable® [IEE]
£~ ALDERSGATE Il [3] W Name & & E TELEWISION NETwORK,
o 4COM [MC Caontact
O Shreet PO BO 18619
- B Street 2
B it - ALAN PRESTOM PIAMD ¢ B iy NEWARE,
- ALDERSGATE | L |8 Stae ]
B AP H - ALDERSGATE || SEC.DE BZp 071918619 i
- ALTA FICKLING Femit Strest FIRST UMION NATIONAL BANK
- AMERICAN SIGNS BY TC Femit Strest 2 PO BOX 18619
-~ AMERICAN SOCIETY OM Femit City NEWARE
- AMERICAN TILE WORKS Femit State H
ANGIE LILLY Femit Zip 0719186139

- AOUA COOL T
- ASHEBORO PLBG & HTG —Ij

-+ BB&T C/0 CIF COMFIR: “endor Motes for s E TELEVISION NETWORK
-+ BELLSOUTH [ 70807) | Type I Dalel Subject

- BLUE BIRD-DIAMOND T# E3l | |

- BOMITZ FLODRING GRO
-+ BRAD'S GOLF CARS
Checks < Brent [DUMMY] & Aszoci:

Letters - BROWNING FERRIS IND -
Reports 4] | 3 'l I _'I

|Sites Filter All Becords ‘A LE TELEVISION METWORK. | MUK | CAPS | 0B/Z3/2003 | 5:27 AM

Open 4F Views
Invoices

Click on a site to display the expander button (plus sign) to the left of the
site name. Then click on the expander button to display the
corresponding vendors, underneath.

Click on the name of the vendor whose record you want to display.

The vendor’s details appear in the 2-column view panel, as shown above.
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Searching by Trade

When vendors are added to the system, their trade is identified in their
record. Therefore, you can search for a vendor by type of trade.

» To search for a vendor by type of trade, do the following:

1 If the Vendor Views label bar isn’t already open, click on it to display the
various viewing options.

2 In the Vendor Views slider bat, click the Trades folder icon.

A list of trade types appears in the center part of the screen.

EMultifFamily - AP: Dates NOT-Filtered: Division = Multi-Family:  Filtered for Active ¥Yendors

Fil= Edit Yiew Tools Help

# pE FEoBan an €l

Bl Custom View Fields for A. B. HAIR CARPETS INC

Appliances - Field Mame Field Value
o Bltorney ¥ || D Mot Updatable® 00a74
Caretaker 4 Mame A B. HAIR CARPETS INC
[+ Carpets Caontact
& B Street F O BOX G567
- . H: PETS INC B Sheet 2
- AA4 CARPET & UPHOLS B City NORLINA
-~ ABERDEEM CARPETETE | | B State ML
-~ ABSOLUTE CARPET CLE BZip 27563
- AFFORDAELE CARPET C Femit Street
- ALBEMARLE CARFET Dt Fiemit Sireet 2 F O BO% 567
- ALL CLEAN Rermit City MNORLINS
ALLEN LYNTHACUM Femit State HC
- ALLEMS CUSTOM FLOOE Remit Zip 27563

AMERICAS CARPET CAF I T-—- AT AEE 2307 = '!
- ANDERSON FLOORS L

< ANDY HOLMAN STEAML “endor Motes for 4. B. HAIR CARPETS INC
- ANDY'S CARPET CLEAN [Tore I Date] Subject
. -+ ARMENTROUT'S CARPE B3| | |
Open AP Views -+ BEST KEPT CARPET INC

Ivoices - BEST WY CARPET & UI

Checks ~+ BILLHEGE CARPETS, IM

Letters - BILL SPENCER'S C&RPE - %

Reports 1] | _»l_l LI_I _;I

|Trades Filter &1l Records ‘A B. HA&IR CARPETS INC MUM | CAFS | D6/23/2003 | 3:28 AM

3 Click on a trade to display the expander button (plus sign) to the left of
the trade name. Then click on the expander button to display the
corresponding vendors, underneath.

4  Click on the name of the vendor whose record you want to display.

The vendor’s details appear in the 2-column view panel, as shown above.
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Filtering Records for Customized Viewing

You can filter the records that the system displays when you view vendor
records (including a vendor’s AP history and pay history). In this way, you
can shorten the amount of time that you spend waiting for the system to
retrieve unneeded records, and you can scroll through records more
efficiently.

To filter views, you choose the filtering commands on the View menu in the
main screen menu bar.

5 Note: If you are already viewing vendors and then you select or deselect

MultiSite Systems, LLC

a filter option from the View menu, you must refresh the screen to see
the results. You can do this by re-selecting the vendor, AP history, or
pay history.

The procedures for each type of filter are as follows:

Filter Date Range (for AP History and Pay History)

Over time, a large number of records are added to a vendor’s AP history and
pay history.

To shorten the list of vendor records that appear in either history, choose
Filter Date Range from the View menu, to limit the records that the system
retrieves by date range.

The default date range for filtering the AP history and pay history is set by
the system administrator. To change the date range, specify a different one in
the Preferences window (for instructions, see Sezing User Preferences).

For instructions on viewing the AP and pay history, see [Zewing the AP
History and 1 iewing the Pay History.

Custom View for Vendor Detail Records (2-column View)

You can limit the specific information that you see when you view the
detailed records of vendors (the standard 2-column view).

To do this, use the Custom View tab in the Preferences window to select the
specific fields that you want to view (for instructions, see Setting User
Preferences). Then, choose Custom View from the View menu.
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Filter Division

Note: Only users with system administrator access privileges can filter
vendor records by company division.

To filter vendor records according to the company division that handles the
vendors’ accounts, choose Filter Division from the View menu. The system
filters the vendor records by the division that is selected in the Preferences
window (for instructions on how to select the division, see Setting User
Preferences).

Voided Invoices

If you want to display only voided invoices in the AP history or pay history,
choose Voided Invoices from the View menu.

For instructions on viewing the AP and pay history, see [Zewing the AP
History and 1 iewing the Pay History.

Filter Vendor Status

When viewing vendor records, you can filter them by status (active vendors,
inactive vendors, or both active and inactive vendors). To filter vendors by
status, choose Filter Vendors from the View menu. Then, from the sub-
menu, choose All Vendors, Active Vendors, or Inactive Vendots.

For instructions on deactivating vendors, see Deactivating a 1 endor.

Shortcut Menu Commands

MultiSite Systems, LLC

A short-cut menu is available from the vendor list (List View), as well as
from any specific vendor’s detail record. When you right-click on a vendor in
List View or on a row in a vendor’s detail record (standard 2-column view),
the short-cut menu commands are displayed, and you can select them to
perform specific tasks or view additional information. The choices are:

¢ Print All Rows: prints all the rows in the current view.

¢ Print Selected Rows: prints all the rows that you have selected in the
current view (you can select multiple rows by holding down your Shift or
Ctrl key and then clicking the rows with your mouse).
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¢

Adding, Modifying, & Deleting Vendor Notes

Export All to CSV file: exports all the rows in the current view to a .csv
file.

Export Selected to CSV File: exports all the rows that you have
selected in the current view to a .csv file (you can select multiple rows by
holding down your Shift or Ctrl key and then clicking the rows with your
mouse).

AP History: displays a history of the invoices that have been entered
into the system for a specific vendor. For more information, see zewing
the AP History.

New Invoice: opens a blank on-screen invoice, so that you can create a
new invoice for the selected vendor. For more information, see Entering
Invoices.

Pay History: displays the history of checks written for vendors from the
AP module or the Cash Management module. For more information, see
Viewing the Pay History.

Print Profile: prints a vendor profile for the selected vendor.
Vendor 2 Column View: displays the details for the selected vendor.
List View: displays the list of vendors.

De-Activate Vendor: deactivates the selected vendor.

Instructions for managing vendor information are provided in the topics that

follow.

Adding, Modifying, & Deleting Vendor Notes
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A Vendor Notes section appears at the bottom of various vendor Views in

the AP system. It enables you to view, add, modify, deactivate, or delete

notes about a vendot.

Tip: No matter which View you are in when you add or modify vendor
notes, the additions and changes you make appear in all the other Views
where the Vendor Notes section is displayed.
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Adding Vendor Notes

» To add a note a vendor, do the following:

1

=

Search for the vendor by using one of the methods in the 1ewing 1V endors
section and select his record or display the detailed 2-column view.

Do one of the following:

¢ Click inside the first empty row in the Vendor Notes section.
¢ C(lick the Note button on the main screen toolbar.

A message box appears, asking if you want to add a note.
Click Yes in the message box.

The Note window appears.

HE Note for BellsouthTest | _ (O] x]
File Insert
Mote Tupe: Diirections LI Date W
Subject | Author: [iob
= : vty
Mate: —Linked Fils

—Embeded File——

Save | Lancel Fririt |

Mld ld\ddrec?; >|b||

Tip: You can also add a note by displaying a note that already exists and
clicking the Add button in the Note window. For more information, see
the Modifying, Deactivating, or Deleting 1 endor Notes subsection below.

4 From the Note Type drop-down list, select the type of note you are

5
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entering,.

In the Subject text box, enter a description for the note.
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10

1

If you want to attach a file to the note (e.g., a scanned document), click
the F button to the right of the File Attachment text box and use the
standard browse window to locate and select the file. Then click OK.

Skip over the File Embed Name text box; the File Embed feature is not
operational at this time.

In the Note text box, enter the note you want to add for the selected
vendor.

Click the Save button.
If you want to print the note, click the Print button.

To exit the Note window, click the Close button or the x in the top right
corner of the window.

You return to the main screen.

Modifying, Deactivating, or Deleting Vendor Notes

» To modify, deactivate, or delete an existing note, do the following:

1
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Search for the vendor by using one of the methods in the 1ewing 1V endors
section and select his record or display the detailed 2-column view.

In the Vendor Notes section, double-click on the note you want to
change or delete.

The note appears in the Note window.
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3

=

=

Adding, Modifying, & Deleting Vendor Notes

HE Note for BellsouthTest Hi=l B
File Insert

Mote Type: |Mote =] Date  [05/23/2003
Subject |Remit to info Authar: [iob

File Attachment F :

File Embed Name i fettiEly

Maote: —Linked File

Kr Smith mentioned to mail all checks ta his attention.

- Embeded File——
Add | Edt Delete Befiesh | Close | N

4 I 4 l\-‘iew record M

To modify the note, do the following:

a) Click the Edit button.
b) Make changes in the drop-down lists and/or text boxes.

Tip: When you click the Edit button, the buttons at the bottom of the
window change to Save and Cancel. If you make a mistake while
modifying a note, you can click the Cancel button and then the Refresh
button, which restores the information that appeared when you first
opened the note.

¢) To attach a file to the note, click the F button to the right of the File
Attachment text box and use the standard browse window to locate
and select the file; then click OK.

d) To remove an attachment from the note, click on the file name in the
File Attachment text box and press the Delete key on your keyboard.

Tip: To view an attachment, double-click directly on the name of the
attached file.

e) Click the Save button to save the changes you made.

To de-activate the note, click inside the Active Entry check box to clear
it.

Tip: When you deactivate a note, it is not deleted from the system, but
it disappears from the Notes section of the selected vendor. You can
reactivate it at any time by repeating steps 1 - 3a and then selecting the
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check box again.

To delete the entire note, do the following:

a) Click the Delete button.

A confirmation message appears.

b) Click Yes in the message box.

The Note window closes and you return to the main screen.

6 Note: To see the deletion in the list of notes for the vendor, it is

necessary to refresh the screen, first. You can do this by selecting
another vendor and then re-selecting the vendor whose note you

deleted.

To navigate to another note in the list of notes for the vendor without
leaving the Note window, use the first, previous, next, and last buttons at
the bottom of the window.

If you want to print a note, navigate to it and then click the Print button.

If you want to add a new note for the vendor at this point, click the Add
button and follow steps 4 - 9 in the Adding 1 endor Notes section of this
topic (above).

To exit the Note window, click the Close button or the x in the top right
corner of the window.

You return to the main screen.

Modifying Vendor Details

O
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Notes:

¢ When editing vendor details, it is important to edit appropriate
tields, only. If you have any doubt or question about changing a
vendor detail, contact technical support.

¢ Whenever a detail is edited, the system notes the person who edited
vendor details, as well as the date and time.
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» To modify any of the details in a vendot’s record, do the following:

1 Search for the vendor by using one of the methods in the IZewing 1 endors
section and display the 2-column view of his record.

2 In the vendor’s record, double-click on the value that you want to
change.

The Editing window appears.

. Editing B City Field

Eisting BCity Value DALLAS %

Mew BCitp Value

Data Field Type = Character'

0k Browse Cancel

The current value appears in the Existing text box, at the top. This text
box is for reference purposes, only.

3 Do one of the following:

¢ In the New text box, enter the new value, manually.

¢ Click the Browse button to display all the possible values; they appear
in the larger blank text box in the lower left part of the window.
Then, select the one you want to enter by clicking on it.

4 Click OK.

The information is changed, and you return to the main screen.

Printing Vendor Profiles

You can print a vendor profile quickly and easily in AP.

» To print a vendor profile, do the following:

1 Select the vendor for whom you want print a profile. For instructions,
see VViewing Vendors.
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=

Tip: You can either select the vendor in the List View or open the
vendor’s detail record (2-column view).

2 Do one of the following:

¢ In the Vendor Views slider bar, click the Print Profile folder icon.

¢ Right-click on the selected vendot’s record. From the shortcut menu
that appears, choose Print Profile.

The profile appears in the Reports window.

g

X | |1| 4 | 1of1 3 | }:l I| = %l@ |1DDZ 'l Tatak1 100% 1af1

Harris Brown Mgt Vendor Profile 08723121
Vendor Name: A B.HAIR CARPETS INC ViD# 00874

Contact: Remit Address:

Address: F O BOX 567 F O BOX 667

MORLINA, MG 2758
MORLIMA, MC - 27563 —

Phone: 262-456-3307 Fax: 262-456-4395
Mobile Phone: Pager:
Require 1099: Falze Credit Limit:
Insurance Cert Reqd: False Credit Balance:
Insurance Cert Expire: Supplier Acct Number:
Standard Terms: Metl Utility Vendor: False
Status: Division: M uli-Family
Main Trade: Carpets Last Payable Date: 061152003
Message:

Site Links

S 33 R e Ainart Hamo | _lll
»

3 Click the Print button on the Reports window toolbar to send the profile

Adding a Vendor

to the printer.

To exit the Reports window, click the x button on the toolbar or in the
top right corner of the window.

You return to the main screen.

You can add a vendor to AP directly from the Vendor Views slider bar. The
instructions are as follows:

MultiSite Systems, LLC
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» To add a vendot, do the following:

1
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Adding a Vendor

If the Vendor Views label bar isn’t already open, click on it to display the

various viewing options.

In the Vendor Views slider bar, click the Add Vendor folder icon.

The Add New Vendor window appears.

. Add New Yendor

File

i~ Mew Vendor

Yendor Code: |

AllVendor Fields

Field

Walug

Phone (MarLen=13]

tobile Phone [Maxlen=13]

Wendar M ame: |

b ain Divigion: IMuIti-Famin >
Main Trade: 57

Fax [MarLen=13]

Fager [Maxlen=13)

Fiequire 109 9 [T/F]

E

Insurance Cert Reqd [TAF)

&

Irsurance Cert Expirs [Date)

1/1/2533

Cieated [Date]

06/23/2003

Standard Terms (MaxLen=3C

Statuz [MasLen=20]

Credit Limit [nurber)

Credit Balance [number]

=1

Supplier acct Mumber [Maxl

Save

Close |

Utility “endar [T AF]

E

=

Diivigion [Maxlen=20]

Last Papable D ate [[iate]

1/1/2599

Message [MaxLen=50]

Main Trade [MasLen=30]

Lol TR

Click the button to the right of the Vendor Code text box.

The Suggest VID window appears.

Suggest ¥ID

E niter Yendor Mame;

Cancel |

Enter the full name of the vendor in the text box.

Click OK.

The system creates a unique vendor code for the vendor and places it in
the Vendor code text box of the Add New Vendor window. The system
also places the name you entered in step 4 in the Vendor Name text box.

From the Main Division drop-down list, select the division in which the

vendor will be used.
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7

10

1

From the Main Trade drop-down list, select the type of trade in which
the vendor’s goods or services is normally classified. For example, if you
are adding an electric company, select Ultilities.

The system places the information that you entered and selected in the
corresponding Value cells of the All Vendor Fields list on the right side
of the window.

Enter as much information as you can about the vendor in the remaining
Value cells of the All Vendor Fields list. To do this, simply click on the
corresponding empty cell and enter the information.

Notes: There are two types of addresses in the All Vendor Fields list:
the business address (B Street, City, State, and ZIP code) and the remit
to address (Remit Street, City, State, and ZIP code). Even if these are
identical, it is necessary to complete all the cells for both types of
addresses.

Click the Save button.

The vendor is added to the system. The text boxes in the Add New
Vendor become blank, so that you can add another vendor.

If you want to add another vendor at this point, repeat steps 3 - 9.
Otherwise, skip to the next step.

When you are finished adding vendors, click the Close button in the Add
New Vendor window.

You return to the main screen. The vendor appears when you search for
a vendor (see VZewing Vendors).

Tip: After you add a vendor, you might want to
assign categories to it so that you can look up the
vendor by using the Category search feature. For
instructions, see Authorizing a 1'endor

Keeping up with unique vendors is always troublesome with most
companies. Eventually, duplicate vendors get setup as new vendors.
Usually duplicate vendors become noticeable when 1099’s are printed.
MultiSite has an optional method of controlling the creation of new
vendors. In essence here is how the new vendors are controlled.

e Any non-Read-Only user can add new
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vendors.

By default, all Vendors will be saved as
“Un-Authorized”.

The “Un-Authorized” status does not
hinder users from entering invoices using
the new un-authorized vendor.

O When the invoice prints out large
“NOT AUTHORIZED” prints

on the invoice.

O The new vendor stays in the un-
authorized status until an
administrator authorizes the new
vendor.

O During the automated check
writing in the Check Wizard the
un-authorized vendor
outstanding invoices will be paid.
The top voucher portion of the
check will have a bold caption
“NOT AUTHORIZED”. This
is a last minute effort to put
emphasis on an un-authorized
vendor. The top voucher
portion can be torn off and the
check mailed to the vendor.
Later, the vendor can be
authorized or moved to another
existing vendor.

“Un-Authorized” vendors can be viewed
in the AP module by clicking the icon
“UnAuthorized” located in the “Views”
group sidebar. The main grid will be
filled with a list of all vendors with the
un-authorized status.

Admin users can authorize vendors by
clicking on the checkbox in the
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unauthorized view.
e The procedure to authorize vendors is:
o)

Adding & Editing Vendor Categories below. For instructions on
searching by category, see the Searching by Category section in the topic
Viewing Vendors.

Authorizing a Vendor

Keeping up with unique vendors is always troublesome with most
companies. Eventually, duplicate vendors get setup as new vendors. Usually
duplicate vendors become noticeable when 1099’s are printed. MultiSite has
an optional method of controlling the creation of new vendors. In essence
here is how the new vendors are controlled.

e Any non-Read-Only user can add new vendors.
e By default, all Vendors will be saved as “Un-Authorized”.

e The “Un-Authorized” status does not hinder users from entering
invoices using the new un-authorized vendor.

O When the invoice prints out large “NOT AUTHORIZED”
prints on the invoice.

O The new vendor stays in the un-authorized status until an
administrator authorizes the new vendor.

O During the automated check writing in the Check Wizard the
un-authorized vendor outstanding invoices will be paid. The
top voucher portion of the check will have a bold caption
“NOT AUTHORIZED?”. This is a last minute effort to put
emphasis on an un-authorized vendor. The top voucher
portion can be torn off and the check mailed to the vendor.
Later, the vendor can be authorized or moved to another
existing vendor.

e “Un-Authorized” vendors can be viewed in the AP module by
clicking the icon “UnAuthorized” located in the “Views” group
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sidebar. The main grid will be filled with a list of all vendors with the
un-authorized status.

e Admin users can authorize vendors by clicking on the checkbox in
the unauthorized view.

e The procedure to authorize vendors is:

o

Adding & Editing Vendor Categories

After you add a vendor to AP, you can assign categories to the vendor by
using the instructions below. You can also use this procedure to change a
vendor’s categories at any time.

» To add or edit vendor categories, do the following:

1 Select the vendor for whom you want to add or edit categories. For
instructions, see [ zewing 1 endors.

2 In the Vendor Views slider bar, click the Edit Vendor Categories folder

icon.

The Vendor Category Linking window appears.

— Selected Wendor for Category Linking
Eell5 outhT est
123 Main Street
Suite 1
Greensboro, NC 27407
Bill Smith
All Categories Thiz Wendor Categories
Contractor Contractor
Do Mot Usze il Other
Exteriors
Individual Remave |
Interiars
Landscaping
Legal
Mail Order Save
Municipality
Other
Paititer Elosz |
Retail Store
Roofer
SubContractor
Supplier
Wholesale
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In the All Categories list, select a category that you want to assign to the
vendor; then click the Add button. Repeat this for each category you
want to assign.

Tip: After you assign a category, you will be able to look up the vendor
by that category, using the Category icon in the Vendor Views slider bar
(see Viewing VVendors).

The category appears in the This Vendor Categories list on the right side
of the window.

INOTE: Review Team: This window was going to be changed so that the

Add and Remove buttons work; if this change is not going to take place

let me know and I’ll change the instructions, so that the users will simply

single-click on a category to move it to the This Vendor Categories list.]

If you want to remove a category assigned to a vendor, select it in the
This Vendor Categories list and click the Remove button. Repeat this for
each category you want to remove.

Click the Save button.

To exit the Vendor Category Linking window, click the Close button or
the x in the upper right corner of the window.

You return to the main screen.

Deactivating a Vendor

If you are not going to use a vendor anymore, you can deactivate the

vendor’s record. After you deactivate a vendor, his record no longer appears

when you conduct a vendor search. This helps limit the number of vendor

records, thus shortening the amount of time you spend waiting for the

system to retrieve records and enabling you to find records more efficiently.

» To deactivate a vendot, do the following:

MultiSite Systems, LLC

1

Select the vendor you want to deactivate. For instructions, see Zewing
Vendors.

Right click on the vendor’s record and choose De-Activate Vendor from
the shortcut menu that appears.
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INOTE: Review Team: This menu command needs to change to Change

Vendor Status or, after it is selected, it needs to change to “Re-Activate

Vendot” et me know if this chanee is made, and I’ll change the

instructions, accordingly.]

A message box appears, indicating that the vendor status has been
reversed.

3 Click OK in the message box.

If you open the detailed record (2-column view) of the vendor’s record,
the word “False” appears as the value in the Active field, indicating that
the vendor is no longer active.

5 Note: If you are already in the detailed 2-column view when you
perform step 2, it is necessary to refresh the view to see “False” in the
Active field. You can do this by selecting another vendor and then
returning to the 2-column view of the one you selected in step 1.

I = Tip: To change a vendor’s status back to Active, repeat the steps in this
procedure. The value in the Active field changes to “True.”

Moving a Vendor

If you enter duplicate records for a vendor and you want to consolidate the
records into one vendor record, you can move the data from the extraneous
record to the main one and then delete the one that you no longer need.

» To move data from one vendor record to another, do the following:
1 From the Tools menu, choose Move Vendor.

The Move Vendor Transactions window appears.
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. Move Yendor Transactions to New ¥endor [_ o] x]
File
FROM VEMDOR: !Enter_lirst_faw_letters_of_Vendor_N ame...and_press EMTER...
|Vend0r Marmne |VID Address l City I State l LastPayati
[
TOVENDOR: !Enter_lirst_few_letters_of_Vendor_Name...and_press_ENTEF!...
| ‘Yendor Name |VID ! Addrass l City I State l LastPayati

ACTION SUMMARY:

Cloze | G |

2 In the From Vendor text box, enter the first few letters of the vendot’s
name, as it appears in the record that you want to remove from the
system (i.e., the record from which you want to move transactions).

A list of corresponding names appears beneath the text box.
3 From the list, select the vendor whose transactions you want to move.

4 In the To Vendor text box, enter the first few letters of the vendor’s
name, as it appears in the record that you want to keep in the system (i.e.,
the record to which you want to move transactions).

A list of corresponding names appears beneath the text box.
5 From the list, select the vendor whose record you want to keep.
6 Click the Go button.
7 To exit the window, click the Close button.

You return to the main screen.

= Tip: After you are finished moving the data, you should delete the
extraneous record from which you moved the data. For instructions, see
Deleting a V'endor below.
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Deleting a Vendor

If you enter duplicate records for a vendor, you can consolidate the records
into one vendor. Then you can delete the extraneous record by following the
instructions in this topic.

Note: Before you delete a vendor, be sure that you have moved all his
transactions to the duplicate vendor record that you want to keep in the
system. For instructions, see Moving a 1Vendor above

» To delete a vendor record, do the following:
1 From the Tools menu, choose Delete Vendot.

The Delete Vendor window appears.

. Delete ¥endor Form =l
File

FROM VEHDOR: lEnterjirserﬁlettersfofﬁ\u"endULN ame...and_press EMTER..

IVendnr Mame I WD IAddress I City State I LastPa_uatI

ACTION SUMMARY:

i
Close i

2 In the From Vendor text box, enter the first few letters of the vendot’s
name, as it appears in the record that you want to delete.

A list of corresponding names appears beneath the text box.
3 From the list, select the vendor whose record you want to delete.
4 Click the Go button.
5 To exit the window, click the Close button.

You return to the main screen.
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Viewing the AP History

The AP system automatically keeps an ongoing history of all the invoices that
are entered into AP. You can view this AP history for a specific vendor by
following the instructions below.

Tip: To view open (unpaid) invoices, only, by system user, site
P P » only, Dy sy , SIte,
property manager, vendor, or due date, see 1 Zewing Unpaid Invoices

» To view the AP history for a vendor, do the following:

1 Select the vendor for whom you want to view the open AP history. For
instructions, see [ zewing 1 endors.

2 Do one of the following:

¢ In the Vendor Views slider bar, click the AP History folder icon.

¢ Right-click on the selected vendor’s record. From the shortcut menu
that appears, choose AP History.

¢ Press the shortcut key combination Ctrl+H on your keyboard.

A list of invoices that have been entered for the selected vendor appears.

EMulti—Family - AP: Dates NOT-Filtered: Division = Multi-Family:  Filtered for Active ¥Yendors

File Edit View Tools Help

# DE IamEnn on 9

AP History WES BUSINESS ACCOU

I Date | Inv Site Name Description Amount ChkDate | Chk #
O6/03/2003 | 28732 COMWAY maintenarce supplies $21.94| 06/6/2003 | 261250
D6/03/2003[268792  [COASTAL MAINT SUPPLIES ; $21.95| 0E/1E/2003| 261245
05/23/2003 ] 82131410022 | DUNCAN SUPPLIES FOR SITE $52.84 | 06/02/2003 | 258077
05/02/2003 £3047 | SOUTH CONwAY | MAINT SUPPLIES i $50.34| 05/12/2003 | 255333
040242003 82140344082}EAWBA-H\CKDF maint supplies $355.43| 04/14/2003 | 261353
» | 04/02/2002 statement | SOUTH CONWAY | MAINT SUPPLIES] $77.21| 04/23/2003| 253033
03/03/2003) 2 attached  [SOUTH CONWAY | MAINT SUPPLIES §21.44| 03/19/2003 | 248507
03/03/2003 | 23301 WEST COMWAY | maint supplies i $19.35] 03/19/2003| 248510
03/03/2003) 3 attached | COM'WAY maintenance supplies $153.16( 03/19/2003 | 240492
03/03/2003 | 3 attached | COASTAL | MAINT SLIFFLIES i $153.18] D3/19/2003 | 248458
02/03/2003) 821 4034 CATAWEA-HICKOF | maint supplies $2272 42| 03418/2003] 248448
02/15/2005) 521314100z | DUNCAN SUPPLIES FOR SITE i $200.81| 03/01/2003] 245016
02/03/2003) 2 attached }@STAL MEINT SUPPLIES $E95E| 02412/2003 | 243227
02/03/2003 | 2 attached | SOUTH CONWAY | MAINT SUPPLIES | $37.83| 02/12/2003 | 243260
02/03/2003 | 2 attached  [WEST COMNWAY | maint supplies $37.83 U2z’12#2[|[|3|243284
02/03/2003| 3 attached | CONWEY " maintenance supplies i $36.97 | 02/12/2003| 243235
02/03/2003 | 821 4034 CATAWEBAHICKOF | maint supplies $606.85( 02/19/2003 | 244032
o WL et o Rw ot B I E N tate A Y HT A Td AA ClIODIICE COD CITE B #Edoon’ nd mTanna 94099 ki
Open AP Yiews Wendor Motes
Invoices |70 | Date] Subject [auther |
Checks il ‘ | | |
Letters
Reports

AP History Filter All Recards ‘ LOWES BUSINESS ACCOUNT  |MUM | CAFS | DB/23/2003 | 9:45 AM
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Viewing the Pay History

3 To view a specific invoice in the list, double-click anywhere in the

corresponding row.

The invoice information appears in the Invoice Entry window, as shown

below.
£ Accounts Payable - Invoice Entry [_[2]
Fil= Edit Insert Wew Tools Help
Sitett B [COMway GATEBRAY |
Ventt LOWESEUSNT [LOWES BUSINESS ACCOLUNT
MY 8 28792 Address Remit To
Irve Al 321 54 |P0 BOX 4554 DEFT 75
Inv DE: PO BO: 4554 DEPT 79 P.0. EO 4554 DEPT. 79
CAROL STREAM IIL Ism a7-4554 CAROL STREAM IIL |sm o7-4554
Acct:
e |7 ﬂ
Teims: Dizcount: Due Dt PO # Met Invoice;
[New IE |DE£D3£2003 T $21.94
IJDbCUde IAEC[# I Description I Debill Credil[

ERd1

maintenance

I~ OnHold

MESSAGE

¥ Faid |

¥ Fay suthonzed

To close the Invoice Entry window, click the Quit Invoices icon in the
Actions slider bar.

Tip: You can filter the records that appear in the AP history by setting a
date range in the Preferences window and then selecting Filter Date
Range from the View menu. In this way, you can shorten the amount of
time that you spend waiting for the system to retrieve unneeded records,
and you can scroll through records more efficiently. You can also filter
the history to view voided invoices, only. For more information, see the
Filtering Records for Customized Viewing section in the Viewing 1 endors topic
and Setting User Preferences.

Viewing the Pay History

The AP system automatically keeps an ongoing history of all the checks that
have been written to vendors in the AP module or the Cash Management

module. You can view this pay history for a specific vendor by following the

instructions below.

MultiSite Systems, LLC
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» To view the pay history for a vendor, do the following:

1 Select the vendor for whom you want to view the pay history. For
instructions, see [ zewing 1 endors.

2 Do one of the following:

¢ In the Vendor Views slider bar, click the Pay History folder icon.

¢ Right-click on the selected vendor’s record. From the shortcut menu
that appears, choose Pay History.

¢ Press the shortcut key combination Ctrl+P on your keyboard.

A list of checks that have been written for the selected vendor appears.
The Source column indicates whether a check was written in AP or in the
Cash Management system.

Etorporate - AP: Dates NOT-Filtered: Division NOT-Filtered:  Filtered for Active Yendors

File Edt Wiew Tools Help

& DE Zamenn on €

Payment History for BELLSOUTH {CR)

Chk Date | Chk # Armnount Cleared WOID | Aoct Name Source =
01/16/2003| 26042 345,32 [ [m] HBH CORP AP
| 01423/2002 | 25082 Ere07 M ™ [HBMCORP AP
01/30/2003] 26114 $216.92 [l [m] HBM CORP AP
02/20/2003 | 26251 $798.64 il I~ |HBEMCORP AP
02/27/2003) 26293 $228.36 [l ] HBM CORP AP
0342042003 | 26436 4792.83 ! ™ [HBMCORP AP
03/27/2003| 26487 $279.17 [l [m] HBH CORP AP
0441742003 | 26641 484693 ~ ™ [HBMCORP AP [%
05/01/2003| 26727 $302.71 [ O HBM CORP AP
0516/2003| 26034 46,40 P T |HBMCORP AP
05/28/2003| 26910 $975.41 [l r HBH CORP AP
05/19/2003 | 27058 $8E0.82 V! u HEM CORP AP
“Wendor Notes
I Type I Datel Subject IAuthnr I
3| | | | |
Open AP Views
Inwvoices
Checks
Letters
Fieports
| Pay Histary Filler All Records |BELLSOUTH (CR) [ ] £ | 06/23/2003 | 956 4

= Tip: You can filter the records that appear in the pay history by setting
a date range in the Preferences window and then selecting Filter Date
Range from the View menu. In this way, you can shorten the amount of
time that you spend waiting for the system to retrieve unneeded records,
and you can scroll through records more efficiently. You can also filter
the history to view voided invoices, only. For more information, see the
Filtering Records for Customized Viewing section in the Vzewing 1 endors topic

MultiSite Systems, LLC version 6 38



MultiSite Suite: Accounts Payable Module Viewing Unpaid Invoices

and Sezting User Preferences.

Viewing Unpaid Invoices

The Open AP Views slider bar contains icons that enable you to display open

payables (i.e., invoices that have not yet been paid). You can look up open
payables by the following search criteria:

¢

¢

¢

¢

¢

By User

By Site

By Property Manager
By Vendor

By Due Date

Specific instructions for each search criteria follow below.

Searching by User

The By User icon enables you to look up open payables that a specific user
has entered into AP.

» To search for the open payables that a user has entered, do the
following:

MultiSite Systems, LLC

1

If the Open AP Views label bar isn’t already open, click on it to display
the various viewing options.

In the Open AP Views slider bar, click the By User folder icon.
A list of AP users appears in the center of the main screen.

In the list, select the name of the user whose open invoices you want to
display.

A list of all the unpaid invoices that the user entered appears in the main
panel, as shown.
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Searching by Site

— 2 z
— Multi-Family - AP:
Fil= Edit Yew Tools Help

Dates NOT-Filtered:

Division NDT-Filtered:

Viewing Unpaid Invoices

Filtered for Active Yendors

Open AF Views

|

o= Fanann omn

Carolyn (Carolyn)

“Wendor Hame

Site Mame

Inv #

[» | DUKE POWER  [JONESVILLE 0000425757
DUKE POWER | KERMERSVILLE | 1683502411
J'wi CARAPET | BURKE
| | W ECARFET  |BURKE eab i
MCIWORLDCOM | EURKE 8288?44500
CARLSTAANES | CONOVER |
[ cHerTER CONOYER 1035273082701
| CLASSICFLOOR |CONGVER [ 240 [
[ CONOVER -
HURLEY  |CONOVER 10837
KAy BURGIN  [LINCOLNTON  [wikida

IWATSDN LNCOLNTON  |158
AMERICA MORGANTON  [1E-4413
[ forvor MORGANTON | 5701 5654-8,5672,
DaL MORGANTON | 0840002 |
1 MORGANTON | 08 40048
|| DENMIS _ |MORGANTON | 585816
MAINTENANCE U| MORGANTON | 501623
Invoices : MORTH ! WMTQH 45
Checks Fit A CLEANING | MORGANTON | 20764
Letters L | HI 2F
Reports 4] |+ 4_IL| e
{ElserEpeninooss It [ oM [£ars | 023003 1003 4M

Tip: To check the approval status of an open invoice, scroll all the way
to the right to view the Authorized column.

To display a specific invoice, double-click anywhere in the corresponding

row.

The Invoice window appears, displaying the details for the selected invoice.

The By Site icon enables you to look up open payables of invoices written

for a specific site.

» To search for the open payables of a specific site, do the following:

1

MultiSite Systems, LLC

If the Open AP Views label bar isn’t already open, click on it to display
the various viewing options.

In the Open AP Views slider bar, click the By Site folder icon.

A list of sites appears in the center of the main screen.

In the list, select the site associated with the open payables you want to

view.

version 6
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A list of all the site’s unpaid invoices appears in the main panel, as

shown.

— Multi-Family - AP:  Dates NOT-Filtered:  Division NOT-Filtered:  Filtered for Active Yendors

Fil= Edit Yew Tools Help

s 03 ZEaEnH R ¢
ALLENDALE (5)

A& T HOW = Wendor Mame Site Mame Iree B Date DueDate | Descri
= ABC IMNVE! B LOWE'S ALLENDALE STHT May 05/ 262003 05/25/2003 | SUPPL
- AL DERSG. MARI0 HARLEY | ALLEMDALE 04072003 ] 0440742003 04/07/2003 | TRASH

ALDERSG, SCERG ALLENDALE 2-2100-5762-9126 [6/03/2003 06/03/2003 | ELECT]
o ] EXANDI - - - | ~

~|~1aT4

0 e
- BRDENRI
- BRLEE §T
- ASHLYN F
- AURORA
- BAKERSVI
- BATTLERC
- BISCOE
BRAGG 51 [
- BRODKWI
- BUCKHAN
BURKE
- BURNSVIL
- CDBH BEL
Invoices CDEH HYL
Checks - CHADBOLI

Letters CHRISTIAl -
Feports 1 | | 3 4 I _;I

| By ite Open Inveices |ALLENDALE NUM | CAFS| D6/23/2008 10:04 &M

I = Tip: To check the approval status of an open invoice, scroll all the way
to the right to view the Authorized column.

4 To display a specific invoice, double-click anywhere in the corresponding
row.

The Invoice window appears, displaying the details for the selected invoice.

Searching by Property Manager

The By PM icon enables you to look up open payables of sites managed by a
specific Property Manager.

» To search for the open payables of sites managed by a specific
property manager, do the following:

1 If the Open AP Views label bar isn’t already open, click on it to display
the various viewing options.

2 In the Open AP Views slider bar, click the By PM folder icon.

A list of property managers appears in the center of the main screen.
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with the invoices you want to view.

Viewing Unpaid Invoices

In the list, select the property manager who manages the sites associated

A list of all the unpaid invoices for the sites managed by the PM appears

in the main panel, as shown.

= Multi-Family - AP:

Dates NOT-Filtered:

Division NOT-Filtered:

Filtered for Active ¥endors

File Edit Wiew Tools Help
ECl w pE ZanBeERa B0 kel
; Candace Heath {19)
- Anita Sumner Wendor Name Site Name I Irve # Date Duelate | Des *
- Bary Dunsmor | B | D=0 AURORA |54SU2 08/ 742003 0672003 | A/
- Becky Steven || EQUIFAXCR | ALURORA | BB2E187 OBA31/2003]  05/31/2003 04 ¢
ndon Liles EGLIFA- CR CDEH EH25155 05/31/2003 05/31/2003 | 04 «
: B || micRORILT  [EoEH | o70s82 (05/16/2003|  05/15/2003 ML1
- David Phipps MICROEILT COEH 07475 (08/13/2003 06/13/2003 | ML1
- Ed Dallape Iﬁﬁﬁ&ﬁﬁ"ﬁﬁsﬁ |CDBH |BAS 0EAB/2003) DEAB/2003 REF
- Gamy Roupe TOM BROWN COEH HYDE |433988 0440342003 04/03/2003 | mov
- Gamy Berg E’E‘}m HEWTHORNE | BEZ5EAS 05/31/2003 05/31/2003 | 04 ¢
- Kelly Hammer | |° | SPRINT YELLOW | HAWTHORNE 206954865 0B/02/2003 0B/02/2003 | ADY
- Liiam Urbina | || COWE'S HOICOLUMEIA | 034713674142 0R/10/2003] OEAD/2003 | WAl
- Linda Phillips EQLIFA- CR HOL AN TOR EH25152 05/31/2003 05/31/2003 | 04 «
- Lisa Oglesty THAMPSON | HOIWINTON | 64065 (05/22/2008|  05/22/2003 lanc
- Mike Lucas THOMPSOM HOUS OFF S (04/30/2003 04/30/2003 | 90.C
e THOMPSON _ |HOUSOPP. | B4DR3. /2242003 05/22/2003 [ane
- Susan Elliatt THO £3334 (04/30/2003 04/30/2003
o Tany Jones THI 0N g i /2003 05/ 5@&3_—?
| JEQUIFA< CR 05/31/2003 05/31/2003 | 04 «
OTYOF  WASH | 7E7IEA000 (05/04/2003| 0B/04/2003 ELE
|| J RICEY BRANN WASHINGTON  [STATEMENTS (0B/18/2003 06/18/2003 | A/C
Invoices | | BaGLEY'S I WILLIAMSTON  |STATEMENT 031342003 3A3/2003 5LF
Checks EGLIFA- CR WILLIAMSTON | 825162 05/31/2003 05/31/2003 | 04 «
Letters | FICKY BRANN | WILLIAMSTON | STATEMENTS 0RA18/2003 m%ﬁfﬁﬁﬂﬁ!&ﬁi
Repoits 1 | _PI 1 |. : : _]ﬂ
|Ey Ph Open Invoices ‘ Candace Heath ’m CAPS | 0642342003 [ 10:04 Ak

to the right to view the Authorized column.

Tip: To check the approval status of an open invoice, scroll all the way

To display a specific invoice, double-click anywhere in the corresponding
row.

The Invoice window appears, displaying the details for the selected invoice.

Searching by Vendor

The By Vendor icon enables you to look up open payables that are due for a

specific vendor.

=

a vendor, see Vzewing the AP History.

MultiSite Systems, LLC
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Tip: For instructions on how to view both open and closed invoices for
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» To search for the open payables due for a specific vendor, do the

MultiSite Systems, LLC

following:

If the Open AP Views label bar isn’t already open, click on it to display

the various viewing options.

In the Open AP Views slider bar, click the By Vendor folder icon.

A list of vendors appears in the center of the main screen.

In the list, select the vendor whose open invoices you want to view.

A list of all the unpaid invoices for the vendor appears in the main panel,

as shown.

EMuIti—Family - AP:  Dates NOT-Filtered: Division NOT-Filtered:  Filtered for Active Yendors

File Edit Wew Tools Help

) & 5 @Enang o
;

@l

ALLENS CUSTOM FLOORING CENTER {ALLENSCUS1}

= B LOCKSk B JALLENS ASHLYN PARK (1227 0E/09/2003 0E/03/2003 | CARPET 24
= ATET ALLENS FAIRMONT 1234 061142003 0841142003 carpet i
= ATET 5= = 5 o | CTOTAL WET
&1 LN
-~ AFFORDAI
-~ &FTERDIS
- AR TECH.
-~ ALLSTAR
- Al LEGHEF
B ALLENS C]

- ALLTEL Q
- AMERICAR
- AMERICAR
- ANM LOCK
= ANTHONY
- ARCH WIF
- ARVIL BYF
- ATCOM BL
= ATMOS ER
Invoices - Bueritt's Ele
Checks = B &J APPL

Letters i BESAIR -
Reports 4 I I 3 4 | _’I
|EyVendor Open Invoices ‘ALLENS CUSTOM FLODRING CENTER | MUM | CAPS | 08/23/2003 ] 10:08 A

- BES HDNj Yendor Mame Site Mame Ieve Date Dueliate | Description

Tip: To check the approval status of an open invoice, scroll all the way
to the right to view the Authorized column.

To display a specific invoice, double-click anywhere in the corresponding
row.

The Invoice window appears, displaying the details for the selected invoice.
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Searching by Due Date

The search By Due Date icon enables you to look up open payables by the

dates on which they are due.

» To search for the open payables that are due on a specific date, do the

MultiSite Systems, LLC

following:

1

If the Open AP Views label bar isn’t already open, click on it to display
the various viewing options.

In the Open AP Views slider bar, click the By Due Date folder icon.
A list of dates appears in the center of the main screen.
In the list, select the due date of the open invoices that you want to view.

A list of all the unpaid invoices that are due on the selected date appears
in the main panel, as shown.

EMultifFamily - AP: Dates NOT-Filtered: Division NOT-Filtered:  Filtered for Active Yendors

File Edit ‘ew Tools Help

# pE ZEoEEn an ¢l

06/2312003 (06/23/2003)

- 0BA01/2003 ;I Yendor Name Site Name I # Date DiueDate | Descriptio
06/02/2003 CHARTER CONOVER 10362-730 06/23/2003 06/23/2003 | CABLE SE|
- 0B/0342003 MCCRACKEN WINDSOR ARRS | 03060301 0E/23/2003| 0R#23/2003 | INSTALL
- 0B/04/2003 £ i i & | TOTAL M
- 0B/05/2003
- OB/0B42003
- 0B/07/2003
- 0B/08/2003
- 06/09/2003
- 081042003
- 06/11/2003
- 06/1242003
- 081342003
- 061442003 %
- 06/1542003
- 0B/16/2003
- 08742003
- 06/1842003
06/19/2003
- 0B/20/2003

hd

Invoices o 5 )
Checks 06/26/2003

Letters - 0672742003
Reports - OBADEA2006 - ‘I I _DI

|EN T e D e nnene | o6/2342003 MUM | CAF2 | 08/23/2002 10:07 AM

Tip: To check the approval status of an open invoice, scroll all the way
to the right to view the Authorized column.

4 To display a specific invoice, double-click anywhere in the corresponding

row.
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The Invoice window appears, displaying the details for the selected invoice.

Entering Invoices

The New icon in the Invoices slider bar enables you to enter invoices into
AP quickly and easily.

After you enter an invoice, the system automatically prints a voucher and
attaches it to the invoice. Each voucher must be approved before a check can
be written for it. Invoice approval and check printing is restricted to
authorized personnel.

5 Note: When invoices are entered into the system, they are not recorded
in the General Ledger module until checks are written for them unless
your property is setup to use the AP Accrual method. For instructions
on writing checks, see Writing Checks. Also, see AP Accrual.

» To enter an invoice, do the following:

1  Select the vendor for whom you want to enter an invoice. For
instructions, see [ zewing Vendors.

2 Do one of the following:

¢ Open the Invoices slider bar and click the New folder icon.

¢ Right-click on the selected vendot’s record. From the shortcut menu
that appears, choose New Invoice.

¢ DPress the shortcut key combination Ctrl+1 on your keyboard.

The New Invoice Entry window appears.

MultiSite Systems, LLC version 6 45



MultiSite Suite: Accounts Payable Module

& AP NEW Invoice Entry
File Edit Insert Yiew Tools Help

Entering Invoices

[_[=]x]

Sitelt

Yenlt
I

Address Remit To

Iree At

"

Drescription:

Comments:

Aot I
 Fie: |

E

Terms: Dizcount Due Dt PO # Met Invoice:
Bldgt [ Unittt [JobCode  [Acctd | Description [ Debit] Credit]
[ | [ [
ik MESSAGE
™ OnHold I~ Fayauthoized

= Paid [

Reports

3 In the Site# text box, do one of the following:

¢ Enter the site number associated with the invoice.

¢ If you don’t know the site number, double-click inside the Site# text

box or press Enter on your keyboard to display the Site Search

window (shown below). Enter the first few letters of the site name in

the text box at the top and use the scroll bar to locate the site.

Double-click on the site or select it and press the Enter key on your

keyboard to close the window and place the site number in the Site#

text box.

i, Search for a Site

wel

B ES

Start Typing, press ENTER or DbIClick
Site# | Site Name Apartment Hame =
b | 305 WESLEY RIDGE WESLEY RIDGE

MultiSite Systems, LLC

122 WESLEYAN HOMES 'WESLEYAN HOMES

147 |'WESLEYAN HOMES 11 WESLEYAN HOMES 1l

123 WEST CONWAY RBAINTBEE

124 |'WEST JEFFERS0N WESTYIEW TERRACE

194 WEST LINCOLNTON RIVERSIDE

125 |'WEST RANDLEMAN RIVER POINTE

126 WEST SANFORD WESTRIDGE

219 |'WESTROSE VILLAGE WESTROSE VILLAGE

135 WILLIAMSBURG KINGS PDINTE

127 | WILLIAMSTON ROANOKE

213 WIND RIDGE WIND BIDGE

128 |'WINDSOR ARMS WINDS0R ARMS

130 WYTHE LONGVIEW VILLAGE

131 |'WYTHEVILLE LONGVIEW

231 YANCEY VALLEY PLACE =
4| I 4

4 Navigate outside the Site# text box.

version 6

46



MultiSite Suite: Accounts Payable Module Entering Invoices
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5

6

10

The site and apartment names automatically appear in the top part of the
window.

In the Ven# text box, do the following:

¢ Enter the vendor number associated with the invoice.

¢ If you don’t know the vendor number, double-click inside the Ven#
text box or press Enter on your keyboard to display the Vendor
Search window. Enter the first few letters of the vendor’s name in the
text box at the top and use the scroll bar to locate the vendor.
Double-click on the vendor or select it and press the Enter key on
your keyboard to close the window and place the vendor number in
the Ven# text box.

Navigate outside the Ven# text box.

The vendor’s business address, remit to address, payment terms, and a
default description automatically appear in the corresponding text boxes.

Tip: You can change any of this information by entering alternate text
and numbers in these text boxes. The vendot’s business address, remit
to address, and payment terms come from the vendor’s master file (2-
column view of the vendor), and you can make more permanent, global
changes for these values there (see Modifying 1endor Details). The default
description is copied from the last invoice that was entered for the
vendor.

Using the hard copy invoice, enter the invoice number in the Inv# text
box.

Enter the amount of the invoice in the Inv Amt text box.

Enter the date of the invoice in the Inv Dt text box in mmddyyyy
format.

If there is an account number associated with the vendor, you can enter it
in the Acct# text box.

Tips:

¢ The Acct# text box in the headeris an optional field for an account
number that a site may have with the vendor. The Acct# cell in the
detail lines of the invoice is a required field for the General Ledger
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Account number associated with the invoice (see step 16 below).

¢ If you enter an account number in the Acct# text box of the header,
the system will enter it automatically the next time you enter an
invoice for the vendor.

11 If you want to add a comment, enter it in the Comments text box
(located directly underneath the Description text box).

12 If you want to attach a file, such as a scanned document, to the invoice,
click the F button to the right of the File text box. Use the standard
browse window to locate and select the file; then click OK.

13 If the invoice is associated with a specific building number, select it from
the drop-down list that appears when you click inside the Bldg# cell in
the detail lines (located in the lower half of the window).

14 If the invoice is associated with a specific unit number, (e.g. if the invoice
is for a refrigerator for a specific apartment), you can select it from the
drop-down list that appears when you click inside the Unit# cell.

15 If a work order number is associated with the invoice, you can enter it in
the Job Code cell of the detail lines.

16 In the Acct# cell of the detail lines, enter the General Ledger account
number for this invoice, or select it from the drop-down list that appears.

= Tip: As shown below, the GL. Account number that was used the last

MultiSite Systems, LLC

time an invoice was entered for the vendor appears in the first line of
the drop-down list, for your convenience. Usually, you select or enter
that GL account number.

Bldg# it JobCode Acct Description Dehit Credit

| -

GL Acct Description AcctType i
1421 OFFICE SUPPLIES-FLOREMCE ExPENSE M

===ahove aie Last uzed===

1010 CASH-REGULAR ACCOUNT ASSET

1015 Ca5H-INWESTMENTS ASSET

1020 CASH-PATROLL ACCOUNT ASSET

1030 CASH - ESCROW ACCT ASSET

1065 OPERATIMNG A0WVANCES ASSET

1070 ADVaMCES-EQUITY LOANS BASSET -

17 The description in the header of the invoice automatically appears in the
Description cell of the detail line. If you want to change the description
in the detail line, select the cell and enter a different one.
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Modifying Invoices

18

19

20

21

Put the invoice amount in the Debit cell.
The system automatically enters the credit to cash.

If other line items are associated with this invoice, use the down arrow
key on your keyboard to navigate to the next line item and repeat steps
13 - 18. (For example, if a credit appears on the invoice, you can enter it
in the Credit cell on a separate line item.)

Tip: If you need to delete a line item that you entered, right-click on the
row and choose Delete This Row from the shortcut menu that appears.

After all the invoice information is entered, make sure that the total
amount of all the debits in the line items equals the number in the Inv
Amt text box in the header of the invoice. These numbers must match
before you can save the invoice. If they do not, adjust your entries so that
they are equal.

In the Actions slider bar of the window, click the Save Invoice icon.

The system automatically prints the invoice voucher (shown below). You
use this voucher to obtain approval so that a check can be written for the
invoice.

Note: The system will only enable you to modify an invoice that has
not yet been paid.

» To change information in an open invoice, do the following:

MultiSite Systems, LLC

Display a list of invoices that contains the invoice that you want to
modify.

Tip: The fastest way to do this is to use one of the 5 search methods in
the Open AP Views slider bar. The invoice lists in these views are
shorter because they contain only unpaid invoices. For instructions, see
Viewing Unpaid Invoices.

After finding the invoice you want to modify, do one of the following:

¢ Double-click on the invoice.

version 6 49



MultiSite Suite: Accounts Payable Module

MultiSite Systems, LLC

¢ Select the invoice by clicking on it once; then open the Invoices slider

bar and click the Edit Invoice folder icon.

The invoice is displayed in the main screen, as shown:

& AP NEW Invoice Entry HE

File Edit Insert Yiew Tools Help

Modifying Invoices

Sitelt 933 [HARRIS BRDWHN MANAGEMENT M
Werll 28015 [HrMamM PAPER COMPANYT
INY 282951 Address Remt To
I Amt:w F O BOx 5388
5] YT F 0 B0 5388
FLOREMCE |5: |29502 FLOREMCE |5: |29502
Desciiption: [COPY PAPER Aot
' Comments: © File: I ﬂ
Terms: Dizcount Due Dk FO # Met Invoice:
Net30 ID 07/07/2003 | |$ss.4n

Bldgt [ Unittt [JobCode  [Acctd [ Description Debit] Credit|

COFY PAPER

. MESSAGE

I OnHold = Pad
Reports

I™ Fapauthonized

Click inside any of the text boxes and/or drop-down lists to change
information. For specific information about each one, see the
instructions in the Entering Invoices topic.

If you want to attach a file, such as a scanned document, to the invoice,
click the F button to the right of the File text box. Use the standard
browse window to locate and select the file; then click OK.

To delete an attached file, select the file name inside the File text box and

press the Delete key on your keyboard.

Tip: To view an attachment, double-click directly on the name of the

attached file.

6 After all the invoice information is modified, make sure that the total

amount of all the debits in the line items equals the number in the Inv
Amt text box in the header of the invoice. These numbers must match

before you can save the invoice. If they do not, adjust your entries so that

they are equal.

7 In the Actions slider bar of the window, click the Save Invoice icon.
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The system automatically prints the invoice voucher (shown below). You

use this voucher to obtain approval so that a check can be written for the

invoice.

AP Accrual Method

When using AP Accrual the GL is updated when an invoice is saved. AP

Accrual must be setup by technical support. Users cannot change AP

from the cash method to Accrual. If you are already using the Cash

method you and technical support must coordinate the date of switching

to accrual.

Accrual works like this:

When an invoice is entered and saved the GL is updated with a
debit of each expense record and a credit for your payable
account and the entries are posted to the current period in AP.
The current period can be overridden by using the period textbox
directly in the AP data entry form. This field is located at the
bottom right corner of the form. This Acct Period

field cannot be edited after the invoice is

052012

saved. If you posted to the incorrect
period and you wish the invoice posted to
an alternate period you must Void the invoice and re-enter the
invoice in a different period.

5 Note: In Summary:

Save Invoice: Db Expenses and Cr Liability.
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Pay Invoice: Db Liability and Cr Cash.

When an invoice is Voided: The GL is updated with a reversal of
the original entries and the records are posted in the AP current
period. The period of invoice entry and voiding can be in
different periods.

When an invoice is placed on hold: The GL is not updated.

When an invoice is paid: The GL is updated with a debit to the
AP Accrual account and credit made to the cash account.
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Editing an Accrual Invoice:

Invoices can be edited in the same period they were originally
entered. Invoices cannot be edited in a different period as the original
period. If you must edit an invoice you will first Void the Invoice in the
current period then enter the invoice
as new. If you know the accounting
has not closed a previous period you
may use the period textbox on the
invoice data entry form.

Accrual Report:

The report “AP-Accrual 2110” report shows all invoices that are un-paid
for the period entered as a parameter of that report. Fyi: this report is
named “AP-Accrual 2110 but the actual Liability account does not have
to be 2110. When technical support sets up your accrual they will enter
an account number of your choosing as the payable liability account.

AP Invoice Budget Bar

The AP Invoice form can, optionally, display the

“Budget Bar” at the bottom of the invoice form. Tools  Help
This bar can be turned on and off by setting the v Print On Save
“Option” “Display Budget”. The Options menu v Display Budget

item can be found at the top of the Invoice form.
This setting will remain in effect until you change the setting.

The Budget Bar works like this:
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If your setting is not already set to display the budget, turn it on.

While you are entering individual line items to the invoice the Budget Bar
will be changing to match the information in the line you are entering.

O The Budget Bar changes information when you change focus
from the “Acct#” column to the Description column. And
the Budget Bar changes again when you tab off the Debit
Column and your cursor stays in the Credit column.
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AP Invoice Budget Bar

O If you Tab off the current line the display will change to the
next item or will clear out the contents. Your cursor has to

be in the grid row you want to examine.

O In short, the Budget Bar changes display when you change
from one column with your cursor to either the
“Description” column or the “Credit” column

The Budget Bar displays:

e The budget for the account in the current grid row.

e DPeriod Actual Activity is the actual amount spent on the budget item so
far this accounting period and the YTD (Year To Date) spent.

e BUDGET INFO: Activity is the amount budget for this accounting
period, YTD and the Annual budgeted amount.

e The last row displays either the Amount Over Budget or the Amount

Under Budget.

e Three visual cues help you quickly determine the relationship between

the selected account and the budget.

e Amounts displayed in brackets () are under budget.

e Green captions mean under budget and red denotes over budget.

e The stoplight graphic shines Red or Green to alert you the Annual

Budget status.

The Invoice data entry grid displaying the invoice line items:

Bldg# Uit JobCode | Accti Description Debit Credtt
0 ? ? E515 Cleaning products 85,29
i 7 1 G311 Executive Pen Set 10,00 |
Budget Bar Display, under the data entry grid
Account: |51 Period ACTUAL Activiy: | 0 YT | 246
Dese: [Iffice supplies BUDGET INFO: Activiy: | fd YT | 709 Annual 773
[ [ 138 Impact: a3

Note: Annual Budget “Stop Light” image will be Green if the Annual
Budget is under budget and Red if the Annual Budget will be over
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budget. The example graphic shows the annual budget is over budget.

Authorizing Checks

The AP system will not enable users to write checks for an invoice until it
has been authorized. Users with system privileges for authorizing invoices
can do this directly in AP, either manually or by using the Auto Authorize
icon in the Invoices slider bar and a bar code scanner attached to their
computers.

The instructions in this manual are for manual invoice authorization, only.

» To authorize checks in AP manually, do the following:
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1 Ifitisn’t already displayed, open the Open AP Views slider bar and use
any of the search methods to display the list of open invoices that you
want to authorize. For instructions, see [ zewing Unpaid Invoices.

2 Scroll all the way to the right side of the list to display the Authorized
column (shown below).
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NOT-Filtered:  Divisjon = Mult-Family:  Filkered foy Active Yendors

Carolyn
-~ dawn
duanelle

B By Vendo - Ellen

- kiisten
8y Dus - LindaS
- loretta
- Lyrin
-
- zhirley
--SOL2TEST
- W anda

E DEH-ANVE 05/14/2003] Law |
CHAALES H2HAC 05/14/2003| 0571442003 Law |

3 For each invoice that you want to authorize, select the check box in the
Authorized column, so that a check mark appears inside it.

When you select the check box, the system saves the authorization
automatically.

= Tip: If you authorized an invoice in error, you can click inside the check
box again to remove the check mark. The system saves the change
automatically.

Writing Checks

In AP, you can write one individual check for an invoice, or you can write
batches of checks for several invoices at one time.

After you write checks, the system removes the corresponding invoices from
the Open AP Views, where unpaid invoices appear. The checks appear in the
pay history and are posted to the General Ledger module.

'@ Notes:

¢ The system does not enable you to write checks for an invoice until
it has been approved. Check the approval status of invoices before
attempting to write checks for them by displaying them in any Open
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AP View and viewing the Authorized column in the record grid.
(For instructions, see Vzewing Unpaid Invoices).

¢ When invoices are entered into the system, they are not posted to
the General Ledger module until checks are written for them.

Writing Batches of Checks

» To write a batch of checks for several vendor invoices at once, do the
following:

1 Ifitisn’t already open, click on the Checks label bar to display the
Checks options.

2 In the Checks slider bat, click the Check Wizard icon.
The first panel of the Check Wizard appears (shown below).

5 Note: If someone else is writing checks in the system, a message box
appears, letting you know that the check writing feature is being used.
The name of the system user appears in the message box. If this
happens, click OK in the message box, contact the user, and find out
when he or she will be finished writing checks.

When you know that the person is no longer writing checks, click Yes in
the message box that reads “Do you want to change the light to green?”
This lets other users know that you are now writing checks. Anyone else
attempting to write checks will see the alert message, and your name will
appear in it.

s Check Wizard 1 =l

AP Check
Wizard

Select all Authorized Checks

with Due Date on or befare. . IDEJZ:},QUU:}

Post Checks to Period  [nez003

Check Date ;DBH23:’2003

— Select One
Select by Vendor(s) Allfar Current User € Select by Sitefs]

Utility Yendors € Select by PM(s) o

Exxit Mext »»
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3 The default due date for the range of checks that you will print is today’s
date. You can change this date to a previous or future one in the Due
Date text box. All checks that are due on or before this date will be
printed.

4  The default period in which you will post the checks to the General
Ledger is the current period. You can change the period by changing it in
the Post Checks to Period text box.

5 The default date that will appear on the printed checks is today’s date.
You can change the date to a past or future one in the Check Date text
box.

6 Select one of the options for the group of checks that you will be
printing. You can select any one of the following:

¢ Checks due for a specific vendor (Select by Vendor).

¢ Checks due for all the open invoices that a specific user has entered
into AP (All for Current User)

¢ Checks due for a specific site (Select by Site)
¢ Checks due for all utility vendors (Utility Vendors)

¢ Checks due for sites managed by a specific property manager (Select
by PM)
7 Click the Next button.

The corresponding selection panel appears in the wizard. The one in the
picture below is for the All for Current User option.

& Check wizard 2 =

AP Check
Wizard

Awailable User's
I Select One I

] |

Exit << Back Mest >
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8

10

1

=
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From the list in the panel, select the vendors, users, sites, utility vendors,
or property managers for which you will write checks. To select more
than one, use the Shift or Ctrl key on your keyboard while clicking on the
choices with your mouse.

Click the Next button.

The checks associated with the selections you made in steps 6 and 8
appear in the confirmation panel.

S Check Wizard 3 O] =] |

AP Check
Wizard

*Y'ou have selected the fallowing Payables, for this check un:

'ou are about to print 3 checks.

Total Invoice Amaunts = $3,276.51
Total Discount Amounts = $0.00
Total Net Irvvoice Amount = $3,276.51
4B237

If esverything looks GO, then click Mest, and the Checks 4

will begin printing:

Exit << Back Frint Checks

Examine the check information in the confirmation panel to make sure
that you are printing the group of checks that you want to print. If it is

correct, go to the next step. If not, click the Back button to go back to

the previous panels and select other choices.

Click the Print Checks button.

A progress panel appears. A thermometer bar displays the progress that
the system is making while printing the checks. When the checks are
finished, a “Finished” message appears in the panel with the Batch Run
ID number, as shown below.

Tip: You might want to make a note of the Batch Run ID number
because you will need it if you ever want to reprint the checks (see
Reprinting Checks).
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& FINISHED PRINTING CHECKS H=] B3 |

AP Check
Wizard

Finizhed Printing B atch Bun # 46237

|
Finish |

12 Click the Finish button to exit the Check Wizard.
You return to the main screen.
= Tip: You can change the printer to which you send checks. For

instructions, see Sezzng User Preferences.

Writing One Individual Check

» To write one individual check for a vendor invoice, do the following:

1 Ifitisn’t already displayed, open the Open AP Views slider bar and use
any of the search methods to display the invoice for which you want to
write a check. For instructions, see [zewing Unpaid Invoices.

2 In the Actions slider bar, click the Manual Check icon.

A message box appears, asking if you want to write a manual check for
the selected invoice.

3 Click Yes in the message box.

The Choose Bank Account window appears.
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=

Voiding Checks

| Choose your Bank Accounl Type = IEILE[

Post Period:  [052003

Click on a1 cantaining the Accaunt yau wish ta diaw this check against

Aect Type Aot Aicct Name Bank
| Disbursement 37-1038364 HEM SITE DISEURSEMENT CECB
General Fund 371100349 ARDEM-RIVER GLEMW, LLC CCB

Operating Feserve | 0411793623 ARDEN-RIVE EM LLE CENTURA

Rent 371038353 ‘HEM SITE RENT DEFDSIT TRUST CCB

Secunty Depozit 37-1100360 ARDEN-RIVER GLEM, LLC CER
Carece | oK

Make sure that the Post Period is the period to which you want to post
the check to the General Ledger module. If it is not, enter the
appropriate period in the Post Period text box.

Select the account for which you want to write a check.
Click OK.
The check is sent to the printer.

To exit the Choose Bank Account window, click the x button in the top
right corner.

INOTE: Review team: Please check to make sure that this is correct. I’'m
not sure if they have to close the Choose Bank Account window or if it

closes automatically and returns to the main screen, or if it closes

automatically and then the system displays a blank invoice.]

You return to the main screen.

Tip: You can change the printer to which you send checks. For
instructions, see Seztzng User Preferences.

» To void checks, do the following:

1

MultiSite Systems, LLC

If it isn’t already open, click on the Checks label bar to display the
Checks options.
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2 In the Checks slider bat, click the Void Check icon.

The Void Check window appears.

. Yoid Check =]
Jhbm
Bank Accounts
Acct Name Acct Number Bank Mame Acct Type j
HEM 401K PLAM &CCT | 371097324 CCe General Fund
HEM COMMERCIAL | 371097225 CCB Disburzement _I
» |HEM CORP 371038386 CCE Dizburzement
HEM CORP PAYROLL | 37-1038337 CCE Payral
HEM ESCHEAT 271030419 CCE Dlichy wserment =
HEM CORP OPERATING SCCT Check Number:
Fay:
Site;
Ihvoices
| Date | Invoice No I Dlescription I It Amtl

Frint | Yoid Check | Cloge |

3 In the text box at the top of the window, enter the first few letters of the

account name that contains the check you want to void.
The corresponding accounts appear in the window.
4 In the list, select the account that contains the check you want to void.

5 In the Check Number text box, enter the check number that you want to
void.

6 Click the Void Check button.

7 1f you want to print a notation about the voided check, click the Print
button.

8 If you want to void any other checks, repeat steps 3 - 7.
9 To exit the window, click the Close button.

You return to the main screen.
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Reprinting Checks

» To reprint a batch of checks, do the following:

1 Ifitisn’t already open, click on the Checks label bar to display the
Checks options.

2 In the Checks slider bar, click the Reprint Checks icon.

A window appears, asking for the Batch ID of the checks that you want
to reprint.

Reprint Checks

Erter BatchiD

3 In the window, enter the Batch ID number that appeared on the
“Finished” panel of the Check Wizard when you first printed the batch
of checks (see Writing Checks).

4 Click OK.
The checks are sent to the printer and you return to the main screen.

Tip: You can change the printer to which you send checks. For
instructions, see Setting User Preferences.

Generating & Printing Reports

There are two icons on the Reports slider bar that you use to generate
reports: one that displays a list of reports to select (All Reports) and one that
generates the Check Register report (Check Register). A separate icon is
necessary for the Check Register report because the system must perform
some additional processing to retrieve that report.

After you generate a report, it is displayed in the Reports window, where you
can view the report, print it, export it to a file, or send it as an e-mail
attachment. Instructions for each of these procedures follow.
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Generating Regular Reports (Reports Other Than Check Register)

» To generate any report other than the Check Register report, do the
following:

1 If the Reports label bar isn’t already open, click on it to display the two
Reports icons.

Wendor Wiews
Open AF Views
Invoices

Checks
Letters
Repaorts

[mT Al Reports

[E Check Register

2 In the Reports slider bar, click the All Reports icon.

The AP Report Menu window appears, as shown below. It displays the
reports that are assigned to you.

5 Note: If a report that you expect to see does not appear, speak to your
supervisor or system administrator about adding the report to your
assigned list.
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. ap Report Menu !EI
Eile

Preview

Available Reports

Report Mame = 1
» 1096 Forms = E'_
1099 Formrs - One Yendor M7A
1099 Forms i
1099 Forms - Copy A Ii‘
1099 Report .

1099 Report - by Yendor

1099 Report - One ¥Yendor

 Invoices by User

Letter Yendors Authorized Purchasers
Print Check Stub

Reprint Invoice Youchers

Vendor Master

Yendor Master By Category
Vendor Master By Property M.

Yendor Master By Site

Close Reports

Printer

Report Description
IRS Format - Summary [by Site] of all 1099z - 1 to a page [For a date
range]

Utilities

4

Scroll down the list of reports until you find the one you want to view.
Then click on the report name to select it.

Tip: An arrow appears in the selection bar next to the report that you
selected. A description of the report is displayed in the Report
Description box at the bottom of the window.

Do one of the following:

¢ Click the All icon in the Preview slider bar on the right side of the AP
Report Menu window.

¢ Double-click on the report name.

If report parameters are associated with the selected report, a report
parameters window appears. Each parameter window contains different
options, depending on which report you selected in step 3.

Select and/or enter the parameter values by which you want to filter the
selected the report.

Click OK.

The selected report appears in the Reports window, as shown below.
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: ¥endor Master

x|\< 4|

Harris Brown Mgt

Wendor Name

YID#

Generating & Printing Reports

Yendor Master

Bus Address

1 of 1363 >|H l| %I%@ [0 =] Totatzeess 100x  283E3of 26883

Remit Address

A& HSEPTIC TANKUUELL & WATER SERVICES, INC .

PO BOX 1415

PO BOX 1415

st CHERMN, ST 2350
A1 LN CARE S MMALKER ST EXT A0 CECIL H CANND ARG KER ST, EXT.
o REIDSVILLE, NC T30
ABERDEEN SUFPLY COMBANY 201 NORTH SVCANOREST 201 NORTH SYCAMOREST
i1 ABERDEEN, NC Z5315
ALBEMARLECARPET DEROT, INC. 127 SOUTH FIRST STREETAZ SOUTH FIRST STREE 127 SOUTH FIRST STREET
MLEEMARLEZ ALBEMARLE, NC 230001
ALE®NDER HEG b
oz .
ALLEGHENY POIER C:O PO B0 14580 0. B0 1458 (NGRS
e HAGERSTOWN, M0 24741458
ALLINGE MEDICAL, INC., ALEEMARLE S0 NORTH SECOND STREET/AOT NORTH SECOND £ ST NORTH SECOND STREET
ALLBHCENT ALEEMARLE, NC 28001
AMERCAN SI3 NS BY TOMAR ROU 940 RETERS C REEK F MAN /050 RETERS C R EEK R AN 260 PETERS CREEK F MY,
AMERICANSZ  WINSTON-SALEM, NC 710
AMERCAN SOLUTIN INFORMATON ZF STATE RT.NZFNSTATE RT 1 ZTMSTATERT.IN
AMERICANST NOOERS, NY 1207
ARPLHCECENTER ZH NIEST AN STREET ZNEST AN STREET
miE ALBEMARLE, NC 23001
ARG OF STANLEY
ARCOFSTANT

ARCH FAGING (7 4O107)

PO BOCET WM

PO, B0 T4 =
3

7 To navigate in the report, print the report, export it to a file, or send it to

someone as an e-mail attachment, use the instructions in the Navigating in,
Printing, Exporting, and E-mailing Reports section below.

To close the Reports window, click the x button on the toolbar or in the
upper right corner of the window.

You return to the AP Report Menu window.

Click the Close Reports icon in the Preview slider bar of the AP Report

Menu window.

You return to the main screen.

Generating the Check Register Report

» To generate the Check Register report, do the following:
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1

If the Reports label bar isn’t already open, click on it to display the two

Reports icons.

In the Reports slider bar, click the Check Register icon.

The Check Register Report selection window appears.
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. Check Register Report - Select Bank Account and Date Range | _ (O] x|
Bank Accounts
Aect Mame Acct Mumber Bank Name Aot Type =
BaET HOMES 371116365 CCE Security Deposit [
&% T HOMES 271115914 CCR General Fund
A8 T HOMES 371116167 CCE Reserve Fund
ABC INVESTMEMT CO | 371126650 CCH General Fund
ABCINVESTMENT CO [ 371117080 CCE Security Deposit
ACADEMT MAMOR 371038012, CCE ‘Security Deposit
ACADEMY MaNOR 37-1083030 CCE General Fund
ACADEMY MANDR 371055568 CCB Supervised Fund
ACADEMY MANOR 1| (0411743313 CEMTURA Feserve Fund
ACADEMY MAMOR Il | 371038023 CCB ‘Security Deposit
ACADEMY MANOR Il | 371083101 CCE General Fund
ALBEMARLE HSG LTD | 57-1036472 CCE Feserve Fund
ALBEMARLE HSG LTD | 37-1038034 CCE Security Deposit
ALBEMARLE HEG LTD | 37-1036441 CCh General Fund
ALBEMARLE HSG LTD [ 371085312 CCE Fehab
ALDERSGATE | [GBO | 371082628 CCR General Fund
ALDERSGATE | [GEO | 371024382 CCE Security Deposit
ALDERSGATE II, INC | 371038045 CCR Security Deposit
ALDERSGATE I, INC. [ 371036483 CCE Feserve Fund
ALDERSGATE Il INC. | 371038408 CCR Fesidual Receipts -
Select Date Range
Beginning Date l—
Ending Date Print | Close

3 In the text box at the top of the window, enter the first few letters of the
bank account name for which you want to generate the check register
report.

The corresponding names appear in the window.
4 Scroll to the account name you want and click on it to select it.

5 In the Beginning Date text box, enter the starting date of the date range
for which you want to display check register transactions in the report (in
mmyydddd format).

6 In the Ending Date text box, enter the ending date of the date range for
which you want to display check register transactions in the report (in
mmyydddd format).

7 Click the Print button at the bottom of the window.

The report appears in the Reports window.
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x|\< 4]

1of1

>|>1 -| %|&|® [ioo = Tatal16

Harris Brown Mgt

Generating & Printing Reports

100% 16 of 288135

Check Register

Checks Printed between 010172003 and 06/30/2003

A & T HOMES, 37-1115914

Check #

Check Date vIiD&

Vendor Hame

Site #

Site Hame

ila1

01/07/2003
IrtsSC

01/15/2003
1056

03/3172003
SET

04/09/2003
IrtsSC

04/30/2003
SET

05/12:2003
Int/5C

0072003

MAGZ003

03021,2002

04092003

0443042003

081252002

RESIDENCE]

MiA

RESIDENCE DEVELOPMENT

Mk

MiA

M

Mk

269

269

260

269

269

260

ALT HOMES

ALT HOMES

ALT HOMES

ALT HOMES

ALT HOMES

AL T HOMES

8 To navigate in the report, print the report, export it to a file, or send it to

someone as an e-mail attachment, use the instructions in the Navigating in,
Printing, Exporting, and E-mailing Reports section below.

9 To close the Reports window, click the x button on the toolbar or in the

upper right corner of the window.

You return to the Check Register Report selection window.

10 Click the Close button at the bottom of the window.

You return to the main screen.

Navigating in, Printing, Exporting, and E-mailing Reports

Use the toolbar buttons and labels (shown below) to navigate among the

report pages, print the repott, export the report to a computer file, and/or

send the report as an e-mail attachment to a specified e-mail recipient.

102 y || n| &|&|&| [lox =]

Total49

100%

49 of 43
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Explanations of each button and label (in sequential order from left to right)

are as follows
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¢ The red x closes the window.
¢ The first left-arrow goes to the 15t page in the report.
¢ The second left-arrow goes to the previous page in the report.

¢ The “1 of 2” indicates the page number that is currently displayed (page
1), followed by the total number of pages (2 pages).

¢ The first right-arrow goes to the next page in the report.
¢ The last right-arrow goes to the last page in the report.

¢ The square stops the viewer from searching for a particular page. You
can use this button if you click the 1st page button or last page button,
and it is taking too long for the viewer to find the page, due to the length
of the report. The reports window displays whatever page the system is
retrieving at the moment you click this stop button.

¢ The print button prints the report.

¢ The print-and-wrench button opens the Printer Setup window to select
printer options, such as Landscape orientation for reports that are too
wide to print in Portrait orientation.

¢ The envelope button is the export button. It opens a standard export
window that enables you to export the report to a file or to send it as an
e-mail attachment to an e-mail address that you specity.

¢ The 100% drop-down list enables you to select different sizes in which to
view the current page, creating the effect of zooming in and out.

¢ The number next to “Total” indicates the total number of records that
are in the report.

¢ The percentage that appears next to the Total Records indicator is the
percentage of records in the report that have been processed by the
system.

¢ “49 of 49 label indicates the number of records in the report that have
been processed by the system, as well as the total number of records in
the report.
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Setting User Preferences

The Preferences feature enables you to set default values that the system uses

when you work with records in the AP database. You can set any of the

following defaults:

¢

The current period in which you view and manage records throughout
AP.

The location on your computer system where the system stores exported
AP reports and documents.

The report formats that you use for printing check vouchers, checks, and
the Check Register report.

The printer to which checks are sent for printing.

If you have system administrator privileges, you can filter vendor records
by company division, office, property manager, or site manager.

Note: If you do #ot have system administrator privileges, you should
not change the division, office, property manager, or site manager
preferences that the system administrator has set for you. For a more
detailed explanation, see the instructions below.

The date range that the system uses to filter AP history and pay history
records when you filter records by date range.

For more information about filtering records, see Filtering Records for

Customized Viewing in the topic Viewing 1 endors).

» To set user preferences, do the following:

1
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From the Tools menu on the main screen menu bar, choose Preferences.

The Preferences window appears, and the General tab is displayed.
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[_[=5]x]

. PREFERENCES
Clase

General ] Company Info ] Custom View ]

!DBZDD3 AP System Curent Period = 062003

Default Reoort Locatian [y \Reports\AccountsPayable’
Defavlt Document Location [y etters' AP

Check Voucher Report:

Session Cument Perind:

!W:\H eportz\AccountsFayable apinvoicevoucher. rpt

iW'\FEepnrts\.&ccnuntsPayah\e\printchecks pt %
Iho officeiet d series fax [VOCC:3) ¥ ] Paper Bin: [suto ~1
'/ \ReportshaccountsP avablehcheckreister mt

Check Printing Report:
Check Printer:

Check Reaister Report:

Diefalt Divigion: ’m jv

Diefault Dffice JUMKNDWH =l

Default Praperty Manaa  [JNENDWwWN =

Drefault Sits Manager [UNENDWH ]

~Filkers

Dynamic: Date Range [NEE -
Filter for Check Dates beginning: 01/00 /2003
Filter for Check Dates endifng: I1 2/31/2002

Save Settings | Unda | Clase |

2 If you want to change the current period in which you want to view and

O
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manage AP data, enter the period in the Session Current Period text box.

Note: When you change the default current period, the new default
value only appears during the current session. When you exit AP, the
default current period automatically resets to the actual current period.
The actual current period is set by the system administrator at the
beginning of each period.

If you want to change the location where the system saves and stores
exported reports, double-click inside the Default Report Location text
box. Then, in the browse window that appears, select the alternate
location in the file directory.

If you want to change the location where the system saves and stores
exported documents, double-click inside the Default Document Location
text box. Then, in the browse window that appears, select the alternate
location in the file directory

Note: Currently, no documents are generated in AP. The Default
Document Location preference is for future reference.

If you want to define a specific format for check vouchers, double-click
inside the Check Voucher Report text box. Then, in the browse window
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that appears, navigate to and select the specific report file that you want
to use.

6 If you want to define a specific format for printing checks, double-click
inside the Check Printing Report text box. Then, in the browse window
that appears, navigate to and select the specific report file that you want
to use.

7 1f you want to change the printer to which checks are sent for printing,
select it from the Check Printer drop-down list.

8 If you want to define a specific format for the Check Register report,
double-click inside the Check Register Report text box. Then, in the
browse window that appears, navigate to and select the specific report
file that you want to use.

9 If you have system administrator privileges, you can filter vendor records
by company division, office, property manager, or site manager by
selecting the name from the corresponding drop-down lists.

@ Note: If you do 7ot have system administrator privileges, you should 7oz
change the Default Division, Default Office, Default Property Manager,

or Default Site Manager preferences. This could cause problems. For
example, if you are a site manager and you select UNKNOWN for the
Default Site Manager, the system will not return any vendor records
when you conduct a search. The same thing will happen if you are a
property manager and you select UNKNOWN for the Default Property
Manager.

10 If you are filtering AP history and pay history records by date range and
you want to change the date range in which the system filters those
records, enter the starting date in the Filter for Check Dates Beginning
text box. Then, enter the ending date in the Filter for Check Dates
Ending text box.

11 Click the Save Settings button to save the default values that you selected
or entered.

12 If you want to filter the fields that you see when viewing vendor detail
records, continue with the next step to define the custom fields.
Otherwise, skip to step 18.

13 Click the Custom View tab in the Preferences window.

MultiSite Systems, LLC version 6 71



MultiSite Suite: Accounts Payable Module

The following list boxes appear.

&i. PREFERENCES
Close

Setting User Preferences

(5] x]

General I Company Info ]CustomVlaw]

Available Fields

Fields in Custom Vigw

KWID

GID

VN ame
Cortact
EStreet
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ECity
EState
BZip
RemitStreet
RemitStreet?
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MabilePhone
Fax
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<
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kWID

WM ame
Contact
BStreet
BStreet?
BCity
BState
BZip
RemitStreet
RemitStreat?
FemitCity

InzuranceCenfeqd
InsuranceCentE xpire
Require1099

Save Settings |

Unda

Cloze

14 In the Available Fields list box, select a field that you want to view when

using the Custom View filter for vendor detail records (standard 2-

column view). Then, click the right-arrow button.

The field name is copied to the Fields in Custom View list box.

15 Repeat step 14 for every other field that you want to view when filtering

vendor detail records by Custom View.

16 To remove a field from the Custom View, select it and click the left-

arrow button.

The field name is removed from the Fields in Custom View list box.

NOTE: Review Team: These buttons for adding and removing fields

from the Custom View list are not currently working; therefore, these

instructions are not entirely correct; before we finalize this AP manual,
we need to find out if the richt and left arrow buttons will be made

operational, to go with the steps above. Otherwise, I’ll need to change

the instructions to single-clicking, to move the fields from one list box to

another.
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I = Tip: To add or remove all fields at once, use the double-arrow buttons.

17 Click the Save View button at the bottom of the tab.
18 Click the Save Settings button at the bottom of the window.

19 If you want to enter company information, click on the Company Info.
tab in the Preferences window and change the default settings in that tab.
Be sure to click the Save Settings button after working in the tab.

20 To exit the Preferences window, click the x in the upper right corner or
the Close button in the bottom part of the window.

You return to the main screen.

Setting Reminders

You can set reminders for yourself in the AP system. The system displays the
reminders when you log into the system, so that you won’t forget important
tasks. For example, if you set a reminder for every Thursday, the system
displays the reminder every Thursday, as soon as you log into AP.

Note: In order for the system to display reminders, the Show
Reminders command on the Tools menu must be selected.

» To set reminders, do the following:
1 From the Tools menu of the main screen, choose Show Reminders.

The Reminders window appears.
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. Reminders
File  Filker

Setting Reminders

l Date I Subject

[ Dismiss [ Clear &l |

Cloze |

Add Reminder |

2 Click the Add Reminder button.

The Add Reminder window appears.

&, Add Reminder

Reminder Frequency

Add a Reminder

Once

Beginning Dale jusn 342002 E :i

Every Day

15t of Every Month
2nd'Week Every Manth
Ewery Monday
Ewery Tuesday
Ewery Wednesday
Every Thursday
Ewery Friday

Ewery Saturday
Ewery Sunday
Ewery Weslkday
Every Weekend

Ending Date 061342003 s

(O] x}

Subiject I

Diescription

Cloge

Save

3 In the Beginning Date text box, select or enter the date on which you

want the reminder to start.

4 In the Ending Date text box, select or enter the date on which you want

the reminder to end.

5 In the Subject text box, enter the subject of the reminder.

6 In the Description text box, enter a detailed description of the reminder.

7 In the Reminder Frequency list, select the frequency with which you want

to be reminded.

8 C(lick the Save button.
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A message box appears, indicating that the reminder has been saved in
the system.

9 Click OK in the message box.

10 To exit the window, click the x button in the top right corner or the
Close button in the bottom part of the window.

You return to the Reminders window.
11 To add another reminder, repeat steps 2-10.

12 To exit the Reminders window, click the x button in the top right corner
ot the Close button in the bottom part of the window.

You return to the main screen.

I = Tip: After you add reminders, they appear in a list in the Reminders

window according to the frequency that you set in step 7. You can
dismiss a reminder by clicking inside the corresponding check box in
the Dismiss column. You can also dismiss all related reminders by
clicking inside the corresponding check box in the Clear All column. If
you use these features to dismiss reminders, they do not appear in the
Reminders window when you log into the system.

Displaying the Windows Notepad & Calculator

If you want to open the Windows Notepad® or Calculator® to use while
you are working in the AP module, choose Notepad or Calculator from the
Tools menu.

Rebuilding Layout Files

MultiSite Systems, LLC

Your system contains a configuration file that determines which AP icons
and features appear in your own customized version of the AP screen and
which ones do not. Sometimes this file gets corrupted. When that happens,
the Rebuild Layout Files feature restores the system defaults so that your AP
screens and windows will work propetly again.
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You should not rebuild layout files on your own. However, if you are
experiencing technical difficulty, a customer support technician may ask you

to use this feature. If that happens, then simply choose Rebuild Layout Files
from the Tools menu.
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